IMPORTANT:

PLEASE DO NOT USE THIS DOCUMENT WITHOUT READING THIS PAGE

This document is designed to be a template for a document you can provide to your employees who will be using TimeIPS in your business or organization.  Where possible, we've written it in the context of you (the business or organization) giving information, guidance and training to your employees.

In some places, we include lists of reasons, locations and options.  These lists are examples and are intended to provide ideas or options you might use or modify.  Many of these will NOT be suitable to your needs at all and should be removed.  We suggest you add your own text to replace ours wherever needed.

You will NEED TO DELETE sections of this document that don't apply to your business.

You will NEED TO DELETE sections of this document referring to hardware you have not purchased for your TimeIPS system.  There is a separate page for each type of clocking method that is available from TimeIPS.  You may have purchased more than one option for clocking methods, so you will simply delete the clocking methods that do not apply to your business.

You will NEED TO DELETE sections of this document referring to software modules you have not purchased for your TimeIPS system.  If a module is required for a particular feature it will be indicated by the following identifiers.  You will need to delete any component that has not been purchased with your TimeIPS system to eliminate any confusion.  This will give you the ability to search for the identifier throughout the document and quickly delete all components associated with the module that does not pertain to your organization.

Module
Identifier
Explanation

IPSIPS 
<IPSIPS>
Allows defined schedules and attendance tracking per employee 

IPSAPP 
<IPSAPP>
Online requests and approvals of Benefits and Timecards

IPSJOB 
<IPSJOB>
Job tracking

IPSVOIP 
<IPSVOIP>
Phone clocking

IPSREM 
<IPSREM>
PC based clocking

IPSJWO 
<IPSJWO>
Work Orders for tracking jobs within jobs

Additional instructions to help you assemble and prepare this guide will be written like this:

<Instructions and help: Helpful text will be here...>

Note: For your convenience, the current version of this document is available for download from http://support.timeips.com on the Downloads page in the Training category.
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Employee's Guide

to

TimeIPS

A training and reference guide for employees using the TimeIPS time and attendance system.  For more information, please contact your TimeIPS administrator.

<Instructions and help: Employees may adjust better to changes and new processes in your business or organization if they understand the reasons and benefits of the change.>

Overview:

After extensive consideration and research, we've decided to implement an electronic time tracking system in our business.  

The critical factors we considered for implementing this system are:

· Improved accuracy in tracking worked time and labor.

· Reduction of hours spent preparing and processing payroll, streamlining the payroll process.

· Ability to track attendance and prompt clocking for employees automatically reducing hundreds of manual calculation hours for employee bonus and raise calculations.

· Labor law compliance will be met through the automation of time tracking and Overtime Policies.

· <IPSJOB> Accurate tracking of time worked on various funding sources will ensure we will be confident knowing all of the time billed to the project was actual time spent

· Real-time visibility to all employees, even employees who are not on-site, which will enable us to more closely track labor hours.

· <IPSJOB> Job Tracking will help us more accurately pay employees for the work they actually do

· Customer Billing will enable us to bill our customers for all of the work you do for them

· <IPSAPP> Benefit Requests will be automated for you which will reduce the amount of paper we produce, which will help the environment and will be a cost savings.

· <IPSJOB> Work flow improvements through the reduction of redundancies by tracking the time spent on each component of our process.

In addition to the benefits to the company, there are a number of benefits for you:

· Reduced time spent writing down times or handling punch cards

· Easy for you to see how many hours you've worked as the week progresses

· <IPSAPP> Easier and faster requests for time off, right from your PC

· <IPSAPP and Network Clock> Easier and faster requests for time off, right from the clock

· Added assurance the amount of time you work is equal to the time you will be paid for through the automation of time collection.  This will be a significant reduction in time spent calculating hours worked.

· <IPSIPS> Ability to view your schedule from a PC, with an email sent to you automatically if there is a change.

<Instructions and help: Installation and training usually takes a few days to a few weeks, depending on the size of your installation.>

Time frame:

We've completed the physical installation of the new electronic time clocks.  You'll begin using the system next week.

Training meetings:

Your Manager will he holding a training meeting to review the essential parts of the new time and attendance system next week.

