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© Copyright 2004 Rosslare. All rights reserved.

Rosslare, the Rosslare logo, and the Rosslare products referred to herein are either the
trademarks or registered to the trademarks of Rosslare, All other trademarks are the
property of their respective owners.

Software License Agreement.

ROSSLARE IS WILLING TO LICENSE THE ENCLOSED SOFTWARE ONLY ON THE
CONDITION THAT YOU ACCEPT ALL OF THE TERMS CONTAINED IN THIS
LICENCE AGREEMENT. This is a legal agreement between you (either the individual or
the end-user or an entity) and Rosslare. By opening this software package, you are
agreeing to be bound by the terms and conditions of this Agreement. If you do not agree
to the terms of this Agreement, promptly return the software package and other items
that are part of this product in their original package with your payment receipt to your
point of purchase for a full refund. Grant of License. Rosslare and its suppliers grant you
a nonexclusive license to use one copy of the enclosed software program (‘Software’) on
one computer with the Rosslare product you have purchased. No other rights are
granted. The software is in use if it is loaded on the computer’'s permanent or temporary
memory. For backup purposes only you may make one copy of the Software. You must
include on the backup copy all copyright and other notices included on the Software as
supplied by Rosslare. Installation on a Network server for the sole purpose of your
internal distribution of the Software is permitted only if you have purchased an individual
software package for each networked computer to which the software is distributed.
Restrictions. Rosslare and its suppliers retain ownership of the Software. You may not
decompile, disassemble, reverse engineer, or modify the Software in any way. You may
not transmit the software over a network (except as expressly permitted above), by
telephone, or electrically using any means. You may not transfer the Software except
upon a permanent transfer of the enclosed Rosslare product provided that all software
updates are included in the transfer, you do not retain a copy of the Software, and the
transferee agrees to be bound by the terms and conditions of this license. Upon any
violation of any of the provisions of this Agreement, rights to use the Software shall
automatically terminate and the Software must be returned to Rosslare or all copies of
the Software destroyed. Limited Product Warranty. Rosslare warrants that any hardware
products accompanying this documentation shall be free from significant defects in
material and workmanship for a period of one year from the date of purchase. Rosslare
also warrants that the Software accompanying this documentation will perform
substantially in accordance with the documentation for a period of 90 days from
purchase. Rosslare’s hardware and software warranty is nontransferable and is limited to
the original purchaser. Product Remedies. Rosslare’s entire liability and the licensees
exclusive remedy for any breech of warranty, shall be, at Rosslare’s sole option, either a)
return the price paid or b) repair or replacement of hardware or software, provided that
the hardware is returned to the point of purchase, with a copy of the sales receipt. Any
replacement hardware and software will be warranted for the remainder of the original
warrantee period or 30 days for the hardware and 30 days for the software, whichever is
longer. The remedies are void if failure of the software or hardware has resulted from
abuse, accident or misapplication.
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Limitation of Liability

THE WARRANTIES SET FORTH IN THIS AGREEMENT REPLACE ALL OTHER
WARRANTIES. ROSSLARE EXPRESSLY DISCLAIMS ALL OTHER WARRANTIES,
INCLUDING BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE AND NON-
INFRINGEMENT OF THIRD PARTY RIGHTS WITH RESPECT TO THE
DOCUMENTATION, SOFTWARE, AND HARDWARE. NO ROSSLARE DEALER,
AGENT, OR EMPLOYEE IS AUTHORISED TO MAKE ANY MODIFICATION,
EXTENSION, OR ADDITION TO THIS WARRANTY. IN NO EVENT WILL ROSSLARE
OR IT'S SUPPLIERS BE LIABLE FOR ANY COSTS OF PROCUREMENT OF
SUBSTITUTE PRODUCTS OR SERVICES, LOST PROFITS, LOSS OF INFORMATION
OR DATA, OR ANY OTHER SPECIAL DIRECT OR INDIRECT, CONSEQUENTIAL, OR
INCIDENTAL DAMAGES ARISING IN ANYWAY OUT OF THE SALE, OF, USE OF, OR
INABILITY TO USE ANY ROSSLARE PRODUCT OR SERVICE, EVEN IF ROSSLARE
HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN NO CASE
SHALL ROSSLARE'S LIABILITY EXCEED THE ACTUAL MONEY PAID FOR THE
PRODUCTS AT ISSUE. Because some jurisdictions do not allow the implementation of
limited warranties or liability for incidental, consequential, special, or indirect damages,
the above limitation may not always apply. The above limitations will not apply in case of
personal injury where and to the extent that applicable law requires such liability.

U.S. Government Restricted Rights

The software is provided to the U.S. Government only with restricted rights and limited
rights of use, duplication or disclosure by the U.S. Government is subject to restrictions
set forth in 48 C.F.R 2.101 (Oct 1995) consisting of ‘Commercial Computer Software’
and ‘Commercial Computer Software Documentation’ as such terms are used in 48
C.F.R. 12.212 (September 1995), and in FAR Sections 52-227-14 and 52-227-19 or
DFARS Section 52.227-7013 (C) (ii), or their successors, as applicable. Consistent with
48. C.F.R. 12.212 and 48 C.F.R. 227.7202-1 through 227.7204-1 (June 1995), or any
successor regulations, this software is provided to the terms and conditions herein.
Contractor/ Manufacturer Rosslare Enterprises Ltd. 12 Wang Tai Road, Hong Kong
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Introduction

1. Introduction

The VeriTime software user friendly and intuitive graphic interface generates time-
attendance reports using events, uploaded from the AC-215/
AC-225/AC-525 Access Control Unit (ACU) via the VeriTrax database.

