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1 Introduction

Safescan Workforce Planner is software for recording and planning time for collecting, processing and planning
staff time.

Plan your staff and time efficiently and accurately according to the requirements. Using the integrated calendar
tool, you can schedule shifts, absence and availability requirements. The operational plans which were
previously drawn up on paper can be easily included, edited and of course printed, using the planning interface
of your Safescan Workforce Planner system.

Thanks to the flexible system architecture, Safescan Workforce Planner can be used for small to medium sized
operations in virtually any industry and meets the requirements for a powerful time evaluation tool. Safescan
Workforce Planner supports all Safescan time attendance recording device. As all device types have their own
specifications, the software functions described may possibly not be used with all Safescan time attendance
device. Details about the features can be found in the information which comes with the Safescan time
attendance device, but you can also contact your supplier. This manual describes the installation, functionality
and application of the Safescan Workforce Planner software package. When using earlier software versions,
there may be differences in the description of the functions. No specialized knowledge of computer technology
is required to use the software. Familiarity with the graphic interface of Microsoft Windows is, however, a
prerequisite. These instructions are no substitute for the necessary instruction and training on the system and
merely serve as a reference. Safescan Workforce Planner was developed with great care and tested to comply
with the latest advances in technology. If you have suggestions for improving the program or if you come
across any errors in the software or the operating instructions, please let us know.



2 Summary of the manual
The user manual gives you an overview of the handling of Safescan Workforce Planner and contains steps for
frequently used operations. The screenshots shown are examples rather than specifications.

2.1 Using the user manual

This user manual discusses mouse operation. "Click" always refers to pressing the left mouse button. If any
rows are highlighted, this indicates that the left mouse button is being used to click on the entry. Other
operating steps, such as working with the right mouse button, are described specifically.

2.2 System requirements

To use Safescan Workforce Planner, your PC should meet the following requirements:

. Pentium IV processor or higher

o Main memory of at least 1024 MB

. USB and TCP/IP ports

o Free hard disk capacity of at least 100 MB

o CD-ROM drive

. Resolution of at least 1024 x 768 (1280 x 1024 is recommended)
. Windows XP operating system or higher

2.3 Explanation of symbols

Clock times in a grid overview

Planning module for shift and vacation planning
Send current views or reports by email

Filter

Download the schedule data from a TA 655
Synchronisation of the user data

Print the configured overview

Export data

Send views or reports by email

Print the view
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Edit plan

Clear plan

Update data

Switch to list view

Switch to grid view

Import national holidays

Open and close the template list

Open and close the work code legend in planning

Print the weekly work schedules

Save

Undo

Search for new hardware

Time setting on the device

Retreiving USB stick

Connection interrupted

Connection made

Close the application

Work schedule on / off



2.4 Set t|tIe bar
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Presem:e Log dnck Day Period Report Department User P Common Device Work code Help About
Status Overview Maintenance Settings Info
| Report @
| reportrange Report from Report to . _—
(lstea. )@ O onme O es +@=
‘ Filter user... Department filter User Filter
| B Ban ~|(8 Al1s users -
| User update  Changed

| user D User name Last name When In/Out Work code Remark

- = = =z
‘Use right mouse button to activate more |nformat|on|

If you click on the title bar with the right mouse button, you get a list of all possible columns in the current view

that can be clicked on or off. The activated columns are indicated with

1D

User name
First name
Last name
Present

Last event
In/Out

Work code #
Work code
Device name

SISSISIS IS SIS S S

Any added columns will be attached to the end of the title bar in the display. All columns can be dragged to the
desired location with the mouse (drag & drop). The settings are accepted by the system and stored. This means
you can set up your own personal workspace.

. Safescan Time Attendance Advanced ~ - =
I & | &
s | &

Presen:.e Period Report Department User s:hedule Common Device Work code Help About

Status Overwew Maintenance Settings Info
| Report *
| Report range Report from Report to |
! 122012 [@v or12202 [ ]} @ @ EH L/} @ ‘
‘ Filter user... Department filter  User Filter \
|8 & ~|(8 Al1s users - |
| User D User name Last name When In/Out Work code Remark | User update 1 Changed

‘Usé'right mouse button to activate more information

v UserID v UserID
v | User name v | User name

First name First name
v Llastname v Last name

Department Department
v When v When

Date Date

Time Time

Device Device
v In/Out v | In/Out

Verify Mode Verify Mode

Work code # Work code #
v | Work code v | Work code
v Remark v | Remark
v User update v User update
v Changed v | Changed




E @ @ EE A 8f & BT o0

Presence Log Clock Day period Report Department User TR Common Device Work code Help About
Status o Overview Maintenance Settings Info
Report @
Report range Report from Report to
[ [select... v|or122012 [v 01122012 [ ES @ (=R ' g
Filter user... Department filter _ User Filter
[ ~|[8 Al 15 users ~|
User ID User name Last name When In/Out Work code Remark User update Changed

Note: The layout is individually customised to your workplace and will not be displayed to any other users.

3 Installation

3.1 Program installation
1. Insert the installation CD-ROM into the drive of your computer.
2. Open the [TimeAttendanceSetup] file and the installation program will start.

ﬁ‘] Setup - Safescan Workforce Planner ‘ = e

Welcome to the Safescan
@@ Workforce Planner Setup
Wizard

This will install Safescan Workforce Planner 4.5.3 on your
computer.

It is recommended that you close all other applications
before continuing.

Click Next to continue, or Cancel to exit Setup.

Next > Il Cancel




3. Accept the license terms.

151 Setup - Safescan Workforce Planner

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

End User Licensing Agreement
Safescan Workforce Planner
For exclusive use with Safescan Time Attendance products

This is a Licensing Agreement between you, the end user of software, and
SAFESCAN, a limited company from The Netherlands, (hereinafter
"SAFESCAN"). Please read this document carefully! In case you do not agree
with the said terms and conditions, immediately stop using this software and
return all parts that were included in the product package and destroy all copies
of the said version of the software and/or uninstall it.

(") Ido not accept the agreement
[ < Back ][ Next > ] l Cancel l
4, Specify the destination directory. c:/Program Files/Safescan/TA4 will be suggested to you as the

default path for a different storage path, select [Browse] and search for the path you want. We
recommend you use the default path.

151 Setup - Safescan Workforce Planner li‘_‘ﬁ

Select Destination Location
Where should Safescan Workforce Planner be installed?

} Setup will install Safescan Workforce Planner into the following folder.

To continue, click Next. If you would like to select a different folder, click Browse.

IC:\Program Files (x86)\SafeScan\WorkforcePlanner Browse...

At least 10,3 MB of free disk space is required.

<gack | wet> | [ cancel




5.

Press [Next] to continue. The program will now be installed.

ﬁ Setup - Safescan Workforce Planner ‘ = | X

Select Start Menu Folder "
Where should Setup place the program's shortcuts? @

E Setup will create the program's shortcuts in the following Start Menu folder.

To continue, click Next. If you would like to select a different folder, click Browse.

lorkforce Planner| Browse...

< Back H Next > ll Cancel J

119 Setup - Safescan Workforce Planner l = X

Ready to Install

Setup is now ready to begin installing Safescan Workforce Planner on your CH
computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings. ’

Destination location: -
C:\Program Files (x86)\SafeScan\WorkforcePlanner

Start Menu folder:
Workforce Planner

l < Back ‘[ Install |‘ Cancel ‘

6.

Use [Finish] to confirm that the installation is complete.

1@ Setup - Safescan Workforce Planner \ = J

~

Completing the Safescan
Workforce Planner Setup
Wizard

Setup has finished installing Safescan Workforce Planner on
your computer. The application may be launched by selecting
the installed icons.

Click Finish to exit Setup.

Finish

11



3.2 Setting up the software
. Use Start / Safescan Workforce Planner to open the software.
. Enter your email address and the license key which you have received by email.

Enter Registration code u

Please enter your license key

Customer || ]

ey [ M MM H ]
- A

The first time you use the software or later if no supervisor/administrator is set
(in the software and/or on the time attendance device), the following message will be displayed.

Time Attendant u

Neo admin defined. When you define an admin you need to
login.

As soon as a supervisor or administrator has been defined, you can log in using the user name and password.

S| Safescan

User Name
B
Password

Forgotten your password? When asked for your user name, enter your user ID and the license code as the
password. (You will find the license code on the CD packaging). Use OK to confirm.

12



First Steps

Select the desired language, see Chapter 11.1.1

Create departments, see Chapter 7.1.1

Create work codes, see Chapter 11.2.1

Add the user to the time attendance device or to the software, see Chapter 7.2.1

4
1
2
3 Create work schedule Work Schedules, see Chapter 7.3
4
5
6

Connect your time attendance device to the software and synchronise the data with the time

attendance device, see Chapter 11.1.6

7. Complete the employee master data, see Chapter 7.2

Plan your employees, see Chapter 8
9. Begin with the capture of clock times at the time attendance device.
5 Status

5.1 Presence/real-time summary
You can use the real-time summary to check the presence and absence of your employees. You can see at a
glance who has signed in or out where and at what time, or who is taking a break. With the simple filtering
method you can have the information you want up on the screen in no time, or you can print out the data on

your printer.

Safescan Workforce Planner = s S
| A= @
E e ©. 4 EH 8§ A 8 & ¢ B8 @ 0O
Presence | Log Clock Day period Report Department  User Mok Common  Device  Work code Help About
Status Overview Maintenance Settings Info
Presence *
Present filter Filter user... Department filter User Filter

Yea - & Aa <8 A5 wers -] beas 2
D User name « Present Last event Device name Work code
8 24 Alex @n 22.11.2012 09:00:00 @ port 1
8 14 Anna @ out ]
8 16 Ernie @ out @
8 2 Herbert @ out @
8 19 Ines @ out  23.11.2012 17:30:00 @ port 1
g 13 Jasmin @n 22.11.2012 09:00:00 & port 1
g 23 Joe @ out @
8 10 Joseph @n 22.11.2012 09:00:00 E Port 1
81 Maria @ out  26.11.2012 17:30:00 & port 1
8 Max @ out "]
g Mike @n 22.11.2012 09:00:00 & port 1
8 15 Monica @ out =]
8 20 Nicole @ out =]
g 18 Omar @ out  2311.2012 17:30:00 & port 1
8 17 Tim @ out "]

13



5.1.1 Filters (free filter, department filter or user drop-down)

Present filter: Select the setting you want from the drop-down menu; present, absent, break or all.

B ©. BN IR RICK

Clock Day Period Report Department User

Presence sk Common Device  Work code Help about
Status Qverview Maintenance Settings Info
‘ Presence )
Present fiter Filter user... Department fiter  User Filter
| Y@au -] @8 A (8 15 users - s &
D |@ l.,, s Present Last event Device name Work code
§ [© oreak @n 22.11.2012 09:00:00 @ port 1
8 @ out @ out
8 16 Ernie @ out "]
8 2 Herbert @ out =
819  Ines @ out  23.11.2012 17:30:00 @ port 1
813 Jasmin @mn 22.11.2012 09:00:00 2 port 1
8 Joe @ out
8 10 Joseph @mn 22.11.2012 09:00:00 @ port 1
811 Maria @ out  26.11.2012 17:30:00 @ port 1
82xn Max @ out
812 Mie @In 22112012 03:00:00 @ port1
8 15 Monica @ out
8 20 Nicole @ out
818  Omar @ out  23.11.2012 17:30:00 2 port 1
8 17 Tim @ out

Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all
users that have these same letters. The more detail of the name you enter, the more your filter result will be
limited.

p @ . [ 5. A 8 & ¢ Bt 9O
@3
= ] - \ o y
Presence Log Clock Day Period Report Depatment  User e Common Device  Work code Help About
Status Overview Maintenance Settings Info

i Presence 2

Present fiter Filter user... partment filter _ User Filter |
‘v @al - @5 [Ban ~][8 Al3users - Y

I

D Username ~ |  Present Last event Device name Work code |
8 13 Jasmin @n 22.11.2012 09:00:00 E Port1
8 Joe @ out
8 10 | Joseph @mn 22.11.2012 09:00:00 @ port 1

Department filter: Select the department you want from the drop-down menu. In the summary as well as in
the user filter, all employees of that department are displayed. You can limit the results by using the user filter.

AT Y I X

Presence Log Clock Day Period Report Department User S cheiig Common Device Work code Help About
Status Overview Maintenance Settings Info
Presence ol
Present filter Filter user... Department filter  Uer Filter ‘
Yen @& B (B A5 users - a2
D User name ~ Present <6, 7 Device name Work code |
8 2 Alex @n 29, Bar q @ port 1
814  Anna @ out %f""::f" ]
8 16 Ernie @ out A, Normal @
8 2 Herbert @ out , Partime
819 Ines Qout Basve @ port 1
8 13 Jasmin @mn 22.11.2012 09:00:00 & port 1
8 Joe @ out
8 10  Joseph @mn 22.11.2012 09:00:00 & port 1
811 Maria @ out  26.11.2012 17:30:00 @ port 1
82 Max @ out
8 12 Mike @mn 22.11.2012 09:00:00 & port 1
8 15 Monica @ out
8 20 Nicole @ out =
818  Omar @ out  23.11.2012 17:30:00 & port 1
817 Tm @ out [~
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User filter: Select the user you want from the drop-down menu.

@

B @®. v E 5.8 88 g B o

Presence Log Clock Day Period Report Department User A Common Device  Work code Help About
Status Overview Maintenance Settings Info
i Presence |
Present filter Filter user... Department filter  [User Filter |
Yen @& an -‘Emsm = beas 2|
D Username = Present Last event § 10: Joseph (M Joseph) = Work code |
8 Alex @n 22.11.2012 09:00: g 11: Maria (M Maria) ‘:
12: Mike (V Mike) 3
8 1 Ani @ out 8 13: Jasmin (8 Jasmin) R
8 16 Ernie @ out 8 14: Anna (K Anna)
8 2 Herbert @ out 8 15: Monica (S Monica)
2. 8 16: Emie (C Ernie)
819 Ines @ out  23.11201217:30:4 § 1. 1 imy I
8 13 Jasmin @mn
8 Joe @ out
a 10 Joseph @n 22.11.2012 09:00:00 g Port 1
811  Maria @ out  26.11.2012 17:30:00 @ port 1
8 Max @ out
8 Mike @n 22.11.2012 09:00:00 @ port 1
8 15 Monica @ out
8 20 Nicole @ out @
8 18 Omar @ out  23.11.2012 17:30:00 & port 1
8 17 Tim @ out @

5.1.2 Sorting

Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you
want. Repeat this to reverse the order (A-Z or Z - A).

ree Planne

P ® M HE§ A 8F B2 QO
Presence Log Clock Day Period Report Department User o | e Device Work code Help About
Status Overview Maintenance Settings Info

i Presence «

Present filter Filter user... Department filter _ User Filter |
Vies @ B cJBaswn . DES 2
[0 Username +  Present Last event Device name Work code
8 24 Alex @n 22.11.2012 09:00:00 @ pPort1
8 1 Anna @ out
8 16 Ernie @ out =]
8 2 Herbert @ out =]
8 19 Ines @ out  2311.2012 17:30:00 @ Port1
8 13 Jasmin @n 22.11.2012 09:00:00 g Port1
8= Joe @ out
8 10 Joseph @n 22.11.2012 09:00:00 & port 1
8 u Maria @ out  2611.2012 17:30:00 @ Port1
821 Max @ out =
8 Mike @n 22.11.2012 09:00:00 & port 1
8 15 Monica @ out
8 20 Nicole @ out
8 18 Omar @ out  2311.2012 17:30:00 @ port1
8 17 Tim @ out

5.1.3 Printing

=)

5.1.4 Send report by email

You can use to print the real time summary at any time.

The overview you have created can be sent by email at any time.

When you click on @ ,the current overview will be saved as a PDF, which can be attached to an email that
you can subsequently edit and send.

15



5.1.5 Export overviews as a CSV file

S

similar program that can read CSV files.

You can export the current overview as a CSV file that can then be processed further in Excel or a

The CSV file format describes the structure of a text file that can save or exchange data or lists with a simple

structure.

o Select the overview that you want to export.

. Click on the "Export CSV" icon I} .

. Name the export file and select the directory created for CSV export.
o Click on "Save".

. Click on "OK". The data is exported to the selected directory.

5.2 System log

The system log summary displays all events, modifications or other manipulations on the time attendance
device. The system log is used to log the communication sequence in and with the time attendance device in
chronological order. When communication problems occur you can use the error description to eliminate the

causes of these.

5.2.1 Filters (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all
users that have these same letters. The more detail of the name you enter, the more your filter result will be

limited.

O Safescan Workforce Plani

Presence

) © W @ F§ A S F B3 0O

Log Clock Day Period Report Department. User S cherile Common Device Work code Help About

Status Overview Maintenance Settings Info

Log

Filter user... epartment filter User Filter
@ [ an ~|(8 Al1s users - s &

When Device User ID Username  Firstname  Last name Event

Department filter: Select the department you want from the drop-down menu. In the summary as well as in
the user filter, all employees of that department are displayed. You can limit the results by using the user filter.

! Safescan Workforce Planne

EEEEEEE AR ERICK:

Presence Period Report Department  User e Common Device  Work code Help About

Status Overview Maintenance Settings Info

Log
Fiter user... Department fiter __User Filter

fxm ~ (B All1s users - EUAEE:

‘When % 2 User ID User name First name Last name Event
€, Bar

S, Kitchen
Q, Night
, Normal
S, Partime
), Service

16



User filter: Select the user you want from the drop-down menu.

® safescan Workforce Plan

i A= @
& | &
= A = = Bl A\ of =
Presence Log Clock Day Period Report Department  User e Common Device  Work code Help About
Status Overview Maintenance Settings Info
Log @
Filter user... Department fiter _[User Filter
A - |(B A wsers = s 2

Firstname  Last name Event

8 11: Maria (M Maria)
8 12: Mike (V Mike)

8 13: Jasmin (8 Jasmin)
8 14: Anna (K Anna)

8 15: Monica (S Monica)
8 16: Ernie (C Emie)

8 17: Tim (T Tim)

When Device 8 10: Joseph (M Joseph) ‘

5.2.2 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you
want. Repeat this to reverse the order (A-Z or Z - A).

Presence

Gl .4 Mg o 88 @8 2o 0

Log Cock Day Period Report Department User Common Device Work code Help About

schedule
Status Overview Maintenance Settings Info

Log %
Filter user... Department filter  User Filter

[Sa ~ (8 All15 users - S @ =} g

|When Device User ID Username  Firstname  Last name Event |

5.2.3 Printing

=]

You can now print the system log summary

5.2.4 Send report by email
The overview you have created can be sent by email at any time.

When you click on @ this will print the current overview as a PDF attached to an email that you can
subsequently edit and send.

5.2.5 Export views as a CSV file

You can export the current overview @ as a CSV file that can then be processed further in Excel or a similar
program that can read CSV files. The CSV file format describes the structure of a text file that can save or

exchange data or lists with a simple structure.

¢ Select the overview that you want to export.

e Click on the "Export CSV" icon i}

* Rename the export file and select the directory created for CSV export.
e Clicks "Save".

e Click on "OK". The data is exported to the selected directory.

17



6 Overview

Under "clock " you will find all the clock times that were recorded by the time attendance device and

transferred directly via TCP/IP or USB stick into the software.

You can select the list view, which shows you a chronological list of all the clock times, or the grid view, which

shows you the clock times relating to the individual settings and work planning of each employee.

6.1 Clock - list view

Clock

Incorrect bookings or missed clock times in this overview have an orange background (see image below). Please
check whether the sequence matches (On/Off or On - Break - Return - Off etc.). Add a forgotten clock time as
described in Chapter 6.2.1. Set the correct status (e.g. ignore) for duplicated clock times or incorrect bookings
as described in Chapter 6.2.2

6.2 Adjust clocking times
Clocking times can be added or corrected under both clock and in the clock grid. Selecting the grid overview

provides simple tools to correct clocking times or add forgotten clocking times with one click.

See Chapter 6.7 Clock Grid.

