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Logging In

larrisonTime
To login to Jarrison Time, double-click the icon on the desktop, or locate the shortcut icon from the

Start menu.

dr Login | Ver6.8.2 *

Jarrison Time®

| 4

Uzer Name | |

Pazzword | |

Supplied and Mairtained by ABC Trading

Email: support@jamison net
Connected to JTDemoJan2023 database on GREG_LAPTOP JTZ2014

A product of Jamison Systems

Insert your user name and password and click on ‘OK’ or press Enter. Next login you can press the
<Backspace> key to fill your user name in automatically.

{ Login|VerB.8.3 *

English @

Note that if Alternate Languages have been enabled in the . H ®
system the login screen will have an additional icon in the upper Ja rrison TI me
right, allowing selection of language. '
User Name || |
Password | |

Supplied and Mairtained by ABC Trading

Email: support @jamison net
Connected to JTDemoJanZ023 database on GREG_LAPTOPJT2014

A product of Jamison Systems
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Registration

The installer usually assists with the registration process. This process is automated via Internet
connection. After changing any Registration details the ‘Resubmit’ button must be clicked to send a
request to the server for the change. If the change is in accordance from an administrative perspective
then it will be applied. If not in accordance the change will not be applied and a resubmission will be
necessary.

After a licence request has been submitted its status can be viewed by clicking the ‘Check Status’
button that will appear at the bottom of the window Status Bar

There are various status bar items which offer current information to you.

—Engine Status (Purple - Engine not running) (Red - All Devices Offline) (Green - All Devices
Online) (Orange - Some Devices Offline)

The same colouring code is used on the Engine icon on the toolbar, found on the far right of the bar,
and the system tray icon.

. | S‘Tsan Walters | Registered to Support @ Demo | 31 Aug 2023 |JTDemoMar2023 | No Fil‘i

A

{ |m Everyone ‘Employeeﬂ of 199 | Customer Code: 10701 ‘\t‘ersion 6.8.4 |‘- JT Monitor ‘

A

User logged in

JT Monitor Launch

Company Database name Employee Client code
filter
License expiry date User filter Number of employees in
the list

JT version

The JT Monitor icon will appear in JT where the engine is being run, or if there is no ‘Computer
Name’ in System Configuration. Please see the JT Monitor document for further information on this

tool.
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Employee List

On the toolbar there is a drop-down list of employees, as shown below:

. 08 Bongekile Gloria Dlarnini

8 Bongekile Glona Dlamin

1000 Emest #ulu

1001 Mogiphivwo Mkompela

1003 Margaret Mdhlowu

1008 Mbongeleni Mlkabela

1003 Sithembizo Khuzwayo

101 Hiren Maizuriya

1010 Silesenkosi Mwande

1013 Zanele Khoza

1025 Lindivee Mtzhal

1026 Mbongeleni Buthelezi

1027 Thabani Vilakazi

1028 Momkhosi M Princess Mombe
102 Devandhran Govender

1021 Hlengivwe M annpathi

1036 Thobekile Mncube

1038 Sipabonga Innocent Dlamini
1043 Yuypakasi Mtshubungu

105 Sudhir Hana

1053 Jane Sibisi

The employee that you select will become the Active employee, and all actions will be applied to that
particular employee E.g. Reports and Manual Adjustments. To navigate to the next employee click the
forward arrow (or push F9 on the keyboard), and similarly to go back to a previous employee click the
back arrow (or push F8 on the keyboard).

To select all of the employees in the list (for a report or file export etc.) you can select the first item in
the list (or push F7 on the keyboard). The list will look like this:

. | All Emplayees in List w | ’

To Search for a particular employee (F3), you can type any part of their Name, Surname or Employee
number in the search bar.

. | 12 Peter Mazoanganye W | ’

Only employees matching the search will be included in the list. The more letters typed in the search
bar, the more refined the list becomes. Double-clicking in the search field will clear it.

The total number of employees, and the position in the list at any given moment, is shown in the status
bar (see section on Status bar for more).
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Employee Sequence

The employee list can be customized.

4. Employee List Sequence >

Sequence By
' Employee Number -

MName Format

O Sumame. Name
(®) Name. Sumame
Show in list

() Include Formery Employed
(® Exclude Formery Employed
() Include Formery Employed in date range

01 Jul 2019 [ 08 Jul 2019

Click on ‘Setup’, 'Employee List’ then ‘Employee Sequence’ to open the window, or right-click on
the employee list dropdown itself. In this window one can change how the employees are listed in the
employee list, and supervisors in their dropdown list on the Personal tab of Employee Details. You
can select between Name, Employee Number, Department, Code or Device ID as the list sequence.
The Name Format option selects either name or surname as the first item to display. You can choose
to include or exclude formerly-employed employees here, or specify to only include employees whose
service ended within the date range. You can also include and exclude terminated employees from

‘Setup’, ‘Employee List’.

To modify or view employee information you will work in the Employee Details window. To open this
window click on ‘View’ then ‘Employees’ from the menu bar, or the icon on the toolbar.

Employees

To add an employee click ‘Add’, then enter employee number, name and surname. All other fields are
optional. When adding an employee, he or she will be assigned default selections. It is recommended
to enter correct information into many fields, as grouping according to multiple fields will be made
easier later. Employees can also be grouped according to their hire, termination and birth dates.
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"¢ Employeskely Comey T ™=

Detals  Personall Personal? Personal3 Reminders Misc  Job Costing Leave Documents JTClock Access

Number [464 || Change Number | vaigrsap | |
Name [Kely |

Surname [conway | Locatin | East Branch - |
Department [priting v|  clss | Permanent v
Company | 01 - ABC Creations - | Occupation [Cleaner (02-Dec-2008) |
Hire Date 02Dec-2008 [~ ClockGroup | Factory v

“fears Service 14 Years / 6 Mths

Supervizor's Name |Ha|id Rubin w | [ Is a Supervisor
Photo Shift Pattem Pay Group
018-5ep-2013 5 Shift Rotation 08-5ep-2013 Factory Weekly
02-Dec-2008 Production 02-Dec-2008 Flexi
e b | [ ]

Add Delete
Employee | | Employee

= (o) [ | I == |

Employee numbers cannot be duplicated (although names may be) and they must be identical to
those in the Third Party system(s) if these systems are being integrated. If the employee number
needs to change, it must change in the external system and JT simultaneously.

The ‘Change Number’ button appearing next to Number is to enable users with permission to change
the employee number if required; this should be done carefully in a live system as it may result in lost
data otherwise.

The shift to which an employee is assigned will determine the person’s Daily calculations, and the Pay
Group will determine the Pay calculations.

- Shift X
The employee’s hire date is used to automatically set shift pattern, pay group and
other date-based start dates. In the image above, the employee was assigned to Effective From
the ‘Production’ shift from his hire date on 2 December 2008. Then later changed to

‘5 Shift Rotation’ shift on 08 Sep 2013. You can change an employee’s original shift |3 Week Rotaton |
pattern or change an existing one, by double-clicking it. (The shift pattern itself Days to Offset'in Shitt Cycle 0[]
would have to have started on or before the employees hire date). To record an

employee changing from one shift to another, click on ‘Add’, this will present a

window where you can select the shift and the date that they started or will start the shift. If the Shift
Pattern has ‘Days to ‘Offset’ in Shift Cycle’ enabled, you will be able to select their start point in the
cycle here. In a 3 week rotation with a 21 day cycle, the offset is usually 0, 7 or 14.
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To delete an employee, ensure that the employee you want to delete is selected and then click
‘Delete’. A confirmation message will appear. It is recommended that employees have their service
ended (are terminated) rather than deleted, as their records will still be available and retrievable for

future use. Employees whose service has ended can be included or excluded from the

employee list using the ‘Employee Sequence’ option, explained later. An employee whose Clear fchire Date

Change Rehire Date

service has ended can be re-instated if he/she returns to the company.

When ending service for an employee a reason can be provided as well. These reasons are defined
under ‘Setup’, ‘Reasons’, ‘End Service Reasons’. Reasons can be reported on or viewed on the
Misc tab (shown later in this document)

Once service has been ended an employee can be marked for ‘Do Not Rehire’ which will prevent the
employee being reinstated, except by an administrator.

If an employee is re-instated a rehire date will appear— this date can be edited or cleared by right-
clicking on it.

Years Service is a calculation of how long the employee has been hired.

You can assign an employee to a supervisor by selecting the Supervisor’s Name. The employee may
be marked as a supervisor by selecting the Supervisor check box. Then they will appear in the
‘Supervisors Name’ list.

If the clockings are being retrieved from an access control system, it is typical to add employees in the
access control system. When importing the clockings, Jarrison Time will be able to add the employees
(using the name, surname and employee number) automatically or one by one.

If Clocking Groups have been configured and are being utilized, then employees’ clockings will only
be read from certain readers on the system, according to the clocking group selected. These groups
should be configured by the installer. Assign each employee to his/her relevant clocking group in this
window. If employees are added to JT from an access control system using clocking groups,
employees will only be automatically added from readers set as T&A in the access control system.
Employees who clock at different stations will have to be added to JT manually.

If you wish to keep photos of employees you have two options: Device Brand

if you already have photos you can click ‘Browse’ and load the [

image from file, or if you have a web camera setup you can .

click the webcam icon and capture a photo that way (launch f & %‘g-(

Jarrison as Administrator for this functionality, also note this B 1 oo 1 o

may not be available for Windows 10 Home edition users). - Browse for Photo g S
Photos can also be uploaded in bulk, from ‘Import’, Copy Profile Photo oo [ ]

‘Employee Photos from File’. To use this feature each photo
file’s name should match the employee number of the
employee in Jarrison. Right-clicking on a photo will allow the
photo to be rotated.

If facial Hikvision or ZKTeco devices (algorithm 3, 5, 8 or 12) are in use, there will be a right-click
option on the Enrollment tab under Access to copy the profile photo and use as facial template
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(known as a Bioface template). There is also a Multiple Action option ‘Copy Profile Photo to
Bioface template’ to perform this for a group of people. Keep in mind that these photos should meet
with the standards of facial enroliment photos (see later section on Import of Employee Photos).

Copy Profile Photo to Bioface template

If the system is set to ‘Use Employee Timesheet Lockdown Date’ (please refer to the configuration
manual for more info on setting this), there will also be a Lockdown Date option on the Profile tab.

Occupation | Maintenance (01-Jan-2018) |
ClockGroup | Defaut Clocking Group v
Lockdown Date |01-Jan-2020 [~

This allows for individual timesheet lock dates to be set per employee. Lock dates can be also be
changed in bulk via ‘Multiple Actions’, ‘Employee Lockdown Date’.

Note that the Job Costing and Leave tabs will only appear if those modules have been licensed. The
Job Costing and Leave tab options are discussed in the manuals for those modules.

Adding Departments, Occupations, Companies, and Sites
It is a good idea to populate the Department, Class, Occupation, Company and Site fields with
information before you add your employees. Then assign each employee to his/her relevant detalil.
This is important as groups of employees may be established later on using these characteristics

during reporting. You can change these names, explained in the Configuration manual, for example
one could change ‘Occupation’ to ‘Function’.

To add a Department, Class, Occupation, Company or Site; click ‘Setup’ from the menu bar and then
‘Employee Fields’. Then select Department, Class, Occupation, Company or Site and click ‘Add’.

Enter the name and short name (short names are used later in reports).

These entries can be deleted and modified from the same window.

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 12 OF 104
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Admin

Assembly
Civils Name
Despatch -

Driling [ Adin
Extrusion
Factory Short Name:
Production

roducts

ABC Technologies T e
|ABC Creations
Company Code

Disabled

s | oo |

These fields can be set to become date driven, from the Labels tab, reached from ‘Setup’ on the

menu and then ‘Custom Fields’. Place a check in the box under Use Dates next to each field (e.g.
Occupation in the image below).
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Employee Fields Labels \Vistors Job Costing Trace

Altemate Employee Labels Additional Employee Felds

Use Dates Enable Description
Depatimert [ [Depatmert | B [cCCode |
Occupation 7] [Occupation | S }f:’,l%"m I
Class O |Class | = |S::: |
Ste - |Sle | [0  |Bus Unit Code
Company [ [Company ‘ 2 [Bus Und Name |
Martal Status | Marital Status | 2 [Ew e |
language |Home Langusge | [ [sectorCode
Address Line1 | Address Line 1 | [Sector Name |
AddressLine2  |Address Line 2 | ]  [Disabity Status |
Address Line3 | Address Line 3 | |Qualfication |
Address Lined  |Address Line 4 | 1 [Hire Method |
Address Line5 [ Address Line 5 | O [Poskion D
Home Phone | Home Phone ] B [Primary St |
it Prome Iobie Prone | B [Boot Size lssued |

B4 [unfom Size Issued |
Vehicle | Vehicle Make | 2 [oen |
Registration [Uicence Plate | O
I [ |

If date-driven options are applied, the currently assigned option will be displayed on the Details tab of
Employee Details, while the option to change it will appear in the Personal2 tab. Changing the
assigned option works the same way as applying a Shift Pattern or Pay Group.

Displayed label for Occupation:

Details Personall Personal2 Personal3 Reminders Misc  JobCosting Leave Documents JTClock Access H
Number [4e4 | | Change Number | D Number | |

Name [eny |

Surname Imeay I Site l&d Branch A I
Omparrent g SIC |
Company |01-ABC Creations | Occupation  [Maintenance (01-Jan-2021) |

e ot cockcrow [Facory 8
-

Assignment option for Occupation:
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4 Employeekly Comwy

Detalls Personall Personal2

Occupation
01-Jan-2021 Maintenance
02-Dec-2008 Cleaner

Reports pulled for this employee up until 1 January 2021 would reflect the Occupation as being
Cleaner, after that date Occupation would reflect as Maintenance. The display label on the Details
tab updates similarly.

Personal

On the Personall tab, there are fields available to store extra information for each employee. There
are additional Custom fields, for any information that might pertain to your company or site. These
can be created and modified in the Employees Fields tab of the ‘Custom Fields’ window from
‘Setup’ on the menu bar, explained in the Configuration Manual.

The email address can be used to send automatic email reports directly to the employees, similarly an
SMS (text message) report can be sent to cell phone numbers. NB: The cell number must have a +27
(country code) prefix. Multiple numbers must be separated by a semi-colon (;).

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 15 OF 104
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You can widen the Employee Details window, then size each panel by placing the cursor midway in

the screen and dragging sideways, shown below by blue arrows.
I‘rh

Details Personall  Personal? Personal3 Reminders Misc  Job Costing Leave Documerts JTClock Access

Email Address | | Height | |
Date of Birth |03-Mar-1979 |
Parking Level | ~ |
Marital Status |Sir|g|e w |
Gender | Female - | Dietary Reguirements | w |
Home Language |Eng|i5h v| Customn Data
i 1 Fun Road
Address Line 1 | un Roa * ‘ Costom Data
Address Line 2 | Randburg |
Address Line 3 |Johanne5burg | Custom Data
Address Line 4 |Gau‘teng | Custom Data
Address Line 5 [2130 |
Custom Data
Home Phone | |
Mobile Phone | Custom Data
| Custom Data
|

|
Vehicle Make |
|

Licence Plate
Custom data fields are set in the Custom Fields' menu

. oad oeee e [E Refiesh S Tz

Additional Personal tabs will appear if date-driven or additional custom fields are added from ‘Setup’,
‘Custom Fields’, Labels tab.
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Reminders

Details Personall Personal?2 Personald Reminders Misc  Job Costing Lleave Documents JTClock Access

Due Date Reminder Active  Comments Due Date

25Feb 2022 Statistics Report Yes 25 Feb 2022 [~ Active
Reminder

Statistics Repott v
Comments

|:|F!ecurenoe every 12 13| morths

Wam days before due
[[] Remove from device
Acknowledge after notification
[[] Email Notffication to employee
[ Email Notification to Address/es
Display Notification on Device
Email Address/es

[[] SMS Notffication

A reminder can be created for an upcoming event for any employee, from the Reminders tab. To do
this, search for the employee, open Employee Details and click on ‘Add Reminder’ in the
Reminders tab. Select the due date for the event and then select the reminder type from the
‘Reminder’ list. If the reminder is not in the standard reminders list you can select ‘Custom’ and then
describe the reminder in the ‘Comments’ field.

To add reminders to the standard list, go to ‘Setup’ on the menu bar and click ‘Reminders’ and then
the ‘Add’ button.

If a reminder will occur on a regular basis for the employee, you can make it re-occur automatically (JT
will add the reminder again once it is acknowledged). JT will list the reminder in the Reminders
window, up to the number of days set here. The reminder will stay listed in the Reminders window
until it is acknowledged (either in the Reminders window or here by deselecting the ‘Active’ box).

If a reminder is not acknowledged and ‘Remove from Device’ is selected, the employee will be
removed from devices (made Inactive) by the Device Engine on the due date. This will only work
where JT communicates directly with devices.
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If ‘Email Notification to employee’ is selected, a reminder will be sent to the employee using the
address entered in the Personall tab. If you select ‘Email Notification to Address/es’ or ‘SMS
Notification’ the Device Engine will email or SMS the reminder to the email address/s or cell phone
number/s entered, every day at the set time until the reminder is acknowledged unless ‘Acknowledge
after notification’ is selected, then it will just email or SMS the reminder once.

‘Display Notification on Device’ - compatible devices will show due reminders when employees
clock. This option will automatically become available after ‘Get Device Type’ has been performed on
compatible devices.

Reminders Window

All reminders which are due (or overdue) are listed in this reminders window. The icon on the menu
bar will indicate to the user if any reminders are due. Select any reminder/s, then click ‘Acknowledge’
or ‘Postpone’. ‘Acknowledge’ will set the reminder to ‘Not Active’ in the employee window where the
history is kept. If you ‘Postpone’ the selected reminder/s it will change the due date into the future and
is listed again, according to the ‘Warn before’ number of days before the due date. Reminders are
created in the Employee Details window. Commonly used (regular) reminders can be created in the
‘Reminders’ window, accessed under the ‘Setup’ menu item.

Due Postpone View
Include all due by [30-Nov-2020 [+ for (0 Days () Weeks () Morths  Reminder @ Curent O History
X Due Date Emp Mo Employee Department Occupa... Class Stte Reminder Details
[0 28Nov2020 3039 Amold Burke Despatch Manager  Permanent West Br... Performance Review
Dlm Kelly Conway Cleaner East Br... | Medical Examination Acknowledge
[0 09Nov2020 476 Rakesh Naidoo Assembly Admin Permanent Head O... Medical Examination .
[0 055ep2020 530 Krigtin Drake Factory Operator  Permanent East Br.. Performance Review Open Reminders
Postpone
Display Department
Display Site
Display Class
Display Occupation
£ > |
| Select Al H Excel || Postpone ||Acknow1edge|| Refresh || Close |

Right-clicking anywhere within the window will present a context menu which allows for postponement
or acknowledgement of reminders, or allows Employee Detail fields to be added as columns in the
window.

Misc

There is a Misc tab which contains other employee information
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Details Personall Personal?2 Personall Reminders Misc  Job Costing Leave Documents JTClock Access

Holiday Calendar Shift Change Motification

South Africa ~ [~] Email Employee [~] 5MS Employee
[~ Email Supervisor [ SMS Supervisar

Service History

Service Date  Action  Duration Reason

18 May 2010  Start 12 Years / 2 Mthe

Notes
Robin borrowed the dril on Manday the 3nd. Promised to reutn it by Friday -

Aso still has the hammer borowed last week

Add Delete End
Employee Employee Service

|Rd|ed1” Save H Close ‘

The Holiday Calendar to be applied to the employee can also be selected here. By default,
employees are placed on the South African holiday calendar scheme. More can be added from
‘Setup’, ‘Public Holidays’.

If Shift Change Notifications have been enabled, the options will appear on this tab. If checked
these will send emails and/or SMSes advising the employee and/or supervisor that an alternate day
program has been scheduled, provided the employee and supervisor have valid mobile phone and
email addresses entered on the Personal tab (An SMTP and/or SMS service provider need to be
configured from System Configuration).

The employee’s service history will be shown on this tab as well.

There is also the Notes facility for adding any text notes you wish to keep stored for each employee.
Simply enter text in the Notes field and click ‘Save’. These notes can be viewed at any stage from this
window.

Note: This text can be edited by any user with access to Employee Details.

Also note that the keyboard shortcut <Control><s> will save as well, and is available on any screen
that has a Save button.
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Documents

Files may be uploaded and attached to employee profiles. Any type of file may be added.

Cempoeekeyomsy =

Details Personall Personal? Personald Reminders Misc  Job Costing Leave Documents JTClock Access

bae T e Conmens Dte
02 Dec 2008  Employee Agree... Employee Agr...
02 Dec 2008  ID Document ID Document_. Document Type
02Nov 2018  Waming -Verbal  Verbal Wamin... AWOL  Employee Agreement v|
02 Nov 2018  Medical Certificate  Medical Centfi..  Allergies
Comments
~
v
Fie Neme  Replace |
< 3| |Employee Agreement_464 pof |
b | ot || G
End
RNt [ | [0 | 0 |

A ‘Document Type’ may be selected, to categorize the file. Document types can be added or
removed by going to ‘Setup’, ‘Document Types’.

To add a file click ‘Add Document’ and browse to the file you wish to add. Comments may be added
in the Comments field, and a date can be applied. Then click ‘Save’.

To remove a file, select it and click ‘Delete Document’, then ‘Save’.

An existing file can be replaced by clicking ‘Replace’.

‘Export to Excel’ will send the listing details of uploaded documents into Excel.

Clicking ‘View Document’ will attempt to open the file using the application Windows associates with
the file type.