Clock Locations:

We have installed TimeIPS clocks at the following locations:

· Front door


· Back door

· Warehouse

· Break room

· Assembly area

<Instructions and help: If you have walk-up clocks, employees will need to know how to use the clock, badges (if you use them) and biometrics (if you use them).  Specific instructions for these are on the pages that follow.  This page contains clocking instructions which apply to all clocks, in two modes (Smart clocking and Explicit clocking).  We suggest you find the type of clocks you use and delete the rest, then read about the two clocking modes and choose the one that best fits your business needs.>

Clocking Instructions for Smart Clocking:

The time clock will be using a smart clocking mode.  This means the clock knows what you did last and the next time you clock, it will do the opposite.  For example, if you clock in this morning, it will say “In.”  When you clock out for lunch, it will do the opposite, so the clock will then say “Out.”  The advantage of smart clocking is it is fast and you do not have to think about clocking, the clock will do it for you.  The disadvantage is if you forget to clock out at the end of the day, when you clock the next morning, the clock will clock you out. It is always going to do the opposite of what it did last time.  In this case, you would clock again to clock in for the day.  Then you would notify your Manager about your clocking error and he or she would be able to fix your clock out time for the previous day.

Clocking Instructions for Explicit Clocking:

The time clock will be using an explicit clocking mode.  This means you will tell the clock when you are clocking in, out or changing jobs. 

Clock Usage:

· Clocking In

· Press the + sign

· Enter your employee ID

· Press Enter

· Clocking Out

· Press the – sign

· Enter your employee ID

· Press Enter

· <IPSJOB> Changing Jobs

· Press the * key

· Enter your employee ID

· Press Enter

· Enter the job code

· Press Enter

You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

Status Check:

To check your status at any time, you can press the / button and then enter your employee ID number.  This will tell you whether or not you are clocked in and how many hours you have worked for the current week.

At each of these locations, you'll see a time clock that looks like this:

Numeric Keypad
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Clock Usage:

You will enter your employee ID at the keypad and then press [Enter]:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

At each of these locations, you'll see a time clock that looks like this:

Magnetic Swipe Card
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Clock Usage:

You will swipe your badge with the front of the badge facing away from the indicator light.  The magnetic strip will be facing the indicator light.  Insert the badge at either end of the reader slot and swipe completely through it, exiting the other side.  If swiped correctly, you will hear a beep and the clock will tell you whether you have clocked in or out.  The clock knows what you did last and the next time you clock, it will do the opposite.  For example, if I clock in this morning, it will say “In”.  When I clock out for lunch, it will do the opposite, so the clock will say “Out”.  If you forget to clock out at the end of the day, when you clock the next morning the clock will clock you out, because it is always going to do the opposite of what it did last time.  In this case, you would clock again to clock in for the day.  Then you would notify your Manager about your clocking error and he or she would be able to fix your clock out time for the previous day.  

You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

At each of these locations, you'll see a time clock that looks like this:

Proximity Card
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Clock Usage:

You will put your badge in close proximity to the card reader, then you will see the red light on the reader turn to green and the clock will tell you whether you have clocked in or out.  The clock knows what you did last and the next time you clock, it will do the opposite.  For example, if I clock in this morning, it will say “In”.  When I clock out for lunch, it will do the opposite, so the clock will say “Out”.  If you forget to clock out at the end of the day, when you clock the next morning the clock will clock you out, because it is always going to do the opposite of what it did last time.  In this case, you would clock again to clock in for the day.  Then you would notify your Manager about your clocking error and he or she would be able to fix your clock out time for the previous day.  

You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

At each of these locations, you'll see a time clock that looks like this:

Touch Biometric Fingerprint
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Clock Usage:

Our time clocks have a touch biometric sensor that will confirm your identity each time you clock in and out.  Please see the next page for important Biometrics Enrollment and clocking instructions.

You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

Biometrics Enrollment:

The first time you go to the clock, you will enter your employee ID number on the keypad and then press [Enter] or swipe/present your badge.  The time clock will tell you it's beginning enrollment and will tell you to touch the sensor multiple times. 

Getting a good enrollment is very important.  It will make future clock in/out attempts much easier and faster.