6.2.1

Add clocking times
Missing clocking times can be subsequently added as follows:

Safescan Workforce Planner

&

© /% m

a8

K2

o

Presence Log Clock Day Period Report Department User e Common Device Work code Help About
Status Overview Maintenance Settings Info

Report *
Report range Report from Report to

= [rm— Rt Dee +@2
Filter user... Department filter User Filter

Al v || 8 All 15 users g
User ID User name Lastname | § 10: Joseph (M Joseph) In/Out Work code Remark User update Changed First name

Joseph
Maria
Maria
Maria
Maria
Maria
Mike
Jasmin
Omar
Omar
Omar
Omar
Ines
Ines
Ines
Ines
Alex

M

OO0 OOAAARAD®DSZIZIZIZIZ

8 11: Maria (M Maria)
8 12: Mike (V Mike)

8 13: Jasmin (B Jasmin)
8 14: Anna (K Anna)

8 15: Monica (S Monica)
8 16: Ernie (C Emie)

8 17: Tim (T Tim) =
SZZITZOTZ IO

22.11.2012 09:00:00
22.11.2012 09:00:00
22.11.2012 09:00:00
22.11.2012 12:30:00
22.11.2012 13:00:00
22.11.2012 17:30:00
22.11.2012 09:00:00
22.11.2012 12:30:00
22.11.2012 13:00:00
22.11.2012 17:30:00
22.11.2012 09:00:00

il

In
In
In
Out
In
Out
In
In
In
Out
In
Out
In
Out
In
Out
In

Select the required user in the user filter.

Click on either

22.11.2012 14:08:00

22.11.2012 14:08:10

22.11.2012 14:08:27
22.11.2012 14:08:18

22.11.2012 14:08:49

Joseph
Maria
Maria
Maria
Maria
Maria
Mike
Jasmin
Omar
Omar
Omar
Omar
Ines
Ines
Ines
Ines
Alex

"Add" or select Add clock time by clicking the right mouse button.

18



E B

EEEEEEE

Day Period Report Department User

Presence Log Clock schadile: Common Device Work code Help About
Status Overview Maintenance Settings Info
Report 4@
Report range Report from Report to
[ (thisweek ] 10.11.2012 25.11.2012 BDHS +2E
Filter user... Department filter User Filter
o ~)(8 11: Maria (M Maria) -
User ID User name Last name When In/Out Work code Remark User update Changed First name
1 Maria M 19.11.2012 09:00:00 In 21112012 16:01:58  Maria
M -20-00
11 Maria M 19.11.201 % Add clocktime In Maria
11 Maria M 19.11.201 [2 Edit booking time Ignore 20.11.2012 17:15:09  Maria
11 Maria M 19.11.201 Change toIn Out Maria
11 Maria M 20.11.201] Change to Out In 21.11.2012 16:01:49  Maria
31, Maria M 20.11.201 Out Maria
> Change to Break 4
11 Maria M 20.11.201 In Maria
1 Maria M 2011201  ChangetoRewm. o, 21112012 16:0202  Maria
11 Maria M 21.11.201] Change tolgnore |1y 21.11.2012 16:01:53  Maria
11 Maria M 21.11.2012 12:30:00 Out Maria
1 Maria M 21.11.2012 13:00:00 In Maria
G5 Maria M 21.11.2012 17:30:00 Out Maria
. Complete the fields marked in red. These are mandatory and must be filled in.
'd . Y
Add clock time e
Name
|11 Maria Maria M v |
When Time |m/out
22/11/2012 B~ | [0 .
: | —
Device Work code
[Port 1 (192.168.1.201) - - |
Remark
== J
. Change, if required, the clock time date
. Enter in the input field the time of the clock time. The value must be entered in accordance with the

country settings on your computer (e.g. 08:30 or 08.30, depending on the country setting). Full hours
can be entered as a simple numeric code (e.g. 8 = 8:00, 13 = 13:00)

° Select the appropriate function for check in/check out.
. If multiple time recording devices are connected to your software, select this.
° If you have to add an absencesuch as vacation or doctor’s appointment or allocate an employee to a

project, contract, etc., add the required work code to the clock timeclock time. (See additional
description of work codes explained in Chapter 11.20). Please note, if you are using work codes,
breaks and returns to work are not posted with in. For work code calculations, in means the end of the
work code, and at this moment normal working time or another project commences.

. You have the opportunity with comments to include further information that will be displayed in the
reports.
. Close the add an clock timeclock time with OK if you want to save or press cancel to discard the clock

timeclock time.
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6.2.2 Change an clock timeclock time

To edit a clock timeclock time created on a time attendance device or a manually created entry, click directly
on the clock timeclock time you wish to change. If you only need to correct the status of the clock timeclock
time, click with the right mouse button on the clock timeclock time to be modified to reveal the options. You
can simply click on the correct status for clock time without having to open the editing window.

dF Add clock time

Ea Edit booking time
Change to In
Change to Out
Change to Break
Change to Return

Change to Ignore

Correct the status IN/OUT. Add a work code or a comment to the clock timeclock time.

Note: Itis not possible to modify the time. In a case of an incorrect booking, set the status to ignore and
create a new clock timeclock time with the correct time.

6.2.3 Delete a clock timeclock time

The deletion of a clock timeclock time created by the time attendance device or a manually created clock
timeclock timeis not possible. Incorrect bookings must be set to ignore so that they are not included in the
calculations.

6.2.4 Delete an individual clock time
Select the clock time to "delete" and click with the right mouse button. You can now set the clock time to
ignore without opening the edit window.

6.2.5 Delete more than one clock time

If there are several incorrect bookings, you can select them by the holding down the control key (Ctrl) and
simply clicking on the desired clock time. If you have to set all the clock times to ignore, hold down the Ctrl key
while clicking the right mouse button and select "Switch to ignore."

schedule

EEIEEEE R

Department User ‘ Common Device Work code | Help About

Status Overview Maintenance Settings | Info

Report 4@
Report range Report from Report to —
[ (Thisweek ] 10.11.2012 25.11.2012 DS+ i3S
Filter user... Department fiter _ User Fitter
[ an (8 11: Maria (M Maria) =
User name Last name Work code Remark User update Changed First name

19.11.2012 09:00:00 21.11.2012 16:01:58
19.11.2012 12:30:00
19.11.2012 13:00:00
19.11.2012 17:00:00 Ignore 20.11.2012 17:15:09
Out
In 21.11.2012 16:01:49

Change to In

Change to Out 21.11.2012 16:02:02
Change to Break 21.11.2012 16:01:53
Change to Retun

Change to Ignore

M
M
M
M
M
M
M
M
M
M
M
M

20



,_

Cock ‘ Day Period

(¢ EE

A 8 ¢

|
-
Work ‘

> BT o O

Presence Log Department  User Mok Common Deice  Workcode | Help About
Status Overview Maintenance Settings Info
Report )
Report range Report from Report to
[Thisweek  +] 10.11.2012 25.11.2012 IEENE=E @ -
Filter user... Department filter _ User Filter

&

~ (8 11: Maria (M Maria)

User name
Maria M
Maria

M

Maria M
Maria M
Maria M
Maria M
Maria M
M

M

M

M

Note:

Last name When

19.11.2012 09:00:00
19.11.2012 12:30:00
19.11.2012 13:00:00
19.11.2012 17:00:00
19.11.2012 17:30:00
20.11.2012 09:00:00
20.11.2012 1. 00

20.11.2012 17:30:00
21.11.2012 09:00:00
21.11.2012 12:30:00

In/Out
Ignore

Ignore
Ignore
Ignore
Ignore
Out
Ignore

Ignore

‘Work code

Remark

User update

Changed
22.11.2012 14:40:14

22.11.2012 14:40:14
20.11.2012 17:15:09
22.11.2012 14:40:14
22.11.2012 14:40:14

22.11.2012 14:40:14
21.11.2012 16:02:02
22.11.2012 14:40:14

First name
Maria
Maria
Maria
Maria
Maria
Maria
Maria

To protect employees, times posted on the time attendance device cannot be corrected or deleted. To

change a time, add a new clock time and set the "incorrect booking" to ignore. This clock times

created on the time attendance device will, however, no longer be calculated.

6.2.6

Filters (free filter, department filter or user drop-down)

Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all

users that have these same letters. The more detail of the name you enter, the more your filter result will be

limited.

E B

B E

+9

g & B g

2

Presence Log Department User R ‘ Common Device Workcode | Help About ‘
Status Overview Maintenance Settings | Info
Report @
Report range Report from Report to p—
19.11.2012 25.11.2012 B#S 4+ 32
Filter user... Pepartment fiiter  User Filter
@1 [Ra ~ (8 A3 users -
User D User name Last name When In/out Work code Remark User update Changed First name
10 Joseph M 21.11.2012 09:00:00 Ignore 21.11.2012 13:20:35  Joseph
10 Joseph M 22.11.2012 09:00:00 In 22.11.2012 14:08:00  Joseph
43 Jasmin B 20.11.2012 11:00:00 In Ziek Jasmin
13 Jasmin B 20.11.2012 15:00:00 Out Jasmin
13 Jasmin B 20.11.2012 17:00:00 In Ziek Jasmin
13 Jasmin B 20.11.2012 21:00:00 Out Jasmin
13 Jasmin B 21.11.2012 09:00:00 In 21.11.2012 12:09:50  Jasmin
13 Jasmin B 22.11.2012 09:00:00 In 22.11.2012 14:08:18  Jasmin
6.2.7 Sorting

Sorting via the menu bar: You can use the menu bar to sort data at any time by

double clicking the field you want. Repeat this to reverse the order (A-ZorZ-A).

E B

Clock Day Period

/o, @43 5 B

o 0

Presence Log Department User oo Common Device Work code Help About
Status Overview Maintenance Settings. | Info
Report %
Report range Report from Report to
B 19.11.2012 25.11.2012 DS # @ =
Filter user... Department filter  User Filter
B [&an (8 A3 users -
|UserlD User name Last name When In/out Work code Remark User update Changed First name
10 Joseph M 21.11.2012 09:00:00 Ignore 21.11.2012 13:20:35  Joseph
10 Joseph M 22.11.2012 09:00:00 In 22.11.2012 14:08:00  Joseph
13 Jasmin B 20.11.2012 11:00:00 In Sick Jasmin
13 Jasmin B 20.11.2012 15:00:00 Out Jasmin
13 Jasmin B 20.11.2012 17:00:00 In Sick Jasmin
13 Jasmin B 20.11.2012 21:00:00 Out Jasmin
13 Jasmin B 21.11.2012 09:00:00 In 21.11.2012 12:09:50  Jasmin
13 Jasmin B 22.11.2012 09:00:00 In 22.11.2012 14:08:18  Jasmin
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6.2.8 Export view as a CSV file

I} as a CSV file that can then be processed further in Excel or a similar
program that can read CSV files. The CSV file format describes the structure of a text file that can save or
exchange data or lists with a simple structure.

You can export the current view

e Select the view that you want to export.

e Click on the “Export CSV” icon I} .

* Rename the export file and select the directory created for CSV export.
e Click on "Save".

¢ Click on "OK". The data is exported to the selected directory.

6.2.9
The overview you have created can be sent by email.

@ the current overview will be saved as a PDF, which can be attached to an email that
you can subsequently edit and send

Send report by email

When you click on

6.2.10 Print

=

The current view can be printed out at any time with

6.3 Day

All booking times from the current day that have been transferred to the software from your time attendance
device directly via TCP/IP or USB stick are displayed. All important information about active users is also
displayed.

The summary shows the first and last booking, the daily balance, break absences and the dedicated work

ED‘

schedule which you can turn on or off by using the L4 /
displayed chronologically and can be filtered and/or sorted to suit the user's needs.

. You can adjust the date at any time. Dates are

® safescan Workforce plans |
= \ = (@ e i ]
55%~‘@‘<9-%@@.@@ﬁ@0
Presence Log dock Day | Period Report Department  user Mok Common Device  Work code Help About
Status Overview Maintenance Settings Info
Report *
Report range Report from Report to
B 211202 Jiastaon | L#ae B
Filter user... Department filter  User Filter 4 |
[Bsar ~ (8 A4 users - T
UserD  Username  Firstname Lastname Department Date Days In Out  Workschedule  Duration Balance [Breakin Break out Duration excl break Remarks
20 1110 20:04 148:50 151:50 =
10 Joseph Joseph M Bar Montag, ... 0:00
11 Maria Maria M Bar Montag, ... 09:00 17:30 8:00 8:00 0:0012:30 13:00 8:30
17 Tim Tim il Bar Montag, ... 0:00
22 Herbert Herbert A Bar Montag, ... 0:00
10 Joseph Joseph M Bar Dienstag, .. 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
11 Maria Maria M Bar Dienstag, .. 09:00 17:30 8:00 8:00 0:00(12:30 13:00 8:30
17 Tim Tim il Bar Dienstag, .. 10:00  20:00 8:00 8:00  0:00 800 Service 10:00 - 20:00 - Break 2h
22 Herbert Herbert A Bar Dienstag, ... 11:00 21:00 8:00 8:00  0:00 8:00 Bar-Service 11:00 - 21:00 - Break 2h
10 Joseph Joseph M Bar Mittwoch,... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
1 Maria Maria M Bar Mittwoch,... 09:00 17:30 8:00 800 0:00]12:30 13:00 8:30

il
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6.3.1

Creating a summary

In "Period", select the pre-defined periods or use the date picker to select your own date range.

EIC)

1) | =

.

& ¢ B2 QO

Presence Log Clock Day period Report Department User s Common Device Work code Help About
Status Overview Maintenance Settings Info

Report @

Report range eport from Report to

12.11.2012 18.11.2012 B @® & 28

‘ :::tﬁe\;day Department fiter  User Filter

il T T ")
Usef This month “First name Lastname Department Date Days In Out  Workschedule  Duration Balance Breakin Break out Duration excl break Remarks |

i I | 20 1110 2004 148:50 151:50 -
10) ?ef:ffr Joseph M Bar 0:00
11 Maria M Bar 09:00 17:30 8:00 8:00 0:00 12:30 13:00 8:30
17 Tim Tim [k Bar 0:00
22 Herbert Herbert A Bar 0:00
10 Joseph Joseph M Bar Dienstag, . 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
11 Maria Maria M Bar Dienstag, .| 09:00 17:30 8:00 8:00 0:00 12:30 13:00 8:30
17 Tim Tim o Bar Dienstag, .| 10:00 20:00 8:00 8:00  0:00 8:00 Service 10:00 - 20:00 - Break 2h
22 Herbert Herbert A Bar Dienstag, . 11:00 21:00 8:00 8:00  0:00 8:00 Bar-Service 11:00 - 21:00 - Break 2h
10 Joseph Joseph M Bar Mittwoch, . 17:00 22:00 4:45 445 0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
11 Maria Maria M Bar Mittwoch,.| 09:00 17:30 8:00 800 0:00 12:30 13:00 8:30 ‘
17 Tim Tim [ Bar Mittwoch, .| 10:00 20:00 8:00 8:00 0:00 8:00 Service 10:00 - 20:00 - Break 2h =
22 Herbert Herbert A Bar Mittwoch, .| 11:00 21:00 8:00 800  0:00 8:00 Bar-Service 11:00 - 21:00 - Break 2h
10 Joseph Joseph M Bar Donnerst... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Bar-Service 11:00 - 21:
13 Maria Maria M Bar Donnerst... 08:00 17:30 8:00 8:30 0:30 12:00 13:00 9:30 Workshop
17 Tim Tim T Bar Donnerst... 10:00 20:00 8:00 800  0:00 8:00 Service 10:00 - 20:00 - Break 2h
22 Herbert Herbert A Bar Donnerst... 12:00 22:00 7:30 7:30  0:00 7:30 Service 12:00 - 22:00 - Break 2.5h
10 Joseph Joseph M Bar Freitag, 1... 09:00 19:00 8:00 8:00  0:00 8:00 Kitchen 09:00 - 19:00 - Break 2h

6.3.2

Filters (free filter, department filter or user drop-down)

Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all

users that have these same letters. The more detail of the name you enter, the more your filter result will be
limited.

BT 9 0

Presence Log Clock Day Period Department  User O Common Device  Work code Help About
Status Overview Maintenance Settings Info
Report ol
Report range Report from Report to |
i ~] 12.11.2012 18.11.2012 IEQENEY HH ‘
Department filter  User Filter |
8 10: Joseph (M Joseph) >
UserD [Username | Firstname Lastname Department Date Days In Out  Workschedule  Duration Balance Breakin Break out Duration excl break Remarks |
[ 5 1348 2048 30:15 30:15 |
10 Joseph Joseph M Bar Montag, ... 0:00 |
10 Joseph Joseph M Bar Dienstag, 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
10 Joseph Joseph M Bar Mittwoch,... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
10 Joseph Joseph M Bar Donnerst... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Bar-Service 11:00 - 21:00 -|
10 Joseph Joseph M Bar Freitag, 1... 09:00 19:00 8:00 8:00  0:00 8:00 Kitchen 09:00 - 19:00 - Break 2h
10 Joseph Joseph M Bar Samstag, ... 09:00 19:00 8:00 8:00  0:00 8:00 Kitchen 09:00 - 19:00 - Break 2h
10 Joseph Joseph M Bar Sonntag, ... 0:00
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6.3.3 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you
want. Repeat this and the order is reversed (A-ZorZ - A).

Safescan Workforce Planner

E B @\ u = A8 E BT 9O
Presence Log Clock ‘ Day | Period Report Department  User Mok T common Device  Work code Help About
Status Overview Maintenance Settings Info
Report @
Report range Report from Report to
B 12.11.2012 18.11.2012 D @& & | =
Filter user... Department filter  User Filter
B <, Bar ~| (8 10: Joseph (M Joseph) =
UserD Username  Firstname Lastname Department Date Days In Out| Workschedule| Duration Balance Breakin Break out Duration excl break Remarks
5 1348 2048 5 3 = g
Use right mouse button to activate more information
10 Joseph Joseph M Bar Montag, ... 2
10 Joseph Joseph M Bar Dienstag, ... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
10 Joseph Joseph M Bar Mittwoch,... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick
10 Joseph Joseph M Bar Donnerst... 17:00 22:00 4:45 4:45  0:00 4:45 Bar-Service 17:00 - 22:00 - Break 0.25h, Bar-Service 11:00 - 21:00 -
10 Joseph Joseph M Bar Freitag, 1... 09:00 19:00 8:00 8:00  0:00 8:00 Kitchen 09:00 - 19:00 - Break 2h
10 Joseph Joseph M Bar Samstag, ... 09:00 19:00 8:00 8:00 0:00 8:00 Kitchen 09:00 - 19:00 - Break 2h
10 Joseph Joseph M Bar Sonntag, ... 0:00

6.3.4 Export overviews as a CSV file

[

program that can read CSV files. The CSV file format describes the structure of a text file that can save or

You can export the current overview as a CSV file that can then be processed further in Excel or a similar

exchange data or lists with a simple structure

* Select the view that you want to export.

e Click on the “Export CSV” icon I} .

* Rename the export file and select the directory created for CSV export.
e Click on "Save".

e Click on "OK". The data is exported to the selected directory.

6.3.5 Send report by email
The view you created can be sent by email at any time.

When you click on @ the current overview will be saved as a PDF, which can be attached to an email that
you can subsequently edit and send.

6.3.6 Print

S

The current view can be printed at any time with

6.4 Period

All booking times of the active users are displayed in the period summary in compact form in the selected
period. The summary gives you the total for the entire period, the hours according to the roster and the
corresponding overtime balance as well as each daily balance. The data is displayed in user number order and
can be filtered and/or sorted to suit the users' needs.
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6.4.1 Creating a summary

In "Period", you can select the pre-defined periods or use the date picker to select your own date range.