JT Clock

This tab allows for application of JT Clock Myself settings on individuals.
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Detalls Personall Personal? Personald Reminders Misc  Job Costing Documents  JT Clock  Access

Area
| Use JT Clock Myselt | slcele | | vepellow | 01-Dec-2022 Baines Ave, Harare ~
01-May-2022 Rua Kibiriti Diwane. Maputo
|Group A | 01-Feb-2022 Lusiwasi Rd, Lusaka

01-Jan-2022 Gouri Rd, New Delhi

R 01-Dec-2021 Baines Ave, Harare
Setting Value * | |01-May-2021 Rua Kibirti Diwane, Maputo
Authentication Mo Authentication 01-Feb-2021 Lusiwasi Rd, Lusaka
General
Job Costing Only Mo
Job Costing and T&A Mo
Use GPS Location Yes
Add Peaple No Device Status
Edit Names MNo Activated
Enroll Templates No Model )
Mt Select People No Last Connection
Allow 105 device to clock off line Mo App Version
Time & Attendance | Refi Statuz |
Phato on Clock IN Yes
Photo on Clock QUT Yes Activation Code
Manual Clockings No 10701-132-1
Job Costing
Photo on Start Job Yes m:d
Phato on Stop Job Yes M

E = Senvi Refresh Save Close

If the employee is to be clocking using JT Clock Myself, the upper left checkbox must be ticked. Then
a Device Setting must be applied and a clocking Area should be assigned (setup of these options is
covered in this manual and the Configuration manual). The employee must also be marked as Active
from the Access tab.

Clicking the ‘Email’ button will generate an email with the activation code and instructions how to
apply. ‘Copy to Clipboard’ can be used to copy the activation code and instructions to the clipboard
to paste somewhere else.

Once the mobile device is registered and connected, its status will be retrievable by clicking ‘Refresh
Status’.

Note the Registration Code in green, which will need to be entered on the device (including dashes).

‘Deactivate Device’ should be clicked if the currently-registered device should no longer be active in
the system.

‘Replace Device’ will become available once a device is registered, and the purpose is to allow a
currently-registered device to be replaced by another device. The original device will be deactivated.

Access

The Access tab has two further sub-tabs, Enrollment and Access Group.
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The Enrollment tab is where fingerprint capturing takes place, the Access Group assigns device
access to individuals and determines zone sequencing and anti-passback if these options are enabled
in the system. The Device Engine will remove and/or add the employee’s templates from/to the
readers per settings on this tab. The Access tab will not appear if no devices have been licensed for
the user.

The best way to enroll an employee’s fingerprints is to ensure that their fingers are clean and dry, and
then ask the employee to add some facial oil onto their finger. This can be done by wiping their finger
anywhere on their face (the forehead also works well). This makes the print bolder for the enroliment
process. Now click on the circle above the desired finger to scan. Depending on enroliment
configuration, the employee may have to present his or her finger several times.

With Morpho readers the enroliment must be done on two fingers. It is recommend to use the index,
middle or ring finger as the small finger has less surface area for the system to read, but if need be it
can still work. Select at least two of the enrolled fingers to be the “clocking” fingers by clicking in the
small check box. These will be the two fingerprint templates that are sent to the device/s. Either of the
two enrolled fingers can be used on the fingerprint readers to clock.

The fingerprint symbol will be dark grey for an enrolled finger, light grey for no enrollment and green
for the active clocking fingers.

Fingerprints can be re-captured if need be, without affecting the existing details. Hover over the circles
to see the enrolled date and quality (note that imported fingerprints and certain manufacturer models
may not display enrolled date and quality. If you have Mifare card readers on Morpho (Sagem)
devices, you may select ‘Use Mifare Card’ and JT will use a card as opposed to fingerprints for that
particular employee.

The ‘Device Message’ field allows a custom message to be displayed on devices for this individual.
(Only for Sigma devices.)
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Details Personall Personal2 Personal3 Reminders Misc  Job Costing Leave Documents JTClock Access
mmw

Device Brand
[ Morpho/Sigma v
g @ &
4 1
%] %
74 iz
Hover the cursor over the finger tips
Status Active
Details There are 0 items waiting in the device communications queue for this person. (0 Template Transfer Emors)
Device Message | | Active
Add | Delete e Refresh | ‘oo | Clse
Service

The Device Brand dropdown list will allow you to select the brand you wish to enroll for if more than
one manufacturer of biometric clocking device is in the system.

Some biometric devices can cater for a tag and/or pin with a “Type’ of enrollment too. If such options
are available on the device/s Jarrison Time will allow you to allocate a PIN and/or tag to the employee.

Depending on the device it may also be possible (and indeed advisable) to set users as device
administrators.

In the next image the ‘Show enrollment reader’ option has been enabled from System
Configuration, and the ZK4000’ has been selected as the enrollment device.

Also present are Tag No and Pin fields, and the drop-down box that allows administrator privilege to
be set.

The manufacturer is set to ZK where above it is set to Morpho/Sigma.
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Device Brand
| ZK Algorithm 10 v|
Select Enrollment Reader

& :’ B 7’ & |2K4m vl

%
I

Hover the cursor over the finger tips

Status Active
Details There are 0 items watting in the device communications queue for this person. (0 Template Transfer Emors)
Active |1

End
EREEY =] =

For some models that allow for it e.g. ZKTeco Speedface the screen will appear slightly differently,
and display any imported photo (“Bioimage”) taken by a compatible device.

Details Personall Reminders Misc  Documents JTClock Access
Enrolment  Access Group
Device Brand
ZK Aigorithm 10 ~
o 8 N R o
5 g \ & £
% ® [
(a=la - SRS —
4 N o —
Tre [l
Hover the cursor over the finger tips
Status Active
Details There are 0 tems watting in the device communications queue for this person. (0 Template Transfer Emors)
Active 1
End
Service

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 24 OF 104



Jarrison Systems

| 4

(B

Details Personall Reminders Misc  Documents JTClock Access
Enrcliment  Access Group

Device Brand
ZK Algorithm 10 ~
= B # -
B¥g B
] &
g % Tagho | |
2
[ o |
L7
Type |U5ef 4 ‘
@ Hover the cursor over the finger tips
Status Active
Details There are 0 items waiting in the device communications queue for this person.(0 Template Transfer Emors)
Active
LN (o= | I == |

Then go to Access Group to apply the Access Groups that the person will belong to for the specified
durations.

()

Details  Personall Personal? Personal3 Reminders Misc  Job Costing Leave Documents JT Clock Access
Enrollment  Access Group
H Access Group Walid From Walid Ta Extend
1 Reception 13-Sep-2012 31-Dec-9998 +
| Add Group | | Delete Group | [ Use Shift Control
Anti-Passback Not Used |
Zone Sequence | Mot Used A |
Access Ste 'Head Office v
Status Active
Details There are 0 tems waiting in the device communications queue for this person.(0 Template Transfer Emaors)
Active []
Add Delete End
E E Servi Refresh Save Close
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Click ‘Add Group’ to choose from the list of access groups that have been configured.

Clicking the Plus button next to the Valid to date field will set the Valid to date 7 Add 1 week
forward according to the value set for the Configuration, System, Misc, Add 2 weeks
Access Group Change setting (see Configuration manual for more info). : Add 1 Month
Right-clicking a Plus button will produce a menu of date setting options, per ] Add 2 Months
image to the right. Add 3 Months
Add & Months
Add 1 Year

End of the month
— | End of next Month
loss End of the year

End of next year

Unnecessary access groups can be removed by selecting and clicking ‘Delete Group’.

Ensure that the tick box for ‘Active’ is selected for the person to be added to the designated readers.
If unchecked the person will not be added to any readers and all access will be denied.

Use Shift Control - will be available if the Shift Control module is enabled in Registration. Please see
the Shift Control manual for further information on use. If Shift Control is in use, Access Times will
override Access Group settings.

If any fingerprints are not successfully sent to a device, an entry will be present in the Template
Transfer Errors window, found under the ‘Access’ menu option, and also indicated by an
exclamation icon in the status bar. Double-click an entry to go directly to the employee, and then re-
enroll the employee. The same information will also show on the Enrollment tab, next to Details
(green text in above image). If there was an error the text will change colour. Clicking on the text will
present menu shortcuts.

Status Active

Details There are (- i Aol i faor thi
Open Device Queus

Open Template Transfer Errors

Right-clicking on the line (or any of the labels) presents an option to remove and then resend the
employee’s templates to devices.

Status Active
Details There are 0 tems \1

Remove then resend templates

refson. (1]

The Status line above advises on whether the employee is still in the queue or has been transferred
to devices.

Copyright © 2003-2022 Jarrison Systems, All rights reserved PAGE 26 OF 104



Jarrison Systems

| 4

If cards are enabled an employee may use a card on the fingerprint reader (if it has Mifare functionality
and has been configured). Place the card on the USB encoder and select ‘Write Card’. To read a card
select ‘Read Card’.

Details Personall Personal? Personald? Reminders Misc  Job Costing Leave Documents JTClock Access
Enrollment  Access Group
Device Brand

Merpho/Sagem/ldemia/Sigma ~

& &
\Use Mifare Card
Contactless Card
ReadCad | | WiteCad |
’ > Hover the cursor over the finger tips
Status Active
Details There are 0 tems waiting in the device commiunications queue for this person (0 Template Transfer Emors)
Device Message Active
Filters ®
|
Create Filter
Field Department Employees
[] Access Enroll Date [ Admin 101 Marian Crane
[] Access Expire Date [] Assembly 102 Sbusiso Ngema
[] Access Group [] Civils ::% g;’a”_ Llfge”ﬁ
[] Access Status [] Despatch 'I'IDMEE;?G‘::SIWH%‘;(W&
L Access [] Driling 121 Jacob Moore
L] Action Group [] Extrusion 3065 Xolani Skosana
[] Area [] Factory 3066 Phil Cele
[ UEET T |07 e Tsrabaa
[] Clocking Group 3073 Steven Ballard
] 3079 Lia Billy
[ E:tmp:fn;irth 3085 Lynne Mangum
L] vate 3052 Dawn Star
[v] Department 3095 Kathy Pollard
[ Device 3098 Cassim Petersen
[] End of Service Date 563 Sipho Ngwema
[] Gender 565 Robson Masinga
] Grad 570 John Johnson
= Hio Date 571 Wandy Haris
™ Job G 572 Sipho Sithole
L] 00 aroup 573 Rose Legodi
[] JT Clock Myseff 574 Edward Chiwamba
[] Leave 575 Mduduzi Soko
[] Marital Status
[] Oceupation
[] Pay Group
C]RsAl
Type 23 Employees
(@ Public Show
O Prvate Name | ‘ Advanced ‘ Resst ‘ | Use ‘ ‘ Save ‘ ‘ Close
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Filters are used to create and make use of specific groups of employees, based on fields in the
Employee Details window.

Creating a Filter

1. Click on ‘View’ then ‘Filters’ from the menu bar, or click the filter icon on the toolbar.

2. Click ‘Create’ to open the Create Filter window.

3. Select the characteristic you would like to group employees by, in the Field list. (E.g. Department)
4. This will now list all of the existing types of that field, in the middle block.

5. Click on the desired items from the middle block, a tick will appear in the checkbox and the
employees matching the selection will be listed in the Employees list on the right. Right-click to select
or deselect all items at once.

6. To filter according to further fields, simply repeat from step 3.

7. To save the filter for future use, type a name for your new filter in the ‘Name’ field at the bottom of
the window, then click ‘Save’. Otherwise you can click ‘Use’, to use the filter temporarily without
saving. It is also possible to shift or control select employees for temporary filter use.

8. Before saving, choose ‘Private’ or ‘Public’. Private filters will only be available to the current user;
public filters will be available to all users.

Loading/Unloading a Filter

1. Click on ‘View’ then ‘Filters’ from the menu bar.

2. Double-click the desired filter or select and click ‘Load’. This will insert all employees matching the
filter conditions into the employee list. The employee list will now only allow all employees in the filter
to be selected, as opposed to all employees in list.

. | All Employess in Filker e | ’

3. To unload a filter, click on ‘Unload’, this will put ALL employees . mo
back into the list.

TL#

e

4. The filter currently loaded is in the status bar next to the filter icon.
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D 5 Shift Rotation L Load

[] ABC Creations Company

[+] ABC Products Company

[] ABC Technologies Company
[] Admin Department

[] Admin Shift

[ Assembly Staff

[] Cleaners

[] Canstruction Cost Centre

[] Cortractors

[] Employees Mot Enrolled

[[] Employees over 40 y/o

[] Employees w/ +10 Years Service
[[] Employees with All Access

[] Employees with Invalid ID

[] Employees with No 1D

[] Factory Clocking Group

[] Factory Shift o

[] Flexi Staff

[] Head Office Staff Eit
Managers

[] Marmied Employees Delete

[] Production Workers

[] Staff with Food Allergies Close

[] Standard Leave Scheme Emps w

5. More than one filter can be loaded at a time. To do this, as in the image below, simply place a tick in
the box next to each filter you want to load and click ‘Load’. The status bar will indicate more than one
filter has been applied, as below.

No Fiter (£ Multiple Fiters ) Employee 0 of 132

By selecting a filter and right-clicking it can be copied to User Filters.

Editing a Filter

1. Click on ‘View’ then ‘Filters’ from the menu bar.
2. Click ‘Edit’, the Edit Filter window will open.
3. Modify the filter in the same manner as creating a filter.

4. The ‘Reset’ button will clear all conditions set and allow you to start over.

PAGE 29 OF 104



Jarrison Systems

| 4

Advanced Filters

4. Create Filter *
Employees
Advanced Selection 101 Marian Crane
Selection 1 Selection 2 Selection 3 Selection 4 Access Emp Search lgg %::Sfeg‘g:é”a
Join Condition 110 Anesh Govender
® And F T 1111 Tom Phulery
O OR em ° 121 Jacob Moore
[14Nov-2020 Fv |  [14-Dec-2020 [~ |
() And Nat
Applied Day Program | Factory M-F w |
And 3079 Lia Billy
Time Category Eamed | Not Used v 3085 Lynne Mangum
And 3052 Dawn Star
Courter Eamed Not Used v 3095 Kathy Pollard
3 sim Petersen
ad 435ger
Containing Adjustment |Not Used V| 568 Sipho Ngwema
And ) ) : 569 Robson Masinga
Clockings from device |Any Device e | 570 John Johnson
And 571 Mandy Hanis
) Includi 572 Sipho Sithole
Clockings between I;I And I;I (Including) 573 Rose Legodi
And 574 Edward Chiwamba
Cortains any aftemate day program [ 575 Mduduzi Soko
777 B Truut
25 Employees
her Reset Use Save Close
Standard

Further filtering can be implemented on the current employee list using the Advanced section of
filters, by clicking the ‘Show Advanced’ button on the normal Create Filter window. This additional
filtering is useful for selecting all staff who worked on a specific shift e.g., during the selected date
range, or to further that, who achieved a specific time category.

These advanced selections will be combined with the selections made in the Standard section.

The Join Condition on Selection 1 specifies the relationship between the Standard and all
Advanced selections. The Join Conditions on tabs 2, 3 and 4 identify the relationship between each
of the other tabs.

Within each selection tab there are five categories available for further filtering; Day Programs, Time
Categories, Counters, Manual Adjustments and Clockings. These options, within each individual
selection are always joined using the And condition.

You can click on ‘Search’ at any stage of the selections to monitor which employees match the
selections, displayed in the list on the right-hand side. Results can then be further selected via <Ctrl>
or <Shift> clicking.
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Applied Day Program - This will list all employees who have been allocated to the selected day
program for the date range.

Time Category Earned - Lists all employees who have been allocated any time for the particular
category for the date range.

Counter Earned - Lists all employees who have been allocated the particular counter for the date
range.

Containing Adjustment - Lists all employees who have had the particular adjustment added any time
during the date range.

Clockings from device - Lists only employees who have clockings from a particular device.

Clockings between - Lists all employees who have clockings between (including) the entered times,
for all of the dates specified.

Contains any alternate day program - Lists all employees who have had an alternate day program
assigned to them.

The Access tab allows for filtering based on Access Group validity.

A Create Filter x

Employess
(TR ) 723 Narisha Sngh
Selection 1 Selection 2 Selection 3 Selection 4 Access  Emp Search 127 Chns Robinson

[] 112 Kay Hess &
[] 120 Avin McDonald

[] 121 Jacob Moore
%] 123 Narsha Singh
[] 126 Audrey Lanier
[] 127 Chris Rabinson
[] 128 Ricky Hu
[] 129 Rick Waller
[] 132 Robin Waters
[] 135 Maluleke Madonda
[[] 140 Monica Brantley
[] 142 Takalani Mpanza
[] 3001 Tebogo Moloja
[] 3004 Evelyn Parsons
[] 3012 Bradiey Beatty
[] 3028 Thabo Kunens
[] 3054 Peter Rosenberg
[] 3075 Eddie Barbour

o e e .

The final tab, Emp Search, allows for searching e
. e ployees
and selecting of specific employees.
‘Smj“‘mHﬁemHuEHsEve ‘Ck)s.e|

By entering some characters in the left-side field, employees whose name or employee number
matches the typed entry will be presented. From this resulting list, anyone marked with a tick will
appear in the filter. After selections have been made further searches can be initiated and their results
appended to the selections.
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Filter Groups

Filter groups enable selected filters to be grouped together and assigned to users, limiting specific
users to only use specific filters. Click ‘Add’ to add a new group, and then select the filters which that
group will be able to use.

When setting up the user account (see the User Profiles section of the Configuration manual for
more) the appropriate filter group for each user can be assigned.

Details
Contractors Name |Adn1in |
Fiter .

[ 5 Shift Rotation

[] ABC Creations Compary

[1 ABC Products Company

[1 ABC Technalogies Company
[ Admin Department

[ Admin Shift

] Assembly Staff

[ Cleaners

[ Construction Cost Centre

[] Contractors

[] Employees Mot Enrolled

[] Employees over 40 y/o v

< >
[[] Disabled

| Add | ‘ Delete ‘ | Save | ‘ Close ‘

Users will need to log out and back in to see changes.

Daily Details

Click on ‘View’ then ‘Daily Details’ from the menu bar, or click on the icon on the toolbar. The Daily
Details window applies to the person selected in the employee list, and it's broken into four sections.
The upper-right quadrant deals with the clockings for the selected person on the selected day. The
upper-left quadrant presents the assigned time or adjustment categories. The lower left section of the
window is where adjustments are applied, and the lower right section allows date or day navigation,
and contains the ‘Recalculate’ button.

The name of the Shift Pattern that has been assigned to the employee is displayed in the bottom left
corner of the Daily Details window, with the particular Day Program being applied for the day also
shown (shift start and end times will be in parenthesis whether they are part of the Day Program name
or not). Double-clicking on either of these will open the respective configuration window. The input
field for ‘Daily Comment’ allows for up to 2000 characters of text to be entered. Note that reports will
not wrap this text, so if printing is desired it is advisable to send the report to Excel and format from
there. Text is auto-saved as soon as Recalculate is clicked, or another date is selected (or window
closed).
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Time & Atendance  Job Costing

Time Category Clockings (Standard View)
Hours & Counters Time Comment Calculated Active Add
MNormal Time 07:30 05:00 In 09:00:00° Delete
Short Normal Time 01:00 17:20 Out 17:20:00°
Late Amival 01:00
Unauthorised 1.5 00:20
Late Amival 1
Present 1
Manual Clockings 2
All Clockings 2
£ >
| Ao || Deame |
Common Adjustments Date: Navigatar
Eniceain | | Monday 14 September 2020 |
|1- PreviuusDay| | Recalculate 53 | | Next Day -)-|
| SckUpad || 10D | Aowlste |
Daily C ent
| Aawe | AwWOL | Metemty | aiy Comm
| Strike | | Manual NT | | Comp Leave |
| Add a Custom Adjustment |

Day Program: Admin Mon-Thu (08:00 - 17:00)
Shift Patterm: Admin {Day 1of 7)

Daily Details E.g. 1
Here is an
example before
any corrective
intervention, using
standard view. The
employee’s
clockings show
that he was an
hour late arriving
for his shift
(generating the
short -time and
late arrival
categories), and
worked twenty
minutes past end
of shift (generating
twenty minutes of
unauthorized
overtime).

Note the asterisk next to each clocking in the Active column, signifying manual entries.

Late Arrival, Present, Manual Clockings and All Clockings are counters which have been

incremented.

@ Daily Details for Rick Waller
Time & Attendance Job Costing

(2]

Time Category Clockings (Standard View)
Hours & Counters Time Comment Calculated Active Add |
Nomal Time 08:30 09:00 In 09:00:00° Delete
Unauthorised 1.5 00:20 17:20 Out 17:20:00°
Manual Adjustments 1
Present 1
Manual Clockings 2
All Clockings 2
: i
Athorze | | Dede | suview
Manual Adjustments Date Mavigator
Type
Manual NT [Manual NT v | Monday 14 September 2020 |
Time to Allocate |4- Previous Day | | Recalculate 3 | | Next Day -)»|
Allow Late Amival -
Applied Time | 01:00 Daily Commert
Comment
Transport problem i
Common Adjustments [] override any Clockings

| o

[] Subtract this time & Counter
[] Include Earty Departure
[ Include Lats Arrival

Day Program: Admin Mon-Thu (08:00 - 17.00)
Shift Pattem: Admin (Day 1of 7)

‘Include Late Arrival’ would be ticked.

Copyright © 2003-2022 Jarrison

Systems, All rights reserve:

Daily Details E.g. 2
We now see the
result of applying
a manual
adjustment to
allow the late
arrival (‘Allow
Late’ was
clicked). The
adjustment added
twenty minutes to
normal time to
complete the
expected hours
for the day, and
short time and
late arrival time
categories and
counters no
longer reflect. If it
was desired to
still show the late
arrival having
occurred,
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The counter for Manual Adjustments has been incremented (because an adjustment was
performed).

Note that adjustment comments can be predefined, and users can be prevented from entering
reasons of their choosing.