For the AS-215, the software can be installed on every PC that connects to a VeriTrax
Server through the same computers network. The software accesses the VeriTrax
database upon every upload looking for the AC-215 Access Control database in
order to refresh events.

For the AS-225/AS-525, the software should to be installed on the same PC that the
installed VeriTrax Server software is installed on. The software accesses the VeriTrax
database directly.

1.1 About this manual
The VeriTime manual is infended for anybody installing and or commissioning the
VeriTime time-afttendance conftrol system that interacts with the AC-215/AC-225/AC-
525 access control system and software.

This manual is a short guide on how to use the VeriTime software.
It also describes the basic actions required for working with the software.
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Installation

2. Installation

2.1 Requirements

Hardware Requirements
e Processor - Pentium 4 or higher

o Memory - Minimum 256 MB (512 MB recommended)
e Recommended - Network or local printer for printing function

Software Requirements
e Windows XP SP2
e Windows Vista Enterprise 2006
e Windows Server 2003 SP1
e Windows XP Professional SP2
e Windows XP Home Edition SP2
e Microsoft.net 2.0 (or higher) Framework

2.2 Installation Instructions

Support for Support VeriTrax AS-215, VeriTrax AS-225, and AS-525 AxTrax

To Install VeriTime with Support for Support VeriTrax AS-215, VeriTrax AS-225, and AS-
525 AxTrax:

1. Insert the VeriTime CD info your computer’s CD drive.

2. In ‘My Computer’, open the CD drive and then click on VeriTime.exe.
The VeriTime Install Shield Preparing to Install VeriTime.msi window is displayed.

InstaliShield Wizard

Preparing to Install...
1

“Yeritime Setup is preparing the InstallShield vwizard,
wehich well guide you through the program setup process.
Flease wai.

Estracting: Weritime. mei

Figure 1: Preparing to Install VeriTime.msi

Il‘ First time installation may result in a pop-up asking if you want to install ‘Microsoft
“| .Net Framework’, in cases where the Microsoft .Net Framework is not installed, the

user will be asked to install it. VeriTime cannot run without this installation.
3. The Preparing to Install window runs until the Welcome window is displayed.
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Installation

% Veritime

- InstallShield Wizard X

Welcome to the InstallShield Wizard for
Yeritime

The InstallShield{R) Wizard will install Yeritime on your
computet, Ta conkinue, click Mext.

W ARMING: This program is protected by copyright law and
international treaties,

< Back Fomext> | [ Cancel

4. Click Next.

Figure 2: Welcome window

The Setup Destination window is displayed.

i Yeritime

Click Mext

4

- InstallShield Wizard

Destination Folder

A
to install to this folder, or click Change to install to a different Folder. < ‘h

Install Yeritime to:

Ci\Program Files) Rosslare)Yeritime!

[ <Back  |[  Mext» | [ Cancel

5. Click Next.
The Setup Type win

Figure 3: Setup Destination Window

dow is displayed.
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Installation

i& Veritime - InstallShield Wizard

Setup Type

Choose the setup bype that best suits your needs. -

Flease select a setup tvpe.,

(3) Support YeriTrax AS-215/AS-225 and AS-525 AxTras

Yeritime SOL Database will be installed. Requires former installation
of Weritrax SOL Database.

O Support only Yeritrax AS-215

Yeritime M35-Access Database will be installed, Requires former
installation of Yeritrax M3-Access Database.

[ < Back ” Mext = ] [ Cancel ]

Figure 4: Setup Type Window

6. Select Support VeriTrax AS-215, VeriTrax AS-225 and AS-525 AxTrax, and then click
Next.

The Database Server window is displayed.

i Yeritime - InstallShield Wizard

Database Server

Select database server and authentication method

e
A
Select the database server ko install to from the list below ar click Browse to see a list of all

database servers. You can also specify the way to authenticate vour lagin using wour current
credentials or a SQL Login ID and Password.,

Weritrax Database Server Location:

¥ Browse, .,

Connect using:
() windows authentication credentials of current user

(%) Server authentication using the Login ID and password below

Login IC: |sa

Password: |******

[ < Back " Mext = ] [ Cancel ]

Figure 5: Database Server window

7. Browse to the “Veritrax Database Server Location”, and then in “Connect using”
select “Server authentication using the Login ID and password below™.

SQL database has to be installed on the computer when the installation is taking place. If you do not have

the appropriate database on-board your computer, please install it by copying the following:
C\: Program Files\Rosslare\VeriTrax AS-215\AC215DateBase.mdb

8. Type in the Login ID and Password, and then click Next, by default there is no need
to change the Login ID and Password.

The Ready to Install the Program window is displayed.
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Installation

i Veritime - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

IF you want ko review of change any of your installation settings, click Back. Click Cancel to
exit the wizard,

[ <gack  |f Install | [ Cancel

Figure 6: Ready to Install the Program window

9. Click Install.
The Installing VeriTime window is displayed.

i Yeritime - InstallShield Wizard

Installing ¥Yeritime ! ‘ ‘
The program features vou selected are being installed. + i

Please wait while the Installshield Wizard installs Weritime, This may take
several minutes,

Status:

Figure 7: Installing VeriTime window

10. When the InstallShield Wizard Completed window is displayed, click Finished.
The Installation is complete.
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Installation

Support for VeriTrax AS-215 Only

To Install VeriTime with Support for VeriTrax AS-215 Only:
1. Insert the VeriTime CD into your computer’'s CD drive.