F e W me. o 88 ¢ B 2O 0

Presence Log Clock Day period Report Department User R Common Device Work code Help About
Status Overview Maintenance Settings Info
Report |
Report range Report from Report to |
12.11.2012 18.11.2012 B @& & 20 o] |
::sdgda |Department fiter  User Fiter
Theweae Al ~)[8 s users -
Last week
| User (This month stname Lastname Department Work schedule  Duration  Balance 12112012 13112012 14112012 15112012 16112012 17.112012 18112012 Remarks |
|10 ;iﬁ:?nm seph M Bar 30:15 30:15 0:00 04:45 04:45 04:45 08:00 08:00 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick, Bar-Service 17:0... |
11 Maria Maria M Bar 40:00 40:05 0:05 08:00 08:00 08:00 08:30 07:35 Workshop
12 Mike Mike v Kitchen 40:00 40:00 08:00 08:00 08:00 08:00 08:00
13 Jasmin  Jasmin B Service
14 Anna Anna K Service 12:00 12:00 04:00 08:00
15 Monica Monica S Service
16 Ernie Ernie C Kitchen
17 Tim Tim T Bar 40:00  40:00 0:00 08:00  08:00 08:00 0800 0800 Service 10:00 - 20:00 - Break 2h, Service 10:00 - 20:00 - Break...
18 Omar  Omar K Partime 40:00 40:00 0:00 08:00 08:00 08:00 08:00 08:00
19 Ines Ines G Partime 40:00 40:00 0:00 08:00 08:00 08:00 08:00 08:00
20 Nicole  Nicole P Service
21 Max Max M Kitchen
22 Herbert Herbert A Bar 38:30 38:30 0:00 08:00 08:00 07:30  07:30 07:30 Bar-Service 11:00 - 21:00 - Break 2h, Bar-Service 11:00 - 21:0...
23 Joe Joe L Kitchen
24 Alex Alex D Service

6.4.2 Filters (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all
users that have these same letters. The more detail of the name you enter, the more your filter result will be

limited.

@ . [1 . > B % o 0
Presence Log Clock Day Period Report Department  User e Common Device  Work code Help About
Status Overview Maintenance Settings Info
Report =l
Report range Report from Report to |
12.11.2012 18.11.2012 EY =Y 282 ‘
Fiter user... Department filter  User Filter
@, Bar ~)[8 Arzusers =
UserID  Username Firstname Lastname Department Work schedule  Duration  Balance 12112012 13112012 14112012 15112012 16112012 17112012 18112012 Remarks |
10 Joseph  Joseph M Bar 30:15 30:15 0:00 04:45 04:45 04:45 08:00 08:00 Bar-Service 17:00 - 22:00 - Break 0.25h, Sick, Bar-Service 17:0... |
13 Jasmin Jasmin B Service
23 Joe Joe & Kitchen

6.4.3 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you
want. Repeat this to reverse the order (A-Z or Z - A).

H 5| . A 8¢ o Bt oo

Presence Log Clock Da | period ‘ Report Department User S Common Device Work code Help About
Status Overview Maintenance Settings Info

Report *
Report range Report from Report to

@ 12.11.2012 ] 18.11.2012 @ @ % %E g
Filter user... Department filter User Filter

B B ~|(8 A3 users v

User ID User name First name Last name Department Work schedule Duration Balance | 12.11.20% "’l3 112012 14112012 15112012 16112012 17.11.2012 18.11.2012 Remarks

10 Joseph  Joseph M Bar 30:15 30:15 0:00 Tﬁse right mouse button to activate more information Bar-Service 17:00 - 22:00 - Break 0.25h, Sick, Bar-Service 17:0...

13 Jasmin  Jasmin B Service

23 Joe Joe 1k Kitchen
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6.4.4 Export overviews as a CSV file

I

program that can read CSV files. The CSV file format describes the structure of a text file that can save or

You can export the current overview as a CSV file that can then be processed further in Excel or a similar

exchange data or lists with a simple structure.

e Select the overview that you want to export.

e Click on the “Export CSV” icon @ .

* Rename the export file and select the directory created for CSV export.
e Click on "Save".

e Click on "OK". The data is exported to the selected directory.

6.4.5 Send report by email
The view you created can be sent by email at any time.

When you click on @ the current overview will be saved as a PDF, which can be attached to an email that
you can subsequently edit and send.

6.4.6 Print

The current rview can be printed out at any time with % .
6.5 Bulletins / Reports
To ensure that end-of-moth analyses display the desired result, check the clock times recorded by users under

"clock times" for forgotten or incorrect entries and complete or correct them (see Chapter 6.2). You have the
option of attaching a work code to the clock times.

Safescan Workforce Planner is a system that computes instantly. All corrections made will be automatically
allocated after entry to ensure the system is permanently up-to-date. Additional calculations are not required
to create end-of-month statements.

All the information entered into Safescan Workforce Planner is taken into consideration in the reports. The
reports show you the current state of overtime and the accrued balance as well as the holiday time for the
current year, the holiday time taken and the holiday time remaining until the end of the year, all are specified
in hours.

Once it has been installed, Safescan Workforce Planner offers various predefined reports that cater for most
standard analyses.

The following predefined reports are available in Safescan Workforce Planner:

. Monthly Report

. Weekly Report

. Period Report

. Work code report

6.5.1 Monthly Bulletin / Report
The "Monthly Report" covers all schedules, balances and events for the selected time period. For schedules
with a work code, this is indicated by notes/work code.
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6.5.2 Create and print a monthly report

o Select the menu item reports.

. Select the desired time period (current month, last month, etc.) from the drop down menu;
the default displays the current month.

ERACE

5. 9 8¢ B 9O

Presence Log Period Report Department User schedule Common Device Work code Help About
Status Overview Maintenance Settings Info

Report
Report range keport from Report to

i 1.11.2012 30.11.2012 ES @ = E
[ This week Department filter [ User Filter
Last week
This month Al ~||8 Al 4 users o

Last month

Select... 8§ 10: Joseph (M Joseph)
8 11: Maria (M Maria)

] »

In the overview, the monthly reports for all users are available, select and all the reports can be printed.

o Select a department with the department filter and you will obtain the monthly reports for that

department.

o Select the desired user with the user filter and you will obtain a monthly report for that user.
Date: 22-11-2012 Monthly report 01-11-2012 - 30-11-2012
Time: 14:55
Name: Joseph M ID: 10 Work schedule:

Department: Bar Personnel no: 120921
Vacation hours 208 Vacation taken 0 in this period 48 Remaining days of vacation
160

Overtime balance forward Overtime current month Overtime previous month

0.0 -53.3 -53.3

Date Day In Out Roster Hours Balance| Cumm.| Absent|Remarks / Work code

01-11  Thu 11:00  15:00 8:00 8:00 - |Bar-Service 11:00 - 21:00 - Break
17:00  21:00 2h

02-11  Fi 11:00  15:00 8:00 8:00 - - - |Bar-Service 11:00 - 21:00 - Break
17:00  21:00 2h

03-11  sat 11:00  15:00 8:00 8:00 - |Bar-Service 11:00 - 21:00 - Break
17:00  21:00 2h

04-11  Sun

Week 44 24:00 24:00

05-11 Mon = = = = - = 8:00 | Vacation for Shift-Planning

06-11  Tue - - - - - - 8:00|Vacation for Shift-Planning

07-11 Wed = & = = E = 8:00 | Vacation for Shift-Planning

08-11  Thu - - - - - - 8:00 | Vacation for Shift-Planning

0911 Fi - - - - - - 8:00 Vacation for Shift-Planning

10-11 Sat - - - - - - 8:00 | Vacation for Shift-Planning

1111 Sun

Week 45 48:00 48:00

Note: All reports can be printed or exported as a CSV file.

6.5.3 Weekly Bulletin / Report
The weekly report is analogous to the monthly report. Select "week" from the drop down menu and use the
same method as for the monthly report to obtain and print the desired oview.

The weekly report displays all the essential information for the selected time period and users in a compact
form. The report indicates the first and last bookings, the clock time, the target time and daily balance.
Additionally, the accumulated balance is shown for the selected date and any reasons for absence. All the data
for the selected users are summarised in the lower part of the list.
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6.5.4 Prepare and Print the Weekly Report
o Select the menu item report.
. Select the desired time period (current week, last week, etc.) from the drop down menu; the default is

to display the current week.

® safescan Workforce Planne B b k. . B

= &
E p ©® 4 EH S A 8FE P2 o O
Presence Log Clock Day Period Report Department  User e Common Device  Workcode Help About
Status Overview Maintenance Settings Info

Report @«
eport from Report to

(s 1.11.2012 30.11.2012 b e >
Qepartment fiter  User Filter
(e ~ (8 10: Joseph (M Joseph) =

In the overview, the weekly reports for all users are available, select print and all the reports can be printed.

. Select a department with the department filter and you will obtain the weekly reports for that

department.

. Select the desired user with the user filter and you will obtain the weekly report for that user.
Date: 22-11-2012 Weekly report 12-11-2012 - 18-11-2012
Time: 14:56
Name: Joseph M 1D: 10 Work schedule:

Department: Bar Personnel no: 120921
Vacation hours 208 Vacation taken 48 in this period 0 Remaining days of vacation
160

Overtime balance forward Overtime current month Overtime previous month

0.0 0.0 0.0

Date Day In Out Roster Hours Balance| Cumm.| Absent|Remarks / Work code

12-11 Mon

13-11 Tue 17:00 18:00 4:45 4:45 - - - |Bar-Service 17:00 - 22:00 - Break
18:15 22:00 0.25h, Sick

14-11 Wed 17:00 18:00 4:45 4:45 - - - |Bar-Service 17:00 - 22:00 - Break
18:15 22:00 0.25h, Sick

15-11 Thu 17:00 18:00 4:45 4:45 - - - |Bar-Service 17:00 - 22:00 - Break
18:15 22:00 0.25h, Bar-Service 11:00 - 21:00 -

Break 2h

16-11 Fri 9:00 15:00 8:00 8:00 - - - |Kitchen 09:00 - 19:00 - Break 2h
17:00 19:00

17-11 Sat 9:00 15:00 8:00 8:00 - - - |Kitchen 09:00 - 19:00 - Break 2h
17:00 19:00

18-11 Sun

Week 46 30:15 30:15

Total 30:15 30:15

Note: All reports can be printed or exported as a CSV file.

6.5.5 Period Bulletin / Report

The "period report" is similar in configuration to the monthly and weekly report. However, the values for a
selected time period are summarised. In the report, the totals for actual hours, target hours and the daily
balances are displayed. In one column you can also see the cumulative total balance at the end of the selected
time period. In the footer Chapter of the list, all the data for the selected employee are summarised.

6.5.6 Prepare and Print the Period Report

. Select the menu item report.

o Choose select from the drop-down menu and using the date picker, enter the desired dates from -
until. The default is to display the current month.
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O Safescan Workforce Planner

EAC)

4l

Presence Log Clock Day

E

Period

Report Department User el Common

Device

Work code

A8 g Bt o0

Help

About

Status Overview Maintenance Settings Info
Report *
Report range [Report from Report to
g 12.11.2012 B 1811202 G+ B &S =
This week [pepartment filter  User Filter
Last week
@] i montn [, Bar (8 10: 20seph ( Joseph) -
Sdec. I—

In the overview, the period reports for all users are available, select print and all the reports can be printed.

. Select a department with the department filter and you will obtain the period reports for that
department.
. Select the desired user with the user filter and you will obtain the period report for that user.

Date: 22-11-2012 Period report 05-11-2012 - 11-11-2012
Time: 14:57
Name: Joseph M ID: 10 Work schedule:
Department: Bar Personnel no: 120921
Vacation hours 208 Vacation taken 0 in this period 48 Remaining days of vacation
160
Overtime balance forward Overtime current month Overtime previous month
0.0 0.0 0.0
Date Day In Out Roster Hours Balance| Cumm.| Absent|Remarks / Work code
0511 Mon 8:00|Vacation for Shift-Planning
0611 Tue 8:00 | Vacation for Shift-Planning
07-11 Wed 8:00 | Vacation for Shift-Planning
0811 Thu 8:00|Vacation for Shift-Planning
09-11  Fri 8:00 | Vacation for Shift-Planning
1011 sat 8:00 | Vacation for Shift-Planning
11-11  Sun
Week 45 48:00 48:00
Total 48:00 48:00
Note: All reports can be printed or exported as a CSV file.

6.6 Work or Project Code
The registered work or project codes at the device are calculated and evaluated in the software.
(This function is not possible with TA655).
For the calculation or evaluation of the work- or project code choose under the "Reports" menu the button
“Work Code” and set the Report Area according to your needs.

Workcode Report

F

Report To
31.03.2012

Report Range Report From

Last month ¥ ||01.03.2012

@

Filter User... Department Filter User Filter

Workcode filter

| 77—

Grouping

(@ an

'Hﬂ All 8 users

z)

[E No Grouping V]
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6.6.1 Evaluation per Department or User

If you want to see how much time is spend on the different projects per department or employee, use the
“Department- and/or User-Filter”. You will receive an overview of all activities which have been logged with a

code.

Workcode Report

Report Range Report From Report To
[ [Lastmonth | |01.03.2012 31.03.2012
Filter User... Department Filter User Filter

B —» 2

v] [E All 8 users

)

Workcode filter

Y LAl

]
Grouping
[E Mo Grouping V]

) Safescan Time iy . . e e —— S— = | (]
-
Z @ [ 5 B > B e 0
Presence Log Clock Day Period Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Workcode Report @
Report Range Report From Report To ‘Workcode filter
(i) ove3.2012 3L03.2012 Y
Filter User... Department Filter  User Filter Grouping
B - (B arsusers - [E o Grouping. + B & &
Al 8 users
User ID User Name First Nar § 1: Carolas (Sorg Carola) epartment Date Workcode # Work Code Time
1 Carolas Carola | 8 2 Mihael (kaier Nichael) HR 29.03.2012 6 Arztbesuch 8:00
) ) 8 3: Hans M (Moak Hans) ) N
2 Michael Michael g 4. monique (niks Monique) ep. 27.03.2012 110 Projekt Paris 8:00
2 Michael Michael 8 5: Cor (Meijer Cor) ep. 29.03.2012 1 Urlaub 8:00
3 Hans M Hans 8 o rer (Pete) 27.03.2012 120 Projekt Miinchen 8:00
3 Hans M Hans g 436 28.03.2012 120 Projekt Miinchen 816
3 Hans M Hans Mook M 29.03.2012 110 Projekt Paris 8:00
4 Monique Monique Niks cs 27.03.2012 100 Projekt London 8:00
5 Cor Cor Meijer M 27.03.2012 100 Projekt London 8:00
5 Cor Cor Meijer M 28.03.2012 100 Projekt London 8:00
5 Cor Cor Meijer M 29.03.2012 100 Projekt London 7:53
434 Peter Peter cs 29.03.2012 100 Projekt London 544

6.6.2 Evaluation per Work / Project Code

If you need the evaluation per Work / Project Code select Work code-Filter, followed by the required code. You

will get an overview of all users with the dates they have been working at this project.

Workcode Report

@
Report Range Report From Report To Workcode filter
] 01.03.2012 31.03.2012 Y
Filter User... Department Filter  User Filter Grouping
B <) [ Asusms T Y=Y
UserID First Name Last Name Department Date orkcode # Work Code Time .
4 Monique Niks s 27.03.2012 100 Projekt London a0 Overview of the selected
5 Cor Meijer M 27.03.2012 100 Projekt London so0 project in the choosen
5 Cor Meijer M 28.03.2012 100 Projekt London 8:00 period sorted by date and
5 Cor Meijer M 29.03.2012 100 Projekt London 7:53
434 Peter cs 29.03.2012 100 Projekt London saqs USET
6.6.3 Condense search with the filter grouping (day / person / code).
When you select "Day", the sum of project hours per day is shown.
Workcode Report 4
Report Range ‘ Report From Report To Workcode filter
] 01.03.2012 31.03.2012 Y
Filter User... Department Filter  User Filter K Grouping
B ~) (8 Arsusers - [coay - EN ==
Date Workcode # - Work Code Time
27.03.2012 100 Projekt London 16:00 H
8052012 100 Projekt London ago  Sum of selected_prOJec! per day, for all users and
29.03.2012 100 Projekt London 1337 the choosen period of time
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When you select ,,Person” the project hours are shown by user.
Workcode Report

Report Range Report From Report To Workcode filter
B lsammn <)oo v v
Filter User... Department Filter  User Filter Grouping
[Ban ~ (8 Alls users - [8 person -
N ¥ N
User ID UserIName First {\lame La.s( Name Department Workcode Wor.k Code Time Total hours per employee for
4 Monique Monique Niks cs 100 Projekt London 8:00 .
5 Cor Cor Meijer M 100 Projekt London 23:53 the seIeCted prOJeCt and the
434 Peter Peter cs 100 Projekt London s44 set period of time

When you select "Work-code" the total amount of hours for the selected project is shown.

Workcode Report

Report Range Report From Report To Workcode filter
s occoe - i V| mrrmaie)
Filter User... Department Filter  User Filter Grouping
B ~][8 as users - [ workcode v
Workcode # Work Code Time

100 Projektlondon 3737 Total hours for the selected project and period of time

To see an overview of total hours per project, select under the Work code filter "All" and under grouping

n n
Work code".
Workcode Report
Report Range Report From Report To Workcode filter
| e v
Filter User... Department Filter  User Filter Grouping
Ba (8 Al s users - [fEworkcode ]
Workcode # Work Code Time )
1 Vacation 800
6 Doctors Visit 8:00 .
100 Projekt London .37 Sum of all worked hours per project for the selected
110 Projekt Paris 1600 period of time
120 Projekt Miinchen 16:16

6.6.4 Export overviews as a CSV file

(>

You can export the current overview

program that can read CSV files. The CSV file format describes the structure of a text file that can save or

exchange data or lists with a simple structure
e Select the overview that you want to export.

e Click on the “Export CSV” icon @ .

* Rename the export file and select the directory created for CSV export.
¢ Click on "Save".

¢ Click on "OK". The data is exported to the selected directory.

6.6.5 Printing of selected summaries

as a CSV file that can then be processed further in Excel or a similar

The selected overview can be exported with the export icon in a CSV-format and edited in for example Excel or

can be printed directly by using the printer icon.

EY-Yr-

6.6.6 Email
The overview you created can be sent by email at any time.

&

you can subsequently edit and send.

When you click on

the current overview will be saved as a PDF, which can be attached to an email that
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6.6.7 To capture the Work- / Project-Codes at the TA-800 Device

For the registration of the Work- / Project-Codes at the Device by the employees there are 2 options. They can
enter the code prior to the verification or enter the code after the verification at the device. Activate the
function "Work-code" at your Device.

At the TA-800 series proceed as followed:

Press the menu button and log in at the device as a supervisor.
Then select Options / System opt. / Advanced opt

Scrolling down with the F2 button to the option the Work-code (default NO) and confirm with OK.

The following selection is available:
¢ No =Work-/ Project code is not enabled
¢ Mode 1 = enter the code after the verification at the device
¢ Mode 2 = enter the code before the verification at the device

With the TA-800 series only numeric codes can be entered. It’s recommended to place an overview with the
codes next to the device.

6.6.8 To capture the Work- / Project-Codes at the TA-900 Device
With the TA 900 series, you can define the Work- / Project-Code at the device.

e Menu
e User Project

Business trip
Sickness absence

Note: The Work- or Project-Codes must match with the codes defined in the software!

6.6.9 How to clock Work- / Project-Code at the device?
Depending on the set mode the user will be asked for a Work- / Project-Code before or after the verification at
the device. The entry of the code may be ignored if the employee does not work on a specific project.

Work- / Project-Codes must be clocked only with arrival or departure, not during breaks.