_ Daily Details E.g. 3
The

Time & Attendance Job Costi .
e unauthorized

Time Category Clockings (List View)
OT1.5 has been
Hours & Courters Time Comment Time 1/0 Type User Reason [ Add authorized (nOW
Maomal Time 08:30 059:00:00 () Man Busbroke down Delete . . N
0T15 00:20 17:20:00 (Out) Man  Running late - no time to clock highlighted in
— : blue), and the
lanual Jjustm ] .
T&A view has
Present 1
Manual Clockings 2 been app|led tO
Al Clockings 2 show reasons.
The ‘Authorize’
. s and ‘Decline’
(I buttons have
i < > | | StdView been replaced
Manual Adjustments Type Date Mavigator by the ‘Un_
Manual NT Manual NT v] | Monday 14 September 2020 | Authorize®
Etu;lmﬁed |4_ r,rmmmﬂ | Recalculate 53 | | Next Day _,..| button. If the
e — overtime is
Applied Ti B | g
Comment priee e Daily Comment . unauthorized by
v clicking this
Common Adjustments [] override any Clockings button, the

[] Subtract this time & Counter

[] Include Early Departure ‘Authorize’ and
[ Include Late Arrival -

‘Decline’
Day Program: Admin Mon-Thu (08:00 - 17:00) buttons seen
) ) ) Close . .
Shift Pattem: Admin (Day 1 of 7) - previously will
re-appear.
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Time & Attendance Job Costing

Time Category Clockings {List View)
Hours & Counters Time Comment Time /0 Type User Reason Device Reason Add
Normal Time 08:30 0757 In  Org Delete
0852 In Org Smoke Break In
Present 1 08:58 Out Orig Smoke Break Out
All Clockings 14 10:01 In Org Tea Break In
If Morpho devices with screens are in 10:13 Ot Org Tea Break Out
on B . 10:55 In Org Smoke Break In
use it is also possible to setup 1103 Oul Org Smoke Break Ot
H 1259 In  Org Lunch Break In
CIOC_kmg Reasons (see 1327 Out Orig Lunch Break Out
Configuration manual for more). If 1404 W Oig Meeting In
g 3 1456 Out Orig Meeting Out
Clocking Reasons are being used, 54| b | Ok S
they can be seen from the T&A view 1542 0w Ong S B O |
. 17:02 O Qi
under Device Reason. . R N o
Common Adjustments Date Navigator
sacrad | [emttome | [ Paemy ] | Monday 14 September 2020 |
| socugas || o0 || mowiae | - Provous ey | | Recalunte 5, | | Netbay >
| AWP | ‘ AWOL | | Matemity | Daly Commert
| Strike | ‘ Manual NT | | Comp Leave |
| Add a Custom Adjustment |
v
Day Program: Admin Mon-Thu (08:00 - 17:00)
Shift Pattem: Admin (Day 1 of 7) .=

Date Navigator

The date containing the clockings, totals and adjustments for the day is displayed in the bottom right-
hand quarter of the window.

Non-working days will show as blue text, public holidays will show green text.

To view the previous day, click the left arrow or press F4 on the keyboard. To view the next day, click
the right arrow or press F5 on the keyboard.

To view a specific date, click the date or day and then select the date from the calendar that appears.

Results

This block displays the Time Categories and Counters allocated to the specific day. It will also display
the reason, if entered, for any authorized overtime

These allocated times and counters are calculated by applying the daily shift rules to the clockings for
each day.

If overtime authorization is being implemented, one can authorize all unauthorized overtime for that
day, by clicking the ‘Authorize’ button. If an employee has achieved more than one type of
unauthorized overtime in a single day, you can authorize separately by double-clicking on the time. To
unauthorize all incorrectly authorized overtime, click the ‘Un-Authorize’ button, or double-click the
incorrect authorized overtime categories separately.
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OT reasons, if applied via Overtime Authorization, can be viewed by dragging out the columns as
needed.

Clockings

The clockings window displays Original, Active or Calculated clockings. To display Calculated
clockings, click somewhere in the column for Original, and again to toggle back.

Original clockings are those collected directly from the hardware or external access control database
and cannot be permanently deleted. When an original clocking is deleted, it is marked with an asterisk
(*), and will not be used in any calculations. Original clockings may be shown as ‘In’ or ‘Out’, directly
from the hardware or external access control database, but these directions are NOT used in the
calculations, unless ‘Enforce paired clockings’ (explained in the Configuration manual) is being
implemented.

Jarrison Time identifies the first clocking for the day as ‘In’ and the next as ‘Out’ and the next as ‘In’
etc., for all clockings allocated to the day.

Standard view

Active clockings are the combination of original and manual clockings, which are used for
calculations.

Calculated clockings are the clockings used for the day’s calculation, after applying any revisions and
roundings.

To add a manual clocking, click on the ’Add’ button and enter the clocking time, then click ‘Save’ or
press the Enter key on the keyboard. To add a manual ‘Out’ clocking for a night shift, which occurs
past midnight, navigate to the next day and add the clocking in that day. If you go back to the previous
day the clocking will be marked with ** and ‘>’. A reason can be added for the manual clocking, or
reasons can be predefined and the user will need to select one.

To delete a clocking click on the clocking in the active list, then click the ‘Delete’ button (or press <F6>
on the keyboard).

(Dup) indicates that a clocking has been identified as a duplicate, configured in the shift setup, and will
be ignored in the calculation.

Identifiers:
* In the Original list indicates a deleted clocking.
* In the Active list indicates a manual clocking.
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> This is a clocking which was clocked in the next day but allocated to this day for calculations
(night shift out clocking).
>* This is a manual clocking which was clocked in the next day but allocated to this day for

calculations (night shift out clocking).

>> This is a clocking which has occurred at least two days in the future but allocated to this day
for calculations (only with Dynamic Days).

< This is a clocking which was clocked in the previous day but allocated to this day for
calculations (shift starting late at night for today).

<* This is a manual clocking which was clocked in the previous day but allocated to this day for
calculations.
n This is a system-generated “phantom” clocking (extended day frame has been applied).

In Standard or T&A view there is a right-click context menu as well, with extra options if a clocking is
right-clicked on.

F |l |

Delete clocking

Add manual clocking
Edit Clocking

Show Seconds
Standard View

T & AView

Access View

7 Job View

T&A view

This view mode will list all of the Original, Manual and Deleted clockings using four columns.

Column one shows the ‘Time’, column two shows the ‘Direction’ (in or out), column three shows the
‘Type’ (manual or original), column four shows the Reason if entered by the user, and column 5 will
display reasons selected on the device by the employee. You can right-click to add or delete clockings
with or without reasons.

To add a manual clocking, click on the ’Add’ button then enter the clocking time and a reason if need
be, then click ‘Insert’ or press the Enter key on the keyboard. To add a manual 'Out' clocking for a
night shift, which occurs past midnight, navigate to the next day and add the clocking in that day. If
you go back to the previous day the clocking will be marked with an *’ and an *>’
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To delete a clocking, click on the clocking in the active list, then click the ‘Delete’ button (or <Del> on
the keyboard).

Recalculate should be done here by clicking the ‘Recalculate’ button or <F10> or <*> on the
keyboard. See the Recalculate section for further information on recalculating.

Identifiers
A purple clocking indicates a deleted clocking.
A [NGIRIGREE clocking indicates a manual clocking.

A > indicates a clocking which was clocked in the next day but allocated to this day for calculations
(night shift out clocking).

A >> indicates a clocking which has occurred in the future but allocated to this day for calculations
(only with Dynamic Days).

“Dup” indicates a clocking that is not contributing towards T&A results, per Day Program settings.

“A.Dup” indicates a duplicated clocking that occurred on a device with the duplicate override option
enabled.

Access view

This view mode will list all of the clockings from hardware using four columns; time, direction, type
(access or T&A), and the device name the clocking was generated on.

If the JT Clock module is activated clicking on ‘Access’ will present two further buttons, ‘Map’ and
‘Photo’. Additional columns will present related information; Location, Photo, and Distance. If the
location and distance values do not display properly, please check Windows Regional settings (per
Installation manual).

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 38 OF 104



Jarrison Systems

y

Time & Attendance Job Costing

Resuits Al Tr
Hours & Courters Time Comment Tme 10 Typs Device Device Reason Area Photo Distance (m)  Co-ord Add
Short Nemal Time 0830 TEGT TR I Cack Cardfi S, Cape Town IS8R TRAT
19:20 Out Access JT Clock [N A SE Cape Mo | I AZNIII 335138241641
Missing Clacking 1
Present 1
T&A Clocki 1
coass
Std View
Commen Adiustments Date Navigator
s e e | e |
e e [ ew ] | | s s 3] v 3]
| AWP | | AwoL | | Matemity | Dady Commen -
| Traning | | Marsal NT | | Comp Leave |

Add a Custom Adjustment |

<

Day Program: Admin Mon-Thu (08:00 - 17:00) -
Shit Pattem: Admin (Day 1of 7) ““s" |

Note the orange highlighted clockings are exceptions (clocked out of defined area). By right-clicking
on one of these clockings the user can choose to change the clocking from Access Control to T&A by
‘Accepting the out of area’ exception. Note that if a transaction has been converted and a clocking
reimport is done, the clocking will be reset (i.e. not accepted if out of area) and the comments will be
removed.

After selecting an out of area (Access) clocking and clicking the ‘Map’ button, that clocking’s location
will be shown (only available for out of area clockings):

Time & Attendance Job Costing

F P A 2 All Transactions
i Q—‘#kefs Landing Tme /0 Type Device Device Reason Arca Photo Distance fm) ~ Co-ord Add
- VICTORIA 0803 I T8A  JTClock Cardiff S, Cape Town 33.912822:18.41..
'“”c%f s | & ALFRED 1820 Out Access JTClock Cardf 5, Cape Town 4 -33.913824:18.41
. %ngv o WATERFRONT
i % ’ > ja— \% QH :
an Ry %g %@g %%’ 9% %._’hs ‘gte “
‘g}m 2 CTICC (Cape
Do @ W Town International .
p £
QBD-Kaap Kombuis NatoNe
i ¥ d
°°"T d she f’ \riGIS (Piy) Lid, Google | Termaof Uise, Rq]E:I;n::penMure Std View
Common Adjustments Date Navigator
e e e | Monday 22 Mey 2023 |
e e [ | | | fecect 3] pewoer ]
‘ AP ‘ ‘ AWOL ‘ ‘ Matemity ‘ Daly Commert —
‘ Training ‘ ‘ Manual NT ‘ ‘ Comp Leave ‘
‘ Add a Custom Adjustment ‘
M

Day Program: Admin Mon-Thu (08:00 - 17:00)
Shift Pattem: Admin (Day 10f 7) _
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After clicking the ‘Photo’ button and selecting a clocking that clocking’s associated image will be

displayed

§ Daily Details for Stefan Stefan

Time & Atendance Jjob Costing

Sick Urpaid 10D Alow Late
AWP AWOL Matemty
Unpaid Leave Manual NT Traning
Add a Custom Adpstment

Day Program: Admin Mon-Thurs (08:00 - 1700}
Shit Pattem: Admin Shit (Day 10f 7)

Include Access Transactions
Time O Type Device Device Reason Locaton Photo  Distanceim) Add
095449 In Access Development Team [N CONNN DY ST212000
09571/ Out Aocen Development Team _—_—
12‘9150&1 T8A Swooﬂfm Yes 79
135406 In  Access Development Team —-——
Wap
| Proto
Access
TaA
< > | | StdView
Date Navigator
P —
| Monday 20 July 2020
< Previous Day Recalculate < NexiDay <»
Dady Comment
Close

Requiring a photo and/or location for clockings are optional settings in JT Clock.

If the system hardware configuration is suitable this view can also present Temperature reading and

Face Mask information.

Manual Adjustments

A manual adjustment can be added if an employee is not present or has some time missing. This will
record the reason for absence and allocate the necessary time. If an adjustment is not entered the
system will keep the employee as absent, and he or she will have short time on the timesheet.
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To add a common (regular) adjustment, click on one from the selection on the bottom left-hand side of
screen. This will apply the saved parameters for that particular adjustment to the day. These common
adjustments can be defined in the ‘System Preferences’ window found in the ‘Setup’ menu from the
menu bar. The creation of these common adjustments is explained in the Configuration manual. If the
adjustment is not amongst the common adjustments, one can click the ‘Add a Custom Adjustment’
button and select from the complete list of adjustments. (You can type the first letter of the adjustment
to navigate to it instantly.)

If the adjustment required is not in this list or not allocating the correct time categories when applied,
please contact your supplier to add to or revise the complete adjustment list. Once the custom
adjustment is added you will need to select the ‘Time to allocate’ from the list.

‘Balance to Target Time’ will allocate the difference of time needed to make up their target time for
that particular day.

‘Custom Time' is used to allocate a fixed specific amount of time. To do this, enter the desired time
into the box below. You can also allocate a custom counter, to add or remove a shift count for
example.

A ‘Comment’ may also be inserted for future reference (sick note number, reason for extra hours
etc.). If preset comments have been setup (see Configuration manual for detail on how to do this),
preset comments will be available from a drop-down menu.

‘Override any Clockings’, if selected, will ignore all clockings for the day, and only apply the
adjustment created.

To remove time for the day, select ‘Subtract this Time’.

If Late Arrival and Early Departure times are still required, ensure that ‘Include Early Times’ and
‘Include Late Times’ are selected.

To delete a manual adjustment, navigate to the date of the adjustment for the employee and then on
the bottom left-hand side select the adjustment and click ‘Delete’. To add a second adjustment for the
same day, click ‘Add’ on the bottom left-hand side, or plus <+> on the keyboard and select the type of
adjustment from the list and apply the parameters as per normal. To calculate the results, click
‘Recalculate’.

Alternative Day Programs and Shifts

To change the day program or shift pattern assigned to this person, and to change it for this day only,
right-click on the ‘Day Program’ name and from the context menu which appears, select either
‘Alternate Day Program’ which Day P presents a list
of all possible Day Programs, or select
‘Alternate Shift for This Day’ which presents
a list of all possible Shift Patterns. After
selecting an alternate day program it will
appear in maroon instead of regular black.

o

Alternate Day Program
Shift P

Alternate Shift for This Day
Manage Day Program
Manage Shifts
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This can be useful in cases where, for example, an employee is off sick so another employee has to
fill in the sick individual’s shift, for just one day. Another method would be to use the Day Schedule,
see later section in this manual for further information.

Miscellaneous Options

Right-clicking on the Close button produces a small context

. . : Iv Go to Employee Search after clicking Cl
menu with options of how to place the cursor after particular 0t kmployee search after clicking Llose
actions. Go to Employee Search after adding clocking

Common Adjustments

Manage Adjustment Types |-

Right-clicking in an open area of the adjustment shortcuts also has a Manage Commeon Adjustments L
context menu option to allow editing of various options. Manage Custom Adjustments

Use Commeon Adjustments :
Use Custom Adjustrments

Results

Hours & Counters Time
10:31

Decirnal Format
Right-clicking in an open area of the Results section allows easy toggling Presa| ¥ Time Format

between time and decimal format for results to be presented in. T4A Clockings

p—ry

£

Overtime Authorization &

This feature of Jarrison Time will only be relevant if overtime authorization is necessary and has been
configured in the software.

The basic concept behind overtime authorization is to automatically assign all extra time worked by
employees to an ‘unauthorized’ time category. When this extra worked time is approved, the operator
can authorize it by converting it to a legitimate overtime time category. In the ‘Authorize Overtime’
window, from the ‘Action’ menu, all of the unauthorized times are listed for any week. You can easily
select which times to authorize or decline, by selecting the box on the left for authorization and then
clicking ‘Authorize’. If you want to only authorize a specific amount of time, simply enter the amount in
the ‘Auth Time’ column. If any alternate time category is required to allocate the overtime to, you can
click the ‘Authorize Category’ to change it. If an unauthorized time category has an alternate
‘Authorize Category’ it will appear in blue, and then change to red once clicked. All standard
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overtime authorizations will remain in a black font. Any variance from the worked time to the time
authorized will show in red. Only certain users will have varying levels of permissions to ‘Authorize’.

If granted permission you may ‘Select All’, this allows for bulk authorizing (not recommended) or more
commonly, for bulk declining of overtime. Declining overtime will convert the unauthorized overtime to
the ‘Declined overtime’ time category. This is done to indicate that the unauthorized time has been
processed.

If any Rounding Group is selected then JT will round the OT as you select it, according to the rounding
rules. Otherwise JT will suggest the exact amount of unauthorized overtime worked for authorization in
the ‘Auth Time’ column.

The date ranges work similarly to the Exceptions window.

It is possible to authorize multiple employees with the same amount of time by using the Common
Time option. By selecting ‘This Time’ you can assign the time specified in the input field, by selecting
‘Up to Time’ you can assign however much overtime the employee has earned, up to the maximum
specified in the input field.

If you wish to apply the same authorization reason to many records, fill in the ‘Common Reason’ field
before selecting records.

A column to display adjustment comments can be shown by right-clicking anywhere in the window and
selecting ‘Show Adjustment Comments’ from the context menu. The same can be done to display
first and last clockings, and departments.

fa

§; Overtime Authorization X

Date Range - Weekly Period Common Time Common Reason Apply Rounding Group

Lst llfrom [01Dec2020 [ | To [07Dec2020 [~ | @ This Time [Maching Breakdown ] Mot Used 5

O Upto Time

Select Date Emp Mo MName Time Category Time: Auth Time  Authorize Category Reason

7" 03-Dec-2020 513 Audrey Forrest Unauthorised 1.5 236 1:00 0T15 Froject Deadline

O 04-Dec-2020 513 Audrey Forest Unauthorised 1.5 0:45 oT15

Oa 01-Dec-2020 510 Harold Bumett Unauthorised 1.5 1:47 0T15

O 02-Dec-2020 510 Harold Bumett Unauthorised 1.5 1:35 oT15

=] 03-Dec-2020 510 Harold Bumett Unauthorised 1.5 1:36 1:00 0T18 Project Deadline

O 07-Dec-2020 510 Harold Bumett Unauthorised 1.5 1:57 oT15

O 01-Dec-2020 430 Joyce Jennings Unauthorised 1.5 017 0T18

O 02Dec-2020 430 Joyce Jennings Unauthorised 1.5 145 o715

=] 03-Dec-2020 430 Joyce Jennings Unauthorised 1.5 117 1:00 0T18 Project Deadline

=] 05Dec-2020 488 Thomas Fuller Unauthorised 1.5 1336 300 o715 Machine Breakdown

O 07-Dec-2020 488 Thomas Fuller Unauthorised 1.5 116 0T18

O 01-Dec-2020 503 Virginia Tumer Unauthorised 1.5 0:51 o715

O 02-Dec-2020 503 Virginia Tumer Unauthorised 1.5 LK) oT15

=] 03-Dec-2020 503 Virginia Tumer Unauthorised 1.5 1.3% 1.00 o715 Project Deadline

O 04-Dec-2020 503 Virginia Tumer Unauthorised 1.5 1:00 oT15

Show Authorized 15 Unauthorized times found | Excel | | Select All | | Decline | | Authorize | | Close |
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Unauthorized time can also be approved from the Daily Details window, however the whole amount
for the day will be authorized or declined — to allocate only a portion of accumulated unauthorized
time, the Overtime Authorization window must be utilized. From the Daily Details window
authorized or declined time can be reset (“unauthorized”) no matter where it was initially set. Note that
if Workflow approval of Overtime is enabled, the authorize options in Daily Details will not be shown —
it has to be done from the OT Authorization screen.

Double-clicking on a row in the Overtime window will open up Daily Details, although you will not be
able to modify anything while the Overtime Authorization window is open.

By clicking the ‘Show Authorized’ button in the lower left corner, one can view all processed OT as
shown below. To reverse any processing that has been done, select the employees and click the ‘Un-
Authorize’ button. Right-clicking in the working area will present a context menu with additional
column display options.

4. Overtime Autharization X

Date Range - Monthly Period Common Time: Common Reason Apply Rounding Group

st allrom [015ep2020 @+ | To [035ep2020 [~ | | Change Datc Range | & This Time [ Machine Breakdawn ~|  [NotUsed v
O Upto Time

Select Date Emp Mo Name Time Category Time Auth Tme  Authorize Category Reason

O 03-5ep-2020 555 Dan Quinn Unauthorised 1.5 1.02 1:02 0T 1.5 Machine Breakdown

O 01-Sep-2020 505 Deborah French Unauthorised 1.5 051 0:51 0715 Project Deadiine

O 02-Sep-2020 505 Deborah French Unauthorised 1.5 0:22 0:22 0715 Project Deadline

O 01-Sep-2020 3007 Dorathy Sheil Unauthorised 1.5 115 115 0715 Project Deadline

O 02-Sep-2020 3007 Dorathy Sheil Unauthorised 1.5 128 128 0T15 Project Deadline

O 02-5ep-2020 532 Edwin Curtis Unauthorised 1.5 0 0 oT15 Project Deadline

O 03-5ep-2020 532 Edwin Curtis Unauthorised 1.5 0:56 0:56 oT15 Short Staffed

O 02-5ep-2020 551 Evelyn Lyons Unauthorised 1.5 0:20 0:20 0T15 Project Deadline

O 02-Sep-2020 3004 Evelyn Parsons Unauthorised 1.5 0:28 0:28 0715 Project Deadiine

O 03-Sep-2020 3004 Evelyn Parsons Unauthorised 1.5 0:24 0:24 0715 Project Deadiine

O 02-Sep-2020 436 Floyd Schroeder Unauthorised 1.5 109 1:09 0715 Machine Breakdown

O 01-Sep-2020 548 George Kelley Unauthorised 1.5 0:51 0:51 0T15 Project Deadline

O 01-Sep-2020 3038 Geraldine Jensen Unauthorised 1.5 0:35 0:35 0T15 Project Deadline

O 02-5ep-2020 3038 Geraldine Jensen Unauthorised 1.5 1.07 1.07 oT15 Project Deadline

O 03-5ep-2020 3038 Geraldine Jensen Unauthorised 1.5 126 1:26 oT15 Project Deadline

O 02-5ep-2020 511 Gretchen Francis Unauthorised 1.5 1.08 1:08 0T15 Project Deadline

O 01-Sep-2020 3010 Harriet Rubin Unauthorised 1.5 0:45 0:45 0715 Project Deadiine

O 01-Sep-2020 563 Hilda Dickerson Unauthorised 1.5 1M 101 0715 Project Deadiine

O 01-Sep-2020 3013 tumeleng Karabo Unauthorised 1.5 0:52 0:52 0715 Project Deadline

O 03-Sep-2020 3013 tumeleng Karabo Unauthorised 1.5 112 112 0T15 Project Deadline

O 01-Sep-2020 557 Jabulani Buthelezi Unauthorised 1.5 0:27 0:27 0T15 Project Deadline

[l M1-Gar3020_ ANE lasrr Rau-Nas Uz thrriesd 15 10 1 NTiR Brrisct Nazdine

Show Unauthorized | 111 Authorized times found

By right clicking a menu option can be enabled to show Department and Occupation columns as well
as Totals of times at the bottom of the listing.