2. In‘My Computer’, open the CD drive and then click on VeriTime.exe.
The VeriTlime Install Shield Preparing to Install VeriTime.msi window is displayed (see
Figure 1).
First time installation may result in a pop-up asking if you want to install ‘“Microsoft
.Net Framework’, if so, answer ‘Yes'. You will then have to accept the license
agreement/s by clicking ‘Yes'. The system will install the ‘Microsoft .Net Framework’.
3. Follow the instructions in the initial install procedure (see Support for ), and in the
Setup Type window (see Figure 4) select Support only Veritrax AS-215.

i& Veritime - InstallShield Wizard

Setup Type

Choose the setup bype that best suits your needs. o
Flease select a setup tvpe.,

(3) Support YeriTrax AS-215/AS-225 and AS-525 AxTras

Yeritime SOL Database will be installed. Requires former installation
of Weritrax SOL Database.

O Support only Yeritrax AS-215

Yeritime M35-Access Database will be installed, Requires former
installation of Yeritrax M3-Access Database.

[ < Back ” Mext = ] [ Cancel

Figure 8: Setup Type Window

4, Click Next.
The Ready to Install the Program window is displayed.

i Veritime - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

IF you want ko review of change any of your installation settings, click Back. Click Cancel to
exit the wizard,

[ <Back  |f Install | [ Cancel

Figure 9: Ready to Install the Program window
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Installation

5. Click Install.
The Installing VeriTime window is displayed.

i&7 Yeritime - InstallShield Wizard

Installing ¥Yeritime

The program features vou selected are being installed. e |

Please wait while the Installshield Wizard installs Weritime, This may take
several minutes,

Status:

Figure 10: Installing VeriTime window

6. When the InstallShield Wizard Completed window is displayed, click Finished.
The Installation is complete.

See Selecting Database Options for more information on implementing databases.
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Accessing the System

3. Accessing the System

The VeriTime system is case-sensitive. The default operator is administrator.

3.1 Accessing the VeriTime System

To Access the VeriTime System
1. Double click the VeriTime icon to open the Login dialog box.
2. Inthe Operator Name select administrator and in the Password fields type 'admin’.

j

For unlicensed version, in password field type: "demo". Demo VeriTime is available
only in MS-Access mode.

3. Click 'OK’ to access the application.

3.2 HASP key protection

The VeriTime software works using HASP key permissions, except for a demo version,
that allows you to access the software but will not save any work done within.

The Hasp key is defined in the VeriTrax software. The hasp key limitation exists from
VeriTime version 1.8.0. Hasp key supports VeriTrax MS-Access database version 11 and
later as well as VeriTrax SQL database version 7 and later.

To enable the SQL Database in VeriTime:

1. After programming hasp key, and inserting it to the computer, in the VeriTrax
software or AxTrax software, select Tools>Options, in the Hasp Key window check
the ‘Share database with VeriTime' checkbox.

The sharing database message will display the database enabled.

q F:.i.i

General T Alarm handler T User Figlds T User pop up T Report title

Default setting

[ Auto startup Language English =
Holidays HASP key

[~ Outlook v Share data base with Veritime
Highlight

alarm events

.
\l') A5215 M1 (Meritime) Enable € Select color

[ Use highlight user evel TRl 4, biv ]
Iv Selected user
I Alluzers

™ Unknown key

Transrit transachions

m Com part | Speed |

0K | Cancel |

Figure 11: AS-215 SQL Database enables

j

The sharing database message will display the database enabled (AS-215, AS-225,
or AS-525 depending on the installation performed.

2. Confirm database sharing in Help >About.
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Accessing the System

HASP Key Limitations

There are three cases where the software will not work properly due to HASP key
limitations. The appropriate message will appear as follows:

e Working with older VeriTrax database.
Select a newer VeriTrax database.

¢ The software does not find the current VeriTrax database.
Select a different database called ‘AC215DataBase.mdb’ in case of MS-
Access database.

e The VeriTrax database is correct but there is no permission to work with
VeriTime software, or the hasp key does not exist.
The application will close immediately. To solve this issue, run the VeriTrax
software and check the Hasp key definitions.

For more details about refreshing the database, see ‘Step 1 - Refresh database’
paragraph below.

3.3 Selecting Database Options
The Tools>Database menu enables you to manage your database effectively by
uploading or restoring existing data, creating backups or clearing the database.

To Upload a selected database

1. Inthe Tools>Database menu, select Update Veritrax database from the drop-
down menu.
The Update Database window is displayed.

&iu pdate Database E|

Select databaze options

Upload
Werntrax database file
C:\Pragrar FileshR osslareWeritras AS-2155AC21 5D ataBase. mdb

Browse...

Upload now

Al

Close

Figure 12: Upload Veritrax database window
2. Browse to the database file, and then click Upload now.
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Accessing the System

To Backup a selected database

1. Inthe Tools>Database menu, select Backup Veritrax database from the drop-
down menu.
The Backup Database window is displayed.

@ Lipdate Database

Select databasze options

[ Backup

B ackup folder
C:\Program FileghFosslaredventime\BackuphBackUp 2 3 2008 mdb

Browse...

B ackup now

il

Cloze

Figure 13: Backup Veritrax database window
2. Browse to the database file, and then click Backup now.
To Restore a selected database

1. Inthe Tools>Database menu, select Restore Veritrax database from the drop-
down menu.
The Restore Database window is displayed.