Here's what you need to do to get a good enrollment:

1) Pick a finger to use.  Most people simply use their index finger, but if your index fingers are very smooth or are scarred, you may want to use a different finger, such as your pinkie or even your thumb.

2) You will enroll your selected finger on each hand.  This is important because it means that either hand will work.  You won't need to try to remember which hand you enrolled.  Also, if you're holding something in either hand, your free hand will always let you clock.

3) The clock will ask you to present a finger up to 10 times.  The first half of the enrollments, you'll present your selected finger on one hand.  The second half, you'll present your selected finger on the other hand.  
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Watch the LCD screen for the print number you're on.  The number will count up as successful enrollments are processed.  You need to press the “ball” of your finger flat against the sensor for it to work.  Like this, as seen from the side:



5) In some cases, the fingerprint reader will not get a good enough print to use for an enrollment.  In this case, the LCD will say the finger could not be read and the enrollment counter will not increase.  If this happens, simply remove your finger and try again.  Then, try pressing a little more firmly and/or try using a small amount of hand lotion or skin moisturizer to ensure your finger is not excessively dry.  If you still have repeated trouble getting enrollment prints, try a different finger, or your thumb instead.   If you would like to restart the entire enrollment process, press the BS key at any time and then start again by entering your ID number or presenting/swiping your badge.


6) For each finger, you'll enroll up to 5 prints.  

After you're enrolled, the clock will clock you in for the first time.  Each subsequent time you clock, you will just enter your employee ID number and press [Enter] and you will be prompted to present your finger.

If you have a good enrollment, and place your finger correctly, the clock should be fairly good at verifying your finger right away.  Finger placement and pressure are critical, you'll need to touch the sensor with the same finger and in approximately the same position as one of your enrollments.

Don't worry, especially in the first few weeks, if the clock sometimes doesn't recognize your print right away.  You may need to try several times, with your finger in a slightly different position, or use your other hand.  Each time you use the clock, it learns your finger better by looking at your new print and comparing it to your enrollments.  The clock will automatically make additional enrollments based on your prints, and over time, these become very good at matching your finger.

If you find that it's very difficult to get any matches in the first few weeks, you may want to re-enroll.  Your Manager can clear your prints and let you start over with a different pair of fingers.

Notes:

· A finger that is too dry may not read correctly.  Correct this by using a small amount of hand lotion or moisturizer.  If not available, try breathing a long, slow breath on the finger and trying again. Do NOT wet the finger with water.

· Fingers that are too wet or sweaty will not read correctly.  Correct this by drying with a towel and trying again.

At each of these locations, you'll see a time clock that looks like this:

Bar Code Scanner
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Clock Usage:

You will either swipe your bar code badge with the bar code swipe badge reader, or you will put your badge close to the bar code scanner and press the trigger on the scanner.  The clock will tell you whether you have clocked in or out.  The clock knows what you did last and the next time you clock, it will do the opposite.  For example, if I clock in this morning, it will say “In”.  When I clock out for lunch, it will do the opposite, so the clock will say “Out”.  If you forget to clock out at the end of the day, when you clock the next morning the clock will clock you out, because it is always going to do the opposite of what it did last time.  In this case, you would clock again to clock in for the day.  Then you would notify your Manager about your clocking error and he or she would be able to fix your clock out time for the previous day.  

You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

Troubleshooting

What to do if the clock is powered down or unavailable:

If you approach the clock and it is powered down or unavailable, please contact your Manager to make them aware of your inability to clock.  If your Manager is unavailable, then please contact a member of the Human Resources department.  Let the person you reach know the clock is inoperable and they will need to manually clock you in or out, whichever you were trying to do at the clock.