4> Overtime Authorization

Date Range Common Time

Listallfrom [0l 2023 [~ | To [0 2023 ]| Change Date Range © This Time
) Upto Time

Seh Date  EwpMo  Mame Tine Categary Tine

% Decimal Format E”E“‘:""’: 1 g ;3

Inauthorize
0 Time Format
0 Show Adjustment Comments Total 815

Show Department

Show Occupation

Show 1st & Last Clockings
Show Daily Details (double click)

Show Summary Totals
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Pre-Authorization oD

This facility allows for overtime to be authorized ahead of time. The feature must be enabled from
Setup’, 'System Conflguratlon (please see Conﬂgurauon manual for mpre) NESGHI Multiple Actions  Access  Setuy
and User Groups should be adjusted accordingly (to restrict pre-authorizing
before current date, or too far ahead). Recalculate
Reallocate Areas

L . . e Backup Database >
Once enabled, the Pre-authorization window is accessed from the ‘Action

menu. | Ovettime Pre-Authorization

The window is similar to the Day Schedule, presenting all employees selected in the list. To apply
pre-authorized overtime, select the amount of OT to be applied from the bottom drop-down list
(shortcuts can be created in the same manner as in the Day Schedule — see next section of this
manual), and then click on the day the employee should be allowed to earn OT. When working with a
selected authorization, right-clicking on a person will allow copying of their schedule.

In the below screenshot an employee has been pre-authorized for two hours of OT on Monday and
Tuesday (already saved and so shaded green), three hours on Thursday and Friday (not yet saved
and so shaded cyan). The employee will still need to clock for Thursday and Friday hours before
earning them. Also note that this is not pre-approved OT, it's pre-authorized OT — the day program the
employee is on must be one that issues unauthorized OT.

Different authorization categories can be selected from the drop-down menu showing ‘Unauthorized
1.5 below. The ‘Show All Pre-Authorizations’ toggle button will show all categories. If a reason
needs to be applied to each pre-authorization, the reason should be selected or added prior to the pre-
authorizing actions. To view applied reasons, place a check in ‘Show Reasons’. Reasons here work
similarly to the Overtime Authorization screen.

[ Show Day Program View
Week Afler Next Unadhored 15 | oot T e ® Weedy O Horihy O Cstom
Empid  Name  TimeCateg. Mon28 Resson Tue 28 . Reason Wed 30 . Resson ThuO1 . Reason Fi020ct Reason Sst03_ . Reason !
130 Wanda  Unauthors... 200 Project Deadine
< >
[ 20 | 30 | 800 | 1200 | Sekect | Selet | Select | Select | Selet | Selet | Sekat | Select | Seect | Select | Select
Overtime Hours Show All Pre-Authorizations ‘ Excel ‘ | Refresh | ‘ Save ‘ ‘ Close ‘

Above the employee has been pre-authorized for two hours on Tue 29.
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'@ DaityDetailsfor Glenda Douglas B

Time & Attendance | Job Costing

Time Category Clockings (Standard View)
Hours & Courters Time Comment Calculated Active Add
0T 15 10:00 Pre-Authorized 07:00 In 07:02 Delete
o720 01:00 Pre-Authorized 18:15 Out 18:15
Declined 0T2.0 00:15
In the screenshot to the
right, we see the Daily i ]
Details view of the
employee having
earned pre-authorized
overtime. Any fully pre- . :
authorized amounts will
be in blue, partially rfiherze (suaview
H : Common Adjustments Date Mavigator
approved WI|| be in s e e \ Sunday 23 October 2022 |
green, declined time in _ —
red ‘ P | | o ‘ ‘ Tl | | @ Previous Day ” Recalculate &) H Next Day * ‘
‘ AWP | | AwoL ‘ ‘ Matemiy | Daly Comment -
‘ T | | Manual NT ‘ ‘ Trolest |
‘ ‘Add a Custom Adjustment |
Day Program: Factory Weekend (07:00- 17:00)
Shift Fa:em Fado: {Day 7of 7) _:

If this earned Pre-authorized time is Unauthorized (cancelled), it reverts to unauthorized OT and
disappears from the Overtime Pre-Authorization screen.

Note the employee is only pre-authorized for actual time worked. If no comment was applied during
the pre-authorization process, the default comment is “Pre-Authorized”.

Daily Summary i

Click on ‘View’ then ‘Daily Summary’ from the menu bar, or click the icon on the toolbar. This
displays a summary of hours and totals periodically, monthly or for any custom date range. You can
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print the current info displayed to the default printer, or export it to Excel by clicking on the buttons
along the bottom right-hand corner.

Periodic View

The ‘Periodic View’ selected in the top right-hand corner, will display the summary using the current
Pay Group date range with Periodic and Pay totals. In the example below this particular employee is

paid on a weekly basis.

S

View
@ Periodic

O Morthy

O Custom

Weekday
Monday
Tuesday
Wednesday

Period Totals
Pay Totals

Leave Transactions
Unauthorized Overtime
Atemative Day Progr.
Manual Clockings
Manual Adjustment
Missing Clocking/Ne.
Nen Wark Day

Public Holiday

Work Day

Werldiow in Progress

<

Day

dul 11
dui 12
Jui13
Jui 14
di 15
Ju 16
Ji17

DayFrog
Factory M-F
Factory M-F
Factory M-F
Factory M-F
Factory M-F
Factory Weekend
Factory Weekend

Factory

Clock In

06:44
07:25
06:52
06:01
06:16
05:03
08:13

Clock.
18:10
1814
19:19
1821
16:51
16:46
13:40

oT15

1085
0745

18.40
2340

Un15

0243
nz
03.00

0173

11.38
1138

oT20

Un 20

0032
0033

00.65
00.65

ShotNT  Saturdsy  Sunday  AtAlow

N Allow

PRHIW

Late

0042

00.42
0042

Late Ealy  Eary L

]

>

B E

=1 -~ |

Periodic Totals are calculated by simply summing up the daily totals (time categories and counters
earned). Pay Totals are calculated by applying the Pay Group rules to the Periodic Totals.

To navigate back a period, click the back arrow (or press F4 on the keyboard).

To navigate forward a period, click the forward arrow (or press F5 on the keyboard).

To navigate to a specific date, click the button between the two arrows displaying the current period,
then select the date.

The green arrows button will recalculate for the dates that are currently displayed, for the selected

employee.

Monthly View

The Monthly view will display from the first to the end of the month, for any month.
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The concept is identical to the Periodic view, except for the fixed date range and the exclusion of the

Pay Totals.

Custom View

Custom dates may be selected if need be. Select ‘Custom’ and then select the dates necessary.
When a Custom view is selected, as with Monthly, only the Periodic totals will be displayed.

Right-click Menu Actions

By right-clicking anywhere within the Daily Summary window you can bring up a context menu. The

options are as follows:

Go to Today — This will show the summary for the current date.

Calculate all Dates in View — Will calculate all the dates without stopping
at the current date automatically.

Use Time Format — Will show time in time format (e.g. 5:30 for five and
half hours).

Use Decimal Format — Will show time in decimal format (e.g. 5.50 for five
and half hours).

Use Decimal —to 5 places — Will show time in decimal format with five
decimal places for increased accuracy (e.g. 5.50000 for five and half
hours).

Show/Hide Gridlines when printing — If printed directly to the printer, will
or will not print the grid lines.

Show Dynamic Totals — Will show the totals calculated dynamically.

Go to Current Period

Calculate all Dates in View

Use Time Format

Use Decimal Format

Use Decimal - to 3 places
Show Grid Lines when Printing
Show Dynamic Totals

Show Custom Sub Totals
Show Custemn Grand Totals
Show Monthly Totals with Weekly Rules
Show Colour Legend

Show Day Program Full Name
Show Public Holiday Name

Manage Commen Columns
Use Customn User Columns
Daily Details

Day Program

Pay Group

Shift Pattern

Create Support Request

Show Custom Sub Totals — Display dynamically calculated sub totals when using a custom date

range.

Show Custom Grand Totals — Display dynamically calculated grand totals when using a custom date

range.

Show Monthly Totals with Weekly Rules — Will display weekly rules applied to a monthly period.

Show Colour Legend — A complete colour key can be displayed underneath Pay Totals. See next

page for more.
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Show Day Program Full Name — Will show the Day Program’s full description instead of short
description.

Show Public Holiday Name —Will show the name of public holidays in the Weekday column.

Manage Common Columns —Will open the configuration window for adding, removing and sorting
columns.

Use Custom User Columns — If the particular user’s columns have been set via ‘Configuration’,
‘Custom’, this option will apply those settings.

Daily Details, Day Program, Pay Group, Shift — Will open the respective configuration window.

Create Support Request — Explained in the Create Support Request section.

Daily Summary Additional Functions

You can double-click on any date (row) to open it in the Daily Details window.

To change how the views are displayed, click on ‘Configuration’ then ‘Custom’ from the menu bar.
You will be able to include or exclude clockings, day program names, or any time category and
counters created in the software. The same can be done via ‘User Groups’, ‘Daily Summary’ tab.

To authorize overtime for the specific employee for the show dates, simply click ‘Authorize’ and it will
open the authorization window with the employee’s unauthorized overtime. You can also print directly
to the default printer and export the summary to Excel from this screen.

Flexi Time Totals

These totals are displayed at the bottom of the summary view if the employee is on a flexitime
paygroup and Periodic view has been selected.

In the image below, the totals for the period are listed.

Flexitime

Erought Frd 2000
"Worked Hours 142:48
Clozinig Bal 12248
Lozt Time 000
Carried Fwd -40:00
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Brought Fwd - The amount of time that has been transferred from the previous period’s ‘Carried

forward’ amount (initial balance of flexitime).

Worked Hours - The actual amount of time worked in the period before applying any flexitime rules.

Closing Balance - The amount of time calculated after adding the ‘Worked Hours’ to the balance

brought forward amount.

Lost Time - The amount of time worked which exceeds the allowed limit, for carrying over to the next

period.

Carried Fwd - The amount of time which will be transferred to the next period, calculated from the
difference between the closing balance and the ‘Required Time’.

Support Request

To send a Support Request to your supplier, you can right click on the specific day for the specific

person in question in the Daily Summary
view and select ‘Support request’. The
support request contains all of the daily and
pay totals earned with a ‘Desired’ column for
each for you to change and then email to your
support team. You can enter your desired
time, which differs from the results of existing
shift or pay group calculation.

‘Include Database’ option on the top right-
hand side will back up, then zip and attach the
database to the email. If further changes need
to be requested you need not send the
database again, just the support request. If
you select the ‘Show Clocking’ option, the
clockings will be included in the support
request and can also be commented on in the
support request.

Colour Legend

4+ Support Request

3021 Glenda Douglas

Tuesday 15 September 2020

[ Include Database
[ Show Clocking

Description Daily Totals Pay Totals Desired Time Desired Total Comments [l
iNormal Time: 31:40 31:40

0715 01:00 01:00

Unauthorised 1.5 01:41 01:41

oT20 31:40 3140

Unauthorised 2.0

Shaort Normal Time: 03:20 03:20

Saturday

Sunday

Aftemoon Allowance

Night Allowance

Public Holiday Worked

Late Armival 00:54 00:54

Late Amval 2 2

Early Departurs 05:14 05:14

Early Departure 3 3

Adj Type

Adj Time

Adi Comment e
< >
To create a support request. double click on the cells in the white area
Then type your request into ‘Desired’ columns Save to file | Email | | Close |

Please ensure that you have removed any manual edits made in attempt to rectify the problem

Various conditions occurring on days are noted via coloured or highlighted text, per below: This can be
added to the Daily Summary by right-clicking and selecting ‘Show Colour Legend’.
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Leave Transactions
Unauthorized Overtime
Altemative Day Program
Manual Clockings

Manual Adjustment
Mizsing Clocking/Negative
Weekend

Public Holiday

Day Schedule

View
[ Adiustmerts/Leave ® Weekly O Morthly O Custom
EmpNo Name Department Occupation Target Time. Mon 14 Sep Sun 20 Sep ~
ﬁ Lesle  |Factoy Martenance  63:00 1 H 4 1
- 101 Marian Production Operator 60:30 r M- r M- r M- PrM-F
- 102 Sbusiso Production Maintenance 60:30 L r M- r M PrM-F
B 104 Sheryl Factory Maintenance 72:00 2 2 12Hr N
B 105 Ryan Production Welder 60:30 L - - PrM-F
e Vivian | Faciory Driver 5600 BHr Nig H Nigh
m presh  |Producton | Manager 5030 ) ) i o 4 e
m Maleon | Factory Drver 6000 BHe Nich 8Hr Nigh 8Hr Nigh
- 1mm Tom Production Welder 63:00 FMF FMF FMF M- M-f
12 Kay Factory Diiver 56:00
BET = Eriy e 56:00
B n7z Vicki Factory Welder 56:00
T leon  |Factoy Manager 5600
= Mn | Facoy Manager 5600
 m Jacsb  |Producton | Manager 5030 PrILE

5SSun Aft 555un Mom _— AdminSun Not set Not set Not set Not set Not set Not set Not set Not set Not set Not set
FM-F _ Pr M-F _‘ Not set Not set Not set Not set Not set Not set Not set Not set Not set Not set Not set

‘Dﬂy?mgrﬂm Production Weekend v_| ‘ Excel H Refresh H Save H Close. |

The Day Schedule is used to assign shifts to any employee or group of employees for specific dates.
When automatic shift allocation (bouncing) or a fixed Shift Pattern cannot cater for the unpredictable
or ad hoc sequence of shifts an employee needs to work, it is best to use the Day Schedule.

Click on ‘View’ then ‘Day Schedule’ from the menu bar, this window will list all of the currently
assigned day programs for all of the employees in the list for the given date range. The colours shown
for each Day Program (shift) can be configured from ‘Setup’, ‘System Preferences’ window, ‘Day
Schedule’ tab.

The Department, Number, Name and/or Surname columns are shown on the left, the rest of the
window is filled up with the Day Program assigned for the selected date range. The date ranges
shown can either be ‘Weekly’, ‘Monthly’ or ‘Custom’ (any date range).

To set the Day Program that an employee must work or has already worked, select the Day Program
from the list of all available Day Programs at the bottom of the screen, and then click the date on the
main window for the day the employee must work this newly assigned Day Program. This process
allocates an ‘Alternate Day Program’ for each change and the system will use the newly-assigned Day
Program’s rules etc. for that day.

To make assigning day programs quicker and easier you can assign your own custom ‘favourite’
buttons (saved differently for each user) to the Day Programs that you apply most often. To set your
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most commonly-used buttons, select a day program you use regularly from the drop-down list at the
bottom, then either drag it onto a custom button, or right-click on the button and select ‘Assign the
‘Day Program’ to this button’. Now you can use your custom button. To do this, click your custom
button from the list of buttons at the bottom which will select the assigned day program to use for your
scheduling. To add more buttons, right-click on the window and select the number of rows to display.
Each row has 15 buttons, allowing 45 buttons if all three rows are selected. Each button also has a
keyboard ‘Hot Key’ assigned (1-45) respectively for even quicker selection of day programs.

To copy a selected employee’s schedule and apply it to another employee or group of employees,
highlight the day by right-clicking on the Department, Number, Name and/or Surname and then
selecting ‘Copy schedule’. The employee’s highlight colour will now change from blue to green. Now
select one or more employees by either holding down the control <Ctrl> key (for selected individual
employees) and/or the shift key (to select a range of employees) on the keyboard, right-click on their
names and select ‘Paste schedule’. This will copy all of the single employees’ day schedules to the
other selected employee/s for all of the dates shown at the time ‘Weekly’, ‘Monthly’ or ‘Custom’. Now
click ‘Save’.

If another system is used to create the day schedule, you can import it by clicking on ‘Import’ on the
menu bar then ‘Day Schedule’. The file will need to be in the correct format, per template found in the
C:\Program Files (x86)\Jarrison Systems\Jarrison Time folder.

You can also export the day schedules to Excel for printing to a notice board if desired, via the button
at the bottom right of the screen.

Ticking the Adjustments/Leave checkbox in the upper left of the window will display any adjustments
which have been applied or imported in grey, or if the Leave module is enabled any applied leave will
be shown in grey.

Right-click Menu Actions

By right-clicking in the work space, a menu with additional options can be produced, shown to the
right.

You can determine whether to include colours and gridlines when exporting the schedule.

Export with Colours
Export with Gridlines

If Employee Custom Fields need to be displayed as columns, they can be added Display Employes Fields

from ‘Display Employee Fields’.

Display 1st row of shortcut items

Display 2nd row of shortcut items
Display 3rd row of shortcut items
If additional rows of shortcuts are required, they can be toggled on from here. Freeze Columns

Freeze Rows

Use Custom User Celumns

Selecting ‘Freeze Columns’ will lock the selected column and all columns to the Use Public Holiday Shift Change
left of it, in order to keep information on the screen while scrolling to the right. Use Day Change Rules
‘Freeze Rows’ works similarly but on a vertical basis. Show Day Program Full Name
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Use Custom User Columns - If the particular user’s columns have been set via ‘User’, 'User
Preferences’ this option will apply those settings. (Note this setting requires ‘User Custom’ enabled
in User Groups)

Use Public Holiday Shift Change - Will allow the Public Holiday set on any applied day program s to
take effect in the case of a scheduled day being a public holiday. (Note this setting can only be applied
by the Administrator account). Note this option is only available to the Administrator account.

Use Day Change Rules - Will allow Day Change options set on any applied day programs to take
effect as they normally would. Note this option is only available to the Administrator account.

Show Day Program Full Name - Will show Day Program full descriptions instead of Copy schedule

short deSCfiptionS. Reset to standard shift pattern
Export with Colours
Export with Gridlines

Right-clicking on the employee name or number will bring the same menu, but with a few e

additional options to Copy the employee’s schedule, and once copied to then Paste it on
other employees, or to reset any changes and revert the selected employee to their usual
shift pattern.

Display 1st row of shortcut items
Display 2nd row of shortcut items
Display 3rd row of shortcut items
Freeze Columns

Freeze Rows

Use Custom User Columns
There will also be an option under Use Custom User Columns to Copy Schedule to Copy Schedule to next 31 days
next... Use Public Holiday Shift Change
Use Day Change Rules

Show Day Program Full Name

This option will copy the selected schedule for the time period being viewed, in other words if viewing
Weekly the schedule will copy to the next seven days; if viewing Monthly the schedule will copy for
the next month. The option will appear once a change to a person’s schedule has been made and
saved.

Site Scheduler

Jarrison Systems also offers a standalone mini-app for the purposes of scheduling shifts. The program
is just the Day Schedule part of Jarrison Time, but does not require a user license — it can be installed
anywhere and used immediately e.g. by a supervisor at a remote site where Jarrison Time is not
installed. The program creates an export file which can then be imported into Jarrison Time via
‘Import’ on the menu bar then ‘Day Schedule (Alternate Day Programs).

The software can be downloaded from the Jarrison website. It does not require licensing.

Copyright © 2003-2022 Jarrison Systems, All rights reserved PAGE 53 OF 104



Jarrison Systems

| 4

4 Jarrison Site Scheduler - O x

File Help

From [01-Apr-2021 [@~| To [25-Apr2022 (@~ |

Department EmpMo Name Sumame 01 Apr 2021 02 Apr 2021 03 Apr 201 04 Apr 2021 05 Apr
e [ m e o GGG e wes

£ >

W) wre1s | WHS1S | Notset | Notset | MotSet | Notset | Notset | MNotset | Notset | MNotset | Notset | Notset | Notset | Notset
Mot set | Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set Mot set
Mot set | Not set Mot set Mot set Not set Mot set Nat set Nat sat Nat sat Nat sst Nat sat Nat sat Not set Mot set Not set

Day Program | WH7-17 ~| | Emil ‘ ‘ Export CSV ‘ ‘ExportExcel ‘ ‘

(http://www.jarrison.net/jtinstalls/Optional/JT_SiteScheduler Setup.zip)

g
@

Exceptions

M

Date Range forthe "Monthly” Paygroup (Monthly)

Daily Exceptions ~
From [01-Sep-2020 F~ | To [30-5cp-2020 G~ |

[~ Limit to first 50
Date Emp No Name Departmert Site Time Details Type )
25-Sep-2020 3072 Ayanda Tshabalala Production ‘West Branch 10:30:05 13:39:24 Missing
21-Sep-2020 3006 Ben Banks Despatch Head Office Absent
25-Sep-2020 3006 Ben Banks Despatch Head Office Absent
07-Sep-2020 3012 Bradley Beatty Civils West Branch 08:30 Short NT Short
17-Sep-2020 3012 Bradley Beatty Civils West Branch 08:30 Short NT Short
29-5ep-2020 mz Bradley Beatty Civils West Branch 06:05:54 17:07:32 Missing
05-5ep-2020 473 Brenda Barbour Driling Head Office Absent
03-Sep-2020 3026 Brent Byme Civils West Branch 08:30 Short NT Short
04-Sep-2020 3026 Brent Byme Civils West Branch 18:37:46 Missing
14-Sep-2020 3026 Brent Byme Civils West Branch 06:44:25 12:10:24 Missing
22-Sep-2020 3026 Brent Byme Civils West Branch 06:50:46 17:.44:47 Missing
28-Sep-2020 3026 Brent Byme Civils West Branch 08:30 Short NT Shart
02-5ep-2020 3098 Cassim Petersen Production West Branch 09:29:33 16:23:30 Missing
15-Sep-2020 3098 Cassim Petersen Production ‘West Branch 07:25:05 15:54:47 Missing
22-Sep-2020 3098 Cassim Petersen Production West Branch 10:14:45 15:56:53 Missing
30-Sep-2020 3098 Cassim Petersen Production West Branch 10:10:20 14:02:30 Missing
13-Sep-2020 3097 Catherine Garcia Factory West Branch 06:03:29 19:00:49 Missing
14-Sep-2020 3057 Catherine Garcia Factory West Branch Absent
14-Sep-2020 3097 Catherine Garcia Factory West Branch 08:30 Short NT Short
21-5ep-2020 3097 Catherine Garcia Factory West Branch 03:56 Short NT Short
14-Sep-2020 535 Cecil Jiang Factory West Branch Absent
28-Sep-2020 542 Christina Craig Factory Head Office Absent
15-Sep-2020 453 Christina Moris Drilling East Branch Absent
04-Sep-2020 179 Clyde Hendricks Civils West Branch 06:24:40 18:55:16 Missing
07-Sep-2020 179 Clyde Hendricks Civils West Branch 10:54:58 17:12:30 Missing
09-Sep-2020 179 Clyde Hendricks Civils ‘West Branch 0743 Short NT Short w

Only the first 50 exceptions displayed | Excel | | Refresh ‘ | Close |
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Using this window will display all employee actions which require manual intervention (no need to print
any reports first). It applies to all employees in the list. Click on ‘View’ then ‘Exceptions’ from the
menu bar and select the date range required. It defaults to the current period excluding the current
day. To switch between the existing pay group date ranges set, click on ‘Change Date Range’.
Double-click on any entry to go to the Daily Details window, for that employee on the exception date
to resolve the exception. For a list of individual exceptions you can select them from the list on top.
You can also sort the results by clicking on the appropriate column header. Exceptions can be
customized from ‘Setup’, ‘System Preferences’ (see Configuration manual for more info).