@ Update Database

Select databaze options

1 Impart

Replace cument databaze with

Browse...
Import
Close

Figure 14: Restore Veritrax database window

2. Browse to the database file, and then click Import.
To Clear a selected database

1. Inthe Tools>Database menu, select Clear Veritrax database from the drop-down
menu.
The Clear Database window is displayed.

VeriTime Time-Aftendance Interface Software User Manual Page 14



Accessing the System

ﬁ Update Database

Select databasze options

[ Clear -

Attention!

* Delete all configuration and events

" Delete all events up to:

Clear now
Cloze

Figure 15: Clear Veritrax database window

2. Browse to the database file, and then click Clear now.
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The VeriTime Interface

4. The VeriTime Interface

The VeriTime interface has the following panes:

e Menu Bar

e Toolbar

e Tree View

e Main Window

4.1 Menu Bar
Menu |Submenu Description
Login Change operator
File Logon database |Change VeriTrax database
Exit Click to Exit the application

Upload VeriTrax database, Backup, import

Tools  Database and clear VeriTime database.

Click to read information about the

Help |About VeriTime version

4.2 Toolbar
The Toolbar is dynamic and changes according to the actions performed in the
system.

Icon Description

- Refresh database - Uploads events from the VeriTrax database.
el"h This icon appears throughout the program. This icon is available only in MS-
Access mode.

.J Add a new item. This icon appears throughout the program
1 Edit the selected item. This icon appears throughout the program
o] Delete the selected item. This icon appears throughout the program

:J| = System Events view sorted by last hour, last day, last week or all events

K Produce Report

4.3 Tree View

System Events

A complete list of system events, showing all actions performed in the VeriTime
software by the operator.

Events are displayed using the following periods:
e Last Hour
e Last Day
e Last Week
e Specific Period (Custom)

VeriTime Time-Attendance Interface Software User Manual Page 16



The VeriTime Interface

e All events

The data is automatically sorted by date, to change the sorting method click on the
desired heading:

e Date

e Operator name
e Screen

e Action

Schedules
The Schedules module is used to create ‘work template’ groups that contain shifts
definitions.
There are two kinds of work templates:
e Working day — With three card reader options:
o Once A Day
o Twice A Day
o Allmovements
e Non-working day
Two default schedules are automatically created:
e Default working: Working day template
e Default non-working: Non-working day template

Time Groups

The Time Groups module associates the Schedules and Access control readers. For
each Time group you define a weekly schedule and select the relevant readers.

A default weekly schedule is automatically created defining Sunday, Saturday and
Holidays as non-working day.

Leaves

This module defines user leaves of absence. For each leave of absence type, you can
allocate a number of days, enter details about deducted days and select the
relevant users.

Users

Each user must be a member of a department and aftached to a time group. Users
cannot be added with the VeriTime software. This data is taken form the VeriTrax
database during the ‘Refresh database’ action.

Within the user properties screen you can only change the fime group field.

Holidays

Holidays cannot be added or changed with the VeriTime software. This data is taken
form the VeriTrax database during the ‘Refresh database’ action. It is used to set the
time groups performance on days that are defined as holidays.

VeriTime Time-Aftendance Interface Software User Manual Page 17



The VeriTime Interface

Operators

The Operators option allows the Administrator, who is the default user to define users'
accessibility and modification rights to the VeriTime software in general and for each
section specifically.

Reports
The Reports option allows you to produce and print three kinds of reports:
¢ Time & Attendance - Plan & arrange data before producing a report.

e Leaves - Produce areport showing all users’ leaves.
e System — Produce a report showing all operators sorted system events.

4.4 Main Windowpane
The main windowpane change, depending on the option selected, is where all the
actions are performed and viewed.

@ Yeritime Attendance Control System EIEWE'
File Tools Help

=| Systemn Events
L Schedules
T Time Groups
E_l] Leaves
--p¢4 Departments/Uszers
##4 Generdl
:J Holidays
an Dperators
-I- =] Repaorts
=] Time & Attendance
=] Leawves
=] Swstem

Software Installation Guide

erilime®

ATTENDANCE CONTROL SYSTEM

Copyright [c) 2007 Rosslare Enterprises Lid.

Figure 16: Main window

VeriTime Time-Aftendance Interface Software User Manual Page 18



Principal Operational Procedures

5. Principal Operational Procedures

5.1 Workflow

The five-step workflow shown and explained below is a suggested workflow for
configuring the application.

Step 1: Refresh database
|

Step 2: Define schedules

Step 3: Define time groups

Step 4: Define user time group

1
Step 5: Produce T&A Report

5.2 Step 1 - Refresh Database

This step is done automatically every time you open the software, however if the
database used is not the correct one, you need to change the file manually.

If you are using SQL database this step is not relevant and you can go to step 2.

Changing the VeriTrax database file:

1. Inthe menu bar, select Tools » Database to open the ‘Update database’ dialog
box (shown below).

pdate Database ]

Select database options
|L|plnac| Weritrax databasze j

Upload

Weritrax database file
C:h%Program FileshRosslareWentras A5-21544C2150 ataBaze. mdb

Browse. .

Upload niow

Ll

Cloze

Figure 17: Update Database window

2. Click the '‘Browse’ button to locate and change the database file, then click the
‘Upload now' button to upload the data form from the new VeriTrax database to
the VeriTime software.

When done, click 'Close' in order to close the window and continue working.
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Principal Operational Procedures

5.3 Step 2 - Defining Schedules

This option characterizes work templates by defining shiff parameters.

Two default schedules are integrated in the software, Default working schedule and
Default non-working schedule

Defining Schedule Properties
Highlight the Schedule option to open the schedule pane in the main windowpane.

