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Clear Systems

@ TIME+ Worksheet:
Working Patternsand Day Codes.

The primary purpose of TIME+ isto assign Pay Rate Codes to hours worked. Thisis acheived by
defining atable of Pay Rates, either by time of day or hours worked, and then assgning that Pay Rate
Code table to a Day Code's Daily Pettern. Which Day Code is applied depends on its position within the
Working Peattern and which Working Pettern an employee isworking at the time.

the functions used to define this set-up are:

Employee Schedule
Working Pattern

Dally Pettern
Clock In/Out Adjustments

Pay Rate table
Pay Rate Codes in Miscdleaneous Descriptions

Employee Schedule

Employee Schedules enable you to specify what Working Pattern an employee isto work under from a
given date. If an employee was to change jobs within a company, the change in working pattern on a
particular date could be set-up in advance in the Employee Schedule. To set-up schedules, select
Employee Schedule option from Initid Set-Up menu. The following screen will be displayed:

TAO7 Enpl oyee Schedul e 14 JUL 99
Cl ock No. 9
Nanme Fot heri ngay Sandy

1) Pattern Start Date Day Dept Shft Locn JobG Type Trde Site

Al Nor mal Days 01 OCT 90 1

Al Nor mal Days 05 APR 99 1

A6 DEMO PATTERN 01 MAY 99 6 RED

LEXM  MONTHLY 01 NOV 99 1

The entries are defines as follows:
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A lig of working patterns may be entered. At least one working pattern

1) Pattern must be set up. If you are not aware what has been set up, use the! look
fedlity.

|Start Date llis the calendar date the employee starts working this pattern, |

dlows aworking pattern to be started part way through. e.g. Day 3
indicates the employee is Sarting on the third day in the working pattern.

|Dept, Shift, etc ||defi nes employee attributes that change on the Start Date. |

Day

Working Patterns

Working Petterns define arepeeting rota of Daily Paiterns and can be weekly, fortnightly or however
long/short a period you wish to define, until the pattern repeats itself. Working Petterns are referenced by
the Employee Schedule option.

To define aWorking Pettern, sdect Working Pattern from the Initid Set-Up menu. The following screen
will be displayed:

TAO02 WORKI NG PATTERN 14 JUuL 99
Pattern Code Al
1) Description Nor mal Days

2) Daily Pattern Codes

1 D1 DAYS- NORIMAL
2 D1 DAYS- NORIMAL
3 D1 DAYS- NORIMAL
4 D1 DAYS- NORIMAL
5 D1 DAYS- NORIMAL
6 VE Week-end

7 V\E Week-end

The entries are defines as follows:;

enter alist of day codes which form the Working Pattern sarting from Day
1. Entering a Day Code that exists causes the description for that code to
be displayed. Y ou are then prompted for the next Day Code inthe

Daily Pattern Working Pettern. If you enter 7 days, when you reach the 7th day and hit
Codes the enter-key the screen will scroll forward, so you will then see 8 to 14 and
S0 on. Y ou can continue to describe each day of aworking pattern (taking
however many days are required) until the pattern repests. If you are not
aware what Day Codes have been set up, use thel look facility.
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Allows you to describe atype of day/shift and give it an associated Day Code. Daily Petterns are

reference by the Working Pattern option via their repective Day Codes.

FT09

Day Code
1 Description
2 Work/ O f

3 Adjustnent Code

4  Maxi mum Hour s
5 M ni mrum Hour s
6 Breaks Deduction

7 Pay Rate Code

8 Assuned Cl ock

------ CLOCK- 1 N
9 Nor mal Early

08: 00 07: 30

12: 30 12:16

DAI LY PATTERN MAI NTENANCE

Late

08: 15

12: 45

Al
day code Al
w

QTR2 Quarter with 2 mns

08: 00

06: 00

00: 30

NORM NORMAL HOURS
------ CLOCK-OUT ------
Nor mal Early Late
12: 00 11: 45 12: 15
16: 30 16:15 20:30

11

12
13
14

15

10)

14 JUL 99

Al ternative Codes
D3 Ni ght Shift

D1 DAYS- NORMAL

Passout as Brk.
Absence Day Adj
Absence Payabl e

| gnore Breaks
Start Fi ni sh

12: 00 12: 30

The entries are defines as follows;

2) Wor k/Off

indicates whether aday isto be consdered (W)orking or (O)ff-work. The
system will not record absence, lost time, etc. for off-work periods. An
off-work period may, however, have clock-in/out times - e.g. an optiona
Saturday morning overtime shift would require times, adjustment code, pay
rates, etc. to cater for those employees who decide to come in on the day.