Daily Exceptions

The Daily Exceptions are displayed when opening the Exceptions window. JT will search for all
exceptions which have been set on the Preferences window, explained in the Configuration Manual.
Each different type of exception is listed in a different colour to assist with identifying them: Missing
Clockings, Absence, Short time, Unpaired Clockings, Multiple Clockings, ‘Out’ as first clocking,
Route Exceptions, Missing Job Clockings, Non Scheduled Work, and JT Clock Out of area. To
view all exceptions only of a particular type, you can select it from the list found at the top of the
Exceptions window.

Missing T&A Clockings

A missing clocking will be listed if the employee has either not clocked In or Out for T&A during his/her
workday. As with all exceptions you can double-click on the entry and make the necessary adjustment
in the Daily Details window.

Absence

An employee who has no clockings on a day specified as a work day will be listed as absent for the
day. Double-click on the entry and make the necessary adjustment in the Daily Details window. If an
employee is absent for a number of consecutive days, for example annual leave, you can use the
Multiple Adjustment feature explained in the Multiple Actions section of this manual.

Short Time

This will show all employees who have more than the specified amount of short time. There is an
option to ‘Only show short time for days when the employee is not absent’ as absence generally
results in short time too. This can be activated when the ‘Short Time’ option is selected. This
becomes useful as an employee who leaves site half way through the day (with permission and
without the supervisor notifying payroll immediately) will not have a missing clocking or be absent but
will still appear on the exceptions list as having ‘Short Time’. Now the short time can be sorted out
before the employee is short paid.

‘Out’ as first clocking

This option should/can only be used if the ‘Original Direction’ of the clockings is being recorded (using
In and Out readers). When an ‘Out’ clocking exists as the first clocking of the day there is normally
something wrong. Either the employee didn’t clock ‘In’ first, or the transactions from the ‘In’ reader
have not yet been collected, or the shift setup has incorrectly allocated the clockings to the day.
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Whatever the case, the Exceptions list will find them, allowing you or your supplier to take the
necessary action.

Multiple Clockings

This option is used to list all employees that clocked more than once within the selected time frame.
This is useful for identifying employees who do not pursue the correct usage of the access control
system. For example, someone clocking ‘In’ twice through a turnstile might be granting access to an
unauthorized person. Such transactions could be the cause of Missing Clockings. If ‘Only if from
same direction’ is selected, the Exceptions window will only list transactions which happened more
than once from the same direction within the specified time frame. This can be useful for employees
that may go ‘In’ then ‘Out’ of a turnstile which is acceptable.

Unpaired Clockings

This will list all of the days where the clockings are not paired. A paired set of clockings is an ‘In’
direction, followed by an ‘Out’ direction. As soon as they mismatch i.e. ‘In’ then ‘In’ or ‘Out’ then ‘Out’
etc. anytime during the day, JT will not calculate any totals. The option will force the operator to

investigate the cause of mismatches and take necessary action. As soon as any manual edit has been
made on the day, JT will begin the calculation of times again.

Route Exceptions (formerly Patrol Route breach)

This option will list all employees who either did not clock in the time set between clockings, or the
correct sequence of devices for the route.

Missing Job Clockings

When Job Costing is in use this option lists employees who have incomplete job clockings.

JT Clock Out of Area

This option will list all employees who are clocking via JT Clock, but clocked somewhere out of their
assigned Area.

Non Scheduled Work

This option will list all employees who have clocked on day that was not meant to be a working day
according to what has been assigned.

Approvals —=

The approval process at the Daily Summary approves periods per employee, then if activated (from
‘Setup’, ‘System Configuration’) one can approve a group of employees’ totals in the Pay Totals
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window (explained in the Pay Totals section) and even further by approving the department totals
(explained in the Departmental Totals section). Approval is used to ensure that the operator does
indeed view and process the timesheet correctly.

Approved and unapproved periods can be included in the same mass Recalculation although
approved periods will not be recalculated.

Daily Summary
" o
2020 - Week 31 -~ ® Perisdic O Marthly O Custam
Weekday Day DayPog b Ot NT  OT15  Un15 OT20  Un20 ShotNT Satuday Sunday AtAlow NAlow  PPHW  Late Late Eaty  Eatyly A
Monday W27 AdninMT 0315 1701 0709 o121
Tuesday Ji28  AdminMT 0737 1817 0830 0147
Wednesday  Jul29  AdmnMT 0824 1223 0355 0431 0024 1 0437 1
Thursday W30 AdunMT 0728 1716 0800 0030
Fiiday W3 AdunF 0808 1545 0700 0006
Saturday Aug 1 AdminSat  08:02 19:25 10:27
Sunday Aug 2 AdminSun
Period Totals 3438 1150 06:22 00:24 1 04:37 1
Pay Totals Factory 4000 0628 06:22 00:24 1 04:37 1
< >
| Agprove | ot Approved ‘.Pllhnnm|| Pt HEmd ||Ons= ‘

To approve a complete period you can click on the ‘Approve’ button, however certain conditions must
be met first.

Timesheet approval must be activated by the administrator. This only needs to be done once.
All overtime needs to be processed (Authorized or Declined).

There may not be any missing clockings.

If configured, absence needs to be processed (Annual Leave, Sick Pd , AWOL etc.).

The previous period(s) must be approved.

Approval cannot be done in the current or future periods.

The above must be in order before the ‘Approve’ button will become available.

Once the timesheet has been approved, no manual edits can be made to the period.

At the end of the period the ‘Approve’ button must be clicked, thus ‘signing off’ the timesheet.
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Date Range forthe Factory Weekly' Paygroup (Weekly)  Depatment View - Daily Summary Aproval
@® Botn () Approved () Unapproved
Vi -Fay T g
@® Botn O Approved () Unapproved
Departmert Empiid Name Sumame  Occupa. Olass Ste Company Aoproved NT OT15  Un15 OT20  Un20  ShotNT Ssturday S A
{Bespatch 73 [ Singh Wanager  Contacior st Branch REC Creations fi T 5544 76
Despatch 137 Katic Katz Manager  Permanent West Branch ABC Technologies Ho 2815 1026 1245
Despatch 140 Morica Beney  Ceaner  Temp West Branch ABC Products No 040 03B 0018
Despatch 2001 Tebogo Molsja Manager  Temp Head Office ABC Technologies Ho 2942 023 1302 0018
Despaich 3003 Joseph Underwood  Diver  Temp Head Offics ABC Technologies No 00 1343 028
Despatch 3004 Evelyn Pasons  Diver  Temp Head Office ABC Technologies No 207 0744 1158
Despaich 3005 Micholss ~ Vaughn Diver  Temp Head Office ABC Technologies No 17915 0148 237
Despatch 3008 Ben Banks Diver  Temp Head Offics ABC Products No 3545 030 0937 0415
Despatch 3007 Dorothy  Sheril Admin Temp Head Office ABC Products Ho 2149 0051 18:11
Despatch 3009 Therssa  Oakdey Diver  Pemanert Head Offics ABC Products No 18340 0234 3130
Despatch 010 Hartet Rubin Wielder  Pemanent Head Office ABC Products Ne 2513 16:00
Despaich 3011 Woho Masondo  Marnten . Pemanent Head Offics ABC Products No 3601 0513
Despatch 013 tumeleng  Karabo Cleaner  Pemanent Head Office ABC Products Ho 182 08:00 0508
Despaich 014 Jason Weth Cleaner  Pemanent Head Office ABC Products No 2902 1145
Despatch 023 Norman Lam Cleaner  Pemanent Head Office ABC Creations No 000 0800 1150 0300
Despatch 025 Elen Creech Marten... Pemanent Head Office ABC Creations No 2913 0444 0001 1417
Despatch 3027 Dianne Dilon Mainten... Permanent Head Offics ABC Creations No 1 0246 3346
Despatch 3028 Harry Foster Marrten... Permanent West Branch ABC Creations Ne 247
Despatch 3029 Thabo Kunene Mainten... Permanent West Branch ABC Creations No 19841 0011 0920 .
oo foy Lo b . . . e it . A - . N
25 tems found between 14 Sep 2020 and 20 Sep 2020 ‘ [ | | Pt ‘ ‘ Excel | ‘ Date Range ‘ | Refresh ‘ ‘ Close. |

Click on ‘View’ then ‘Pay Totals’ from the menu bar. This window displays a list of the totals achieved
for each employee in the list for a period. Columns will display according to how they are set for the
Daily Summary, though fields from Employee Details may be added by right-clicking anywhere in
the window. You can double-click on any total to open the Daily Summary for that particular
employee for the period. There is a date navigator which allows you to select the period. The two
arrows will select the previous and next periods for the date range. The date range is based on the
dates chosen in the pay groups. To change the date range you can click on the ‘Date Range’ button
which will select the next pay group’s date range. The default display dates will be based on the Pay
Group of the first employee in the Employee List.

To view or approve the totals for one particular department, you can select it from the ‘Department’
list. The two arrows next to the list will scroll between all of the departments. This list will show all
departments which all of the employees (in the employee list) belong to.

You can view employees in this list based on their current Daily Summary approval. Click on either
‘Both’, ‘Approved’ or ‘Unapproved’ for ‘Periodic Summary’ and ‘Periodic Totals’. You can click on
the column header to sort the list on that column (ascending or descending).

The second level of the approval process is done here, in the Pay Totals. To approve all of the totals
in the list click on the ‘Approve’ button, however certain conditions must be met in order to approve.

e Firstly Daily Summary approval must be activated by the administrator. This only needs to be
done once.
e Each Daily Summary needs to be approved for the same period

There are also options to print the current info displayed to the default printer, or to export it to Excel.
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Multiple Approval
4 Multiple Approval (==

Date Range for the "Factory Weekly' Paygroup (Weekly) View - Daily Summary Approval

| « || LastPeriod ||+ | Fom [07Sep2020 -] To [13Sep 2020 (-] @ Both O Approved O Not Approved

Department Emplid MName Sumame COccupation Class Site Company Status NT &
[ Production 3065 Holani Skosana Maintenance Pemanent West Branch  ABC Technologies Prev Mot Approved 40:00
[J Production 3066 Phil Cele Manager Permanent West Branch  ABC Technologies Approved 33:00
[ Production 3072 Ayanda Tshabalala  Driver Permanent West Branch  ABC Technologies Prev Not Approved 40:00
[ Production 3073 Steven Ballard Manager Contactor West Branch  ABC Technologies Prav Not Approved 40:00
[ Production 3079 La Billy Driver Contactor West Branch  ABC Products Prev Not Approved 40:00
[ Production 3085 Lynne Mangum Manager Contactor East Branch  ABC Products Prev Not Approved 40:00
[ Production 3082 Dawn Star Operator Permanent EastBranch  ABC Products Curent 178:49
[ Production 3095 Kathy Pollard Operator Permanent West Branch  ABC Creations Curent 176:34
[ Production 3098 Cassim Petersen Operator Permanent West Branch  ABC Creations Curment 176:53
[ Production 568 Sipha Ngwema Welder Permanent West Branch  ABC Creations Current 188:57
[] Production 569 Robson Masinga Driver Permanent Head Cffice  ABC Producis Prev Not Approved 40:00
[ Production 570 John Johnson Operator Temp East Branch  ABC Technologies Prev Not Approved 40:00
[ Production 571 Mandy Haris Manager Contactor Head Office  ABC Products Prav Net Approved 29:39
[ Production 572 Sipho Stthole Driver Pemanent Head Office  ABC Products Prev Not Approved 40:00
[ Production 573 Rose Legodi Admin Temp East Branch  ABC Creations Prav Not Approved 40:00
[ Production 574 Edward Chiwamba  Manager Pemanent Head Office  ABC Creations Prav Not Approved 40:00
[ Production 575 Mduduzi Soko Mairtenance Contactor Head Cffice  ABC Technologies Prev Mot Approved 40:00
[ Admin 128 Ricky Hu Admin Contactor West Branch  ABC Creations Missing Clocking 40:00
] Admin 129 Rick Waller Admin Contactor West Branch  ABC Creations Missing Clocking 35:45
[ Admin 130 Wanda Abbott Admin Contactor West Branch  ABC Creations Missing Clocking 21:32
[ 191 Menicn Aok A Pt Wik Decks ADP P i R - EERTIA
< >
197 kems found between 07 Sep 2020 and 13 Sep 2020 (3894 to approve) | Select Al | ‘ — | ‘ Excel | | Tefoe | | Refresh | | Close |

Click on ‘View’ then ‘Multiple Approval’ from the menu bar.

This window displays a list of all of the pay totals found within the date range, for each employee in the
list. Columns will display according to how they are set for the Daily Summary, though fields from
Employee Details may be added by right-clicking anywhere in the window. This window will allow you
to select multiple periods to approve at once. A green background indicates pay periods that have
already been approved, a yellow background indicates periods containing unprocessed (not yet
authorized or declined) overtime. The blue background indicates periods that may be approved,
including all previous periods which are also eligible for approval.

You can double-click on any total to open the Daily Summary for that particular employee for the
period. There is a date navigator which allows you to select the period. The two arrows will select the
previous and next periods for the date range. The date range is based on the dates chosen in the pay
groups. To change the date range you can click on the ‘Date Range’ button which will select the next
pay group’s date range.
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Date Range forthe Factory BWeekly' Paygroup (Bi-Weekly) Department
< om-miwesk | > T 9

View - Daily Summary Approval View - Pay Totals Approval View - Department Approval

® Al O Approved () Unapproved @® Al O Approved () Unapproved @® Al O Approved () Unapproved

Department Dept Approved Period Approved NT 0T15 Un 15 oT20 Un 2.0 Short NT ~ Saturday  Sunday At Allow N Allow PPHW

Production No No 3340 1212 18:30 873 223.23 873

Admin No No 558:10 1658:18

Factory Mo No 2635:24 53:49 195:09 08:56 01:04 3824:35 635:05 1035:28

Despatch Mo Mo 3657:51 3244 4133 15:46 07:54 951:53 02:27 35:05 6232 21414

Civils Mo Mo 595:25 a8:25 12:42 845:06 2408 21339

Driling Mo Mo 182%:01 50:04 214:04 09:00 09:04 2338:27 7601 41220

Extrusion Ne No 1112:35 3207 120:41 01:22 1672:51 151:06 406:55

Assembly Mo Mo 1641:04 40:51 4554 135:30 43:5

< >
8 Department with timesheets found between 23 Nov 2020 and 06 Dec 2020 | Approve | ‘ Print | | Excel ‘ | Date Range | | Refresh | | Close |

Click on ‘View’ then ‘Department Totals’ from the menu bar. This displays a list of totals achieved for
each department for all employees in the list for a period. Columns will display according to how they
are set for the Daily Summary. You can double-click on any total to open the Periodic Totals for that
particular department for the period. There is a date navigator which allows you to select the period.
The two arrows will select the previous and next periods for the date range. The date range is based
on the dates chosen in the pay groups. To change the date range you can click on the ‘Date Range’
button which will select the next pay group’s date range.

To view or approve the totals for one particular department, you can select it from the ‘Department’
list. The two arrows next to the list will scroll between all of the departments. This ‘Department’ list will
show all departments which all of the employees (in the employee list) belong to.

You can view totals in this list based on their current Daily Summary and Pay Totals approval. Click on
either ‘Both’, ‘Approved’ or ‘Unapproved’ for Daily Summary, Pay Totals and Departmental approval.
You can click on the column header to sort the list on that column (ascending or descending).

The third level of the approval process is done here on the Departmental Totals, and to approve all of
the totals in the list you can click on the ‘Approve’ button, however certain conditions must be met in
order to approve.

e Firstly Daily Summary, Pay Totals and Departmental Totals approvals must be activated by
the administrator. This only needs to be done once.
e All Pay Totals need to be approved for the same period.
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The Department Totals screen also has options to print the current info displayed to the default
printer, or to export it to Excel.

Should certain employees not require approval, they can be
excluded from the process. See the Configuration manual on
how to enable Approval Bypass. Once enabled, a checkbox
will become available on the Employee Details Misc tab, Hees
per screenshot on the right. Checking the box will result in
the employee’s Daily Summary not requiring approval at the
end of each period.

Reports

H

Details Personall Personal2 Personald Reminders Misc  Job Costing Leave Documents Biometrics

T =R

] Alow bypass Daily Summary Approval

o

M

Employee Details (Excel)
Employee List

Exceptions

Exceptions (Specific)

Job Costing Summary

Job Costing Transactions
Late Amivals

Late Departures

Leave Balance

Leave Transaction

Manual Adjustments

Manual Clockings

Migsing Clockings

Qvertime (Daily)

Overtime (Detailed)

Overtime (Excessive 10hrs+)
Overtime (Excessive dhra+)
QOvertime (Summary)

Periodic Summary (Decimal)
Periodic Summary (Time)
Short or Overtime

Shart Time (All)

Shart Time (Excessive 20hrs+)
Short Time (Excessive Shra+)
Time Sheet {Flexi)

Time Sheet {Horizontal)

Time Sheet {Job Costing)
Time Sheet {On-Off Duty Splith
Time Sheet (Single Line

Time Sheet {Standard)

Time Sheet {with Signatures)
Unauthorised Overtime Details
Unauthorised Overtime Totals
Visitor Movement

Date Range

O Today Weekly Period

O Yesterday Repart from Saturday 07 Jul 2023 to Monday 31 Jul 2023

O Cument Period

() Last Period Exclude employees previous service in selected date range [

O 2nd Last Period Exclude employees hired in selected date range [

(O 3rd Last Period

(7) Period Containing 17 May 2023 To Period Containing 17 May 2023

(® Custom Dates 01 Jul 2023 @ to 31 Jul 2023 [~ [ Apply PayGroup Rules

Time Sheet (Standard)

All Employees in List

Destination
() Printer () Email
) Page Select
() Excel ® PDF ‘ PDF H Preview H 5 H Printer ‘ ‘ Close ‘

To print a report, first select the person or load the filter as required, then select the report from the list
on the left. Select the date range, then click ‘Preview’ to view the report on screen before printing,
otherwise click ‘Print’ to print immediately.

You can print to PDF or Excel from here (the ‘Print’ button label will change name accordingly). You
can also attach the report to an email by selecting ‘Email’. If the report type is set as ‘Day Total’, there
will also be an option to print the report in .CSV file format.
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If you do not wish to print to the default printer and others are available, then click ‘Select Printer’ and
choose the printer you wish to print to.

More on date ranges:
Current Period: This will print the period, which includes today’s date (incomplete period).
Last Period: This prints the full period just before the current period.

Period Containing: Prints the full period, which includes the date selected from the calendar. If you
select ‘Period Containing’ it will print all the full periods between and including the dates selected.

Custom dates: This will print the exact ‘from’ and ‘to’ dates selected, but will not apply the pay group’s
periodic rules! (Example, first 40 Hrs NT then only allocate OT1.5). Instead JT will only print the sum
of all time categories for the dates selected.

If ‘Apply Paygroup Rules’ is selected, JT will apply the Pay Group rules to any full periods contained
within the custom date selection, all other daily totals, before and after the full periods will be summed
up without applying the rules, resulting in one total for the selected period.

Employees whose service has been ended will be included in reporting periods where they were still
active. To exclude previous service history in the cases of rehires, select ‘Exclude employees
previous service in selected date range’.

Employees hired in the reporting date range can be excluded by selecting ‘Exclude employees hired
in date range’.

Note that any employees excluded from a report will be added to the log file at C:\JT-
Data\Reports\Exceptions.txt

Report Groups

Report groups allow selected reports to be grouped together and assigned to users limiting specific
users to only use specific reports. Click ‘Add’ to add a new report group, and then select the reports
which that group will be able to use.

When setting up the user account (see the User Profiles section of the Configuration manual) the
appropriate adjustment group for each user can be assigned.

Report Groups are enabled from ‘Setup’, ‘System Configuration’, ‘Import Clockings’ tab.
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§  Report Groups

All Reports =l
Daily Activities N, All Report: Defaukt
Excontions ame | eports | au
Job Costing
Leave Report ~
M, ent
ﬂ;r;asﬂzgs Absent Days (Departmental)
Abszent Days (Detail)
Absent Days (Summary)
Absent Hours (Departmental)
Absent Hours (Detail)
Absent Hours {Summary)
Access Control
Attendance List
Breaks Duration
Early Amivals
Early Departure
Employee Details (Excel)
Employee List v
Delete Save Close
§ Report Creator E
Abszent Hours (Detail) - General Details  Total
Absent Hours {Summary) = =
Access Control Report Classification Information Bar
Attendance List
Breaks Duration Name |Time Sheet (Standard) | Top of Page Bottom of Page
Early Amivals | |
Early Departure Title Time Sheet (Standard) Date R W
Employee Details (Excel) ® nange .
Employee List Report Type Layout Fiter Name O
Exceptions (All)
?;%mions {gpeciﬂc} O Pay Totals @ Daily @ Portrait O Landscape Operator O
ob Costing Summary
Job Costing Transactions (O Period Totals Locess Space between employees 1 EI PRI U
Late Amivals P Report Message O
Late Departures (O Horizortal Daily Visitor " =
Leave Balance Page Per Person [ ]
Leave Transaction O Monthly (Wesk Rules) (1 JT Trace
Manual Adjustments Use Empl Head
Manual Clockings Leave £F EnLaiEE REnLE
Missing Clockings e
Overtime (Detailed) Date Format | Default v
Overtime (Excessive 10hrs+
COvertime (Excessive 4hrs+)
COvertime (Summary)
Periodic Summary (Decimal) Employee Header Info
Periodic Summary (Time)
Short or Overtime |Name Sumame V| |I'_‘ it V| |Fay Group V|
Short Time (All) ;
o Time avesdive 20he | Employes Number | | shit Pattem v| [Not Used |
Short Time (Excessive Shrs+
Time Sheet (Flex) Header Info Fort | Comic Sans MS [8]
Time Sheet {On-Off Duty Sp
Time Sheet (Single Line
Time Sheet (Standard)
=] | o=

The Report Creator is used to create or edit reports as per requirements. Click on ‘Setup’ then

‘Report Creator’ from the menu bar, then click ‘Add’ or select a report to edit, from the list on the left.
You will be presented with three tabs. If you are unfamiliar with the Report Creator, it is advisable to
click ‘Copy’ which creates an exact duplicate of the selected report, and then alterations can be made
without affecting the original. Once the new report is producing the desired results, one can delete the
original. To test the results, run the report while the Report Creator is still open.
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General tab

The ‘Name’ of the report, will appear in the list on the left, while the ‘Title’ will appear at the top of the
report. There are several types of report:

A ‘Pay Totals’ report will only print the pay totals (applying the Pay Group rules), unless custom dates
are selected, then JT will only print the periodic totals for the custom dates.