What to do:

If your badge does not read when you present it to the clock

· make sure it is properly oriented

· if you have a keypad, then try typing your badge number into the keypad and press [Enter]

· check with your Manager

If your fingerprint will not scan successfully

· make sure you are using the finger you enrolled into the system

· clean your finger

· breathe on your finger to ensure proper moisture content

· use the same pressure and positioning as your enrollment

· ask your Manager to clear your enrolled fingerprints and enroll again

If you have forgotten your badge or employee ID number

· if you have a keypad, then try typing your badge number into the keypad and press [Enter]

· contact your Manager with your actual clocking time

<IPSVOIP> If the phone line is busy

· try again in a few minutes

· write down your actual clocking time

· contact your Manager with your actual clocking time

If the clock is in Offline mode

· clock as you normally would

· clocking events will be processed as soon as the network is available

· clocking events will all be stored at the clock

· do not clock more than once

If the clock does not make any sound

· adjust the volume control on the bottom of the LCD display to ensure it is turned up loud enough to hear

If the LCD display cannot be viewed

· adjust the contrast control on the bottom of the LCD display

<IPSVOIP> Clocking with the telephone:

Our TimeIPS system allows you to clock in and out using a telephone.  You'll call our time clock number (555-555-5555) and enter your employee ID.  Set a PIN on your first call to prevent others from clocking you in/out in the future.  Enter 1 to clock in or 2 to clock out and you will be able to record your first and last name for verification of identity.  You can also change jobs with the phone clocking system.  Finally, you can leave a voice mail note for your Manager, if so needed.  Use the following codes for phone clocking.

Clock Usage:

You will call in and use the following codes to clock:

1 – Clock In

2 – Clock Out

3 – <IPSJOB> Change Jobs

4 – Check Status

6 – Change your Pin Number

9 – Exit the Menu and return to the Main menu

 You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

<IPSREM> Clocking from your computer:

You will see a screen similar to this:
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Our TimeIPS system allows you to clock in and out right from your PC.  You'll enter the following in your web browser's address bar:     http://<IP_of_your_TimeIPS_system>/remote.  You can then save this as a Favorite, or as an icon on your desktop, for easy access in the future.
Your Manager will issue you a username and password to use for clocking in and out.  You can also click “Check Status” to see if you're currently clocked in or out and the number of hours you've worked.  You can choose a job from the “Job Code” drop down list, so the time you work on a job can be adequately tracked and billed.

Clock Usage:

You will enter your username and password and then click on the “Clock In/Out” button and the clock will tell you whether you have clocked in or out.  The clock knows what you did last and the next time you clock, it will do the opposite.  For example, if I clock in this morning, it will print “You have clocked IN at 8:00 AM.  You have worked 30hrs, 2min and have 9hrs 58min remaining”.  When I clock out for lunch, it will do the opposite.  If you forget to clock out at the end of the day, when you clock the next morning the clock will clock you out, because it is always going to do the opposite of what it did last time.  In this case, you would clock again to clock in for the day.  Then you would notify your Manager about your clocking error and he or she would be able to fix your clock out time for the previous day.  This is what the clocking page looks like after you have clocked.
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You should clock:

· When you arrive at work

· When you leave or return from lunch

· When you take a break of more than 5 minutes

· When you leave for any reason that is not related to work

· When you leave for the day

· <IPSJOB> When you change jobs

<IPSJOB> Tracking Jobs with Smart Clocking:

One of the important parts of our new time tracking system is the ability to track jobs.  Each time you clock into a job, you will do one of the following:

· scan the job bar code then scan your employee badge.

· enter the job code and swipe your badge.

· enter the job code then * and enter your employee ID number.

· enter the job code and get your badge close to the proximity card reader.

· choose the job from the drop down menu.

· call the phone clocking system, press 3 to change jobs and enter the job code.

<IPSJOB> Tracking Jobs with Explicit Clocking:

One of the important parts of our new time tracking system is the ability to track jobs.  Each time you clock into a job, you will do one of the following:

· scan your employee badge and scan the job bar code.

· swipe your badge then enter your job code when prompted.

· enter your employee ID number and enter your job code when prompted.

· get your badge close to the proximity card reader then enter your job code when prompted.

· choose the job from the drop down menu.

· call the phone clocking system, press 3 to change jobs and enter the job code.

<IPSJWO> Tracking Work Orders with Smart Clocking:

In addition to jobs, our new time tracking system also keeps track of work orders.  Work orders are a group of one or more jobs that all need to be completed together.  Each time you're working on a work order, you'll do one of the following:

· scan the work order bar code, the job bar code and then your employee badge.

· enter the work order number and *, then the job code and *, then your employee ID number.

· enter the work order number and *, then the job code and *, then get your badge close to the proximity card reader.