In case a person is working on several projects during a day, he must select the “arrival” option when changing
work codes. At the end of the working day or completion of the project and transition to normal working hours

the booking has to be completed with clock-out.
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For example:

8:00-11:00 Project London (code 100)
10:00-10:15 Break

11:00-17:15 Project Paris (code 110)

The employee should clock as followed:
8:00 Clock-In/Code 100

10:00 Break

10:15 Break return

11:00 Clock-In/Code 110

17:15 Clock-Out/Code 110

User ID User Name  Last Name Department ~ When Device In/Out  Verify Mode Work Code

Remark User update Changed
2 Michael Kaiser Rep. 02.04.2012 08:00... Safescan East Port In Manual London 02.04.2012 15:31:03
2 Michael Kaiser Rep. 02.04.2012 10:00... Safescan East Port Break Manual 02.04.2012 15:31:15
2 Michael Kaiser Rep. 02.04.2012 10:15... Safescan East Port Return  Manual 02.04.2012 15:31:24
2 Michael Kaiser Rep. 02.04.2012 11:00... Safescan East Port In Manual Paris 02.04.2012 15:31:34
2 Michael Kaiser Rep. 02.04.2012 17:15... Safescan East Port Out Manual Paris

02.04.2012 15:31:48

Calculation of Project: Project London 2 h 45 min, break 15 min, Project Paris 5 h 15 min
(work schedule - 1 = h lunch break) =8 h

Workcode Report

Report Range Report From Report To ‘Workeode filter
] 02042012 [Jv | 02042012 [+ 4
Filter User.. Department Filter  User Filter Grouping
B ] (8 2: Michael (Kaiser Michael) - [EZno Grouping +] EN=E
User ID User Name First Name Last Name Department Date Workcode # Work Code Time
2 Michael Michael Kaiser Rep. 02.04.2012 100 Projekt London 2:45
2 Michael Michael Kaiser Rep. 02.04.2012 110 Projekt Paris 5:15

Overview on monthly report:

Date: 05-04-2012 Monthly report 01-04-2012 - 30-04-2012
Time: 13:36
Name: Michael Kaiser ID: 2 Timetable group: 40h
Department: Rep. Personnel number: 2496

Date Day TP In Qut Roster Hours Saldo| Cumm.| Absent|Remarks / Work code
01-04 Sun 1 - - - - - - -
Week 13 - - -
02-04 Mon 2 8:00 10:00 8:.00 8:00 -0:00 -0:00 London, Paris

10:15 17:15

If a user forgets to clock-out at the end of a working day, the system will automatically register the normal end-

time according to the employees work schedule. If no work schedule is set for the employee, the administrator
will need to add this entry manually in the software.

For example:

An employee has to leave at 4: 00 pm for a doctor’s appointment (code 6) and worked during the day on project
London (code 100). After his doctor’s visit he will not return to work.

The employee will clock as followed:

8:00 Clock-In /Code 100
16:00 Clock-In/Code 6
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Calculation project:

Project London = 7h, doctors visit = 1h total working hour per day 8 h

Workcode Report

Report Range Report From

Report To

Workeode filter

03.04.2012 [Jv  |08.04.2012 [Jv v
Filter User... Department Filter  User Filter Grouping
B = [ 2: Michael (Kaiser Michzel) - [E2 1o Grouping ~|
User ID User Name First Name Last Name Department Date
2 Michael Michael Kaiser Rep. 03.04.2012
2 Michael Michael Kaiser Rep. 03.04.2012

Work... Work Code

6 Doctors Visit
100 Projekt London

Time
1:00
7:00

Date: 05-04-2012
Time: 13:38

Monthly report

01-04-2012 - 30-04-2012

Name: Michael Kaiser

ID: 2
Department: Rep.

Timetable group: 40h
Personnel number: 2496

Date Day TP In Out Roster Hours  Saldo| Cumm.| Absent|Remarks / Work code
01-04  Sun 1 - - - - - - -
Week 13 - - -
02-04  Mon 2 800  10:00 8:00 800  -0:000  -0:00 London, Paris
10:15 17:15
03-04 Tue 2 B:00 17:00 B:00 B:00 -0:00 -0:00 Landan, DR, Signed off by system

Total working day 08:00-17:00 = 9 h minus the lunch break in the work schedule of 1 h =8 h

6.7 Clock grid view

The clock grid view shows the clock times for all employees in the current month (default setting) as well as the

assigned work schedule or shift schedule and all events. Filter the results throught the incorrect bookings and

correct them directly in the grid or see which employee has not fulfilled the work schedule on which days

(holiday, early, arrive late) and which employees are on holiday or busy with which project.

Changes, corrections or the addition of forgotten bookings are a breeze in the clock grid view.

For example, an employee has forgotten to clock-in or out on the time attendance device or later you have to

add a sick day or holiday; this can be done with one click.

6.7.1
Select the desired time period for which the overview is to be displayed. e.g. month, week, etc. in the report
filter Chapter.

Safescan Workforce Planner

E &

Presence Log

Status

Clock

Day

Report Chapter

@ 4 E

Period

Overview

&
Report

Department User

Maintenance

schedule

Common

Device

Settings

o, 88 & B2 QO

Work code

Help About

Info

eport from

Department filter

Report to

Report type

f2/11/2012 [~ |18/11/2012 [~ ||week v |[rverything  ~]

User Filter

Report filter

2, Kitchen

~ (8 A4 users

¥

S0

‘This month

onday

Thursday

Friday

1 Last month
This year
Last year
Select...

12

Week 46 12/11

Tuesday

Wednesday

Saturday Sunday
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6.7.2 Report form

Ep|@tng ses 220

Work

Presence Log Period Report | Department User schedute | Commen Device Workcode | Help About
Status Overview Maintenance Settings Info
Report o
Report range Report from Report to Report type
] 1212012 [ 181172012 [ | [week )
Filter user... Department filter  User Filter Da *I:
@ oo ~|[8 s |
[ Month - weeks |[ 1
Monday Tuedday ! dnesd: Thursday Friday Saturday Sunday
12 Mike V
Week 46 12/11 13/11 i 14/11 15/11 16/11 : i 17/11 18/11

Day = date e.g. 9.10.2012

01.08.2011

12 Mike V

Weeks = weekdays are visible in the title bar, calendar weeks in the user field as well as the date in the cell

Monday

12 Mike V

Week 46 12.11

Months = displays all of the current month in which the specified time period is visible in the report Chapter.
Days are visible in the title bar, months in the user field and the date in the cell

12 Mike V

051 losii! lozia: losii! [oonn: lioid! [117i!

1444} 15480 |161! 174! |18k

12i1 138!

November o1ant lo2ia! [o3ahi losin!

Month - Week = in this view, the current month is shown in the same way as under month and also includes
weekdays in the title bar.

Wed |Thu |Fri Sat |Sun |Mon

12 Mike V

November nont Inaiit lnana! Insii:

6.7.3 Report Filters

W EK)

‘ Common Device Work code | Help About

Presence Log | Period Report ‘ Department. User Sehaile
Status Overview Maintenance Settings | Info
Report *
Report range Report from Report to Report type Report filter
[ [whismonth ] for.11.2012 0112012 | [Month - weeks | 2
Filter user... Department fiter  User Filter Everything
= Only present
[Bkitchen  ~][8 A4 users | only warnings
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Everything = this view shows all employees that are registered in the system (even employees without any
registered clock times).

EB@HES A eE P20

Presence Log Day period Report Department  User OO Common Device  Work code Help About
Status Overview Maintenance Settings Info

Report ®

Report range Report from Report to Report type Report filter

[thismonth  v][o1.11.2012 - |poar2012 | [month - weeks | E

Filter user... Department filter  User Filter
B (& Bar ~)(8 A4 users -

Mon |Tue |Wed |Thu |Fri |Sat [Sun |Mon |Tue |Wed |Thu |Fri |sat |sun |Mon |Tue |wed |Thu |Fri [sat |sun
10 Joseph M | | H
NN N |
November osith: Jositai Jozinsi |osini |ooinn! [101a! [1umai |12imai |saihi |sadyi [1sidi 1eiai 17inn! |18l |1oina: |aoia: |auiy baitn: |asi
!
11 Maria M
|l ‘. . )
oo )N s o
November [05.1: 06,1 07.1! 08,1 09.1! 101! 111! 14.1! 15.1 16.1! 17,1 18.1! 19,1 20,1! 21,1 22,32 |23.1! 24,1 25,1
17 Tim T l i
LTI LI LI a1 38 5N Ay A |
November [05.1: 06,1 07.1! 08,1, 09.1! 101! 111! 121! 13,1 14.1! 15.1 16.1! 17,1 18.1! 19,1 20,1 21,1 22,1, 231! 24,1 25,1
22 Herbert A I
§ (I E (1 (O | i i | I

November [05.1: 06,1 07,11: |08.1: 09.1! 10. 1 121! 15,1 16.1! 171! 18.1! 19,1 20,1 } 25,1

Ep|@i D5 298 #2200

Presence Log Period Report Department. User. schedile: Common Device Work code Help About
Status Overview Maintenance Settings. Info
Report @
Report range Report from Report to Report type Report filter
[ (mhismonth  ~]lorit20i2 - (50412012 |- |[Month-weeks [ [onlypresent  ~ =
Filter user... Department filter  User Filter
(5 8ar ~|(8 A4 users -]
Mon |Tue [Wed [Thu |Fri |sat [Sun |[Mon [Tue |[Wed [Thu [Fri [sat [Sun [Mon [Tue |[Wed [Thu |Fri [sat [sun [Mon [Tue |wed [Thu
| (L]
10 Joseph M | i
L[N (I LR I
November [05.1: 06.1; 07.1! 08,1 09.1! 101! 11,1 121! 13.11; |14.1; 15.1 16.1! 17411 181! 19.11: [20.1! 211! 1! 24.1! 25,1 26.1! 27,
!
11 Maria M
i
November [05.11: |06.1: 1074 08,1 09.1! 101! 111! 17,1 18,11 ! 25,1, 26,1 27.11
17Tim T
HA HH| HH| A | M0 R AN R
November [05.11: |06.1: 1074 08;11; 09.1! 101! 111! 12,1 14.1! 15.11; |16311: |17.1: 18,11 ! 25,1, |26¢ 27.
22 Herbert A
November josia: |osit 121 181! | 25i1h! 26011 [27,

36



Only Warnings = in this overview only employees with incorrect bookings for the selected time period are

displayed.

EB@k @8 5 8¢ &8t e0

Presence Log Period Report ‘ Department User schedule | Common Device Work code Help About
. . | i
Status Overview Maintenance Settings Info

Report *
Report range Report from Report to Report type Report fiter

[ [thismonth v ][o.11.2012 30.11.2012 | [Month - weeks | [only warnings ~ | =)
Filter user... Department filter _ User Filter

B [ Bar ~)(8 A4 users -

Mon |Tue |Wed [Thu [Fri [sat |sun |Mon [Tue |Wed |Thu [Fri [Sat |sun |Mon |Tue |Wed|[Thu [Fri [sat [Sun |Mon |Tue |Wed |Thu

!
10 Joseph M
i m i i I | |
13 |28i1:

November osiai oein: |ozaai |osidi [09dn: |1044: |1aid: |12a4 [1343% 1431 |1sadi [16i1a! |17aa [18a1! |19a4: |20ad: (21411 ||22i%% [3in: |24iini [2513% (2641
November ositai |oeinn! |ozaiai osiai [ooitn: |104d: |1aitd: |124ai (13430 |14dni |1sadl [1eitni |17adi [1sni |1944: [p0ad! [21iia: ||22i#% f3iii |2andi 2500|2641 [27:13: [28i1a:

11 Maria M

6.7.4 Freeform filter
Enter the first letter of the desired user in the freeform filter. All users starting with the same letter are
displayed in the view. The more details you enter for the name, the more targeted your filter results will be.

Filter user...

6.7.5 Department filter

Select the desired department from the drop-down menu. All the employees in this department are displayed
in the view and the User filter. You can also narrow the results by using the "User Filter".

Department filter |
EV—]
-5 Al L
ve, 2
&, Bar 1
€ Kitchen
NTT—
€ Normal
€, Partime
- € service

6.7.6  User Filter
Select the desired user from the drop-down menu.

User Filter

B - All 4 users

& 10: Joseph (M Joseph)
i 8 11: Maria (M Maria)

8 17: Tim (T Tim)

8 22: Herbert (A Herbert)

You can individually set this view by using the filter functions. The settings are saved the application is closed.
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6.7.7 Setting the grid view

When selecting the view, select day, yesterday, this week, last week, this month, last month, this year, last year
or select a desired time period

Report range |
This month

el
[«10
a
ol
< B

Yesterday
This week
_ Last week |
- Last month
This year
Last year
Select...
n

T

In combination with the report form: day week, month or month - week

Report type

Month - Weeks v

- Week
_Month
_Month - Weeks

and the report filter: all, only present or only errors

Report filter

Only Warnings v
Everything
Onlé Eresent
as well as the department filter or user filter,

Filter user... Department filter User Filter

@ |, Bar v |[8 Al 4 users =

you can individually customise the grid view.

The default setting is the current month and the report type Month with All events, All Departments and All
Employees selected. You can change this at any time

Note: The layout is individually customised and will only be displayed in your workplace.

Example:
Report Chapter: this Month - report form: Month - Week - Report filter - All
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g % 8¢ B 2o o

Period Report Department User

Presence Log Clock

Sehenul Common Device Work code Help About
Status Overview Maintenance Settings Info
Report @
Report range Report from Report to Report type Report filter
[ [thismonth v ][or.11.2012 30.11.2012 Month - Weeks v | [Everything - =
Filter user... Department filter  User Filter
(A Bar ~)(8 A4 users -
Mon |Tue |Wed |Thu \Frl Sat |Sun \Mon Tue |Wed |Thu i |Sat [Sun |Mon |Tue |Wed |Thu |Fri \Sat ’Sun Mon |Tue [Wed |Thu
o I | I I I I : |I
. ! L ! i i i
November josaa: |oeinni [o7i11: |osad! Jooad: 104 |11a3: |12 1518 1611 [17.18; (1833 |10 |2044; [21413: |22a1%: |233 251! |26
: !
11 Maria M
|
November los. 0611} [07:1%: [08:11: |09:1! 0i11! |114; |12 130130 |143180 |154%) [16i11: |1743] (184! |19:4: |20 21411: |22:2% |23 251! (261
17 Tim T
November los. 06:11: [07:14: |08a1: [09ah: |1044: |11:13: |12 13311} [1443! 1538 |16i11: 17311} (18330 |191%: |20 2143} |22113! |23 25:11! [26i1
22 Herbert A
November jositai |oeid! |o7iai |osidi [ooath: |1044: |1aitdi |1241ai [133% [1ad1ni |1sadi [1ei1di |173ni 184! [19414} |204di (214130 |2044% 23180 [2421hi [2513% (2641

These settings show the current month for all employees. All users are listed by the their User ID on the left of
the grid as along with the name of the current month. In the title bar you can see each individual weekday Mon
- Sun and, the date in the cells.

In the grid you get an overview of the employee's worked hours. If you assign employees a work schedule or
shift schedule this is displayed in blue when there are no more work hours for that day.

| [Mon |Tue |wed Thu [Fri [Sat [Sun |[Mon |Tue |Wed |Thu | [sat [sun |Mon |Tue |Wed |Thu |Mo

10 Joseph H“ | 3 " ». | k
November LT FRE: (S FP LT PR R FTR L ETR 1i 2644 |p7014; [2844: |20i13: [30.11:
1 Fulfillment of a Work Schedule or Shift Schedule

2 Fulfillment of a Work Schedule or Shift Schedule with Work Code

3 Scheduled shift without fix Work Scheduler

4 Vacation

If the work schedule /shift schedule, however, is in accordance with the planned time, it is displayed in green. If
the actual work time differs from the work schedule or shift schedule it is displayed with a blue background.
(With shift planning, the colour for the plan is displayed).

Monday Tuesday Wednesday Thursday Friday
—— - Y o i D kg
12 Mike | S i i I i Aj i |

Week 44 29.10 ! : : 30.10 : : : 31.10 01.11 : : : 02.11
t

14.11.2012 17:00 - 18:00 Geplant &/ 09:00In
14.11.2012 17:00 - 18:00 Inside & 12:30 Out
14.11.2012 17:00 - 18:00 Workcode 2 = Sick &4 13.00In
14.11.2012 18:15-22:00 Geplant & 17:30 Out
14.11.2012 18:15-22:00 Inside 4 Add new
Planned 14.11.2012 18:15-22:00 Workcode 2 = Ziek WOI'kEd [ Copy schedule to attendant records

Project or work code: When, for example, a doctor’s appointment, holiday or project work are booked with a
work code, these are displayed on the grid with the corresponding colour of the work code. Additional
information is available when you move the cursor over the clock time.
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Tool Tip: All the information about a certain day is displayed in an information window when you move the
cursor over the corresponding entry. When looking at a day in the future, such as in the work schedule /shift
schedule, you will see which breaks are provided for. On a day with attendances, the work schedule /shift
schedule as well as the actual attendance and, if required, work codes will be displayed. This means you have
all the information for that day.

14.11.2012 17:00 - 18:00 Geplant
14.11.2012 17:00 - 18:00 Inside

14.11.2012 17:00 - 18:00 Workcode 2 = Sick
14.11.2012 18:15-22:00 Geplant
14.11.2012 18:15-22:00 Inside

14.11.2012 18:15-22:00 Workcode 2 = Ziek

Error messages are indicated in a cell with an exclamation mark denoting that an clock time is missing or there
is an incorrect booking.

19.11

Click with the right mouse button on the day marked "error" and check whether it is due to an incorrect
procedure or if an clock time has been forgotten. You can make immediate corrections by amending or adding
an clock time. When adding, the date from the selected cell is adopted. The system is designed so that when a
work schedule has been created, it is adopted in the work scheduled as a provisional addition to the clock time
reservation, so that the calculation in the monthly report is complete. In the monthly report these forms of
clock times are marked as corrected "by the system". In order to maintain a complete and error-free database,
it is recommended that these error messages are corrected manually.

Example 1:
IN N R
271 # 09:00 In
— | 9% Add new
: |_[f§j Copy schedule to attendant records

In this example, an employee forgot to log off on the time recording device. Since a work schedule exists for the
employee, the system calculates the working hours until the finish time included in the work schedule and
therefore indicates that the day was worked, but includes a warning note. The calculations in the monthly
report will be correctly indicated and, on days when an an clock time is missing, there will be a note to state
that this was logged by the system.

Please correct the bookings by adding an clock time, if you know the exact time of the addition or accept the
work schedule with "copy schedule to attendant records".
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Example 2:

09:00 In
12:30 Out
13:00 In
17:30In
Add new
Copy schedule to attendant records

CENINN——

In this example, the correct procedure was not properly complied with and an clock timewas added twice in a
row. Correct this directly in the cell by clicking the right mouse button on the entry to be corrected and change
the status to out or ignore. Once the error is cleared, the clock time appears normally or, if you filter the report
to show "Only Errors" it will disappear from view.

If you have set the report filter to "Only Errors", displayed in the overview are only employees that have errors
in the attendance log for the selected time period. Once the errors are corrected, the bookings and employees
are no longer displayed in the overview.

Note: If you have an empty screen, check the setting for the report filter. If this is set to "Only Errors", there
are no bookings with errors in the selected time period. Change the filter settings to "All".

6.7.8 Add clock times in the grid view
To add entries in the grid overview, proceed as follows:

Click with the right mouse button in the field in which you want to add the entry and select "Add New".

i IR §

4+ Add new
[ Copy schedule to attendant records

l2oitii |30i11: [OEISNS|GaNSNGSH0N (042

The input screen is pre-set with all the data, so that you only have to input the time and the status IN/OUT and,
optionally, add a work code. Of course you can adjust all the settings.

Add clock time S

Name

22 Herbert Herbert A -]
When Time In/Out

27/11/2012  ©~ || |[In -]
Device Work code

|Port 1 (192.168.1.201) - -1l

Remark

o [ ]

Finally confirm the clock time with OK to complete the process. The booking is accepted.
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6.7.9 Add missing clock times
If you have to add a clock time retroactively for employees over several days or weeks, for example, due to
iliness or holiday or for lack of bookings at the time attendance device because of a lost ID card, you can do this

with one click.

Select the time period for which you want to add clock times

Penod Repurt Department User

=)

Presence Log Common Device Work code Help About

(s oitie

Status Overview Maintenance Settings Info

Report @

Report range Report from Report to Report type Report filter

Filter user... Department filter  User Filter

an ~ (8 18: omar (x omar) -
Friday ‘ Saturday Sunday

18 Omar K I'
Week 40 i 1 |07.10

4' Add new
[] Copy schedule to attendant records |

and click with the right mouse button on the selected time period, select "copy schedule to attendant records",
select the required work code, if needed, and confirm with OK.