@Ueritime Attendance Control System I I ] 4

File Tools Help

|9 | a4 = |

og file
' Schedules Description | woark template | Read card
1“ Time Groups _ﬁDefauIt nor-working  Mon-working day Al movemnents
gl Leaves _L'm Default working wiorking day All movemnents

4 Departments/Users
Holidays

#n Operators

- =) Reparts

Figure 18: Schedule pane

1. Create a new Schedule, or edit an existing one by clicking on the appropriate
icons as described in the toolbar section above, you can also delete non-default
schedules. A new schedule can also be created by right clicking on ‘Schedules’ in
the tree view and selecting ‘New’.

The schedule properties screen opens:

@Schedule properties 5'
Schedule description Shift type
5 chedule3 I\N’orking day j
Wwoarking day
Readcard ——————— | [ Payment
&) movements ¥ Wwarking haurs 08:00 == br. _I
" Twice a day [First entry, last exit) [ Over time IU[];UU j hr. _I
" Once aday [ Extratime 0000 j‘ b _I
I~ Ower night shift —Breaks
[fram 12:00 PM ta 11:53 4M )
I Breakl [from=r |
I Bresk2 o= h. .|
ok | Cancel |

Figure 19: Schedule Properties window
2. Change the parameters of the schedule as described below:
3. Type a description for the new schedule in 'schedule description'.

4. Select the type of work template from the 'Shift type’ combo box. Choose
between two options:

o Working day
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Principal Operational Procedures

o Non-working day

Working Day Template

5. Define the Working Day template using the following options:

'Read card’ frame - define how many times the user needs to pass his
card during the day select between All movements (default), Twice a
Day (first entry and last exit) or Once a day.

'Payment’ frame — define regular and over time working hours, if the over
fime hours was selected the exira fime option will be enabled allowing
you to define an additional work hour option.

Click the | (more) button to define additional parameters.

the additional parameter window consists of three tabs

“wiorking hours IStart timel End timei ‘working hours  Staik time I End limai “working hoursl Start time  End time |
bk hherim bk
Start time [onon = I~ addautain 0000 = [~ 4dd auto ot [z355 =
End time I23:59 = Minimurn start time: [Armving — ool e =
= Bt pay ) 08:00 = L] EZ:FTELTZ ]“me cosider as [onon =
Meed minimum working time 00:00 == hr. i e A ¥
aximum: start tme |Qmying porsy)
Hours value 100 = r after this ime cosider as late] 2389
0K I Cancel | 0K | Cancel | oK Cancel |

Figure 20: Work Day Template

6. Working Hours — Define the Start and End time, whether a minimum amount of
working hours is required and the Hour's value in percent.

7. Start Time — you can select to activate and define automatic in fime 'Add Auto in’,
‘Minimum Start Time' users arriving before the defined time will receive pay for that
period of time and '"Maximum Start Time' defining the latest fime a user can come
fo work with him being considered late.

8. End Time - you can select to activate and define automatic out time 'Add Auto
out' and 'Minimum End Time' leaving before the defined time will be considered as
early departure.

‘Breaks’ frame — This frame is enabled if ‘all movements’ or ‘twice a day’
was chosen in the ‘Read card’ frame, allows you to define one or two
breaks. Click the _-I (more) button to define additional parameters. The
additional parameter window consists of three options, '"Minimum start
fime', 'Maximum end time' in hours and 'if worked pay by' in percent.
'Over night shift’ check box - you can check this box to define an over
night shift. In this case, when computing Time &attendance (T&A) reports
the working day will begin at 12:00:00 PM to 11:59:59 AM, instead of
12:00:00 AM to 11:59:59 PM.

VeriTime Time-Aftendance Interface Software User Manual Page 21




Principal Operational Procedures

[—

!lm When setting the night shift, which is up to and including 12:00 AM, the shift will be
included in the previous day’s work hours. As a resulf, the report generated will

display the exit fime as the previous day’s EXIT. Hours clocked affter 12:00 AM will be

part of the current working day’s hours.

Non-working day template

Schedule properties =

Schedule description Shift bype
D' efault nan-warking| | J
Man-working day

If not worked If woorked pay by

bk

Automatic pay 00:00 = Schedule Diefault working -

ok | Cahcel |

Figure 21: Non-Working Day Template
9. Define the Non-Working Day template using the following options:
e 'If not worked’ frame -Define automatic pay in hours for non-working
days when users did not do any work.

e 'If worked pay by’ frame -Select a schedule template for users who
worked in days defined as non-working days.

5.4 Step 3 - Defining Time Groups

Highlight the Time Groups option to open the Time Groups pane in the main
windowpane.

@H‘Eritime Attendance Control System 10l =]
File Tools Help

I ?v_‘“ =
E|E.,-‘ YWeritime |%| = W |
E,HDefauIt

444 Departrments/Users
J Holidays

----- ! Operators

(- = Reports

Figure 22: Time Groups Settings

The Time Group is a combination of readers and schedules. Each user must belong to
a time group that has a specific work schedule.
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Defining Time Group Properties

1. Create a new Time Group, or edit an existing one by clicking on the appropriate
icons as described in the toolbar section above, you can also delete non-default
fime group. A new time group can also be created by right clicking on ‘Time
Groups’ in the free view and selecting ‘New’.

The Time Group properties window divided into three talbs will open:

Descrption
Time groupz
Schedules ] Fiead in| Read out
Dray Schedule
Sunday Default nan-warking
Monday Default ‘Working
Tuezday Default wiorking
WWednsday Default ‘working
Thursday Default ‘Working
Friday Default wiorking
Saturday Default nan-warking
Holiday Default non-working
Cancel [I]:4

Figure 23: Time Group Properties
Change the parameters of the time group as described below:
3. Type a description for the new Time Group in 'Description'.