· choose the work order number with the appropriate job code from the drop down menu.

· call the phone clocking system, press 3 to change jobs, enter the work order number and *, then the job code and press the # key.

<IPSJWO> Tracking Work Orders with Explicit Clocking:

In addition to jobs, our new time tracking system also keeps track of work orders.  Work orders are a group of one or more jobs that all need to be completed together.  Each time you're working on a work order, you will do one of the following:

· scan your employee badge, the bar code for the work order and bar code for the job code.

· enter your employee ID, the work order number when prompted, the job code when prompted and press [Enter].

· place your badge close to the proximity card reader, enter the work order number when prompted, enter the job code when prompted and press [Enter].

· choose the work order number with the appropriate job code from the drop down menu.

· call the phone clocking system, press 3 to change jobs, enter the work order number and *, the job code and press the # key.

Logging in to see your hours:

You can log into the new time tracking system to view your hours and current status.  To do this, open a web browser on your computer and enter:  http://<IP_of_your_TimeIPS_system> in the address bar and press [Enter].
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Click on My TimeIPS and then My Work History.  You should see a screen similar to this, with a record of your work history for your review.  If you're prompted to login, see your Manager for a username and password.  You can use the back arrow button to see prior weeks.  All of your time worked will be stored within TimeIPS indefinitely for your review.


<IPSAPP> Requesting Benefits (Sick/Vacation):

Our new time tracking system includes the option to request benefit time off right from your PC.  You will be able to request time off for all types of benefits available to you: sick, vacation, etc.  To do this, open a web browser on your computer and enter:  http://<IP_of_your_TimeIPS_system> in the address bar and press [Enter].

You will click on My TimeIPS and then My Benefit Requests.  If you're prompted to login, see your Manager for a username and password.  You'll see a summary of the benefits you currently have available to you and requests  you have made which have been reviewed or are still pending.


You can request additional benefit use by selecting a date and time, benefit type and hours to use at the top of the screen.

Then your Manager will receive an automatic email that you have requested the time off and will be able to approve or deny this request.  You will be able to review this at any time and could also receive an automatic email, once the request has been reviewed by your Manager, for an update on the status of the request.


To see when other employees are scheduled to be out of the office, click the “Benefits Calendar” 

icon.  This will allow you the opportunity to plan for time off appropriately based on co-workers already scheduled time off.  The green check mark next to the time off means the time has been approved, while the red minus sign means the time has not been reviewed.


<IPSAPP> Approving your Time Sheet:

Our new time tracking system allows you to review and digitally sign your time cards for each pay period.  This helps to ensure the time in the system is accurate and helps us know we are paying you for the correct time.

To do this, open a web browser on your computer and enter:  http://<IP_of_your_TimeIPS_system> in the address bar and press [Enter].

You'll then click on My TimeIPS and My Timesheet.  If you're prompted to login, see your Manager for a username and password.  You will see a summary of your Timecard.  This will show you all of the hours worked by the day.  It will also show any benefit time you have been given.  You can confirm the Timecard so Payroll can prepare your paycheck.  If there are any changes to be made, please contact your Manager before confirming, so the changes can be made prior to submission to the Payroll department.


<IPSIPS> Viewing your Schedule:

Our new time tracking system allows you to review your schedule from a computer.  This will give you the opportunity to view your schedule for weeks in advance and more of an opportunity to plan based on your future work schedule.

To do this, open a web browser on your computer and enter:  http://<IP_of_your_TimeIPS_system> in the address bar and press [Enter].

You'll then click on My TimeIPS and My Schedule.  If you're prompted to login, see your Manager for a username and password.  You will see a summary of your schedule for the current week.  You can also choose weeks in the future from the drop down menu on the right.  If there are any changes to be made, please contact your Manager as soon as possible for ultimate efficiency in scheduling.  Every effort will be made to accommodate your request.


Thank you for taking the time to familiarize yourself with our new clocking system.  We appreciate your cooperation in making this a smooth transition in improving the efficiency of our time tracking and payroll systems.  For any further information, please contact your Manager.
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Do press the ball of your finger flat against the sensor





Do not use the tip of your finger





Do keep your finger straight, as shown.