The work schedule or shift schedule will now be copied and used to indicate attendance or illness, etc.
This means you do not have to amend clock times individually.

- % 8 £ & @ 0 Q0O

Presem:e Laq dnck Day Period Report Department User schedule Common Device Work code | Help About
\

Status Overview Maintenance Settings Info

Report @
Report range Report from Report to Report type Report filter
Filter user... Department fiter _ User Filter
[ ~ (8 18: omar (x omar) -

Monday Y Thursday _ Friday_ Saturday Sunday_

18 Omar K

Week 40 flos.10 i 06.10 i 07.10

6.7.10 Edit clock times in the grid view
To adjust or change an existing clock time, proceed as follows:

Select the cell in which you wish to adjust or change an clock time and click with the right mouse button. Select
the clock time that you wish to change or adjust. Complete the modifications in the screen and complete the
process with OK. The changes will now take effect.

6.7.11 Delete a clock time in the grid view
It is not possible to delete an entry. If there is a double entry or an incorrect booking that you cannot correct,
set the status of this entry to ignore and create a new correct booking

Note: To protect employees, times recorded with a time attendance device cannot be corrected or cleared.
To change a time, add a new clock time and set the "incorrect booking" to ignore. The clock time in the
time attendance device will remain, but will no longer be calculated.

6.7.12 Export
It is not possible to export this view
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6.7.13 Email

It is not possible to send this view by email

6.7.14 Print
It is not possible to print this view

7 Administration

7.1 Department/Group

Departments and groups are used as selection and sorting criteria in Safescan Workforce Planner. They are
used to administer users, as well as the departments/groups to which these users are assigned. These criteria
can be used to select users and departments/groups in other parts of the program.

7.1.1 Creating a department/group
To create a new department or group, select and enter a name and description for your department or group.
Red fields are mandatory and must be completed. Press OK to confirm your entry.

Add department ﬁ

Name Description

[ ] |

7.1.2 Changing a department/group

4

Highlight the department you want and select to make the changes. Use OK to save the changes.

7.1.3 Deleting a department/group

x .

Highlight the department you want to delete and click on

Note: The department can only be deleted if no users are connected to it.

7.2 User

Organising, amending or creating users has never been so easy. Create your users directly in the software and
synchronise them with the time attendance device - all the information required from the time attendance
device will be transferred. You do not need to go to the device for each newly created user to achieve this
(except fingerprint).
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O Safescan Workforce Plani

E & ©. 4 E L

g¢ < @B 2 9 O

Work

Presence Log Clock Day Period Report Department User e Common Device  Work code Help About
Status Overview Maintenance Settings Info
User *
Fiter user... Department filter _ User Filter —
B ~|(8 Al1s users | bz + @‘ &
D User name Last name  Department RFID No « Privilege Status. Personnel no Email Phone Work schedule  Vacation taken  Vacation planned Remaining days of vacation ~ Work Time
8 2 Alex D "fx Service User @ Active 200009 Alex@safescan.com 111 0 0 0 0
8 14 Anna K €, Service User @ Active 0910101 Anna@safescan.com 308 0 0 0 42
8 2 Herbert A @% Bar User @ Active 0606067 Herbert@safescan.c.. 367 0 0 0 98
8 19 Ines G \ﬁ% Partime User @ Active 11116 No No 40 impl 0 0 0 120
8 13 Jasmin B "fx Service User @ Active 108746 Jasmine@safescan.c.. 109 0 16 20 16
8 1 Maria M &, Bar User @ Active 124879 M@safescan.com 201 40 impl 0 0 36 264
8 15 Monica S € Service User @ Active 0944803 No No 0 0 0 0
a 20 Nicole P P’% Service User 0 Active 0812697 Nicole@safescan.com 169 0 0 0 0
8 18 Omar K € Partime User @ Active 11115 No NO 40 impl 0 0 0 160
8 7 Tim T &, Bar User @ Active 091247 Tim@safescan.com 148 0 0 0 91
10 Joseph M €, Bar 1255696 User Active 120921 J@safescan.com 190 48 0 160 54
8 p N
8 Mike \% € Kitchen 12859646 User @ Active 118059 Mike@safescan.com 140 0 16 -16 78
8 2 Joe I E‘% Kitchen 28965715 User @ Active 799654 Joe@safescan.com NO 0 0 0
82 Max M € Kitchen 75894115 User @ Active 0710109 Max@safescan.com 260 0 0 0
8 16 Ernie € Q% Kitchen 98715692 User @ Active 1023969 Ernie@safescan.com 123 0 0 0 0

The user data contains all the personal information that is necessary for time recording and processing as well
as analysis. The name of the user, the user's personnel number and user number as well as the allocation of the
working time model, the management of holiday and annual working hours are listed in this interactive screen.
The interactive screen is divided into four Chapters that can be accessed by clicking on the appropriate tab:

o System data

o Personal Data

. Holiday

. Annual Working Hours

The data can be modified any time. Following the retirement of an employee, you can clear the data or set as
inactive.

7.2.1 Creating users in the software
Note: Once a user ID's has been selected it cannot then be modified.

. Before you register a new user in the software, synchronise the software with the time attendance

device to ensure that the data are identical in both.

° Click on + , the next available user ID and suggested department/group will be automatically
displayed. Change the department, if desired, and accept the settings with OK. Fields marked in red
are mandatory.

Add user P4

User ID Department
2 I -|

Bar [
Kitchen

Night <
Normal
Partime
Service

OK ] [ Cancel

. You can complete the user information, set privileges (user, admin, etc.), set the status to active and, if
your time attendance device is equipped with an RFID reader, add the RFID card number.
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@9 @29
Image
User name First name Last name

[0 | \ i ‘ I

Department Privilege Status . 1 Street

B - | [user - |[Active - [ \
RFDD No | j Zip code / Postal code city

Absent ‘ 0 y ‘ ‘ ‘ ]
‘In!. email ‘ "-ﬂl- phone ‘ p L Private phone Mobile phone Private email

i e \ | J[ J
Work schedule i Birthday Personnel no Joined company  Left company
] Change password.. J [ cange =y g | 5] ET

. Confirm the applied input with or go to the next input screen.

Note: Please be aware that the following information will be synchronised with the time recording device:

o User ID

o User name
o Privileges
o Status

. RFID No.

o Password

Once you have input everything and the modifications have been completed, synchronise the software with
your time attendance device. The new user may now log on and off on the time attendance device with the
registered RFID card or user ID and password automatically assigned by the software (see Chapter 7.2.3).

7.2.2 Fingerprint

If you have a time attendance device that only supports fingerprints, the user can log in and out using the user
ID and password, which are assigned automatically by the software (see below for further information in
Chapter 7.2.3"Password"). Save the user's fingerprint at a later time by following your time attendance device
instructions for registering new users.

7.2.3 Password

You can assign a password to a user or change an existing password at any time.

o Select the user for whom you wish to create or change a password
o Click on change password

& ™
Change password [ﬁ

New password
30
[ oK ] { Cancel ]
. Enter a new password and accept by clicking OK
. Save your entries with in the user mask.

7.2.4 Create users on the device
Note: Selected user IDs cannot be changed later.

. Before you register a user on the time attendance device, synchronise the software with the time
attendance device to ensure that the data are identical in both.
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o Follow your time attendance device instructions for registering new users.

o Synchronise the software with the time attendance device again.
. Complete the user information and synchronise the completed information with the time attendance
device.

7.2.5 Edit users
User data can be modified at any time. Double click the user for whom you want to make changes.

v

The edit field will open. Make additions or change the user information and then save it with

Synchronise the software with the time attendance device after you have made changes to one or more users
so that the data are identical in both.

7.2.6 Deleting users

. To delete a user, highlight the user in the list and click on or

. Double click on the user and put the user in "Inactive" or "Delete" in status. (In "Inactive" the user ID
will not be deleted and the user's data will no longer be processed or appear in any summary. In
"Delete" the user will also be deleted on the time attendance device at the next synchronization).

7.2.7 System data information
User name: Enter a user name.

User ID: Enter the number of the employee's ID card. This can consist of up to nine digits. The user ID must be
identical to the user's ID on the time attendance device.

RFID no.: Enter the ID number of the transponder that has been assigned to the user.
It is not mandatory to enter this. There are ways of transferring the transponder ID to the employee master
data.
o The RFID no. is entered into the "System data" field. After synchronization with the
time attendance device, all user data for the function, including the transponder ID, is sent to the time
attendance device.
. The RFID no. is entered when a user is set up on the time attendance device and is sent
to the software during synchronization. The user data it is then transferred to the system.

User privileges: Use the user status to control the granting of rights on the time attendance device and in the

software:

o User: a standard user, who can only use the commonly available functions on the time attendance
device.
Users only see their own time entries in the software and cannot make changes.

. Enroller: Employee who has permission to log other users onto the time attendance device. Enrollers
only see their own time entries in the software and cannot make changes.

. Administrator: Employee who has administrative rights and access to everything. Can make changes in
the software.

. Supervisor: Employees with all rights on the device and in the software.

Int. phone: You can save the employee's internal telephone number if you wish.

Duty roster: Select a duty roster from the drop-down field from which the user is to be assigned.
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Changing your password: Assign a password. When you create users via the software, the software
automatically assigns a password that matches the user ID no. For example, user ID 22 = password = 22. The
user can use this password/PIN to log into the time attendance device.

Add image: Add a photo of the user.

Delete image: Delete the photo of the user.

7.2.8 Personal Data

In the "Personal information" tab you can enter more information about individual employees of the company.
With the exception of the personnel number, this information is of no significance to the actual time and
attendance.

Name and address: Save the personal data of the employee, such as private address, telephone number, etc.
These fields are not mandatory and can be left blank.

Personnel no.: Enter the employee's personnel number. This can consist of up to nine digits. The personnel
number is shown on the monthly report.

Note: Please enter the date of birth and starting/leaving date in the dd.mm.yyyy format in the entry field.

7.2.9 User —Vacation

To calculate holiday times in the reports, you require some basic information. This is entered in the input
screen. When all the data are complete, the global overview displays the respective current accrued holiday for
the employees and the planned holiday, if a holiday is planned.

Note: Holidays must be entered in hours!

Enter the data as follows:

Existing employees usually have accrued holiday. This can be entered in the field "accrued from last year".
Convert days to hours (e.g. 4 days * 8h = 32 hours) using the number of working hours per day for your
business.

! Safescan Workforce Plan

ACEEEE R

Presence Log Period Report Department. User Common Device Work code Help About

i | schedule
Status Overview Maintenance Settings Info

User *
Department filter  User Filter

] Al ~|[8 10: Joseph (M Joseph) v ES7EIEY ‘A’P“A‘ﬁj‘

@9

Vacation

From last year Correction

C J[o | 8 ‘
Number of vacation in hours per §paial leave T Special leave T

[200 [0 |[o | [200 |

[208 ]

[48 o | [160 |

In the field "Correction" you can retroactively include plus or minus days (in hours) to correct the accrued
holiday from the last year.
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Vacation
From last year Correction

8 | |

For example, the employee took some holiday during the last year that was not entered in the system.
Now enter the current annual holiday balance of the employee (in hours).

If during the current year your employee is entitled to extra holiday, e.g. own wedding, maternity vacation,
etc., you can enter this under Extra Vacation I and Il

Vacation in hours per year Special leave 1

200 Ho

The fields "holiday taken"," planned holiday" and "holiday remaining" are calculated by the system after you
have entered or planned holiday times (Chapter 9. Planning).

7.2.10 User - Annual Working Hours

The annual working hours give scope for organising a flexible work schedule for employees. Enter the target
annual working hours. All further calculations are performed by the system based on the work hours posted for
the employee. The overview shows you the current status of the hours remaining for the current year at all
times.

Note: The annual working hours must be entered as hours!

ﬁ-@s—i-%@ﬁ.@@‘ﬂ@ﬂ

Presence Log Period Report Department | User | Work Common Device  Work code Help About

Status Overview Maintenance Settings Info

User *

Department filter  User Filter i
] Al ~ | § 10: Joseph (M Joseph) - IS0 ‘i‘&‘é
‘ i v
@+ 9

Annual working hours
Annual working hours

[344 |[54 290

Work time previous month

0 Jlo |[o |

0 Jlo |

7.2.11 View settings

Set up the view of employees in the desired way and according to your needs by right-clicking on the title bar
and clicking the options ‘on’ or ‘off’. Any new columns are placed at the end and can be moved by dragging and
dropping them in the desired location. The settings will be saved once the program is closed.

7.2.12 Export views as a CSV file

[

program that can read CSV files. The CSV file format describes the structure of a text file that can save or

You can export the current view as a CSV file that can then be processed further in Excel or a similar

exchange data or lists with a simple structure.
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¢ Select the view that you want to export.

e Click on the “Export CSV” icon @ .

* Rename the export file and select the directory created for CSV export.
e Click on "Save".

e Click on "OK". The data is exported to the selected directory.

7.2.13 Send report by email
The view you created can be sent by email at any time.

When you click on @ the current overview will be saved as a PDF, which can be attached to an email that
you can subsequently edit and send.

7.2.14 Print

=

7.3 Work schedule/ Weekly work schedule

Create work schedule /weekly work schedules for the employees that have regular duties. The work schedule

The current view can be at any time. The exact view you set will be printed.

/weekly work schedules can be individually assigned to a user or to an entire group/department. The work
schedule /weekly work schedules are processed with the monthly report and serve as the basis for calculating
working hours and overtime as well as for monitoring early leave and late arrivals.

7.3.1 Create a work schedule with fixed working hours

Click on the in the screen, type in the name and description for the work schedule and then confirm
with OK.
Note: Fields marked in red are mandatory.

' )
Add schedule e
Name Description
p J

From the drop-down menu "weekdays", select the desired days (more than one day can be selected).

@A 2

Name Description

[40h |[40h 5 days

T
Day of week | Start type Start time Round before | Round after | End type End time Round before | Round after | Effective

< 00:00

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

49



Then under start type, select "IN". Enter the time for the start time (input format settings follow those for your
country, e.g. 09:00) and the end time. (See example).

@2
Name Description
[40n |[40h 5 days
Day of week ‘ Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri | - Out
In 00:00
Break incl
Excl break
Break impl
242
Name Description
[40n |[40h'5 days
Day of week ! Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri |AIn 09:00 i Out 17:30 | |
00:00
)
Name Description
[40h |[40h 5 days
Day of week ‘ Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri In 09:00 Out 17:30 08:30 * 5
Mondav: Tuesdav:Wednesd _~ [Break impl 12:30 Break return 13:00 00:30 * 5
v I 40:00
Y|Tuesday
7|Wednesday
Y|Thursday
7|Friday
Saturday
Sunday

Confirm the entries by clicking on

7.3.2 Create a work schedule with flexible hours (only break allowance).

If your employees have no fixed working hours, but you still want to schedule an automatic break for the
workday, you can also set this up as a work schedule.

P
Click on to create a new work schedule.

Select the desired days as well as the implied breaks and enter the start and end times.

@9
Name. Description
Break impl\ jBreak impl
Day of week ! Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri Break impl 12:30 Break return [13:00 00:30 * 5
-02:30

An employee with this work schedule has flexible working hours with an automatic break allowance.

7.3.3 Rounding

With the rounding of clock-in and clock-out hours, you can set working hours to commence at a fixed time. This

means that overtime caused by arriving early (e.g. 5 minutes every day before the start of working hours) will
be avoided.

From the drop-down menu, select the desired time period (from O - 60) for "round before" and "round after"
for both the start time and end time.
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Round before | | Round after
v -
0 0
1 1
5 5
10 10
15 15
30 30
60 60
@2
Name Description
[40 impl | [40 implied Break
Day of week ’ Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
‘Mon; Tue;Wed; Thu;Fri In 09:00 15 5 Out 17:30 5 15 08:30 * 5
Mon; Tue;Wed; Thu;Fri | Break impl 12:30 Breakreturn — —  113:00 2338157

If, for example, you select 10 before the set start of the working time, all clock times entered 10 minutes prior
to this time will be assigned a calculated "clock-in" at the set time. This means the employee does not receive
10 minutes extra work time. The same goes for "round after".

However, all clock in entered 15 minutes before the start of work time set with round before 10 will count the
time until 09:00 as overtime (15 minutes).

Note: Roundingis not included in work code calculations. There, the actual worked time is taken into
account.

7.3.4 Automatic break allowance

With Safecan Workforce Planner you have the possibility to directly deduct fixed breaks that your employees
must take.

For example, there is no need to clock-in or out for a lunch break as it will be automatically logged by the

system.

. Create a weekly work schedule as described above in Chapter 7.3.1.

@242

Name Description

[40h |[40h 5 days

Day of week ‘Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri [In 09:00 Out 17:30 |

00:00
. In the second row, enter the days when the break will be automatically logged.
. Then select break implied and enter a start and end time; rounding is not necessary here. If the breaks
do not occur at the same time every day, you can set this as required.

@9

Name Description

[40h |[40h 5 days

Day of week ’Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Mon; Tue;Wed; Thu;Fri In 09:00 Out 17:30 08:30 * 5
‘Mondav:Tuesdav:Wednesd - |Break impl 12:30 Break return 13:00 ‘ 00:30 * 5
v 40:00
¥|Tuesday

¥|Wednesday

¥|Thursday

YIFriday

Saturday
Sunday

° Confirm the entries by clicking on .
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When all the information has been entered, you will receive an overview of the current work schedule.

Break implied = includes breaks that are automatically logged. The break time is automatically logged and

there is no need to clock-in or out on the time recording device.

Break incl. = If you select "Break included" the total working time you have entered includes breaks (in a

40 hour week with a one hour lunch break, an additional 5 hours are added to the 40 hours as
breaks. The total weekly working hours in this case amount to 45 hours). If a break time is
checked-in at the time attendance device, it will be included in the calculation and the
employee, in this case, will have a minus.

Break excl = in the specified time period breaks must be clock-in and out as normal at the time attendance
device.
7.3.5 Editing/changing a duty roster

The weekly work schedule can be adapted/changed at any time.

(2

double click directly on the weekly work schedule that you want to change.
The editing field opens. Complete or change, as described in Chapter 7.3.1/7.3.2 or 7.3.3,

v

Highlight the weekly work schedule that you want to change and click on or

then with

Your changes are immediately taken into account in the calculations.

7.3.6

Note:

7.3.7

You can export the current view

Deleting the duty roster

x .

To delete a weekly work schedule, select it in the list and click on

You can only delete a weekly work schedule if it has no link to a user.

Export overviews as a CSV file

[

as a CSV file that can then be processed further in Excel or a similar

program that can read CSV files. The CSV file format describes the structure of a text file that can save or

exchange data or lists with a simple structure

¢ Select the view that you want to export.

e Click on the “Export CSV” icon

L)

* Rename the export file and select the directory created for CSV export.

¢ Click on "Save".
e Click on "OK". The data is exported to the selected directory..

7.3.8

Send report by email

The view you created can be sent by email at any time.

When you click on @ the current overview will be saved as a PDF, which can be attached to an email that

you can subsequently edit and send.
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7.3.9 Print

=1

The current view can be printed out at any time with

8 Planning

8.1 Planning Grid
You can schedule your weekly/monthly or holiday planning quickly and easily in the planning grid with the help
of templates. You can print an operational schedule that you can give or send to your employees by email.

The planning grid provides you with a clear overview of all the employees (showing the work schedule or shift
schedule) and their work plan or holiday plan. You can make adjustments quickly and easily as and when
necessary.

All schedules are transferred and displayed in the clock grid.

8.1.1 Creation of the grid view
Em e & mE /A8 E s ® 0 0

Presence Log Clock Day period Report Department User schedge | Common Device Work code Help About
Status Overview Maintenance Settings Info

PlanningSpecialCategories @
Planning horizon  from to Planning type — — P
1 v |[This week v][19.11.2012 25.11.2012 M@@ dp @@ =
Pﬂ_",f::g“ew = =8B &7 %
19.11.2012 20.11.2012 21.11.2012 22.11.2012 23.11.2012 24.11.2012 25.11.2012
Everybody
Filter:
User
Planning mode Planning horizon from to Planning type
v [@ All vHThis week v] 19.11.2012 25.11.2012 Day v
Filter user... Department filter ~ User Filter Planning view
@ [Q All V] [8 All 15 users V] [Anything v]

8.1.2 Planning Group
In the planning group, you have a choice between: User, Department or All

Planning mode

F
& Al =l
8 Users [
€ Departments

Under User, a planning entry is listed for the selected user (e.g. shift)

Under Department, a planning entry is listed for all employees in the selected department (e.g. team meeting,

etc.)