3) Adjusment
Code

refersto a pattern of adjustments and, as such, must have been previoudy
st up usng the Clock-1n/Out Adjustments program. Adjustments are
gpplied automaticaly to actua clock-in/out times when caculating payable
hours. An Index enquiry is available.

4 & 5) Maximum
and Minimum
Hours

are used for reporting and exception purposes. Maximum Hoursistypicaly
St to the norma working time for the day/shift.
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6) Break Deduction

isused with Bregk Start & Finish times OR on itsown. If no Start & Finish
times exigt then it defines a ganding deduction. Otherwise it defines a
minimum deduction.

7) Pay Rate Code

refersto amatrix of pay rates and, as such must have been set up using
Pay Rate Pattern Maintenance. Pay rate patterns are used in calculating

hoursworked at different pay rates - for subsequent input into Payroll
gystems, etc. An Index enquiry is available.

8) Assumed Clock

Enter 1,0,B or null. A daily pattern with Assumed Clock set to 'I','O' or 'B'
will cause the Normal Clock In, Out or whichever has not been clocked to
be used asthe default if an employeefailsto clock.

9) Normal Clock-In

together with Normal Clock-Out, identifies the normal working period[s]
for aday. If an employee failsto clock-in a the start of the day and the
Assumed Clock-Inisset to'I' or 'B', the first Normal Clock-In time will be
used automatically as a default. Early/Normal/Late Clock-1n/Out times
should be entered in ascending sequence, times after midnight are entered
as 24:00 + hh:mm, e.g. 30:00 represents 06:00 pm tomorrow. Times
entered out of sequence will be assumed to be 24:00 + hh:mm, however
thiswill not be obvious - it isbest to be explicit. Think of al timesasbeing
relaive to the day when the shift darts.

is used to identify employees who are not working according to the
planned working pettern. If an employee clocks-in prior to thistime, the

Early Clock-In system will first check for dternative daily patterns - if none exigt, the
system will tag the clocking as Early.
is used to identify employees who are not working according to the
L ate Clock-In planned working pattern. If an employee clocks-in after thistime, the

system will first check for dternative daily patterns - if none exist, the
system will tag the clocking as Late.

Normal Clock-Out

together with Norma Clock-In, identifies the norma working period[g] for
aday. If an employeefalsto clock-out a the end of the day and the
Assumed Clock-Out is set to 'O’ or 'B, the last Normal Clock-Out time
will be used automaticaly as a defaullt.

Early Clock-Out

If an employee clocks-out prior to thistime, the system will tag the clocking
as Ealy.

L ate Clock-Out

If an employee clocks-out after thistime, the system will tag the clocking as
Late.

10) Break Start &
Finish

identifies a fixed bresk period within the day. If an employee does not
clock out for this period, the bresk start will be assumed automaticaly. See
aso Break Deduction.

11) Alternative
Day Code

alig of dternative daily patterns can be set up to provide for more flexible
working arrangements - for ingtance, change of shift at short notice, etc. An
dternaive daily pattern will be invoked automaticaly if the system detects
clock-infout outside the early/late period and a suitable aternative can be
found. Alternative Day Codes mugt refer to existing daily patterns. An
index enquiry isavalble.

Clock In/Out Adjustments
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The purpose of this option isto maintain details which dlow actua clock in/out times to be automatically
adjusted for subsequent use in calculating payable hours. This option is referenced by the Daily Pattern
option. An actud time can be replaced by either afixed adjustment time or by the result of aformula

FT28 CLOCK | N-QUT ADJUSTMENTS 14 JUuL 99
Adj ust ment Code QrR2
1 Description Quarter with 2 mns
2 Day Adjustnent
3 CLOCK IN TI MES
Act ual Adj ust ed For mul a
00: 00 06: 00
06: 00 (($+449-120)/900)' MRO' *900
4 CLOCK OQUT TI MES
Act ual Adj ust ed For mul a
00: 00 06: 00
06: 00 (($-449+120)/900)' MRO' *900

22: 00 22:00

The entries are defines as follows:

dlows afurther leve of adjusment to be applied to the accumulated time
for the day/shift. An Index enquiry is available.

alig of actud times and adjustments can be entered to accomodate
different adjustiment rules at different times of the day. Each actud timein

2) Day Adjustment

Isnfot)t ?I'Ii(r)r::;s the list acts as agtart point for the adjustment rule to be applied - i.e. any
clock infout time equd to or greater than an actud time will be subject to
the corresponding adjustment.
is used when an an actua time can be replaced by afixed time - for