4. Inthe 'Schedules' tab, click on each item of the schedule column to show a
combo-box of existing schedule template and select one for each day of the
week as well as for Holidays.

5. Inthe 'Read In' tab, select readers to be consider as ‘In’ action from the available
list of readers.

6. Inthe 'Read out' tab, select readers to be consider as ‘Out’ action from the
available list of readers.

5.5 Step 4 - Defining Users Time Group
Creation of new users or modifications fo existing users can only be done from the
VeriTrax software directly.

Modification to users' details within the VeriTime software is limited to Time Group
association and Leave of absence declaration.

For leave of absence details see Additional Options and Wizards » Leaves

Changing user time group

1. Click on the Department/Users option to open the list of departments and select
any available department (ex. General). The complete list of users belonging to
the department chosen will open in the main windowpane

2. Double click on any user to open the User properties dialog box.
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User properties @
Details l Leaves]
User name User#
Sith, John 1
Department
General
Time group
D etault j
Cancel | 1] |

Figure 24: User properties window
3. Inthe 'Time groups’ combo box select an available time group, click ‘OK’.

5.6 Step5- Produce T&A Report

The Reports option allows you fo plan your data/events any way you wish and then
create attendance reports.

The reports are built according to the entire system definitions including: Schedules,
Time groups, Leaves of absence and Holidays.

For elaborate details and how to generate a report, See section Additional Options
and Wizards » Reports ahead.
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6. Additional Options and Wizards
6.1 Leave of Absence

Leave wizard

The Leaves option allows you to define user’s leaves of albsence. For every leave
defined you can allocate days and deduct days for absence.

You can also deduct days for specific users in the ‘User leave properties’.
Highlight the Leaves option to open the Leave pane in the main windowpane.

@ Veritime Attendance Control System

File Tools Help

= G.-‘ Weritime 2
= Swstem Events
) Schedules Description | Allocate Frequency Approve by
%, Time Groups
e Leaves
—|-44§ Departrentsd]sers
44 General
:J Haolidays
an Operators
- =] Reports
=) Time & Attendance
=] Leaves
=] System

Figure 25: Leave Wizard

4. Create a new Leave, or edit an existing one by clicking on the appropriate icons
as described in the toolbar section above, you can also delete leave definitions
you created. A new Leave can also be created by right clicking on ‘Leaves’ in the
free view and selecting ‘New'.

A wizard will open o assist you in defining the leave of absence type:

5. Define the different allocation properties for this leave as shown in the image
below and click ‘Next’.
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Leave wizard 5]

_ E , This wizard will help you to create leave.

it =8
= Allocation properties

Allocation

B0 = daye

Allocation frequency Auto allocate

| Once j | ::I dayz

Approve by Payment
|administrat0r j | 0 = x

Cancel | < Back | et > | |

Figure 26: Allocation properties window
6. Add the users applicable for this leave type and click ‘Next’.

Leave wizard 5]

‘which uzers you would ke at this leave?

Users list | Selected users |
Srnith, Johin

Berkin, Davit Add
Auztan, Stive

Bower, Jack

Picks, Tory sadal>>
Bosh, Gorge

Falili, &nita

Remove <
Remaove all <<

Cancel | < Back | Mext > | |

Figure 27: Allocate Users window

7. Presents the deducted days associated with this leave. You can add or remove
days and click ‘Next’.
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Leave wizard X
Leaves Deduct
From Date To Date Days | Approve By Comments
03/04/2004 03042004 1 administrator sick leave
b 03/05/2004  O8/05/2004 3 administratar
*
Cancel | < Back | Mext » | Firizh |

Figure 28: Leaves Deduct window
8. Specify a name for leave type and click ‘Finish’ to complete the wizard.

Leave wizard 5]
Description leave
|Lea\.-'e type?
Cancel | < Back | | Finizh |

Figure 29: Leave Description window

User Leave properties

After allocating Leave of Absence days using the wizard, as explained above, you
can deduct absence days for specific users using the Leaves tab within the user
properties window

1. Access the user properties window as described in step 4 above and click on the
‘Leaves' tab
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User propetties E]

Details Leaves ]

Leaves allocate

Leave Days | Approve By Balance
» |Private leave 8 adrinistrator 4

Leaves deduct
From Date To Date Days | Approve By Comments
b |D3/04/z004 03/04/2004 1 administrator sick leave
03/05/2004 06/05/2004 3 administrator
*

| | »

Cancel | oK |

Figure 30: User Leave Properties window
You will see two tables. The first table, 'Leaves Allocate', at the top is a list of Leave of
absence types associated with the user as defined in the wizard including a balance
of remaining days.
The second, bottom table, ‘Leaves deduct’ is a dynamic table were you can define
leave of absence days, you need to type the From and To dates, the total number of
days, whom it was approved by and any comment you may wish to add.

6.2 Reports

Introduction
The Reports option allows you to produce three kinds of reports:

e Time & Attendance - This report is the main report for this software. The
report integrates all data in order to produce a report that includes
schedules, time groups, leaves, users, operators and holidays. The report
is extremely flexible and allows you to plan your data/events in any way
wish and according this to make calculations for the generated report.

e Leaves - This report portrays the leave of absence status for all users.