Under All, a planning entry is listed for all employees (e.g. public holiday, holiday or business trip, etc.)
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8.1.3 Planning Period

You can view and edit all the ranges of dates within the planning period in the planning grid.

Planning horizon

Next week
This month
-Next month
| This year
"Next year
‘Select...

Note: Planningin the past must be entered through “Select” and the desired period must be specified

8.1.4 Planning Type
Under planning type, you set up the desired grid view.

Planning type

Week
Month
- Month - Weeks

Day = Date e.g. 9.10.2012

User )
Planning mode Planning horizon _ from to
Y (8 users v|([Thisweek  v][ie.112012 |[25.11.2012 774l @ & . @ =)
Filter user... Department fiter  User Filter =
[ ~ (8 10: Joseph (M Joseph) = @ B &7 "8
Monday Tuesday dnesd; Thursday Friday Saturday Sunday
10 Joseph M : : i
r— w— — m . ™ .
\Week 47 19.11 20.11 21.11 22.11 23.11 | i 24.11 H 25.11

Weeks = weekdays are visible in the title bar, calendar weeks in the user field, as well as the date in the cell

User #
Planning mode _ Planning horizon _from to Planning type

Y (8 users | [This week v)[10.11.2012 |[25.11.2012 |2y 1) 7l @ & @ =2}
Filter user... Department fiter _ User Filter Ltemmimgven—— —

@ B ][ 10: Joseph (M Josepn) | [Anything -] &= @ e &7

19.11.2012 20.11.2012 21.11.2012 22.11.2012 23.11.2012 24.11.2012 25.11.2012

10 Joseph M

— - e iy —

Months = displays the whole of the current month in which the specified time period is visible in the report
Chapter. Days are visible in the title bar, months in the user field and the date in the cell

User 5
Planning mode  Planning horizon _from to Planning type =
Y (8 users | [This week v)[1911.2012 |[25.11.2012 (ot ] +]
Filter user... Department filter _ User Filter o
[Em 8 10: J0seph (M Joseph) ~ | [Anything ¥

20 |21 |22 (23 |24 |25

10 Joseph M

November

20011} [2133} (20130 |23011! 2411} |25
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Month - Week = in this view, in the same way as for month view, the current month as well as weekdays are
shown in the title bar.

User *
Planning mode Planning horizon _from to Planning type —

Y (8 users | [This week v]ieai202 [+ |psa1202 - [ [Month- weeks ~ 7] @ a4 D =)
Filter user... Department filter _ User Fiter Planning view = =

@ [ ~][8 10: 30seph (M Joseph) | [Anything -] = @ & 7%

Mon |Tue |Wed |Thu |Fri [Sat |Sun |Mon |Tue |Wed |Thu |Fri Tue

Sun [Mon |Tue |Wed |Thu |Fri |Sat |Sun |Mon |Tue |

10 Joseph M

November 201

8.1.5 User filter

This filter is only active when you have selected the planning group "Users". You can use the user filter to enter
a name to restrict the number of users displayed.

8.1.6 Department filter

This filter is only active when you have selected the planning group "Users". If you select a department, in the
grid rview, you see all the employees allocated to this department.

8.1.7 User ID Filter
This filter is only active when you have selected the planning group "Users". The User ID filter lists all
employees by user ID (also inactive users, but they cannot be included in the planning).

8.1.8 Icons:

Icons for list view Icons for grid view

B ee +@e Diel @2
i=BEE &2% E88 &272%

Note: If theicons are grey, these options are inactive in the current view

Export data - only in list view (not possible in the grid overview)

View or send reports by email

Print the view - only in list view (not possible in the grid overview)

Add plan
Edit plan
Clear plan

> |

ol Refresh

T

B —

B —

Switch to list view
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N (= Mm@

s

8.1.9

The planning view consists of an information bar on the left, where the settings for the planning group filter
are displayed, and a title bar at the top, where the date for the planning period is displayed.

The cells |19:1%

) Safescan Workforce Planne

Switch to grid view

Import public holidays

Open and close the list templates for work time plans and vacation time plans

Open and close the work code legend

Structure of the planning grid

contain fine lines that act as support for the daily routine view (9:00/13:00/17:00)

4 == (@ :
= (4] QA B8 & & T e 0
- 7| il = N G |
Presence Log Clock Day Period Report Department User “‘lf"'e"d’:le Common Device Work code Help About
Status Overview Maintenance Settings Info
| User
| Planning mode Planning horizon  from to Planning type
v oo =)ou2i | suizae
| Filter user... Department fiter  User Filter Planning view
| B (8 10: Joseph (M Joseph) | [Anything ]
Mon |Tue |Wed [Thu [Fri |Sat [Sun |Mon |Tue |Wed |Thu |Fri Sat |Sun |Mon |Tue |Wed |Thu |Fri Sat |Sun |Mon |Tue
10 Joseph M i ‘ .
: | b i Sl

|December p3i1p! |oait 5. 06:1p |07412! [os. 09, 104p! |11 14 150! [16i1pi |17.1p! |18i1p: 1941 0i1p! |2141p: [2211p! [2331p: |24
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8.1.10 Planning - List View
In the planning list view, all entries are listed per employee and they can also be edited.

‘Safescan Workforce Planne

©
IR Y R R
Presence Log Clock Day Period Report Department User s ‘ Common Device Work code Help About
Status Overview Maintenance Settings Info
User *
Planning mode Planning horizon from to o
fThis month___| v|l01.11.2012 30.11.2012 ES @ &S # @%‘ E
Filter user... Department filter  User Filter =

Ean ~ (8 10: Joseph (M Joseph) - i= B & é Va ﬁ:

Description User name Work code period
10 Joseph M Bar 1 Bar-Servic... 01.11.2012 11:00 - 15:00 =
10 Joseph M Bar 1 Bar-Servic... 01.11.2012 17:00 - 21:00
10 Joseph M Bar 1 Bar-Servic... 02.11.2012 11:00 - 15:00
10 Joseph M Bar 1 Bar-Servic... 02.11.2012 17:00 - 21:00
10 Joseph M Bar 1 Bar-Servic... 03.11.2012 11:00 - 15:00
10 Joseph M Bar 1 Bar-Servic... 03.11.2012 17:00 - 21:00
10 Joseph M UP Vacation for ... 05.11.2012 09:00 - 17:00
10 Joseph M UP Vacation for ... 06.11.2012 09:00 - 17:00
10 Joseph M UP Vacation for ... 07.11.2012 09:00 - 17:00 -
10 Joseph M UP Vacation for ... 08.11.2012 09:00 - 17:00 1
10 Joseph M UP Vacation for ... 09.11.2012 09:00 - 17:00
10 Joseph M UP Vacation for ... 10.11.2012 09:00 - 17:00
10 Joseph M Bar 3 Bar-Servic... 13.11.2012 17:00 - 18:00
10 Joseph M Bar 3 Bar-Servic... 13.11.2012 18:15 - 22:00
10 Joseph M Bar 3 Bar-Servic... 14.11.2012 17:00 - 18:00
10 Joseph M Bar 3 Bar-Servic... 14.11.2012 18:15 - 22:00
10 Joseph M Bar 3 Bar-Servic... 15.11.2012 17:00 - 18:00
10 Joseph M Bar 3 Bar-Servic... 15.11.2012 18:15 - 22:00
10 Joseph M Kiche 3 Kitchen... 27.11.2012 11:00 - 15:00
10 Joseph M Kiche 3 Kitchen... 27.11.2012 16:00 - 20:00
10 Joseph M Kiiche 3 Kitchen... 28.11.2012 11:00 - 15:00
10 Joseph M Kiiche 3 Kitchen... 28.11.2012 16:00 - 20:00
10 Joseph M Kiche 3 Kitchen... 29.11.2012 11:00 - 15:00
10 Joseph M Kiche 3 Kitchen... 29.11.2012 16:00 - 20:00
10 Joseph M Kiiche 3 Kitchen... 30.11.2012 11:00 - 15:00
10 Joseph M Kiiche 3 Kitchen... 30.11.2012 16:00 - 20:00 =

8.1.11 Planning with time plans
You can create time plans for the future planning of employees

The time plans are templates that will simplify the scheduling of employees and they are flexible, in contrast to
the work schedules, in which an employee is permanently assigned. You can add a shift you require or plan a
day off at any time.

When you have created the necessary time plans, you can move employees to the desired time point by using
the ‘drag and drop’ method.
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8.1.12 Create time plans

Open the time plan window with »

4

here you can create templates for planning.

¥ 2419 nfd
Name = Timeplan Workcode
Bar 1 Schedule Bar 1
Bar 2 Schedule Bar 2
Bar 3 Schedule Bar 3
Festtag 00:00-24:00 H
Festtag standard 8-22 H
Kiiche 1 Schedule Kitchen1
Kiiche 2 Schedule Kitchen2
Kiche 3 Schedule Kiche 3
Service 1 Schedule Servicel
Service 2 Schedule Service2
Service 3 Schedule Service3
Urlaub 8-17 u
Urlaub 1/2 13-18 u
Urlaub gepl 4h 08:00-12:00 up
Urlaub gepl 8h 09:00-17:00 UpP
Workshop 13:00-17:30 Ws
8.1.13 Add a time plan
)
7]

Select F to add a work schedule.

Give the time plan a name, time plan and work code.

X9
Name Timeilan Workcode H

° You can type the name directly into the cell.

+ X 9
Name = Timeplan Workcode

. To add to a time plan, enter the time directly into the cell. With this version you may not include any

breaks.

* X 9

Workcode

58



Note: With a time plan you must either post a time for example 09:00-17:30 or use a time plan template.

. or open a time plan template, in which you can also add breaks.
&) Timeplan schedule e - li‘m
Day of week Start type Start time Round ... | Round ... | End type End time |Round ... | Round ... | Effective

00:00

oK ‘ Cancel

Select the desired day (multiple selections possible)

Day of week

[“IMonday
I Tuesday
I"IWednesday
|| Thursday
I_IFriday
[C]Saturday
ISunday

Select the start type; the end type is adjusted automatically.

Start type End type

In

Break incl

Excl break
Break impl

Enter the start time and end time.

Start time End time

For rounding before or rounding after specify the time in minutes before or after the start/end time that the
clocked work time is not to be counted as overtime (minus work time).

Round before Round after
0 0

1 1

5 5

10 10

15 15

30 30

60 60

Specify the desired break requirements. For the start type, select the desired break type (including break
incl./No break/break impl.)
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&) Timeplan schedule 0 e L. e =ETT

Day of week Start type Start time Round before | Round after | End type End time Round before | Round after | Effective

Tue;Wed; Thu;Fri;Sat In 12:00 Out 22:00 10:00 * 5

Tue;Wed; Thu;Fri;Sat Break impl 15:00 Break return 17:30 02:30*'5
37:30

For break incl. the weekly working hours will be calculated including the breaks. An employee with this work
schedule does not need to clock-in or out for breaks on the time recording device. The time is calculated on an
ongoing basis.

) Timeplan schedule e« . L. . =T
Day of week Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Tue;Wed; Thu;Fri;Sat In 12:00 Out 22:00 10:00 * 5
Tue;Wed; Thu;Fri;Sat Excl break 15:00 Break return 17:30 02:30 * 5

37:30

With no break, break time must be clock-in and out on the time attendance device during the specified time
period. In this case, it is recommended that you use round before and round after.

& Timeplan schedule e+ - “ @‘M
Day of week Start type Start time Round before | Round after | End type End time Round before | Round after | Effective
Tue;Wed; Thu;Fri;Sat In 12:00 Out 22:00 10:00 * 5
| Tue;Wed; Thu;Fri;Sat Break incl 15:00 Break return 17:30 -
50:00

With break impl., break time is automatically included. An employee does not need to clock-in or out for breaks
on the time recording device.

8.1.14 Add work codes
For a good visual overview and proper mapping of selected schedules, connect them with a work code
(previously created under "work codes") to the selected time plans.

i+ X9

ame - Timeplan Workcode

lon-Fri 09:00-17:30

ar 1 Schedule Bar 1 7
|ar 2 Schedule Bar 2 =
ar 3 Schedule g?{ 2 \i‘
esttag 00:00-24:00 Entplan

esttag standard 8-22 E i

tche 1 Schedule Kitchen2 Y
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EIE JC™A
Name = Timeplan Workcode
Bar 1 Schedule Bar 1
Bar 2 Schedule Bar 2
Bar 3 Schedule Bar 3
Holiday 00:00-24:00 H
Holiday stand 8-22 H
Kitchen 1 Schedule Kitchen1
Kitchen 2 Schedule Kitchen2
Kitchen 3 Schedule Kiiche 3
Service 1 Schedule Servicel
Service 2 Schedule Service2
Service 3 Schedule Service3
V planned 09:00-17:00 UP
v planned 1/2 08:00-12:00 UP
Vacation 8-17 u
Vacation 1/2 13-18 U
Workshop 13:00-17:30 WS

v

Confirm these inputs by clicking

When you have created all the required time plans, you can now assign the employees by using the ‘drag and
drop’ method. See Chapter 8.1.17.
Delete a time plan

To clear a time plan, select it and click on . The time plan will be cleared.

Note: The plans created on a deleted time plan are retained by the employees and, if no longer required,
must be deleted directly with the user.

8.1.15 Employees with a work schedule to, temporarily replan

e If you want to or need to provide employees with a permanent work schedule for a certain time period,
whether as a holiday replacement or sprinter, etc., there is no need to change the entire work schedule for
the employee. You can use the work code * "Replan" to create a time plan and replace the work schedule
for the required time and plan a new work time.

o Select the employee and the required time period and ‘replan’ these by clicking W and adding a new
schedule with the work code "REPLAN" (To create this work code see Chapter 11.2)
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s

Add Planning

Description

|Delet fix schedule for this periode

Scheduled date Time Scheduled end Time
05/11/2012 ~ | 09/11/2012 ~ | |
User Work code

|11 Maria Maria M ~ |Entplan - |

OK

) [ canee |

You will see the colour code chosen for this work code in the time period selected. There is no work schedule

for this employee anymore and the employee is no longer visible in the clock grid.

User
Planning mode Planning horizon from to Planning type
8 users v || This month v |l01.11.2012 |[30.11.2012 Month - Weeks v
Filter user... Department filter  User Fiter Planning view
"} Ba ~ (8 11: Maria (M Maria) | [Anything -]
Mon |Tue |Wed |Thu |Fri |Sat |Sun |Mon |Tue Wed |Thu |Fri |Sat |Sun |Mon |Tue |Wed |Thu |Fri |Sat |Sun |Mon |Tue
e il II Ii II Il il II II
November osia! Jositd 18i |ooid: [104f faini |12i1ai |1sidl |1einal |1sidi |1eindi |17i4i [18di [103i |20i1! 23313} |24i3! [25i3: 264! 271!
Report (4
Report range Report from Report to Report type Report filter
] [thismonth v ]lor112012 [30.11.2012 | [Month - weeks ] v 2
Fiter user... Department fiter  User Filter
(& ear - B A e Ja)
Fri  |Sat |Sun |Mon |Tue |Wed |Thu |Fri |Sat |Sun |Mon |Tue |Wed |Thu |Fri |Sat |Sun |Mon |Tue |Wed |Thu |Fri ‘Sat ‘Sun Mon | Tue
e I I I I I I II |I ||
[ H
LIRSS | i i L i
November 0211} |03ita! [oalta! |osiahi |osird lozitd! losita! |ooit! 101k} 11 211 |13 |1adial [1shal [16ii! |17k |1eitd |1oka! [a0ith! |priai |22} |23k [aaldi |asial |26inh! |7
! !
11 Maria M
o i
November o211} Josia! foalta! losiai losiadi lozita! losial looita! 101k} 11 241! |13ital |14dial |1sidl [1eidl |173d! |1gid! |1oad! |0i1hi [21i1hi 2211 (2383 |24} |250Ai |26i1k! |27
17 Tim T |I
I |
| L | | ] il
November 0211 |03ita! [oalta! |osiahi |osirdi |ozitd! |osita! |ooit! 101k} 11 12014} 13} |1aind |1sitd! |16l |17inal [1eian! |10k |poirh! [2adth! |2oinal |23k} |a4ithi |ashiil [aelta! [a7it
22 Herbert A
| |
| i L | [N |
November o211} o3ita! osita! osita! [oeita! ozitd! [ositd! |ooitd! [1oitd! [11dl [124} [13i18i [1aidi [15ahi [16hai [17i1h |1eiai |1oial |2oita! |21i1! |22i1a! |23ith! |24ind! |2sial [2eitd! [o7i

Now reschedule this employee!

Note:

defined as a time plan template.

8.1.16 Inserting and planning with time plans
When you have created the necessary schedules, you can move employees to the desired time point using the

‘drag and drop’ method.

Replanning of work schedules must be carried out by clicking

P

Select the time period or the member of staff and drag the time plan onto the selected area.

(add). This function cannot be
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Individual Employees

E & ©. 4

BT ERXK

Presence Log Clock Day Period Report ‘ Common Device Work code Help
Status Overview Maintenance | Settings Info
User 7
Planning mode Planning horizon  from to Planning type
Y (Buws ke ~Jonawn O mnan O- e + @z
Filter user... Department fiter  User Filter Planning view =
(& Bar (8 A4 users ~ | [Anything -] = @ ] & 7 %%
Monday Tuesday ‘Wednesday Thursday | Friday Saturday Sunday =
+ X 9k
| Name ~ Timeplan Workcode
10 Joseph M Bar 1 Schedue Bar 1
Bar 2 Schedule Bar2
[ o2 T ——
Week 49 03.12 08.12 09.12 Holday 00:00-2%:00 A
Holiday stand 82 H |
Kitchen 1 Schedule Kitchen1
3 Kitchen 2 Schedue Kitchen2
11 Maria M Kitchen 3 Schedule Kiche 3
Service 1 Schedule Servicel
Week 49 03.12 04.12 05.12 06.12 07.12 08.12 09.12 i e wision
- - - = - - - Service 3 Schedule Service3
V planned 09:00-17:00 uP
v planned 1/2 08:00-12:00 w
- Vacation 817 u
17Tim T Vacation 1/2 13-18 u
Workshop 13:00-17:30 ws
Week 49 03.12 04.12 05.12 06.12 07.12 08.12 09.12
22 Herbert A
Week 49 03.12 04.12 05.12 06.12 07.12 08.12 09.12

Select an overview of the planning data you want to add.

" paming

——n

Description
Work code
Bar 3 -
04.12.2012 17:00 - 18:00: 10 Joseph M 7]

04.12.2012 18:15 - 22:00: 10 Joseph M
05.12.2012 17:00 - 18:00: 10 Joseph M
05.12.2012 18:15 - 22:00: 10 Joseph M
06.12.2012 17:00 - 18:00: 10 Joseph M
06.12.2012 18:15 - 22:00: 10 Joseph M
07.12.2012 17:00 - 18:00: 10 Joseph M
07.12.2012 18:15 - 22:00: 10 Joseph M

1

< »

Confirm this with OK if you want to overwrite the plan.