Adjusted Time ingance, clocking in after anormad gart time of 08:00 might result in an

adjusted time of 08:15 being used (obvioudy a different rule would have to
be used after 08:15).

provides a more flexible gpproach to adjustments, alowing actud timesto
be modified, rather than replaced by fixed adjustment times. For instance,
an actua time could be adjusted up or down by a number of minutes or
even rounded to the nearest 15 minutes, half-hour, etc. The actua clock
inout time is referenced in the formulaby $ (the dollar sgn) and isheld in
seconds since midnight - any adjustments to times, therefore, must use
seconds. E.g. (($+449-120)/900)'M R0™* 900, which rounds up the actual
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grace, asfollows.
Formula

seconds

o $picksup actud clock in/out time (in seconds)
e +449 adds 7.5 minutes (449 seconds) to the actual clock in/out time
o -120 explicitly dlows two minutes grace, taking time back by 120

clock infout time to the next 15 minutes (900 seconds) - with 2 minutes

¢ /900 calculates the number of 15 minute (900 second) intervas

¢ 'MRO' isaconversion code that rounds to the nearest 15 minute
interva by removing the decimd part of the result

e *900 bringsit back to a number of seconds
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Pay Rate table

Refersto amatrix of pay rate codes that is refenced by the Daily Pattern option and isused in cdculaing
hours worked at different pay rates - for subsequent input into Payroll systems, etc. The pay rate codes
to be gpplied can be varied by Time of Day or Hours Worked, and can aso vary by day of the week.

An INDEX look isavailable.

FT24 PAY RATE MAI NTENANCE 14 JuL 99
Id Rat e Code 37HR
1 Description 37 Hour week
2 Pay rates associated with Tinme of Day or
3 Pay rates associated with Hours Worked
2) Time MON TUE VED THU FRI SAT SUN
00: 00 01 01 01 01 01
07: 30 BASI C BASI C BASI C BASI C BASI C
16: 30 Ori1A Ori1A Ori1A Ori1A Ori1A
20: 30 01 01 01 01 01
3) Pay rates associated with Hours Worked
3) Hours MON TUE VED THU FRI SAT SUN
00: 00 BASIC BASIC BASIC BASIC BASIC Or1 or2
05: 00 BASI C BASI C BASI C BASI C ori ori ori
08: 00 ori ori ori ori ori ori ori
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The entries are defines as follows;

alig of garting times for each rate of pay can be entered (in ascending
order, from 00:00 to 24:00+) to accomodate different pay rates at different
times of the day. A null entry on the first Time toggles to definition by Hours
Worked.

aligt of the break pointsin accumulated Hours & Minutes during thr
day/shift & which different Pay Rate Codes are to be applied.

up to 6 characters may be entered and must be previoudy set up in
Miscedllaneous Descriptions using the prefix 'P. Each pay rate isin force until
the next break point (Time or Hours) is reached. An Index enquiry is
avaladle.

Either 2) Time

Or 3) Hours

Pay Rate Code

Pay Rate Codes in Miscelleaneous Descriptions

Pay Rates Codes are set up in Miscellaneous Description File. These codes are referenced by Pay Rate
Maintenance. The following screen will be displayed, choose a prefix of P to maintain the Pay Rate
Codes:

TAO4 M SCELLANEOUS DESCRI PTI ON 14 JUL 99

Prefix P Pay Rates
Code or1

1) Description Unauth Overtine 1.5

2) User 1

3) User 2

4) User 3

5) User 4

6) Approved Cd OT1A

The entries are defines as follows;

. P- defines Pay Rate Codes. An Index enquiry is available to choose the
Prefix .
other prefixes.
enter unique codes for each different Pay Rate Code - there can be many
1) Code codes relating to one Payroll dement/rate. e.g. diferrent andlysis codes for
BASIC pay. An Index enquiry isavalable.

|2-5) User fields ||are reserved for usr specific functionality and/or reporting

Payable Hours Amendment has an Approva option that toggles between
the parent code and this approved code.

6) Approved Code
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If you require further information or ass stance please contact Clear Systems at the address below or
emall us a Service@ClearSystems.co.uk

Clear Systems Limited 48 Queens Road, Coventry, Cvl 3EH, UK. 024 76 231 440, fax 231 451.
TIME+ © Clear Systems Ltd 1989-2000 for Time and Attendance, Flexitime, Access Control and

Job Tracking.
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