General Details Totals

. - . e . . . Total Options
A ‘Periodic Totals’ report will only print the periodic totals and will not apply the Pay Group é Perodic Totals
rules. [ Pay Totals

[ Grand Total Period

[ Grand Total Pay
A ‘Day Totals’ report will allow a ‘Where Condition’ when ‘Only If’ is selected for an item, to [ Suppress Weekly Totals

allow printing of daily totals per a field selection. This report type also allows a CSV report
format to be printed.

A ‘Daily’ report will print the daily totals and a choice of totals (‘Pay and Periodic’, ‘Pay only’, ‘Periodic
Only’ or ‘No totals’).

A ‘Monthly (Week Rules)’ report would be used in conjunction with a similarly configured Pay Group,
and display weekly totals for a monthly period. If this option is checked, on the Totals tab an additional
option will appear, as pictured on the right. This option allows the weekly detail to be suppressed.

A ‘Horizontal’ report is similar to a Daily report except that it prints from left to right as opposed from
top to bottom. It will only print to Excel and no daily dates will be printed as they are shown
automatically in the column headers.

An ‘Access’ report will print the clocking and access times from the selected readers (access control
and time and attendance).

A ‘Visitors’ report will print the clocking times and details from the visitors. Note: To print a ‘Visitor’s
List’ report you need to eliminate clockings and devices etc. (transactional info) from the details. I.e.
only include names, surname and ID number etc.

The JT Trace option will only become available if the Trace module is enabled, and will provide
reporting related to this module.

The Job Costing option will only become available if the Job Costing module is enabled, and will
provide reporting options related to this module.

The layout of the report can either be ‘Landscape’ (horizontal on the page) or ‘Portrait’ (vertical on
the page). When a report is required to show many different details, it might be necessary to print
landscape to fit them on the page (some Timesheet reports should be landscape).
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‘Page Per Person’ will only print one person’s details on a page if selected. However if the details
exceed the space on one page, JT will split the report onto multiple pages, but not combine two
people’s details onto the same page. This option is usually selected when employees receive a
printout of their timesheet. However to save paper, it is recommended to leave this unselected (JT will
not split a person’s details over two pages unless the details exceed the space on the page).

The ‘Print Border’ option, if selected, will print a rectangular border around the entire page of the
report.

The ‘Use Employee Header’ option is only available with daily reports. If it is selected JT will allow for
six possible options to be selected as the header information per employee. One can change the
options selected from the list, as well as their position on the report. This option also enables
Signature Options on the Totals tab.

JT also shows an example of the font selected for the header information, in the ‘Font’ example line.
To change the font, click ‘Change Font’ and select the desired font, size and style.

The ‘Space between employees’ can be set to distance the vertical space between each employee’s
information if more than one person is being printed on a page.

The Information Bar is printed at the top of the report just beneath the fixed information right at the

top (Company Name, Report Title and the Date and Time that the report was run). The Date Range
selected for the report, Filter used on employees, Operator name and Page number can be printed
(or not), at the top or bottom of the page. Selecting the appropriate boxes in the Information bar can

construct this information.

Information Bar
Top of Page Bottom of Page

Date Range ¥ O
Fitter Name: 1 O
Operatar O %]
Page Number [ =1
Report Message %}
Lest |
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Selecting Report Message will enable a text field just underneath where a message may be entered.
With this option enabled there will also be an input field available on the Reports window above the
report format buttons. Anything entered in this field will override what was entered in the default field.

€ Reports (==
Absent Hours (Summary) Py Date Rangs
Access Control O Today Weekly Period
gl?::::&;ﬁ; () Yesterday Repart from Monday 31 Aug 2020 to Tuesday 01 Dec 2020
Early Armivals (O Cument Period
Eary Departure .
Employee Details (Excel) () Last Period
E;Tm;—‘&n (O 2nd Last Period Exclude employees hired in selected date range []
Exceptions {Specific) (O 3rd Last Period
dob Costing Summary i ini 14 Sep 2020 To Period Containing |14 Sep 2020
Job Costing Transactions (O Period Cortaining ep g =p
Late Arivals ®) Custom Dates 31Aug 2020 [F~ to 01Dec2020 [F~ | [ Apply PayGroup Rules
Late Departures

Leave Balance
Leave Transaction

Manual Adjustments Time Sheet (Standard)
Manual Clockings
Missing Clockings All Employees in List

Overtime (Detailed)
Overtime (Excessive 10hrs+)
Overtime: (Excessive dhrs+) Report Message
Overtime (Summary) Filing Copy|
Periodic Summary (Decimal)

Periodic Summary {Time)
Short or Overtime

Short Time (Ally

Short Time (Excessive 20hrs+)

Short Time (Excessive Shrs+)

Time Sheet (Flexi) Destination

Time Sheet {On-Off Duty Split)

Tirne Sheet Slnle Llne O Prnter O Email POF Previ Page Select a

O Excel @ PDF review Setup Printer 5=
Details tab
‘ - Report Creator E
Absent Hours {Detail) Al G | Details  Total
Absent Hours (Summary) cnera a8
oess Cartrol Details Fort | Comic Sars M5 [7] Crange Fort |
Breaks Durati
Ead‘:' .:mvals on Seq Field Format ngﬂ Length Cautlon V. Line Tngger B.Zero H.Empty I Ll
Early Dep. Date ddd{Moﬂ] rAl
E‘;l;y“: Ee“""s (Becel) -——- v
Exceptions 3 .NI In Clockings hh mm('l‘lme) Ceﬂter
E:capﬂans (Specific) 4 All Out Clockings hh:mm(Time) Center 2 Out Yes Yes
jgg E::::Q .IS_“E";'::gmns 5 Nommal Time - Hrs hh:mm(Time) Certer 3 NT Yes Yes
Late Mva?s [ OT1.5-Hrs hh:mm(Time) Certer 3 15 Yes Yes
Late Departures 7 OT20-Hrs hh:mm(Time) Certer 3 20 Yes Yes
manua: [;]Adjg*stments 8 Annual Leave - Hrs hh:mm(Time) Certer 3 Annual Yes Yes
Minsing Clockings 9 Sick Paid - Hrs hhmm(Time)  Certer 3 Sick Yes Yes ¥
Cvertime (Daily) 10 Short Mormal Time - ... hhcmm(Time) Center 3 Short Yes Yes
g‘f:!me DE‘E‘E”EQ} o 1 Al Adjustmerts Time hh:mm(Time) Left 3 A-Time Yes Yes
verime {Excessive Irs+; -
Ovettime (Excessive dhrss) 12 Al Adjustments Name Text Left 6 Adjustments Yes Yes b
Cvertime (Summary) hem Detals
Periodic Summary {Decimaly Veical  Prnt  Blank Hide Only
E:ﬂadlc gummaw {Time) Field Format Alignment  Length Caption Lne Trgger Zero Empty
ort or Overtime

Short Time (Al) Date v|ladmmay v lst v [3 ][pae 2 O
Short Time (Excessive 20hrs+)
Short Time (Excessive Shrs+)
Time Sheet (Flexi)
Time Sheet {Horizortal) Add ‘ Delete Copy Pa St.E
Time Sheet {On-Off Duty Split) ftem ttem ftem/s tem's

The details of the report are listed from top to bottom in this Details screen and represent columns in
the report from left to right. Each item (column) added to the report has its own settings associated
with it, and are independent from the other items. To show or edit an item’s settings, click on the item
and the settings will show in the ‘Item Details’ frame.

To add an item to the report, click the ‘Add Item’ button and then complete the details:
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In the Item Details area, the ‘Field’ is the kind of information required from JT, and can be selected
from the drop-down list. This list is broken down into General information (dates, clockings etc.), Time
Categories, Counters and Employee attributes (names, departments, pay groups, etc.).

Each item must have a ‘Format’, e.g. dates may have different formats, while names would have a
text format. The Decimal(2) and Decimal(4) options are intended for use with Job Costing.

The 'Alignment’ selected will print the values accordingly (Left, Right or Centre) in the report column.
The ‘Length’ of the column is measured as horizontal size and not as characters. The ‘Caption’
entered here will be printed on the top of each column and this should describe the kind of information
in the column.

A ‘Vertical Line’ will be printed on the right-hand side of the column, if selected.

The ‘Print Trigger’ item/s will prompt JT to print the information to the report. Each report needs at
least one trigger. JT will print all of the columns, as listed in the details above, if one of the trigger
items has an existent value (not empty or zero).

Example 1: For a Late Arrival report one would only mark the Late Arrival time category as a trigger.
Then only in the event of late arrival will JT print all of the row details on the report, for all employees
with late arrival time E.g. Name, Date, Employee Number and of course Late Arrival time.

Example 2: For a Time Sheet report one would mark the Date as a trigger, to make JT print each date
in the date range on the report (each day always has a date, therefore will always print, regardless of
any other values in other columns).

The ‘Blank Zero’ option will leave a blank space on the report when there is no value or time, as
opposed to printing “00:00” on the report.

The ‘Only If’ option, if selected, will allow for further conditions to be set e.g. only if Late Out is greater
than zero. This will only print OT 1.5 if the Late Out counter has some value. These conditions can
only be applied to items which are print triggers, and only one per report. It is possible to trigger time
category fields based on counters and counters based on time categories, whether or not they are
being reported on.

) o)

Hide Empty - Selecting this option will hide the column completely if there are no values e.qg. if you
only want to show the OT1.5 column when employees actually have OT1.5, use this option. Note that
if the report has employee headers, columns will be hidden based on values per employee. If the
report does not use employee headers, columns will be hidden according to values of all employees in
the report.
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Columns can be moved left or right on the report using the up and down arrows on the Details tab.
Click on the item, and then click an arrow button on the right-hand side of the screen. The double
arrows will move a selected item 10 places instead of one at a time.

The ‘Copy Item/s’ button can be used to copy selected rows to memory. Copied items can be added
to reports by clicking ‘Paste Item/s’

Totals tab
m

Absert Hours (Detaily
Absent Hours (Summary)
Access Control
Attendance List

Breaks Duration

Early Armivals

Early Departure
Employee Details (Excel)
Employee List
Exceptions

Exceptions (Specfic)
Job Costing Summary
Job Costing Transactions
Late Anivals

Late Departures

Manual Adjustments
Manual Clockings
Missing Clockings
COwvertime (Daily)
COwertime (Detailed)

A

General Details Totals

Total Options

[ Periodic Tatals
[A Pay Totals

[] Grand Total Period
[ Grand Total Pay

General Options

[] Underiine Attemative Day Programs
[] Sub Totals use short descriptions
[ Suppress Details

[] Suppress Copying of Dates in Excel

Clocking Options

[ Underine Manual Clockings

] Show Duplicate Clockings

] Match Original Direction in Columns
[ Match Clocking Date:

[ Exclude Job Costing Clockings

[] Fag Job Costing Clockings

[1 Use TA Type from Device

[] Show Percentage

Flexitime Options:

[ Brought Forward
[] Hours Worked
[] Closing Balance
[[] Carmied Forward
[ Lost Time

Patrol Route Options
Underline all Breaches

Only Show Breaches

Signature Options

[ Authorized Signature
[] Employee Signature

Bottom of Page

Title 1 | Authorized(1)
Tile 2 | Authorized(2)
Title 3 | Authorized(3)
Title 4 | Authorized(d)

Title 5 | Authorized(5)

Cwertime (Excessive 10hrs<)
COwertime (Excessive 4hrs+)
Cwertime {Summary)
Periodic Summary {Decimal}
Periodic Summary (Time)
Short or Overtime
Short Time (All)
Short Time (Excessive 20hrs+)
Short Time (Excessive 5hrs+)
Time Sheet (Flexi)
Time Sheet {Horizontal)
Time Sheet (On-Off Duty Split)
Time Sheet (Single Line

d)

Sort Order and Sub Totals

1. | Name ~| [ Sub Total New Page after Sub Total

2 [Not Used ] [ Sub Total

3. | Not Used B O sub Total

The ‘Total Options’ are used to configure which totals are to be printed on the reports. Depending on
the report type (identified on the General tab), only certain totals will be available for selection.

If selected, ‘Periodic Totals’ and/or ‘Pay Totals’ will print at the bottom of each person’s daily totals.

‘Grand Total Period’ and/or ‘Grand Total Pay’ will print the sum of all totals, at the very end of the
report for all employees in the list. It is not recommended to include grand totals for timesheet reports,
as employees and/or supervisors who may receive a print of the timesheets will see the grand total on
the last person’s report, this may create confusion.

If the report type is ‘Monthly (Week Rules)’ the Totals section will have an General Detais Totals

additional option that controls printing or suppressing of Weekly Totals. Total Options
[ Periodic Totals

] Pay Totals

[] Grand Total Period

[] Grand Total Pay

[~ Suppress Weekly Totals

JT will sort the employees on the report according to the ‘Sort Sequence and Sub Totals’
configuration, default order is according to employee list. There are three different sort levels and
optional sub totals for each sort level. As in the example above, JT will print each department, with all
employees assigned to that department, in alphabetical order. Then all employees within each
department will be sorted alphabetically according to their name. At the end of each department
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printed, JT will print the total, and then begin the next department’s information on a new page. This is
useful when each different supervisor requires his or her own separate printouts. If ‘Sub Total’ or
‘New Page after’ is not selected then JT will simply ignore any sub totals, and not print the next
department onto a new page.

General Options

‘Underline Alternate Day Programs’ will mark any alternate day programs that have been applied by
underlining them.

‘Sub-totals show short descriptions’ will allow space to be saved by only showing short descriptions
of sub-totals.

If selected the ‘Sub Totals use short descriptions’ will use the short description assigned to the “sort
sequence” item selected. (This would be Name in the image above). This option may be considered if
the department names are long, and will not fit onto the report. The subtotal descriptions are printed
on the left-hand side of the report under the first column. If the column is smaller than the department
name then JT will print the department name straight through the barrier of the first column. To solve
this, one can swap a short employee number column with a longer name column, or use a longer date
format.

‘Suppress Details’ will not print any daily or periodic details per person, only the totals per sort
sequence e.g. Department. Mainly used for management reports.

‘Suppress Copying of Dates in Excel’ - will prevent the date from being duplicated on every
additional row required for entries of the same day

Clocking Options

JT will ‘Underline Manual Clockings’ on the report if the option is selected, used to easily identify any
manual clocking.

‘Show Duplicate Clockings’ will print duplicate clockings which have been combined into a single
clocking from the shift rules.

‘Match Original Direction in Columns’ will force ‘In’ clockings to only show in the ‘In’ column, and
‘Out’ Clockings in the ‘Out’ column.

‘Match Clocking Date’ - will show clockings with the date they occurred on, not necessarily the day
their shift started on e.g. on a night shift, to show the out clocking occurring in the following day
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‘Exclude Job Costing Clockings’ - used with Job Costing, to exclude Job Costing Clockings from the
report

‘Flag Job Costing Clockings’ - used with Job Costing, to indicate Job Costing Clockings on report
with #

‘Use TA Type from Devices’ - this option would be used in conjunction with Clocking Groups, in
order to calculate on/off duty times according to devices marked as ‘Used for Time and Attendance’
in Devices.

‘Show Percentage’ will calculate a percentage ratio of the number of employees in the report.

Flexitime Options would only be of use in the case that a pay group using Flexi is in place; the
options allow for presenting various Flexi values.

The Patrol Route Options will only be enabled if patrol routes are activated and the report type is
Access Control. ‘Underline Patrol Breaches’ will only underline any patrol route breaches in the
selected date range. The ‘Show Patrol Breaches Only’ option will exclude all standard access
control transactions except for any breaches.

Signature Options allow for the printing of lines for signatures of employee and authorized personnel.
An ‘Employee Signature’ line can be added, and the ‘Authorized Signature’ option can be used to
increase the number of authorized signature lines to a maximum of 5. Custom titles may be added for
each line.

A timesheet example report.

Customer Name Time Sheet 14-Sep-2008 13:50
10-Apr-2008 to 16-Apr-2008 Filter: None
[John Malulebe Molwazi Maintenance Weekly
734 Rotation Shift
Cray Date In it 7 X MNT 1.5 2.0 PPH Sick Shaort A-Time Adjustments Comments
[Thu 10004408 | 707 917 9:00

9:22  12:22

1310 1701
Fri 110408 | 706 9:43 B:30 0:30

102 12012

13100 14:53

1500 1703
Sar 120408 | 757 11:37 819

11:43 1622
Sun 1204408

Mon 14004408 | 17:25  22:07 a:00 241
2247 FEAR
057 2:09
728
[Tue 104008 | 17:32 22:03 2:00 2:23
2218 104
200 706
[Wed 1804508 | 17:21  22:03 2:00 24
22:09 058
201 714
Period Totals 52:49 748 0:30
Fay Totals 45:00 15:37 0:30

End of Report
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File Export

The file export will export the calculated totals to an ASCII file, for the Third-Party system to import.
The export format is created in the File Creator, which is beyond the scope of this manual.

Date Range

(O Current Period Weekly Period
() Last Period Perod Stat Date | Tuesday 01-Dec-2020
O 2nd Last Period Peod End Date | Fiday O1-Jan-2021
(O 3d Last Period
Egs%?c . (O Period Containing 14 Sep 2020 [ Ta Period Containing |14 Sep 2020
Sage 300 (®) Custom Dates 01 Dec 2020 [~ to [ Jan 2021 @~  Apply PayGroup Rules [
g:g: E:E Er‘::::; Exclude employees hired in selected date range [ |
SAP Export Location (output)
Path c: Email Export File  []
Filename Export tx

To export the totals, first select the person or load the filter as required, then select the export format
from the list on the left. Select the date range, and then click ‘Export’, this will export the file to the
saved export location. The ‘Export To...” button will display a browse window in order to select a
specific location to export the file to. If ‘Email Export File’ is selected the output file will be attached to
an email, ready to be sent. If you do not wish to include employees hired in the date range to be
exported, tick the box for ‘Exclude employees hired in selected date range’.

More on date ranges (equivalent to reports):

Current Period: This will export the period, which includes today’s date (incomplete period).

Last Period: This will export the full period just before the current period.

Period Containing: Exports the full period, which includes the date selected from the calendar. If you
select ‘To Period Containing’ it will export all the full periods between, and including the dates
selected.

Custom dates: This will print using the exact ‘from’ and ‘to’ dates that you select from the calendar.
However it will not use the pay group’s periodic rules! (Example: First 40 hours NT then only pays
OT1.5)
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It simply produces the sums and counts for all time categories and counters, unless you select ‘Apply
Paygroup Rules’. This will only apply the rules to all full periods contained within the custom date
selection, and includes those totals for the sum of all time categories and counters.

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 72 OF 104



Jarrison Systems

y
Engine (©)

The Engine is a service application which runs independently to Jarrison Time, and runs in the
background on one designated computer. It is used to manage and monitor all communications to all
of the devices linked to Jarrison Time and to perform background tasks like automatic emails, backups
and all other planned events.

The Engine icon will have green waves if all devices are online, red waves if all devices are offline
and orange waves if at least one device is offline while others remain online. The icon will have
purple waves if the Engine is not running. If any unit is offline, please contact the network
administrator or your supplier, as no clockings or employee updates will be possible with offline
devices.

Right-clicking on the icon will allow starting or stopping of the service, or checking status if it has
become unsynchronized (colours).

AUTOMATIC USER NOTIFICATIONS

From 'User’, ‘User Groups’, Access tab it's possible to configure notifications if no [4] Engine Status Netfication
clocking import has occurred after the specified items, or if the number of queued [ Impott Clockings
items becomes excessive. 120 [2] Minutes
@ Queued tems
100 13 Minutes

When triggered the notification will be shown on screen for any user assigned to the
User Group.

Device Action Monitor

Since the Engine runs as a service it has no direct interface, however its activities can be seen from
‘Access’, ‘Device Action Monitor’. This provides snapshots of what the engine is busy with at any

given time. Note that the user machine’s time needs to be synchronized with the server time in order
for the Monitor to reflect accurately.

All devices, which are in correct working order (powered on and accessible through the network), are
displayed in blue and have ‘Online’ as their description. Any device which is not connected to the
network or has no power, will be displayed in red and show ‘Offline’ as the current status.

You can set the display to only show devices from a specific area by selecting the Area. To enable the
Area selection box, right-click on the icon in the system tray and select ‘Show Areas’.

Head Office v|[search ]

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 73 OF 104



Jarrison Systems

Note that if a ZK device has become unresponsive after successive
communication attempts, the engine will suspend further attempts Import Reset Unresponsive Device

until the device is manually reset by right-clicking on it. et Plnclinne [l AT

Recadlculations &

The system calculates all daily totals by applying the rules to clockings and adjustments, and stores
the results accordingly.

When to Recalculate

If any adjustments or shift configurations have changed then a recalculation is necessary. In the case
of an employee having been assigned to an incorrect shift and then corrected, a recalculation is also
necessary.