Several employees simultaneously
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E 2 ©® B 5 3 @

ﬁ |
-
Work
schedule ‘

> @ C o 0

Presence Log Clock Day Period Report Department User Common Device Workcode | Help About
Status Overview Maintenance Settings. Info
User @)
Planning mode Planning horizon  from to Planning type
I T =}
Y (8 users +|[select... v|j03.122012 v |j00.12.2012 v |[week - L] =
Filter user... Department fiter  User Filter Planning view =
A ear ~|[8 All4 users | [anything - = @ B &7
Monday Tuesda Wednesday Thursday Friday Saturday Sunday =
B+ X9
| Name ~ Timeplan Workcode
10 Joseph M
\Week 49 03.12 04.12 05.12 06.12 07.12 08.12 09.12 // Holiday 00:00-24:00 H
Holday stand 822 H ‘
/,/ fatchen 1 Schedule fatchen1
3 — Ktchen 2 Schedue Kitchen2 |
11 Maria M L= Ktchen 3 Schedule Kiche 3
Service 1 Schedue Service1
Service 2 Schedule Service2
Week 49 03.12 08.12 09.12 service 3 Schedule Service3 ‘
Vplanned 09:00-17:00 w |
v planned 1/2 08:00-12:00 v
- Vacation 817 u
17TimT Vacation 1/2 1318 u ‘
Workshop 13:00-17:30 ws
Week 49 03.12 08.12 09.12
22 Herbert A
Week 49 03.12 08.12 09.12 ‘

Select an overview of the planning data you want to add.

Add Planning

Description

Work code

|Bar 2 -
05.12.2012 16:00 - 17:30: 17 Tim T -
05.12.2012 18:00 - 06.12.2012 00:30: 17 Tim T
06.12.2012 16:00 - 17:30: 17 Tim T (Tl
06.12.2012 18:00 - 07.12.2012 00:30: 17 Tim T

04.12.2012 16:00 - 17:30: 22 Herbert A =
04.12.2012 18:00 - 05.12.2012 00:30: 22 Herbert A
05.12.2012 16:00 - 17:30: 22 Herbert A

05.12.2012 18:00 - 06.12.2012 00:30: 22 Herbert A

= |
s :
= . - o
Presence Log Clock Day Period Report Department User W ‘ Common Device Workcode | Help About
Status Overview Maintenance | Settings. Info
User @
Planning mode Planning horizon  from to Planning type S S
Y [select..  v]lp312202 [~ |joo.r2202 [+ H__%J 7l @ & @I@ =
Filter user... Department fiter  User Filter Planning vi =
iter us p: il iiter lanning view o= & & P
(A Bar ~|(8 Al4 users ~ | [Anything - =
Monday Tuesda ‘Wednesday Thursday Friday Saturday Sunday =
B+ X9
| Name ~ Timeplan Workcode
10 Joseph M L} Scheckle perl
ETH s B2
Bar3 Schedule Bar3
Week 49 03.12 04.12 05.12 06.12 07.12 08.12 09.12 Holiday 00:00-24:00 H
Holiday stand 822 H ‘
Kitchen 1 Schedule Kitchen1 |
3 Kitchen 2 Schedue Ktchen2 |
11 Maria M Kitchen 3 Schedule Kiiche 3
Service 1 Schedule Servicel
Service 2 Schedule Service2
Week 49 03.12 08.12 09.12 P schedie o ‘
V planned 09:00-17:00 up |
v planned 1/2 08:00-12:00 w
. Vacation 817 u
17Tim T Vacation 1/2 13-18 u ‘
Workshop 13:00-17:30 ws
\Week 49 03.12 08.12 09.12
22 Herbert A
Week 49 03.12 08.12 09.12 ‘
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After planning, this assignment will be in the clock grid and added as the "work schedule".

=ro
A8 g ¢ Bt o0
2 ; .
Presence Log Day Report Department  user Mok Common Device  Work code Help About
Status Overview Maintenance Settings. Info
Report @
Report range Report from Report to Report type Report filter
Select.. v)0s12202 [ |[@122012 [~ |[Month-Weeks v |[Eventhing &
Filter user... Department filter _ User Filter
[ 7T .

10 Joseph M

Dezember

11 Maria M

Dezember

17Tim T

Dezember

22 Herbert A

Dezember

8.1.17 Planning with a time plan template for departments
To schedule a time period as, for example, a work shop, etc. for an entire department.

Select "department" in the planning group., All the departments are listed in the grid view.

I
O
X

w @ g

E & @ f4mB o @

0 0

Presence Log Period Report Department User saedoe Common Device Work code Help About
Status Overview Maintenance Settings Info
Department (4
Planning mode nning horizon  from to Planning type
|75, Departments v || This week v)(oar2002 [ |psarz02 [+ |[week v .l 7l .I % [Z g [
Planning view = @
=
(ovtng  +] = &2 %
Monday Tuesday Wednesday Thursday _ Friday_ Saturday Sunday_
?
leek 47 Jio.11 2011 21.11 22.11 23.11 24.11 25.11
Bar
leek 47 Jis.11 20.11 21.11 |22.11 |23.11 24.11 25.11
Kitchen
eck 47 Jio.11 2011 21.11 22.11 23.11 24.11 25.11
Night
leek 47 Jro.11 2011 2111 22.11 23.11 24.11 25.11
Normal
leek 47 Jio.11 2011 2111 2211 23.11 24.11 25.11
Partime
leek 47 Jro.11 20.11 21.11 22.11 |23.11 24.11 25.11
Service
eck 47 1o.11 2011 2111 22.11 23.11 24.11 25.11

For the user, select the desired time period and drag and drop the schedule onto the selected area.
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A 8 E &+ B oo

Common Device Work code Help About ‘

B ©. 4

. Work
Presence Log ‘ Clock Day Period Report Department User Sheaok
Status Overview | Maintenance | Settings Info
Department
Planning mode Planning horizon  from to Planning type
Y [ pepartments v |(Thisweek  v][10.11.2012 |[25.11.2012
Planning view
Monday Tuesday d Thursday Friday Saturday Sunday

?

Week 47 19.11 20.11 21.11 22.11 23.11 24.11 25.11

Bar

Week 47 19.11 20.11 21.11 22.11 23.11 24.11 25.11
Service 1 Schedule Servicel
Service 2 Schedule Service2

Kitchen Service 3 Schedue Service3

— V planned 09:00-17:00 w
Week 47 19.11 |20.11 21.11 23.11 24.11 25.11 v planned 1/2 08:00-12:00 w
— Vacation 817 u
3 —— Vacation 1/2 13-18 U
Night Add Planning u T [TWorchop T 3
Week 47 19.11 2041 | | Descrition 25.11
Work code

Normal Ws

Week 47 19.11 20.11 20.11.2012 13:00 - 1 - 25.11

Partime

Week 47 19.11 20.11 25.11

Service it b

Week 47 19.11 20.11 25.11

E B

Presence log | dock Day Period

4 8 g o B o0

| Department User i Common Device Work code Help About
Status Overview Maintenance Settings. Info
Department Y
Planning mode Planning horizon from to Planning type SR —
N4 o - assiao P
Planning view
7%
Monday Tuesda Wednesday Thursday Friday Saturday Sunday x D@ 44
5 Name - Workcode
i Bar 1 Bar 1
Week 47 19.11 0.11 1 1 .11 24.11 5.11 B2 B2
1 2 21.11 22 23.11 2 ps ps
Holiday H
Hoiday stand H
Bar Kitchen 1 Kitchen1
Kichen 2 Kitchen2
Week 47 1911 20.11 21.11 22.11 23.11 24.11 25.11 Kitchen 3 Kiiche 3
Service 1 Service1
§ Service 2 Service2
Kitchen Service 3 Service3
- Vplamed 09:00-17:00
Week 47 19.11 20.11 21.11 22.11 23.11 24.11 25.11 v planned 12 08:00-12:00 w
Vacation 817 u
Vacation 1/2 1318 u
Night smon ws
Week 47 19.11 20.11 21.11 22.11 23.11 24.11 25.11
Normal
Week 47 19.11 20.11 21.11 211 23.11 24.11 25.11
Partime
Week 47 19.11 20.11 21.11 22.11 23.11 24.11 25.11
Service
Week 47 19.11 20.11 2111 22.11 23.11 24.11 25.11

Confirm this with OK if you want to overwrite the plan.

All the employees allocated to this department are now scheduled for this workshop.
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Presence Log Clock Day Period Department User smdu'e Common Device Work code Help About
Status Overview Maintenance Settings Info
| User *
| Planning mode Planning horizon  from to Planning type I I
T+) [Nextwesk___v)psir20i2 2122002 B2+ 22
| Filter user... Department filter  User Filter Planning view o— (2]
| = B
|8 [Bkitchen  +][8 A4 users | [anything - =S &7 %
Monday | Tuesdar Wednesday Thursday Friday Saturday Sunday T
i : + X B
: Name = Timeplan Workcode
12 Mike V | | Bar 1 Schedule Bar 1
! Bar2 Schedie Bar2
| - : —— [ — Bar3 Schedule Bar3
Week 48 26.11 |27.11 2811 29.11 |30.11 0112 02.12 Holiday 00:00-24:00 H
| i Holiday stand 822 H
: Ktchen 1 Schedie Ktchen1
. | ; Kichen 2 Schedule Kitchen2
16 Ernie C | : Kitchen 3 Schedule Kiiche 3
] ! Service 1 Schedue Service1
2 =T : b : | I . | Service 2 Schedule Service2
Week 48 26.11 27.11 28.11 20.11 30.11 01.12 02.12 S el i
Vplanned 09:00-17:00 w
v planned 1/2 08:00-12:00 w
: Vacation 817 u
21 MaxM : Vacation 1/2 1318 u
— Workshop 13:00-17:30 ws
; : |
Week 48 26.11 27.11 28.11 20.11 |30.11 01.12 02.12
23 Joe L
- : [
Week 48 26.11 |27.11 P 2811} 20.11 |30.11 01.12 02.12

8.1.18 Planning with a time plan templates for ‘All’
If you want to schedule a time period for the entire operation as, for example, with company holidays, long
weekends, holidays, etc.

Select "All" under planning group. In the grid view "All" is still the only option available.

%@E@I A 8gE o Bt 90

Presence Clock Period Report Department User s(hedule Common Device Work code Help About
Status Overview Maintenance Settings Info
| PlanningSpecialCategories @«
| janning horizon  from to Planning type S S —
lext week »|26.11.2012 02.12.2012 Week v | on @ﬂ e ] 3 X E
‘ Planning view o— |(==1)
| EEa &/
onday Tuesday Wednesday Thursday _ Friday_ Saturday Sunday_
Everybody
leek 48 46.11 27.11 28.11 29.11 H 30.11 01.12 02.12

For the user, select the desired time period and drag and drop the schedule onto the selected area. The plan
will apply to ALL employees.

8.1.19 Add planning or time plan

If you want to set up a plan without a time plan template, select an employee, or if you want to set up a plan
for a department select "Department" under planning group, or "All" if you want to set up a plan for the entire
operation.

Select the time period that you wish to add the plan to and click on or with the right mouse button
directly into the selected area and select add.
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Add Planning X

Description
|Cance| fix work schedule for this periode |
Scheduled date Time Scheduled end Time

5/ 2/2013 ~ | | 5/ 2/2013 ~ | ]
User Work code

‘10 Joseph Joseph M ~ | iNo Plan - | I

OK ] [ Cancel

. Rename the plan

o Adjust the start and end dates

. Enter the start time and the end time e.g. 08:00-17:00
o If the fields are left blank 24 hours will be allocated

. Make sure you enter the correct times

. If necessary change the user

o Assign a work code to the plan

Note: Breaks cannot be entered in this way. These must be entered using one further step.

Note: Fields marked in red are mandatory

8.1.20 Edit, change or delete the planning
Plans can be modified or adjusted by clicking with the right mouse button on the day cell.

This gives an overview of the plan for this day with information about the time plan used.

¢ Edit 22.11.2012 15:00 - 17:30 (Kitchen 15:00 - 23:30 - Break 0.5h)
¥ Delete 22.11.2012 15:00 - 17:30 (Kitchen 15:00 - 23:30 - Break 0.5h)
¢ Edit 22.11.2012 18:00 - 23:30 (Kitchen 15:00 - 23:30 - Break 0.5h)
¥ Delete 22.11.2012 18:00 - 23:30 (Kitchen 15:00 - 23:30 - Break 0.5h)
4= Add new
. Delete the plan by clicking on
. Edit the plan by clicking on /
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Edit planning n

Edit planning entry

Description

Scheduled Time Scheduled end Time
21/11/2012 ~ |15:00 | 21/11/2012 ~ [17:30
User Work code

[[12 Mike Mike v ~ | [Kitchen2 - |

. Add on a plan by clicking on s and add the screen.
o Make sure you enter the correct times.
o If the fields are left blank 24 hours will be allocated.

8.1.21 Print planning grid

In the planning grid you have the option to print weekly work schedules overview. Select the desired time

period (this week, this month, etc.) as well as department and/or user. Click on . . You get a preview of the
weekly work schedule. Confirm with OK to print this.

25 ®. .5 D 5.9 @@

& @ g

0 0

Presence Log Clock Day period Report Department  User | Mok ‘ Common Device  Work code Help About
Status Overview Maintenance Settings Info
User
Planning mode _ Planning horizon _from to
119.11.2012 25.11.2012
Filter user... Department filter User Filter
[ 1 +|[8 A5 users -
211 (Service1)
Days 19012002 20412012 20112012 22412012 23412012 24412012 25.11.2012
10:0014:00 |- 13JasminB  [13JasminB  |13JasminB  |13JasminB |13 Jasmin B
14 Anna K 14 Anna K 15MonicaS | 15Monica$ |20 Nicole P
16:0020:00 |- 13JasminB  [13JasminB  |13JasminB | 13JasminB |13 Jasmin B
14 Anna K 14 Anna K 15MonicaS  [15Monicas | 20 Nicole P
212 (Service2)
Days 19112002 20412012 20112012 22112012 23112012 24112012 25.11.2012
12:0015:00 |- - - 14 Anna K 10Joseph M | 10 Joseph M
20 NicoleP |14 Anna K
20 Nicole P
17:3022:00 |- - - 14 Anna K 10Joseph M | 10 Joseph M
20 Nicole P |14 Anna K
20 Nicole P
213 (Service3)
Days 19012012 20412012 21112012 22112012 23112012 24112012 25112012

| 16:00-18:00 | |zo Nicole P \ 15Monicas |- ‘ . |14 Anna K - |
20 Nicoke P 15 Monica s

Note: Only weekly views can be printed - monthly views are split into weeks so that the data are legible.
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9 Holiday planning

The planning of days off and holidays for your employees is a breeze in the planning grid. The grid gives you a
clear overview. Days off are added simply by using drag and drop to assign them to an employee.

Create "Holiday templates for the Rapid Selection List" such as full-day holiday, half-day holiday; public holiday,
etc.

9.1 Create Holiday Templates

9.1.1 Holiday Time Plans - Work schedules
Draw up a time plan for holidays with a work schedule, then assign the appropriate work code
(see Chapter 11.2). This time plan is required if your employees work on a fixed work schedule .

. Add a new work schedule to the list of templates

+*+ X9 4

Name = Timeplan Workcode
o Enter a name directly into the field.
. In the "Time Plan" field enter a time of day that will cover all work schedules, (for example 01:00-

23:30). The vacation calculation will be adjusted in accordance with the work schedule.
(For example, work schedule-1: Mon-Fri 08:00 to 12:00, 13:00 to 17:00 8hrs, this time is planned
holiday).

o Include the holiday work code (that you prepared in advance) in the work code (See Chapter 11.2.1)

9.1.2 Holiday time plan for flexible time planning
This type of time plan is required if you are working in shifts or if employees are not assigned to a fixed work
schedule.

Add a new time plan to the list of templates

* X 9

Name = Timeplan Workcode

. You can type the name directly into the cell.

* X 9 4

Name = Timeplan Workcode
Vacation plan 8h|

|| XDV

Name = Timeplan Workcode
Vacation plan 8h 09:00-17:00
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Note: For atime plan you must either post a time between 09:00 and 17:00 or use a time plan template,

. or open a schedule template, and create a time scheme. See Chapter 8.1.13
o Include the holiday code (Planned Holiday) that you had prepared in advance, in the work code (See
Chapter 11.2.1)

Confirm these inputs by clicking

9.1.3 Holiday Planning with Time Plans

Select the period requested by the employee for the holiday and drag the appropriate time plan (work
schedule or flexible) directly onto the selected area. The holiday is posted and will be included in all the
reports.

= ® . [1 . % @ g T 9 O
Presence Log dock Day Period Report Department  User | Mok | common Device  Work code Help About
Status Overview Maintenance Settings Info
User *
Planning mode Planning horizon from to Planning type S S S —
4T — e SIS + @R
Filter user... Department filter  User Filter Planning view =
===l
[Asenice  ~|[8 Als users ~ | [Anything -] =5 &7 "
Monday Tuesda Wednesday Thursday Saturday Sunday [
‘ _ : B+ X9
|| Name  Timeplan ~ Workcode
13 Jasmin B H Vacation plan 8h. 09:00-17:00 w
Bar 1 Schedule Bar1
I 4 — Bar2 Schedde Bar2
Week 48 26.11 27.11 2811 ¢ 20.11 BEAT. 0112 ¢ 02.12 Bar3 Schedule Bar3
i Holday 00:00-24:00 H
Holday stand 82 H
fatchen 1 Schedule Kitchent
14 Anna K Kitchen 2 Schedule Kitchen2
i Ktchen 3 Schedue Kiche 3
i - Service 1 Scheduie Service1
Week 48 26.11 27.11 2811 ¢ 20.11 02.12 B schadie o
2 Service 3 Schedule Service3
GodBinnnd V planned 09:00-17:00 w
. \\
15 Monica S i || pescription ~ ‘l Betn 1 n ”
_\ . - |
Week 48 26.11 27.11 2811 ¢ || Work code Workshon B e
- 30.11.2012 08:00 - 01.12.2012 17:00: 14 Anna K x
20 Nicole P e R P T E LB
Week 48 26.11 27.11 28.11
24 Alex D H H =
it i < )
: Cancel
Week 48 26.11 27.11 : 2811}

E B @ ( E

.‘éé?'!*l‘i@@

Presence Log Clock Day period Report Department  User | Mok Common Device  Work code Help About
Status Overview Maintenance Settings Info
User
Planning mode Planning horizon  from to Planning type
AT T
Fiter user... Department filter  User Filter Planning view
[Asevice  +][8 A5 users ~ | [Anything ~|
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
13 Jasmin B
Week 48 26.11 27.11 : 2811 29.11 201 R 0112 02,1
14 Anna K
Week 48 26.11 27.11 911 | 20.11 il 01.12 of.12
15 Monica S
Week 48 26.11 27.11 911 ! 29.11 30.11 oz | 02.12
20 Nicole P
Week 48 26.11 27.11 i pa1 ! 29.11 30.11 01.12 02.12
24 AlexD
Week 48 26.11 27.11 i 2811 i 20.11 30.11 or12 | 02.12
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Holiday planning is reflected in all the reports as well as in the clock grid rview. Holiday hours are also

calculated in the master data.

Clock grid

Presence Log Clock Day Period Report Department User schoasle | Common Device Workcode | Help About
=_— |
Status Overview Maintenance Settings Info
Report * 1
Report range Report from Report to _ Reporttype Report filter
Filter user... Department filter User Filter
& service ~ (8 14: Anna (k Anna) -
Monday Tuesday Wednesday Thursday Friday
e . .
Week 48 26.11 27.11 28.11 I 20.11 id 30.11

Employee master data

3

ERAC R

A ERICE

Presence Log Period Report Department User schddule: Common Device Work code Help About
Status Overview Maintenance Settings Info
User *
Filter user... Department filter  User Filter
B ~|(8 14: Anna (K Anna) - ® @ &+ X E
" Username «  Lastname Department RFID No Privilege Status Personnelno  Email Phone Work schedule | Vacation taken  Vacation planned  Remaining days of vacation |Work Time
314 Anna K %Service User @ Active 0910101 Anna@safescan.com 308 0 16 34 42
sl M »
Vacation
L |0 | 0
[0 Jlo J[o |[0 I
| |[zs |

Report review

Date: 22-11-2012 Period report 26-11-2012 - 30-11-2012
Time: 17:24

Name: Anna K 1D: 14 Work schedule:

Bepartment-Service Personnetno 091616+

Vacation hours 50 Vacation taken 0 in this period 16 Remaining days of vacation 34
Overtime-batarce-forward——C6vertimecurent-monti————Overtime previous montir

-43.0 0.0 -43.0
Date Day In Out Roster Hours Balance| Cumm.| Absent|Remarks / Work code
26-11 Mon - - - - - - -
27-11  Tue = : 5 3 L 3 s

28-11 Wed - - - - - - 8:00 | Vacation for Shift-Planning

29-11 Thu - - - - - - 8:00 |Vacation for Shift-Planning

30-11 Fri E E E i E 3 =

Week 48 16:00 16:00 -

Total 16:00 16:00 -
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10 Holidays

Safescan Workforce Planner includes a large number of official European holidays that you can add with one
click on the database.