It shows how many leave of absence days are allocated for each user
as well as showing a current balance of remaining days.
The datais based on ‘Leaves’ options and ‘User leave properties’.

e System — This report shows all the actions that operators performed in the
software. The data is sorted by User and Date. The data is based on the
‘System Events’ option.

Report View

The VeriTime report window is divided intfo two panes; the left is the Group Tree
windowpane showing the entire report group and the right is the Main Report
windowpane where the report is shown
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Report Tool Bar

Icon Description

4 First page — Jumps to the first page of the report
Previous page — goes to the previous page of the report
Next Page — goes to the next page of the report

Last page — Jumps to the last page of the report

Go To page - Jumps to a specific page in the report

Close - closes the current report view

X © = e

I | Print — prints the current report
3 Refresh —refreshes the report view from the database
Export — exports the report to a file, select a file type between Adobe

@ Acrobat, Microsoft Excel, Microsoft Word and Rich Text Format.

= Toggle Group Tree- toggles the group tree between visible and

r8 hidden
ﬁ o Zoom - select a zoom view for the report

i Search Text — allows you to search for specific text within the report

T&A Report wizard

Highlight the Time & Aftendance option under Reports to open the Time &
Attendance report pane in the main windowpane.

& Veritime Attendance Control System

File Tools Help

Yeritime
- E_l\ Weritime ”
J—'E] System Events 44« 5
! Schedules D escription | Wiew | Dates | Last modified |
E,H Time Groupz
Leaves
—| -4 Departments/Users
#4¢ General
Haolidays
an Operators
-1 =] Reports
= Time & Attendance
= Leaves
=] Sustem

Figure 31: Report Wizard

VeriTime Time-Afttendance Interface Software User Manual Page 29



Additional Options and Wizards

Creating and Editing T&A Reports

1.

Create a new Time & Aftendance report, or edit an existing one by clicking on the
appropriate icons as described in the foolbar section above, you can also delete
Time & Attendance reports you created. A new Time & Attendance report can
also be created by right clicking on ‘Time & Attendance’ in the tree view and
selecting ‘New’.

A wizard will open to assist you in defining the Time & Attendance report:
Select the desired computed dates for the report and click ‘Next'.

Dates
" In the last 3: daps
E': rotths

[o/0z/2004 )

" Inthe last

% Between and  [o7/mzsanm |

Figure 32: Dates

Add the applicable users for the report and click ‘Nexi’.
It may fake several minutes to compute the data you requested.

At this stage, the system processes all the events and builds two tables as you can
see in Step 3.

Which users you would ke t thi repoit?

[Users st
Berkin, Davit

Selectes users
Smith, Jokn

Add >
Add all 3>

Aemove ¢

Remave ol << |

Cancel

<Back Next > Firish

Figure 33: Users

Schedules planning for user, allows you to match the data to your own needs. At
the top combo-box, choose the user you wish to see view.

The table shows how the user should work according to his fime group.

You can change the schedule field and operator field by clicking on the cell and
select the item you want, you must then press the ‘Save’ button.

Clicking the ‘Refresh’ button will reload the data from the database.
This step shows user movements for each day.
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6.

7.

@Repurt wizard

Select user

|5m|lh, John j

004

} 04 Mon  Defaulb working 0800

- 03/02/2004 |Tue  |Default working 10:12
- 04/02/2004 |wed |Default working 10:58
- 05/02/2004 |Thy | Default working 0:00 -

[Fours TvalucslPay Jrate ieaving [operator —[Comments

¥
14:36 0g:02 100 0z 00:34 no:o0 administrator
17:34 01:58 100 01:58 oo:00 no:o0 administrator
< ol
Save | Fresiew |
Cancel < Back Mext > Finish

Figure 34: User Movements window

The fop table is the same table as in Step 3 but the details cannot be changed.
The table only shows the total user payment for each day.

The bottom table presents the movements in the selected day. You can change
any field by clicking on the row and editing the selected cells, you must then press
the ‘Save’ button.

Clicking the ‘Preview’ button will show a preview of the produced report for the
current user.

In the last step, you can select the report view as well as specify the report's name.

Wiew oplion
|.t’-'«|| movements j

Dezcnption Repart

|First week of Fehruiary

Figure 35: View Option window

8. Click on the ‘Finish' button to complete the report setup.
9. You can click the 'Cancel button af any time fo exit the wizard, use the Back

button at any step to refurn to previous stages in the wizard.

Producing T&A Reports:

1.

From the list of T&A reports you have created, select the report you wish to
generate.

Click the 'Produce’ icon located on the toolbar, the report window will open
showing a report similar to the one below in the Main Report windowpane you
can then view print or export the report shown using the icons in the Report
toolbar.
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@ VeriTime Report CEX
WS Se 4 - T 4 -
Main Report |
| ~
T&A Report 4
Dates: 24012005 To 250142005
Day In Owi  Hous %  Payment Late Leaving  Commenis
[VONES, Victoria [
Totlday 24012005 00:00 ov:00 00:00
Men 0705 00 0055 0 i 000 i
Man 030 1700 0900 100 0300 0000 000 Auta Ot
Totalday 25012005 13:26 00:00 00:00
Tus 0304 1700 0856 100 D086 0000 0w
Tus 1700 000 0300 135 0345 0000 w0
Tus 2000 W30 0030 150 0045 000 000
Totalday 26012005 00:00 00:00 00:00
Wed W Wm0 00 0 it 000 000 Abserce day
Totalday 27012005 09:10 00:30 00:00
Thy 03:40 1700 0820 100 D220 0030 it
Thu 1700 1740 0040 125 000 0000 000
Totalday 28012005 08:01 o0:00 00:41
Fi 0304 1605 0801 100 0201 000 0:aL
Total period 39:37 00:30 00:41
4 Working days 3417 Regular howrs |
1 Late anmvals 0340 Overtims hows
1 Eatly lsaves 0030 Extra time hows
0 Lewvedsys
1 Absence days
| e
< >
Current Page No.: 1 Tokal Page No.: 1 Zoom Factor: 90%

Figure 36: T&A Reports window

Leaves Report wizard

Highlight the Leaves option under Reports to open the Leaves report pane in the main
windowpane.