How to Recalculate

There is more than one way to recalculate, depending on where you are in the system.

Daily Details: You can click ‘Recalculate’, or press <*> or <F10> on the keyboard (recalculates that
day only).

Daily Summary: You can click the ‘Recalculate’ button. This will recalculate all days listed in the
summary view (excluding future dates).

Bulk Recalculation: Click on ‘Action’ then ‘Recalculate’ from the menu bar. Enter the recalculation
dates, and then click ‘Recalculate’. This will recalculate for the selection in the list or filter. The
selection would typically be set to ‘All employees in list’ or ‘All employees in filter’ when performing
a bulk recalculation. This method can be used to calculate ahead of the current period, as well as to
reset any applied Alternate Day Programs.

Recalculations can also be setup through Planned Events to run at a particular time or day.

Annual Overview

The Annual Overview is used to identify patterns or monitor overall performance for an employee. To
view this annual overview click on ‘View’ then ‘Annual Overview’ from the menu bar. You may need
to set the Adjustments, Time Categories and Counters that are displayed on this overview in their
respective setup windows. The last 12 months or full calendar year may be viewed, while including
any combination of Adjustments, Time Categories or Counters although only one can be displayed
on any specific day at a time. If the Leave module is enabled, Leave types can also be shown.
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Period Include
2020 (0 Last 12 Months (@ Calendar Year [ Adjustmerts [] Courters [~] Time Categories [] Leave

ere G S Mm Tw Wel T Fi S® Sn Mo To Wal T Fi S Sn Ma Tor Wed T Fri 5% Sm Mm T Wed T Fi S# Sm Mo Toe Wel T Fi Sn Sn Man A
January 01 MO2UO3N 04 05 06 07 03 03 10 11 12 13 14 NN 16 U170 13 19 20 12107212304 26 12728 2933
Februany 01 05 06 07 08 09 10 11 12 (13 14 [N 16 13 2 23 24 25 % 27 28 2
01 02 03 04 D5 06 07 08 09 (10 1100120 13 14 15 16 WEM 18 19 20 21 22 |23 28 25 N30MN3I
017027 03 04 05 065 07 08 09 10 11 12 13 14 15 16 17 18 13 20 21 22 23 % 2% 27 2 2 M
01 02 03 04 05 06 07 MEE 03 10 MEM 12 13 14 15 16 17 13 [19 3 24 25 [26) 27 1202 0 3
OIOZ03Y 04 05 06 07 08 03 10 11 120 13 14 15 16 17 18 13 20 » 23 37 28 2%
01 0203 04 05 06 07 08 03 10 11 12 1314 15 16 17 13 19 21 25 2527 2 29 30 3
01 02 03 04 D5 06 07 03 03 10 11 12 13 14 15 16 17 13 2 2324 25 2 27 8 23 M 3
002 03 M 05 07 08008 10 11 12 13 14 15 16 17 18 1o ME 21 2 % 27 28 2% NN
0102 04 05 06T 07 08 (09 10 11 11415 16 17 18 13 20 24 2 26 27 28 2% 3 3
01 02 (03 07 03 03 10 11 12 13 14 17 18 19 2 21 2 A % 29
01 02 03 04 D5 06 07 08 03 10 11 12 13 14 15 16 17 18 19 20 21 % 27 28 3 N A

0

0

1

0

1

0

1

. e

>
‘ Excel | [ Reren | | Close. |

Multiple Actions

Multiple actions are available to apply bulk changes to a selection of employees. To Multiple Actions | Access Setup User Vis

Employee Fields >

apply any multiple action, group the employees using a filter, as described in the
Filters section, then click on ‘Multiple Actions’ from the menu bar, then select the

Access Groups

desired Multiple Action. Adjustments
Custom Fields
Day Programs

Multiple manual clockings can be used to add clockings for of a group of employees, Eoplopes Memin(Sentee
Employee Service Status

who were not able to clock for whatever reason.

To do this, enter the date, clocking time and an optional reason. To enter the shift

Fingerprint Database
Holiday Calendar
Manual Clockings

Pay Groups
start as the clocking time place a tick in the ‘Use Current Shift Start/End Time’ Reminders
checkbox. The same can be done for shift end times This will apply whatever shift Shifts
times employees are on, so for example if a filter of employees on various shifts is Supervisors

loaded each employee will have a clocking time related to the shift they’re assigned

Job Action Change

on. Grade Change
Job Group Change
Action Group Change
The clocking can also be applied across a range of time by selecting appropriate Job Adjustments
From and To dates. If using a date range there is also a checkbox option for Leave Scheme Change

applying the clocking on non-working days.

{- Manual Clocking bt

Apply to all employees in fiter

Then click on the ‘Add Clocking’ button.  pue fom To

Time [ Include non wark days
[ Use Curent Shift Start/End Time Start End
Reason | w
Deleting clockings work the same way.
Add Delete
Clocking Clocking Close

Leave Bookings

Anti-Passback Group
Zone Sequence
Zone Reset
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A multiple adjustment is very similar to a daily adjustment, explained in the Daily Details section. The
difference is the date range option, and the ability to use one adjustment for all employees in a filter.

For example, one would apply an adjustment to many employees in the event of a manual public
holiday, or a group bonus. Another use would be an adjustment spanning multiple days, e.g. Annual
leave or Maternity leave.

1. Click on ‘Action’ then ‘Multiple Adjustment’ from the menu bar.
2. Select Adjustment Type and Time to Allocate.
3. Select the amount of time to allocate.

4. Select ‘Override Clockings’ if necessary and ‘Include Early Times’ and ‘Include Late Times’ if
necessary.

5. Add a ‘Comment’ if necessary (recommended).

6. Select the ‘From’ and ‘to’ dates (the system will include the dates selected).
7. ‘Skip non-working days’ will only add the adjustment to Work Days.

8. Click ‘Add Adjustment’ on the bottom.

Notes:

The ‘Replace Existing Adjustments’ option will replace all existing adjustments having the same
Date and Adjustment Type, with the new details entered. If the adjustment does not exist, it will be
added as normal.
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4. Multiple Adjustment

Adjustment Date Range

Adjustment T

|T’::nn:n vpe v| From (Including)

Time to Allocate To (Including)

. . | Balance to Target Time £ | _ _

If you have erroneously added an incorrect adjustment, you B4 Skip non working days
can delete the adjustment(s) by selecting the same date range P [ Replace Existing Adjustments
and adjustment type, and then click ‘Delete Adjustment’. [ override Clockings

[ Include Early Times
[ Include Late Times

comns

This Adjustment Applies to
3006 Ben Banks

Add ‘ Delete T

‘ Adjustment Adjustmert

You can also ‘Activate’ or ‘Deactivate’ all employees in the list, change the Shift, Pay Group,
Clocking Group, Access Group, Custom Employee fields, as well as several others from the
Multiple Actions menu. Note that Employee Details screen options appear in the ‘Employee Fields’
sub-menu under ‘Setup’.

> Multiple Access Group Change » 1 Maltiple Custom Change =
Update All Employees in Filter
Update all employees in the list with... Update

[ Height v

(®) Add New Access Group () Update Existing Access Group W Rl .
[J Dietary Requirements v

Existing Access Group ~ Custom Data ~

New Access Group | v Custom Data i

Custom Data ~

Update From' Date  |14-Jun-2021 E- Custom Data v
Update "To' Date 14-Jul 2021 [E- Custom Data -

Custom Data ~
Custom Data ~
Process Close
Update Close
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Public Holidays
m

Holiday Calendar Country  [South Africa |

South Africa

Namibia P - i
Botswana Select the year 2020 IEI Add Standard for |South Africa |

Holiday Details

01-Ja New Year's Day
21-Mar-2020 - Human Rights Day
10-Apr-2020 - Good Friday Description
13-Apr-2020 - Family Day
27-Apr-2020 - Freedom Day |New Year's Day
01-May-2020 - Workers' Day
16-Jun-2020 - Youth Day
09-Aug-2020 - National Womens Day
10-Aug-2020 - Public Holiday Date
24-5ep-2020 - Hertage Day o
16-Dec-2020 - Day of Reconciiation 01-Jm-2120
25-Dec-2020 - Christmas Day
26-Dec-2020 - Day of Goodwil

| Add | | Delete

‘ Add ‘ ‘ Delete ‘ ‘ Save ‘ | Close ‘

Jarrison Time can recognize public holidays and apply different rules accordingly.

To manage public holidays click on ‘Setup’ then ‘Public Holidays’. If there are no public holidays in
the list you can add the RSA Standard statutory holidays by clicking the ‘Add Standard’ button, or
simply add your own manually. If you are outside of SA you can add your own country’s holidays by
clicking ‘Add’ under Holiday Calendar. At the beginning of each year Jarrison will prompt you to add
the standard SA holidays, this button will be greyed out the rest of the time.

The holiday calendar can also be used to provide a solution to cases where, for example, employees
would receive normal pay on a public holiday occurring on a Sunday (getting the actual public holiday
on the Monday) where other employees would receive public holiday pay on the Sunday. In such a
situation, one holiday calendar would be created with all public holidays left in, and another created
where the Sunday public holidays have been removed, leaving only the Mondays.

An alternative solution to the Sunday/Monday public holiday would be to create differently functioning
public holiday Day Programs. See Configuration manual for more info on Day Programs.
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Opening Doors Using JT

A Doorto Open
Reception Door )
Server Room Door Selected Device
Tumstile East
Tumstile West Factory TA

Cument Status
Unchanged
Open

Close

MB. the "Unlock™ option, requires comect working communication to the devices, and
will only work with certain devices.

(This can only be done if you have Jarrison Time connected directly to biometric readers.)

To open a door for the amount of time as setup for that door, click on ‘Access’ then ‘Open Doors’,
select the door to open and click on ‘Open’.

In an emergency one can click on ‘Unlock all Doors’. To lock them again you can click on ‘Close All
Doors’.

Note that Morpho devices provide ‘Open’ and ‘Unlock’ options, where other devices only allow
‘Open’. Opening a door triggers the relay in the same way as a clocking would, unlocking a door holds
the relay open.
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Clocking List
M

Date Range

From [01Nov2020 [+ |[00:00 | To [01Nov2020 @[ 2359 | [ Showlastclockingonly [ Show Area e

Date Direction ~ Device Emp Mo MName Sumame Department 2
01-Mov-2020 221910 Out - TA  Tumstile West 3063 Kimbery Gross Factory
01-Nov-2020 15:11:04  Out-TA  Factory T&A 477 Vincent Woodward Drilling
01-Nov-2020 18:55:32  Out-TA  Factory T&A 100 Leslie Wolf Factary
01-Nov-2020 18:42:13  Out-TA  Factory T&A 486 Elisabeth Lowe Extrusion
01-MNov-2020 18:30:07 Out-TA  Factory T&A 3089 Claude Berger Factory
01-Nov-2020 18:2646 Out-TA  Factory T&A 475 Joshua Shemill Driling
01-Nov-2020 18:18:38 Out-TA  Factory T&A 427 Regina Bllington Driling
01-MNov-2020 18:0758 In-TA Tumstile East 425 Jeremiah Nkomao Driling
01-Nov-2020 17:43.58 Out-TA  Tumstile West 466 Agnes Mokoena Driling
01-MNov-2020 17:23.18  Out-TA  Factory T&A 434 Vikesh Chetty Extrusion
01-MNov-2020 16:49:35 Out-TA  Factory T&A 3026 Brent Byme Civils
01-Now-2020 16:35:21  Out-TA  Tumstile West 3004 Evelyn Parsons Despatch
01-MNow-2020 13:35:58  Out-TA  Tumstile West 3037 Sue Reilly Civils .
LT E .7 T e anns - n - . -
| e || Bed || Reen | [ ome

45 tems displayed

The Clocking List is used to show all clockings from the selected devices for all the employees in the
list. Enter the dates and times required in the Date Range. The clockings with their details can be
sorted by clicking the top of the column (column header) and exported to Excel or printed directly to
the default printer.

To view only the last clockings of the selected employee(s), check the box next to ‘Show last
clocking only’.

‘Show Area’ will appear if JT Clock is enabled, and display the Area.

If the system hardware configuration is suitable this window can also present Temperature reading
and Face Mask Detection information.
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Manual Import of Employees

To import an employee which has been exported from another site, click on ‘Import’ then ‘Employees
from file’ from the menu bar, then browse for the .jte files or .zip file.

If you are importing from the GreenBox, GreenForm import format, you will need to browse for the
entire folder created for the exported employee. When importing from GreenForm a photo is displayed
before importing. Once imported you can select the correct department etc., then click ‘Save’ and the
employee details will be included as usual in your system.

To have the GreenForm’s banking details imported into JT, you will need to have the custom fields

labelled exactly

‘Bank Name’, ‘Branch Code’, ‘Bank Acc Nr’ and ‘Acc Holder’. Then JT will import from the

‘BANK_NAME’, ‘BRANCH_CODE’, ‘BANK_ACC_NR’ and ‘ACC_HOLDER'’ fields from the XML file in

the GreenForm folder.

{- Import Employes

File Details

File Location C:\UsershSupportmainDesktop® 100 te

|| Browse

[ Ignore Dept ., Class , Company & Occupations from file

[] Green Box

Employee Details

Automatically add new Departments, Classes etc

Employee Number 100 Identity Number |
Name |Lesiie |
Surname [wolf |
Department Factory v| Site | West Branch v
Company 01-ABC Creations ~| Class | permanent v
AccessGroup | All Access ~|  Occupation |Maintenance v|
Shift Factory | PayGroup |Factory Weeky v
Grade 01-Grade A ~| Hire Date  [01-Aug-2008 [~

Fingerprints Active

Import (F2)

Cloze
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Importing Employees from Device

It is possible to import employee information from devices controlled directly by Jarrison Time. This
can be done from ‘Import’ ‘Iimport Employees from Device’.

4+ Import Employees from Device >

Import from Device | Reception Door V

[] Update existing employees only
[] Send updated templates to all devices in access group

| Import | ‘ Close ‘

Select the device to import from. There is an option to ‘Update existing employees only’ - this is
suitable for only updating employees in the Jarrison database, and not bring in any arbitrary profiles
that might be enrolled on the device.

There is also an option to ‘Send updated templates to all devices in access group’ to automatically
distribute newly imported templates from the selected device to all others in an employee’s Access
Group.

Export of Employees

Employees can be imported and exported, from both Jarrison Time and JT Lite software. To export
the employee shown in the employee list, click on ‘Export’ then ‘Employees’ from the menu bar, then
select “To Email’ or ‘To File’ option. If you intend to export to file you will need to browse to the
desired export location first (this location is stored for the next export). If you select the “To Email’
option, you have the option of typing in the email recipient’s address in the same window (this too will
be stored for next export).If you wish to export all employees in the list you will need to select the ‘Zip
file’ option as adding too many attachments to an email can become problematic.

Import and Export of Employee Photos

Employee photos can also be imported and exported. Click on ‘Import’ then ‘Employee Photos from
File’ or ‘Export’, ‘Employee Photos’. The name of the file must be the employee number and the
extension must be .jpg. During the import JT will match the employee number on the file and import it
into the employee in JT with the same employee number. Similarly, the export will name the file using
the employee’s employee number as well.
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Once imported, these photos can be converted for use with compatible Hikvision or ZK Teco devices
as Bioface templates via right-click option of Employee Details, Access, Enrollment tab, or from the
Multiple Action option ‘Copy Profile Photo to Bioface Template’. These photos should conform
with standard requirements for facial enrollment:

e Position face 50 to 80cm from device

Use a clear white background

Face the device directly with a neutral expression

Head should not be tilted

Do not wear any facial accessories or coverings such as glasses, mask etc.

Hair should be away from eyes and eyebrows

Eyes open with irises easily seen

No more than one face in the capture area

e No other objects in the capture area

e Light should be evenly-distributed on the face (no shadows) Impart  Export View Action Multiple Actic

Clockings

Adjustments
Day Schedule

Employees from File

. L . _ : : Empl from Devi
If Jarrison Time is linked to an external database an import option for importing Py EEs Tem Tence

photos from the external database to use as profile pictures will be available
under Import.

Employees from Third-Party
Employee Leave from Third-Party
Employee Photos from File
Employee Photos from Database

Import and Re-Import of Clockings

4. Import Clockings *

1 Re-import

To import clockings manually (import immediately, not waiting for the device engine to import on its
schedule), you can click on ‘Action’ then ‘Import Clockings’ from the menu bar, then click on
‘Import’. The system will collect the clockings and then calculate the daily totals according to each
employee’s shift rules.
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After the import, a summary is displayed showing the number of clockings and date range imported. In
some cases the Device Engine will collect the transactions automatically and this step need not be
conducted.

Re-Import (Why a re-import may be necessary)

If there was some form of interruption during the standard import (for example PC losing power,
network failure etc.).

The database was restored from a previous backup.

Employee was allocated to the wrong Clocking Group.

Date Range

Select the dates for transactions to re-import, then click on ‘Search’, this will find any transaction log
files from the C:\JT-Data\Transactions\ folder on the Engine PC. Now click on ‘Import’, Jarrison Time
will import and then recalculate for the affected employees and not import duplicates.

4. Import Clockings *
Select clockings by Date Range (Including)
@® DateRange (O Speciic Log Files [110ct-2022 v| To [12-0ct-2022 |

[ Re-mport | Seach | ot | Cose |
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Specific Log Files
{- Import Clockings X

Import Source
Path | CAJT-Datat Transaction Logs

Filename: | JT_date_time Browse

Select clockings by
() Date Range  (® Specific Log Files

9 ot

To import from one file only or selected files, select the ‘Specific Log Files’ option, then browse for
the file(s) - you can select more than one transaction file. If you select ‘Only for employees in the
list’ JT will only re-import for employees in the current list. This is useful for importing for one or more
employees who had been allocated to the incorrect clocking group.

For systems not connecting directly to the hardware you will only be able to select the date range
option.

Export of Clockings

This can be done for the current or previous year via ‘Export’, ‘Clockings’. Clockings exported using
this method can be re-imported in JT using the Remote Clocking option.

4. Export Clockings x

Export Location (output)
Path [CJT-Data

Flename  |JTDemo 30Mar2021-153942txt Browse

| Al Employees in List
[] Previous Year

[[] Email Clockings

] Re-Export ‘ExpulTn“Emcﬂ |c|o.e |
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Import and Export of Adjustments

3

To import adjustments from an external source, click on ‘Import’ then ‘Adjustments’.

{; Import Adjustments X
Impart File
Path |C:\Users'\User-PC\Deskiop
Filename | Browse
File: Format
(®) JT Defautt (O) Date Range () SAP Staging Table

If adjustments like Annual Leave or Sick pay etc. are managed in an external program and can be
exported then they can be imported into JT using the format below. JT will recalculate for the affected
dates. Similarly, adjustments can be exported for an external system to import.

There are a couple of CSV template format options to import adjustments, they can be found in the
C:\Program files\Jarrison Systems\Jarrison Time folder. The import file needs to contain the
header record similar to the below:

EmployeeNumber,Date,Adjustment,Allocate, Time,Comment,Override,Subtract,Early&Late,Nam
e,Surname

12345,02-Jul-2009,43,4,0.25,Travel,N,N,Y,John,User
1. Employee Number - Alphanumeric must be same as employee number in JT
2. Date of Adjustment - Format DD-MMM-YYYY e.g. 01-Feb-2013

3.Code from Adjustments in JT - To get this, go to System Configuration, Generall, select ‘Show
codes’, then see the existing code in the Adjustments window

4. Allocate - Time to allocate, as in Daily Details,0="Balance to Target Time", 1="Any
Interruption”,2="Allow Late Arrival" ,3="Allow Early Departure", 4="Custom Time", 5="Custom
Counter"

5. Time - Amount of adjustment time Decimal e.g. 5.5
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6. Comment - Optional

7. Override - Y or N (N if blank)

8. Subtract - Y or N (N if blank)

9. Early&Late - Y or N (N if blank)

10. Name - Optional (Will be used if an error occurs during import)
11. Surname - Optional (Will be used if an error occurs during import)

The date format is dd Month yyyy. The ‘Adjustment’ and ‘Allocate’ codes are the codes assigned in
Jarrison Time to the adjustment type and time category to allocate. To view these codes you will need
to activate the ‘Show Codes’ option in System Configuration. The time is required in decimal format
i.e. five and a half hours would be 5.5. The name on the end is optional but it will help when importing
adjustments for an employee who is not in JT.

If the external system can export adjustments with date ranges, JT can import them using the below
format.

Employee Number,Start Date,End
Date,Adjustment,Allocate, Time,Comment,Override,Subtract,Early&Late,Skip non-working
days,Name,Surname

015,25-Feb-2015,03-Mar-2015,13,4,0.55,Jason,Y,N,Y,Y,John,Smith

1. Employee Number - Alphanumeric must be same as employee number in JT
2. Start Date of Adjustment - Format DD-MMM-YYYY e.g. 25-Feb-2015

3. End Date of Adjustment - Format DD-MMM-YYYY e.g. 04-Mar-2015

4.Code from Adjustments in JT - To get this, go to System Configuration, select ‘Show codes’, then
see the existing code in the Adjustments window

5. Allocate - Time to allocate, as in Daily Details,0="Balance to Target Time", 1="Any
Interruption”,2="Allow Late Arrival" ,3="Allow Early Departure", 4="Custom Time", 5="Custom
Counter”

6. Time - Amount of adjustment time Decimal e.g. 5.5
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7. Comment - Optional

8. Override - Y or N (N if blank)

9. Subtract - Y or N (N if blank)

10. Early&Late - Y or N (N if blank)

11. Skip non-working days

12. Name - Optional (Will be used if an error occurs during import),

13. Surname - Optional (Will be used if an error occurs during import)

STAGING TABLE

It's also possible to import adjustment information from a JT SQL table that has been populated by
another system. The table layout is similar to the template for importing with dates. If no “End” date is
specified (NULL value) it will use the “Start” date as end date as well. If an adjustment should be
deleted a “D” should populate the Action column (normally NULL if adding).

CustKey is the customer site code that can be seen on JT's status bar.
The Key value should be unique (no duplicates allowed).

Entries older than 90 days are removed at each export.

Adjustment Export

Exporting adjustments is available from ‘Export’, ‘Adjustments’ on the menu.