B #e + @k
= B 5 23
Iy
Select = and you get an overview of all the available lists of public holidays sorted by country.
Open the desired country and select your region (regions are not available for all countries).

Confirm with OK. The data is imported directly into the software database.

11 Settings

11.1 General

11.1.1 Set language
Select the language you want. Use to save this change. For the changes to take effect, close the software, then
restart it.

%@.@~%@.%3@*@90

Presence Log Period Report Department User e Common Device Work code Help About

Status Overview Maintenance Settings Info

Region *
Language -
@ |[English = 9 ‘i ﬂ
Nederlands B
Deutsch =T
Datab:
= Francais &
Espaiiol —
3 ||italiano 9 \i/
Polski
Cesky -
Back 7y
. oW
=

‘Automatic backup file Backup file location
[N -l

Note: After the language has been changed, the software must be restarted!

11.1.2 Database connection

The software automatically uses the memory location that was selected during the software installation, in
which the database is stored. The database connection field is empty, and should only be filled in manually in
exceptional cases.
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S Safescan Workforce Plan

g |
[ @ yTE |
o  EOE A -l o 0
Presence Log Clock Day Period Report Department User o Common Device Work code Help About
Status Overview Maintenance " Settings Info
Region *
Language —
@ [Englis = 9 ‘4“
Database @
Database connection
[J | \tadata.fdb ) |
Backup @
8, | sswwdk Restore from disk 9 7[
Automatic backup fle Backup fle location

[No - =l

If the software and the database have been stored in different locations, this counts an exceptional case. In any
such exceptional cases, please contact your IT department.

11.1.3 Backup
If the database is stored locally on your computer, the software will perform an automatic backup at regular
intervals. Set the interval you want from the drop-down menu.

Safescan Woridorce Plan —

H B ©. 4 E Q8 E & Bt o0

Presence Log Clock Day period Report Department ~ User e Common Device  Work code Help About

Status Overview Maintenance Settings Info
Regon *
Language -
@ [english - ? ‘\//
Database @
Database connection -
[J |\tadata.fdb 9 LJJ
Backup @«
o 3=

Automatic backup file Backup file location
[No 3l

11.1.4 Device/time attendance device

Before time bookings can be processed in Safescan Workforce Planner, they must be entered using the time
attendance device. Safescan Workforce Planner reads out the bookings on the time attendance device,
transfers them to the PC and classifies them on the workforce planner database. Two options are available for
the data transmission procedure:

e Data line (TCP/IP, RS232, 485)

e USB memory (cable)

You can connect an unlimited number of time attendance devices to the software to calculate times. If you
have not connected your time attendance device via your local network and are working with a USB stick,
select the USB stick settings (a combination of TCP/IP and USB stick is possible).

& Safescan Workforce Planner

@ 8 B
3
5 @ 4 E §. L
Presence Log Clock Day Period Report Department User s(:gd";‘e Common Device Work code Help About
Status Overview Maintenance Settings Info
Device @
Name P, —
[ 1
L SB|&R + Zpd 2
D Name 1P address Active Fetcher Comm key
1 g Port 1 192.168.1.201 SAFESCAN-RES37
3 E TA 655 USB E/: SAFESCAN-RES37
2 g USB Stick SAFESCAN-RES37
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Note: e Time bookings are only transferred from the time attendance device to the software!
e User data must always be updated and synchronised manually.

11.1.5 Data connection with TCP/IP

If you want to connect your time attendance device to your network via TCP/IP, you must assign a free IP
address that falls within your IP address range to the device. The IP address 192.168.1.201 is stored on the time
attendance device as standard.

Find your IP address range:

Run @

- Type the name of a program, Folder, document, ar
Internet resource, and Windows will open it For wou,

open: w

[ K ][ Cancel H Browse, .,

If the IP address prompt appears, type "ipconfig /all".

-
BEX C\windows\system32\cmd.exe lﬂi-x_hj

Microsoft Windows [versie 6.1.760811]
Copyright (c)> 2009 Microsoft Corporation. Alle rechten voorhehouden.

C:\Users\ > idipconfigrall

. Look at your IP address.
o This is your IP address; it usually begins with "192".
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In the example: 192.168.1.149

A Command Prompt

C:\Documents and Settings\Daniel>ipconfig
Windows IP Configuration

Host Name . . . . . g monarch
Primary Dns Suffix
Node Type . . . . .
IP Routing Enabled.
WINS Proxy Enabled.

No
No

& Unknown

Ethernet adapter Local Area Connection 6:

Connection—specific DNS Suffix

DESCEIREION 3 o o o % w0 91 % w0 w Realtek RTL8139 Family PCI Fast Ethe
rnet NIC

Physical Address. . BE-@D-88-2D-2B-34

Dhcp Enabled. . 5 Yes

Autoconfiguration E Yes

IP Address. . . 4 192.168.1.149

Subnet Mask . . ” 255.255.255.4

Default Gateway & 192.168.1.1

DHCP Server . . o 192.168.1.1

DNS Servers . . & 66.51.2086.180

66.51.285.1008

Lease Obtained. % % : Saturday,. March 83, 2087 10:30:81 AM

i mu mOSgims

ie

ava ava s B

Lease Expires . 5 3 Saturday, March 83, 2887 18:380:81 PM

C:\Documents and Settings\Daniel>

Find an unused IP address.

. Type "ping", then enter your IP address. Change the last two digits and press "Enter".

In this example: ping 192.168.1.1
Once the IP address is active it receives all data packets.

Microsoft Windows XP [Uersion 5.1.26801]
(C> Copyright 1985-2081 Microsoft Corp.

C:\Documents and Settings\Matt>ping 192.168.1.1
Pinging 192.168.1.1 with 32 bytes of data:

Reply from 192.168.1.1: bytes=32 time=1ms TTL=64
192.168.1.1: bytes=32 time<ims TTL=64
192.168.1.1: hytes=32 time{ims TTL=64

Reply from 192.168.1.1: bhytes=32 time<{ims TTL=64

Ping statistics for 192.168.1.1:

Packets: Sent = 4, Received = 4, Lost = B8 (Bx loss).
Approximate round trip times in milli-seconds:

Minimum = Bms, Maximum = 1ims, Average = Bms

IC:\Documents and Settings\Matt>

The software requires a free IP address. In this example: ping 192.168.1.10

o |
icrosoft Windows XP [Uersion 5.1.26881
(C> Copyright 1985-20P01 Microsoft Corp.

:\Documents and Settingshadmin’>ping 192.168.1.18
inging 192.168.1.108 with 32 hytes of data:

[Destination host unreachable.
Destination host unreachable.
Destination host unreachable.
Destination host unreachable.

ing statistics for 192.168.1.18:
Packets: Sent = 4, Received = 4 (188

:\Documents and Settings\admin>
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Once you have found a free IP address, save it on the device by following the instructions of your time
attendance device.

When you have stored the IP address on the time attendance device and the device is connected to your
network.

P

Use in "Device" to search for new devices and confirm with "Yes".
~
AddFoundDevice —

NewDevices (192.168.66.200)

| Ja || Nee

Ch
Or click on and enter a name and the IP address manually, click on "This computer" and enter the
communication keys if you have saved them on the time attendance device (fields highlighted in red are
required fields).

Add Device [

Name

| Safescan |

IP address or device location

[192.168.1.201 |

Fetching computer name Communication key
| SAFESCAN| | This computer

Co ) Lo

If the device is connected, the status in "Active" will change to "Connection made".
You can connect several time attendance devices with the software via your network. If a device cannot be
connected to the network, you can add it manually as a USB drive.

Add Device [

Name

|uss |

IP address or device location

Fetching computer name Communication key
| SAFESCAN | This computer |

oK ] ’ Cancel




Once your time attendance device is connected with the software, booking times that have already been
stamped are automatically transferred to the software. The user data must be synchronized manually, see
Chapter 11.1.6.

11.1.6 Synchronizing the user data
If your time attendance device is connected to the software you must synchronize the user data from the time

&

attendance device are displayed in the summary. In this case you should synchronize "Device" to database and
use "Run" to confirm. Then edit the user data in "User" as described in Chapter 7.2.5.

attendance device with the software. To do this, select ; all users that have been stored on the time

If the users have been entered into the software, please synchronize: Database to device.

) Synchronize device

=
[l kescan ‘ (3 reload L] peviceznatobase k% pata f commit

USERID  FNGER  KIND RESOLUTION  DIFFERENCE

il Different PrivilegeDifferent

3 Different PasswordDifferent, PrivilegeDifferent
g Device Only

10 Different UsernameDifferent
DB -> Device
1 Device Only

Device -= DB
12 Device Only

I

13 Device Only
14 Device Only
17 Different UsernameDifferent
2 Device Only
23 Device Only
24 Different UsernameDifferent

1278 Device Only 3

Close

If users have been entered into both the time attendance device and the software you should check, during
synchronization, the location in which the data is more up-to-date and synchronize in the direction you want,
see also Chapter 11.1.6.

If you do not want to synchronize all the data or if the data does not all have the same direction, you can select
any user ID individually and define the direction, or ignore it so that it will not be synchronized.

To do this, click on the field next to "Resolution" to get drop-down list (empty = none Synchronization; DB
/Device = database — device; Device/DB = device — database).

11.1.7 Data transfer using a USB stick
To transfer the booking from the time attendance device to the PC, please follow the instructions below.

Transferring bookings to a USB memory.

a) Time attendance device with an LCD display

. Connect the USB memory to the time attendance device USB port.

. Log into the time attendance device.

. Then press the [Menu] key.

. Use the arrow keys to select "USBDrive Mng" (USB drive manager) and press [OK].
. Use the arrow keys to select "Download logs" (USB drive manager) and press [OK].

An indication that the data has been copied will then be displayed. If "Copy Data OK" appears, the data
transfer to the USB memory is complete. The file saved with the bookings is called: 1_attlog.dat
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Note:

Repeat the process if you also want to load the data onto the USB stick by selecting "User dat"
(download user data) and press OK. An indication that the data has been copied will then be displayed.
If "Copy Data OK" appears, the data transfer to the USB stick is complete. The file saved with the user
data is called:

1_User.dat or User.dat.

Remove the USB stick.

If there are variations in the time attendance device user interface, please read this Chapter in the
user manual that was delivered with your time attendance device.

11.1.7.1 Time attendance device with TFT display

Connect the USB stick to the time attendance device USB port.

Log into the time attendance device.

Then press the [Menu] key.

Use the arrow keys to select "USBDrive" and press [OK].

Use the arrow keys to select "Download" and press [OK].

Use the arrow keys to select "Dload bookings" and press [OK]. An indication that the data has been
copied will then be displayed. If the words "Download ended" appear, press [OK]. The data transfer to
the USB stick is complete.

The file saved with the bookings is called: 1_attlog.dat

Press the [ESC] key until you have exited the menu.

Remove the USB stick.

11.1.7.2 Time attendance devices with a USB cable

Connect the time attendance device to your computer via the USB cable.

Use p

device has connected to the software automatically, or enter the device manually as described above.

in "Device" to search for new devices, then confirm with "OK" that the time attendance

Edit Device

==

Name

|usB:E:\

IP address or device location

|usB:E:\

Fetching computer name Communication key
| SAFESCAN| | This computer | [

Co ) Lo

Synchronize the user data as explained in Chapter 11.1.6.

The booking data is transferred to the software automatically.

On model TA 655, data is read at a lower frequency, which means that there is a longer time interval
than for the TA-800 or TA-900 series (on the TA-800 and TA-900 series, the data transfer takes a
maximum of 1 second).
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11.1.8 Reading bookings on a PC
If you want to synchronize the data with the software for the first time, you must first create a USB stick
"Connection".

Select * , then assign a name (e.g. USB). The field with the IP address must be empty, fields highlighted in
red are required fields. Press "This computer". If you have saved a communication key on the time attendance
device, please enter it in "Communication key". Confirm with OK (see Chapter 11.1.6).

e Connect the USB memory to the PC USB port.
* The booking times will be read from the USB stick automatically and processed in the software.
¢ To update the user data, highlight the row with the USB device.

&

e Click on and select the file 1_user.dat from the USB memory and click on "Open".
Naam Gewijzigd op Type Grootte
a user 14,07.2011 10:41 TMT3 File 1 kB

In the synchronisation window, please select the direction in which you want to perform the synchronisation.

%) Synchronize device = | B |
EE Rescan ‘ @Re\nad ﬂnevucezoatabase (3 Daéa:j: 2 +f commit
USERD  FNGER  KIND RESOLUTION  DIFFERENCE
i Different PrivilegeDifferent =
3 Different PasswordDifferent, PrivilegeDifferent
] Device Cnly
10 Different UsernameDifferent
11 Device Cnly
12 Device Cnly A
13 Device Only 1
14 Device Only
17 Different UsernameDifferent
2 Device Only
23 Device Only
24 Different UsernameDifferent
1278 Device Only 3
close

If you have data that is more up-to-date in the time attendance device than in the software, please select
"Device/database". If the data in the software is more up-to-date, select - "Database/device".

You can see in the summary of each user ID whether the user exists in the device only or in software only, or
whether there is a difference between the software and the device. You can see which information is different
in the difference description. Now select the synchronization direction.

If you do not want to synchronize all the data or if the data does not all have the same direction, you can select
any user ID individually and define the direction, or ignore it so that it will not be synchronized. To do this, click
in the field next to "Resolution". You will then see a drop-down list (empty = no synchronization; DB/Device =
database - device; Device/DB = Device - database).
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{#) Synchronize device =)
g‘ Rescan [ relosa i) pevicszstabsse | [ oot +f commit
USERID FINGER KIND RESOLUTION DIFFERENCE
i, Different PrivilegeDifferent =
3 Different PasswordDifferent, PrivilegeDifferent
& Device only |
10 Different DEg>iDevice UsernameDifferent
Device -> DB
1 Device Only
12 Device Only L
13 Device Only 1
14 Device Only
17 Different UsernameDifferent
2 Device Only
5 Device Only
24 Different UsernameDifferent il
1278 Device Only b
Close

Example of differences:

A user with an ID has been created without a name on the device. If you synchronise data, you will see the
following message: "Device only". Synchronise this data — device/DB and edit the user ID in "User". Add a new
user name and synchronise it once again with the time attendance device.

During the synchronisation you will now see the following message: "Different!" And, in the description: User
name different. Now synchronise "DB/Device" so that the user names on the time attendance device are
overwritten and the user is recognised at the next login.

11.1.9 Synchronising user data
First synchronise the user data as described in Chapter 11.1.6.

Make sure you confirm the direction for the synchronisation. Check the clock time for the data in the software
and the time recording device.

11.1.10 Import entries from a TA 655 onto the computer

@

Select the row in the device (see Figure) and click on

® Safescan Workforce Planne

ALY

Presence Log Clock Day Period Report Department User Common

B C o O

Device Work code Help About

schedule
Status Overview Maintenance Settings Info

Device
Name

D Name IP address Active Fetcher Comm key

1 B port 1 192.168.1.201 & Not Connected SAFESCAN-RES37
T TA655 USB E/: <> Not Connected SAFESCAN-RES37
2 3 usB stick & USB drive in D\ SAFESCAN-RES37

The attendance log will be copied from the device and transferred to the software. After completing the data
transfer, you will be asked whether the attendance log is to be deleted in the time recording device.

Please only confirm this with Yes if you are absolutely sure to delete the data in the device. Only the
attendance log will be cleared, not the user data.
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11.2 Work codes

With work codes, specific names are added to a user's clock times within the program. Work codes provide an
overview and explanation of absences (added manually). Work codes can be added to the clock times in the
software by a supervisor or administrator.

Note: Inthe TA 800 series, the work codes must be entered directly (see user manual for TA 800 series). Use
the work codes in your employees' clock times to specify, for example, business trips, holiday, doctor's
appointments, etc. This information will appear in the monthly report.

11.2.1 Add/Create a work code
Select * and edit the work code screen where you want to do one of the following:

Select a work code no.

Assign a short name

Assign a description

Under work code type, select the calculation method for the work code.

u A W N P

Select the colour code.

Add work code &

Work code Name

225 1| 2

Description

| 3 |
Work code type

|Scheduled time 4 |

M Black 5 »

o | [Coma )

Work code type
Scheduled time v

Assignment time
Vacation time

Holiday time

Planned Vacation time
Unplanned time

Sick
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Assigned time
Scheduled time
Vacation

Holiday time

Planned vacation time

Unplanned time

Sick

e For assignment to projects

¢ This work code will be calculated as normal working hours

¢ The work time entered in the work schedule is converted into holiday days
and will be recognised in reports as paid holiday.

¢ Legally mandated holidays are reported as paid days.

¢ Holiday time without work schedule

¢ Required if you use shift schedules rather than a fixed work schedule. For this
purpose, in the planning, a time plan will be created (see Chapter 9.1)

e For unpaid working hours/vacation

¢ This function removes an existing work schedule for the selected time period
and during this time period you can enter a different schedule without
replacing the whole work schedule.

* Work codes for ilinesses or accidents: reported as paid work time

You will have an improved view later to plan your work, we recommend assigning colour codes to work codes.

M Black

B custom...

B Maroon

M Green

M olive

M navy

M Furple
=l Teal

[ 1 [l

=

<

You can select a colour from the list or using Custom... create a suitable work code colour.

Example:
Work codes
Name Description

D Name « Description Color
("% 201 Bar 1 Bar-Service 11:00 - 21:00 - Break 2h

@,202  Bar2 Bar-Service 16:00 - 00:30 - Break 0.5h |
&, 203 Bar 3 Bar-Service 17:00 - 22:00 - Break 0.25h

a 1 DR Doctor

@, 111 Entplan  Unplanned time _
(& 15 H Holiday

&, 221 Kitchenl  Kitchen 09:00 - 19:00 - Break 2h

@, 222 Kitchen2  Kitchen 15:00 - 23:30 - Break 0.5h I
€, 223  Kiiche3  Kitchen 11:00 - 20:00 - Break 1h —
€, 100  Projekts  Project5

©4,110  Projekt6  Project 6

@, m Servicel ~ Service 10:00 - 20:00 - Break 2h

€212 Service2  Service 12:00 - 22:00 - Break 2.5h —
@% 213 Service3  Service 16:00 - 00:30 - Break 0.5h

82 sik sick I
&, 10 u Vacation ]
| 11 upP Vacation for Shift-Planning B
@ 224 ws Workshop —————
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11.2.2 Edit a work code

To change or edit a work code, select and double-click or click on

with OK.

2

-

Edit work code

)

Work code Name

L [ox

Description

| Doctor |
Work code type

|Scheduled time - |

Ijr Cream ¥

[ OKj [ Cancel

&

11.2.3 Delete a work code

Select the work code you want to delete, click on

. Confirm with OK.

. Make the desired changes and confirm
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12 Info

12.1 Help

12.1.1 Technical Support

a) Support on the Safescan website
Our service page on our website is available 24 hours a day in is updated regularly.
Please go to: www.safescan.com/manuals. You will find the answers to your questions and suggested
solutions in the FAQ.

b) Support hotline
Our support team is available to answer any technical questions you may have by telephone from
Monday to Friday, between 09:00 and 17:00. Please contact: www.safescan.com

12.2 Impressum

12.2.1 Updates and upgrades
We will make updates and/or upgrades available to you at www.safescan.com/manuals. Please check regularly
to ensure that you have the latest software version.

13 Server installation

For more information about server installation, please visit our website www.safescan.com/updates_ta or
contact our help desk.

14 Uninstalling Safescan Workforce Planner

To uninstall Safescan Workforce Planner, please proceed as follows:
. Start/configuration/software.
. Select Safescan Workforce Planner, then select [Uninstall software].
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