& Veritime Attendance Control System __ E'E'
File Tools Help
Yeritime
= G:." “Yeritime "R EIE
= Systemn Events
1 Schedules Description | Last rnodified |

E,H Time Groups
Leaves
—-44¢ Departments/sers
444 General
Halidays
an Operators
- £ Reparts
= Time & Attendance
= Leaves
=] System

Figure 37: Leaves Report window
Creating and Editing Leaves Reports

1. Create a new Leaves report, or edit an existing one by clicking on the appropriate
icons as described in the toolbar section above, you can also delete Leaves
reports you created. A new Leaves report can also be created by right clicking on
the ‘Leaves’ option in the tree view and selecting ‘New’.

A wizard will open to assist you in defining the Leaves report:

2. The first stage of the wizard is an Intfroduction screen, click ‘Next’.
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3. Add the desired users for the leave of absence report and click ‘Next’.
Leaves repork _FE]

wihich leaves you would like at this report?

Users list | Selected users |
Srith, Joht

Berkin, D avit Add

Austan, Stive

Bower, Jack

Picks, Tany Add all >

Bosh, Gorge

Falili, &rita

Remaove <
Remaove all <<

Cancel < Back Mext » | |

Figure 38: Leaves Selection window

4. Add the desired leave types from the list of leave types you had created and click
‘Next'.

Leaves repork 3]

Wwhich leaves tppe you would like at this leave?

Leaves list | Selected leaves |
_KJ Annual leave EJ Sick leave

E_'I Education program Add >

Add all »>

Remove <

Remave all <<

1!

Cancel < Back | Mest > | |

Figure 39: Leaves Type window

5. Inthe last step of the wizard specify the report's name and click ‘Finish’.
Producing a Leaves Report:

1. From the list of Leaves reports you have created, select the report you wish to
generate.

2. Click the ‘Produce’ icon located on the toolbar, the report window will open, you
can then view print or export the report shown using the icons in the Report
toolbar.
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System Report Wizard

Highlight the System option under Reports to open the System report pane in the main
windowpane.

&Y Veritime Attendance Control System : E'E'

File Tools Help

Veritime

- E‘;{ Weritime R
2| System Events
L Schedules Dezcription | Dates | Last modified |
1” Time Groups

Leaves
—-44¢ Departments U zers
¥4 General
Halidays
an Operators
-1 =] Reparts
2 Time & Attendance
= Leaves
[ Sustem

Figure 40: System Report pane
Creating and Editing System Reports

1. Create a new System report, or edit an existing one by clicking on the appropriate
icons as described in the toolbar section above, you can also delete system
reports you created. A new system report can also be created by right clicking on
the '‘System’ opftion in the free view and selecting ‘New’.

A wizard will open to assist you in defining the System report:

2. Select the desired dates for the report and click ‘Next’.

Dates

" In the last 3: days
" In the last 3: months
' Between [o1r0zvz00  +]  and ovozezone ]

Figure 41: Dates
3. Add the desired operators and click ‘Next’.

System report 5]
‘Which operators you would like at this repart?
Operators list Selected operators
£ Manager £ Audriinistrator

& Toam Leader $
oy Operators
o Securty systen Add &l 7>

Remave ¢
Remove all <<

Cancel | < Back | Nest »
Figure 42: Operators
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4. Add the desired events and click ‘Next’.

System report =
Wihich events you would like at this report?

Events list Selected events
2| Schedules =|Logon
2| Time groups Add > 2| Database
=|Leaves
£ Oparstors Add ol >
< Te Repoits
2| Leaves Reports
= Svstem Reports
= Users

Femove <

Remove all <<
Cancel | <Back_ | Nest> |

Figure 43: Events
5. Inthe last step of the wizard specify the report's name and click ‘Finish’.
Producing a System Report:

1. From the list of System reports you have created, select the report you wish to
generate.

2. Click the ‘Produce’ icon located on the toolbar, the report window will open, you

can then view print or export the report shown using the icons in the Report
foolbar.
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7. Technical Support

Asia Pacific, Middle East and Africa

Rosslare Security Products Headquarters
905-912 Wing Fat Industrial Bldg,

12 Wang Tai Road,

Kowloon Bay Hong Kong

Tel: +852 2795-5630

Fax: +852 2795-1508

E-mail: support.apac@rosslaresecurity.com

United States and Canada

1600 Hart Court, Suite 103

Southlake, TX, USA 76092

Toll Free: +1-866-632-1101

Local: +1-817-305-0006

Fax: +1-817-305-0069

E-mail: support.na@rosslaresecurity.com

Europe
Global Technical Support & Training Center
HaMelecha 22
Rosh HaAyin, Israel 48091
Tel: +972 3 938-6838
Fax: +972 3 938-6830
E-mail: support.eu@rosslaresecurity.com

South America
Pringles 868, 1640 Martinez
Buenos Aires
Argentina
Tel: +54 11 4798-0095
Fax: +54 11 4798-2228

Web Site: www.rosslaresecurity.com
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