4+ Export Adjustments *

Export Location (output)

Path [cuT-Data

Filename | JTA JTDemo 080ct2020-123305 csv Browse
[ 100 Leslie Wolf
[] Email Adjustments Select Date Range (Including)

[050ct 2020 @~ [To [110ct 2020 @~ ]

o o | (o= ]
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Upgrading Jarrison Time

From Jarrison Time software

Click on ‘Help’, ‘Upgrade’ then ‘Check the web for available updates’. If a newer version is
available, you can download it. Jarrison Time will download it into the system, close Jarrison Time
then begin the upgrade. All users will need to be signed out of Jarrison Time before upgrading. Once
users log in after the download they will be prompted to upgrade automatically i.e. only one user
needs to upgrade. The Engine must be stopped before upgrading.

In Jarrison Time software click on ‘Help’, ‘Upgrade’ then ‘Load Upgrade from existing file’, browse
to the saved zip file and select ‘Open’. JT will load the file into the system. Each time a user signs into
JT, JT checks for any updates within the system and will begin the install process if a newer version is
present. Each user should follow the default options (‘Next’, ‘Next’, ‘Next’, ‘Close’) until the latest
version is installed on their PC.

4> Jarrison Time 6.3.1
Import Export View Action Multiple Actions Access Setup User Visitors Leave JTClock Job Costing Window Help Logout

E % HEE H E <( 100 Lestie ot v )) [Search.. |n N (| Videolit
- Opacity >

Load upgrade from existing file

Download >

Sunnnort Code

Note that program installation may require Administrator privilege, depending on the environment.

Manually from the Web

You can upgrade Jarrison Time, JT Tools or JT Support from the web site, https://jarrison.systems,
You will need to have all users signed out of Jarrison Time. If the Device Engine is still running, it will
prompt the user to restart after the upgrade.

Click ‘Open’ and wait until the file has completed downloading. Save the file then run Setup. It will
then open an extraction program like Winzip.

Opening JT Installs_6.4.9.zip X
EQ WinZip (Evaluation Version) - JT_Installs_6.8.3.zip

You have chosen to open:

2] JT Installs 6.4.9.zip File Actions Options Help
which is: WinZip FiIfa (?4,0 MB) ; = ,- "
from: https://www.jarrison.net W R \ k) X
New Open Favorites Add Extract

What should Firefox do with this file?
~

@ Open with | WinZip (default) e

() Save File

[ Do this automatically for files like this from now on. 8 setup.exe
ﬂﬂSetup msi
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45 Jarrison Time = X

Welcome to the Jarrison Time Setup Wizard '

The installer will guide you through the steps required to install Jarrison Time on your computer.

Install 7 x

3 WinZip will extract all files to a temporary folder and run the 4

setup exe program

Minimize during install

Help WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted ta the maximum extent possible under the law.

Close the WinZip window upon completion. Click on ‘Next’ until installation is complete

Manually from the downloaded file:

This upgrade method is only necessary for multiple users who do not have sufficient access to the
internet. You will need to have the latest upgrade file available to load into the system. To download it
from the Internet, navigate to www.jarrison.systems, and go to Downloads, then save the file to your
computer. It can be saved on the desktop or a flash drive etc.

Fingerprint Search and Matching (Morpho)

If you have a Sagem MSO300 with the ‘Ident’ licence embedded (or Ident dongle) and employees who
have been enrolled for Morpho readers, then ‘Matching’ will be possible. With ‘Matching’ enabled JT
will search through all existing fingerprints for a match during the enrollment. The same finger cannot
be enrolled for a different person. This will prevent “ghost” employees or any person being enrolled
twice on the system. In addition to matching you can search for employees in the list by scanning the
employees’ fingerprints.
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To enable this option, click on ‘Access’ then ‘Fingerprint Matching’ from the menu bar. To search for
an employee from his/her fingerprint click on ‘Access’ then the employee search window from the
‘Access’ menu. Click on ‘Scan’ and place the employee’s finger on the MSO as if you were enrolling
an employee. If the employee has been enrolled in Jarrison Time, terminated or not, their details will
be shown in the search window. The details to show on this screen can be configured in the .ini file.

There are 12 boxes on this AR ReR e

window to display information. Enployee D efais

The first two boxes on the top will Engloyee Mmber (5012
always be the ‘Employee Name | Romoulda Sibiya
Number’ and ‘Name’. The rest of Departmert | Admin B
the box (from 3 — 12) will use the Conpany No Export
entries from the .ini. i,
Skhift 5td Shit
PayGroup | Weekly

Access Group 1 \[Al Access

Searchl=Department

Search2=Custom7

Search3=Company

If you only want Employee Number, Name and Department, then all you need in the .ini file is
“Search1=Department”. All possible entries to show in this ‘Fingerprint Search’ window are listed
below.

Department

Class

Occupation

Company

ID Number

Hire Date
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Shift

Pay Group
Custom1
Custom?2
Custom3
Custom4
Custom5
Custom6
Custom?7
Custom8
Custom9
Custom10
Access Group 1
Access Group 2
Access Group 3

Access Group 4

Backups

There is an option to automatically perform a backup on a daily basis when the user logs out of the
system. The Engine, if running, can also be configured to perform a daily backup at a set time every
day. It can be configured to keep only the latest files if disk space is a concern.
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To make a backup of the data manually, simply click on ‘Action’ then ‘Backup Database’ from the
menu bar. You will have the options of a ‘Standard JTime’, ‘Supplementary’, ‘Zip and Email’, ‘Full
System’ or ‘Backup to specific location’.

The Standard option will include the primary JTime database and current logs.

Supplementary backs up only the JT_Supp database.

Full System will backup all Jarrison databases (entire log history and supplementary) in one package.
The zipped backup will reduce the size of the backup file, which is recommended.

The zip and emalil feature enables you to send the backup file off site via email.

There is also an option to backup to ‘JTime Cloud’, this will upload the backup file to a secure
Jarrison Systems server. This option is only available to the Administrator account.

Convert Clockings to TS&A

This can be used to convert any Access Control clockings to Time and Attendance clockings. Access
Control clockings are transactions collected directly from devices which have been configured as
Access Only, or if clocking groups are being used then transactions collected from devices which are
not part of that particular employee/s Clocking Group. These Access Control transactions are not
used in the calculation of hours. To convert these access control transactions to T&A, simply select
the devices and the dates and then convert.

You may need to convert clockings to T&A if employee/s have been incorrectly assigned to a clocking
group which regarded their transactions as Access Only.

Note that by converting the clocking type, the original clocking is being altered and therefore it will be
seen as a Manual clocking (Altered clocking).
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4. Convert Clockings to TA for Leslie Wolf >

Convert all transaction between (Including) |D1-Jar1 -2021 -~ |and |D1-Jan 2021

Time | 00:00 Time | 24:00

to Time and Attendance’ transactions for the selected devices

Device

[ Factory T&A
Reception Door
[ server Room Door
[ Tumstile East

[ Tumetile West

7 JT Clock

Visitors Management

1 Visitors E
|H Details
SEArch...
ize |P“""P | ® Male (O Female
Name Sumame ( Surname* | |
Morica Abbatt Person to Visit |H|Icla |
Troy Abbott )
Vicki Abbort ID Number* 1559130104351 |
Lisa Abrams Colour of Vehicle |Elack |
Max Abrams Fire Am® | |
Tina Abrams
Moma Adler
Philip Adler
Jean Albright
Vincent Albright
Phillip Alexander
Shawn Alexander
Allison Alford
Samantha Afford
Cameron Allison
Cameron Alired Access Cards
o pris L]
Ethel Allred
Michael Alred
Rhonda Ared Sews | ]
Gail Andrews
‘Yvonne Andrews Activated 25 Aug 201
Anna Anthony ’7
Jim Anthony Number VIS00000583
m L o I S | o G| e
Anne Amstrong W
Cise

This module in Jarrison Time allows you to record visitors’ details and their movements on your site
and grant them access to certain locations for the day. It will also allow you to save their photos and
document photos. An optional indemnity form can be printed after enrollment. All of this information
can be reported on too. Note that this module requires Sagem Morpho, or ZKTeco devices in order to
function.
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Visitors View

Click on ‘Visitors’ from the menu bar, then ‘Manage’. JT will list all of the existing visitors in the
system. Note that the Visitor Module must be enabled from System Configuration before the Visitors
options become available for use. To search for a visitor, simply enter any part of any of the details
fields in the search bar at the top of the screen. You may ‘Activate’ (grant access to the specified
devices for the day) or ‘Deactivate’ the visitor (remove from all devices), depending on your access
level into the system. If activated, an indemnity form may be re printed on demand or his/her details
edited by clicking the ‘Edit’ button. This window will show the fingerprint status, either ‘Added to the
device’, ‘Removed from the device/s’, ‘Waiting to be added’ or ‘Waiting to be removed from the
device/s’. This status is refreshed periodically to monitor the progress of adding or removing the visitor
to or from the devices.

Visitors Details

4. Visitors x
Details
Name* | Philip | G@e}nder’ 5
Male Female

Surname* |A|exander |

ID Number® | 1559130104861 | Personto Vist* [Hida
Colour of Vehicle ~ [Black |
Fire Am*  [No v]

Status Remowved - Expired access

B =N

When you ‘Add’ or ‘Edit’ a visitor the first screen appears which will require you to complete all of the
necessary fields. You will not be able to go to the next screen until all Required fields have been
completed.

The next screen requires you to capture the visitor’'s photo. If a photo of a document is also required
the next screen would enable you to take a photo of the document.
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4 Visitors X
Phaot
e 4 Webcam *
Photo
Status  Removed - Expired access
New || Cance o

4. Visitors x
Biometric
Enroliment
Select Enrollment Reader
M50 300 v
[ Use Dongle
[ Consolidate
Enrolled 24 Nov 2010 [115] Enrolled 24 Nov 2010 [121]
Morpho
Access Group | Factory Tumstiles V|
[ Limited Duration of Valid till - 24 Nov 2010 00:00
Status Remowed - Expired access
=

The final screen enables you to capture the visitor’s fingerprints. A ‘Limited Duration’ of visit time may
be specified, otherwise access will be removed at midnight. If the indemnity form is configured to print,
it will print automatically when you click finish.

InfOut Register

The In/Out Register is used to show which employees are currently in or out. Click on ‘View’ then ‘I/O
Register’ from the menu bar to open this window.

You can filter employees by Site, Class, Department, Area, and/or Pay Group. They can also be
filtered according to their ‘In/Out’ status, ‘All’ (In or out), ‘Only In’, ‘Only Out’ or ‘No Clocking’ which will
be displayed as ‘Out’. The register will only include employees who are currently in the employee list.
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These employees can be displayed in “Employee Number” or “Name” sequence. Note that devices

whose clockings should contribute to this list must have the setting checked under Devices.

& /0 Register X
Date Selection
@ Employees Pay Group |Al Pay Groups ~ Site |NI Sites v| Region |N| Regions v‘
21 September 2020 O Visitors
o S e [0 7] sotn [0 ]
Emp Mo MName Pay Group Depatment Site Class Last Clock In Out =
466 Agnes Mokoena Factory Weekly Dirilling Head Cffice Pemanent 1716 TR
514 Alan Levin Factory Weekly Extrusion West Branch Temp 18:10 In
545 Allison Noman Factory Weekly Factory Head Cffice Pemanent 18:03 In
120 Alvin McDonald Morthly Factory East Branch Contactor 1744 In
3024 Andile Banda Factory Weekly Assembly Head Office Pemanent Out
402 Andrew Briggs Admin Week Admin West Branch Pemanent Cut
110 Anesh Govender Factory Weekly Production East Branch Pemanent Cut
3039 Amold Burke Factory Weekly Despatch West Branch Pemanent 17:38 Out
526 Ashley Beatty Morthhy Factony East Branch Pemanent 1727 In
126 Audrey Lanier Morthhy Aszsembly West Branch Contactor COut
072 Ayanda Tshabalala Factory Weekly Production West Branch Pemanent Out
T B Truut Factory Weekly Production Head Cffice Pemanent Out v
198 Employees displayed [ import fist | Emal || Boel || Refiesh || Cose |
Right-clicking anywhere in the display area will present a context menu with Display Department
print options, and that also allows for filter options to be enabled or disabled. Display Pay Group
Display Site
Display Class

Print with gridlines

Print without gridlines

If a column has been sorted (by clicking the column header) then when printing, page-breaks will be
inserted according to the sorted column. E.g. If sorting by department, each department will be
separated by a page-break.

Random Selection

The Random Selection feature purposefully deactivates a random assortment of people each day, for
the purpose of having them report somewhere (e.g. for a breathalyser test) as a result of being unable
to clock. Please see the configuration manual for information on setting up the feature.

USE

From ‘View’ on the menu bar, and then ‘Random Selection’, a screen can be opened which allows
for employees to be searched for, and activated. Each employee number to be checked will need to

be entered, then click ‘Check Status’. Per user group permission, employees with Random Selection

Status may then be activated by clicking the ‘Activate’ button.
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o )

EmpNo Name Sumame
am Marian Crane

EmpNo  [101

5urrmme|Crane

Status | Random Selection

Areas

Areas are designated ranges of co-ordinates which are permitted as clocking areas when using JT
Clock. Areas are configured from ‘JT Clock’, ‘Areas’.

T - AN i
& Name |Johannesburg | ;' %‘:’:f:;:g HILLBROW
Svtome [5 | [Wage] s |AAMFONTEING
() DO

Mtn Noord Taxi Rankq
| K 31 ]

Address | Find this address on the map |

|31 Delvers 5t, Marshaltown, Johannesburg, 2107, South Africa

NEWTOWN N
Location | Find this location on the map | Shurg
|-26.2063:28.04837 | Gandhi Square
Tolaonos R (s +
m SALI
8y CLAIMS —

) m .
[ Disabled vy WEMMER
- Keyboard shortcuts | Map Data  Terms of Use  Report a map error

[ = = |

Click ‘Add” to begin defining a new area. Provide a name and short name, and then either type in an
‘Address’ or ‘Location’, select what you will search by (address or location) and click ‘Find this
address on the map’ or ‘Find this location on the map’. Double-clicking on the map will drop a pin
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to use as address. You can also set an allowable Tolerance Radius of what is considered within the
area, in metres from the address or location entered.

Custom colours for the Area Schedule to display can be set using Fore Colour and Back Colour for
each saved Area.

Ared Schedule

The Area Schedule can be used with JT Clock and works similarly to the Day Schedule, only it allows
for assignment of clocking Areas rather than shifts. Note that Area Schedule needs to be enabled from
‘Setup’, 'System Configuration ', 'General-1".

& Weskt © Mory O Cusom
EmpNo Full Name 01 Jan PH 02 Jan 03 Jan 04 Jan 05 Jan 06 Jan 07 Jan 08 Jan 09Jan ~
T 127 Chris Robinson Pretoria Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johar
U h e e n
T 129 Rick Waller Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johat
T 130 Wanda Abbott i i i i i i i i Bloat
T oo RS [ 1 [ [ |
T 132 Robin Waters Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg
T 134 Selinah Neube Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johar
T 135 Maluleke Madonda Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johannesburg Johar
T 136 Sheny Bray i i i i i i i i Bloat
P_ 137 Katie Katz Johannesburg Johannesburg _ Johannesburg Johannesburg _ Johannesburg  Johannesburg Johar ,

>

<
doharmesbu |Boemfortern [JUOUBSRMN | Prelonal || Nebset | Nebset | Nebsst | Nebsst | Netset Netst | Netst | Notst | Notst | Notst | Notset
||Prsoria v|_‘ ‘ Excel || Refresh H Save | ‘ Close |

Employee fields (number, name etc.) are shown on the left, the rest of the window is filled up with the
Areas assigned for the selected date range. The date ranges shown can either be ‘Weekly’, ‘Monthly’
or ‘Custom’ (any date range). The displayed columns can be chosen by right-clicking on a row,
custom employee fields are also available.

[ Ecport with Colours eSS I )

Z‘ Export with Gridlines phovisbuy ofimesting chartesbad | dohaee
Display Employee Fields » Display Department
Display 1st row of shortcut items Display EmpNo
Display 2nd row of shortcut items Display Employee Name i
Display 3rd row of shortcut items Display Employee Surname
Freeze Columns Display Employee Name, Surname E
Freeze Rows Display ID Number 3
Show Area Full Name Display Height ]
] Set Date Format » Display Parking Level 3
Display Dietary Requirements
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To set the Area that an employee must work or has already worked, select the Area from the list of all
available Areas at the bottom of the screen, and then click the date on the main window for the day
the employee must clock in this newly-assigned Area. To assign more than one area in a day, hold
down the <Control> key while clicking on the day. The colour of the day will display according to the
first assigned Area. Multiple areas on the same day simply allow for more areas, there is no expected
sequence of clocking.

To make assigning Areas quicker and easier you can assign your own custom ‘favourite’ buttons
(saved differently for each user) to the Areas that you apply most often. To set your most commonly-
used buttons, select a day program you use regularly from the drop down list at the bottom, then either
drag it onto a custom button, or right-click on the button and select ‘Assign the ‘Area’ to this button’.
Now you can use your custom button. To do this, click your custom button from the list of buttons at
the bottom which will select the assigned day program to use for your scheduling. To add more
buttons, right-click a row in the window and select the number of rows to display. Each row has 15
buttons, allowing 45 buttons if all three rows are selected. Each button also has a keyboard ‘Hot Key’
assigned (1-45) respectively for even quicker selection of day programs.

To copy a selected employee’s schedule and apply it to another employee or group of employees,
highlight the day by right-clicking on the Department, Number, Name and/or Surname area and then
selecting ‘Copy schedule’. The employee’s highlight colour will now change from blue to green. Now
select one or more employees by either holding down the control <Control> key (for selected
individual employees) and/or the shift key (to select a range of employees) on the keyboard, right-click
on their names and select ‘Paste schedule’. This will copy all of the single employees’ day schedules
to the other selected employee/s for all of the dates shown at the time ‘Weekly’, ‘Monthly’ or
‘Custom’. Now click ‘Save’.

Area Groups

Area groups enable selected areas to be grouped together and assigned to users, limiting specific
users to only work with those selected areas. Click ‘Add’ to add a new group, and then select the
Areas which will be included in the group.

When setting up the user account (see

. . Detail
the User Profiles section of the Cape Town ==
i i Durban Name |Gauteng |
Configuration manual for more) the
appropriate Area Group for each user . Short Name
can be assigned. Pretora ForeColour  Back Colour
Area
[ Cape Tawn
[ Durban
] Johannesburg
[ Pretoria
[ Disabled
‘ Add | ‘ Delete | | Save ‘ | Close

Copyright © 2003-2022 Jarrison Systems, All rights reserved. PAGE 100 OF 104



Jarrison Systems

| 4

User Substitution

It is possible to setup a particular user to temporarily substitute as another specified user, in the case
that the specified user is not available but their work in Jarrison needs to be done. The substituting
user will assume all access privileges and viewing rights as the specified user.

To apply the substitution go to ‘User’ on the menu bar and then ‘Substitution’. Available options will
then be presented.

@, User Substitution *

Awvailable Users |John Mathembu (Supervisor) e |

St o

Setting up the substitute user is covered in the Configuration manual.

Password Change

Users may change their own passwords from the ‘Users’ menu option however it is limited to once a
day. If any change has been made to a user profile, the ‘Change Password’ option will not be
available that day.

Document List

A screen presenting all documents saved can be found under ‘View’, ‘Documents’. If a single
employee is selected all documents for that employee will be listed, if all employees in the Employee
List are selected then all their documents will be listed. The document listing can be filtered by date
range and Document Type. The listing can be sent to Excel via the ‘Export to Excel’ button at the
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¢ Document List

sl

[] Use Date Range  |12-Aug-2022 B~ | To |12—Sep-2ﬂ22 E- |

Document Type All Types o
Employee Mo Employee Name Date Type Name Comments
100 Wolf Leslie 01-Aug-2008  Employee Agree... Employee Agr...
100 Wolf Leslie 01-Aug-2008 1D Document ID Document_...
100 Wolf Leslie 02-Nov-2018  Cther MedicalCertific... Al clear
100 Wolf Leslie 27-Jul-2022  Cther ERRORLOG
100 Wolf Leslie 27-Jul-2022  Cther ERRORLOG
101 Crane Marian 01-Aug-2008  Employes Agree...  Employee Agr...
101 Crane Marian 01-Aug-2008 1D Document ID Document_...
m Crane Marian 02-Mov-2018  Medical Certfficate  MedicalCertfic... Sick without a note
102 MNgema Sbusiso 01-Aug-2008  Employee Agree... Employee Agr...
102 MNgema Sbusiso 01-Aug-2008 1D Document ID Document _...
102 MNgema Sbusiso 02-Mov-2018  Medical Certficate  MedicalCertific...  Allergies
102 MNgema Sbusiso 02-Nov-2018  Waming - Verbal erbalWamin...  Reckless diving
102 MNgema Sbusiso 02-Mov-2018  Waming - Written ~ Written\Wamin... Reckless driving
104 Diaz Sheryl 01-Aug-2008  Employee Agree... Employee Agr...
104 Diaz Sheryl 01-Aug-2008 1D Document ID Document_...
104 Diaz Sheryl 02-Mov-2018  Waming - Verbal ~ Verbal Wamin...  Late response to emails
104 Diaz Shend 02-Mov-2018  Waming - Written ~ Written Wami...  Late response to emails
105 Legend Ryan 01-Aug-2008  Employee Agree... Employee Agr...
105 Legend Ryan 01-Aug-2008 1D Document ID Document _...
106 Legend Ryan 02-Mov-2018  Medical Certificate  Medical Certifi... Headache
1ne ML Brnainlasi 21549000 =) frres el B
708 ttems displayed

Export to Excel

Close
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Keyboard Shortcuts

Key Action

<Control><s> Will save data on any screen that has a
save button

<F3> Places cursor in employee list search field

<F4> Next date (in Daily Details)

<F5> Previous date (in Daily Details)

<F6> Delete selected clocking (in Daily Details)

<F7> Select all employees in the employee list

<F8> Go to next employee in employee list

<F9> Go to previous employee in employee list

<*> Recalculate (in Daily Details)

<+> Add an adjustment (in Daily Details)

<Space> Add a clocking (in Daily Details)

PAGE 103 OF 104



