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1 Time and Attendance Module Settings and Operation Guide.
Introduction

On the page:

+ Purpose of the
document

« General information
about the Time and
Attendance module

1.1 Purpose of the document

This Time and Attendance Module Settings and Operation Guide is a reference manual designed for Time and
Attendance module configuration technicians and operators. This module is part of an access control system (ACS)
built on the ACFA PSIM Software System.

This Guide presents the following materials:

1. general information about the Time and Attendance module;
2. Time and Attendance module settings;
3. working with the Time and Attendance module.

1.2 Generalinformation about the Time and Attendance module

The Time and Attendance software module is a component of an ACS built on the ACFA PSIM software and supports
the following actions:

1. view staffing structure of company by departments and get information about each employee;

2. form charts and working schemes with different periods and assign them to each employee or total
department;

3. keep accounts of vouchers and overtime documents of employees;

calculate total working hours of each employee and present results as a table;

5. create report by total working hours of employees.

»
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2 Licensing policy for Time and Attendance module

If you acquire 1 license for this module, it will allow you to use any number of the Time and Attendance objects on
any number of computers (Servers/RAWs and Clients). The same license also opens the Access Manager reports
and the TAM reports objects under the Web Report System object so that you could use corresponding reports
after WEB Report System PSIM installation (for more information, see WEB Report System PSIM. User Guide).

Licensing policy for Time and Attendance module-5
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3 Configuring the Time and Attendance module in the ACFA PSIM
software

3.1 Time and Attendance object settings

To configure the Time and Attendance object in ACFA PSIM, do the following;

1. Gotothe Time and Attendance object settings panel. It is located on the Interfaces tab of the System
Settings dialog window.

Users Programming gs

1 Time and Attendancs 1 8203
X ip Display || Disable =)+ ] Al departments
I (@Y Time and Attendance 1 = - Department 1| Q)
Doy E Department 2
[ Fix position
Monitor: | bain
IMISSIoNs seting
Departments and
users
Schedules 1
Documents
eports
Archive size:
B | &dd departments dynamically
Fiepon Server addiess 10
hitp: /localhost- 081 freports/ 7 A=

(@ Note

In the ver. field the current module version is displayed (8).

2. Set the Fix position checkbox to fix the Time and Attendance module interface window in the specified
desktop coordinates (1).

3. From the Monitor drop-down menu (2), select the monitor on which the Time and Attendance module
interface window should be displayed, if the Fix position checkbox is set.

4. To configure the position of the Time and Attendance module interface window, specify the coordinates of
the window’s upper left corner in the X: and Y: fields and its width and height in the W: and H: fields (3).

5. Inthe Permissions settings field (4), the rights for operator working with the client part of the Time and
Attendance module are configured.

a. From the Departments and users drop-down menu, select the operator access level to the
Departments navigation panel.

Access level Description

Editing Full access, editing is available
Viewing Read-only access

Forbidden No access

b. From the Schedules drop-down list select the operator access level to the Schedules navigation
panel.

Configuring the Time and Attendance module in the ACFA PSIM software- 6
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c. From the Documents drop-down list select the operator access level to the Documents navigation
panel.
d. From the Reports drop-down list select the operator access level to the Reports navigation panel.
In the Archive size field specify the size of the events archive in days (5).
Set the Add departments dynamically checkbox to automatically add all departments created in the Visitor
Management System module to the Time and Attendance module (6).
In the Report Server address field specify the address of the reports subsystem server (7).
In the field 9 select the departments that should be available in the Time and Attendance module (9).
Click the Data source button to select the database source (10).
a. Inthe opened Data link properties dialog box on the Data provider tab select the data source (SQL
Server).

Configuring the Time and Attendance module in the ACFA PSIM software- 7
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B Data Link Properties x|

Provider | Eu:unneu:tiu:-nl .ﬁ.dvancedl Al I

Select the data you want bo connect to;

OLE DB Provider(z]

Microzoft Jet 4.0 OLE DB Provider

Microzaft Office 12.0 Access Databaze Engine OLE DB Provide
Microzaft OLE DB Provider for Analysiz Services 3.0
Microgzoft OLE DB Prowvider For D ata Mining Services
Micrazaft OLE DB Prowvider For Indexing Service
Microzaft OLE DB Provider for Intermet Publizhing
Microgzoft OLE DB Provider for ODEC Drivers
Micrazaft OLE DB Prowider for OLAP Services 8.0
Microzoft OLE DB Provider for Oracle

Microzoft OLE DB Provider for SOL Server

Microzoft OLE DB Simple Provider

kS0 ataShape

OLE DB Provider for Microsaft Directon Services
SAL Server Mative Client 10.0

1] | »
Mext 5= |

k. I Cancel | Help |

Configuring the Time and Attendance module in the ACFA PSIM software- 8
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BB Data Link Properties |

Provider Connection I.ﬁ.dvancedl &l I

Specify the following to connect to SEL Server data;
elect ar enter a server name:

[LOC.&.LHOST “SOLEXPRESS

Refrezh |

™ Usze Windows MT Integrated security

%' Use a specilic user name and password:

Izer name: Ia

Paszward: I’“‘“

[” Blank password W Allow saving password

3 Select the databaze on the server:
2| =]

Bltach a database fle as a database name:

W zing the filename;

| N

Test Connection |

k. Cancel Help |

b. Onthe Connection tab, from the 1. Select or enter a server name drop-down menu (1), select the
required SQL server.

() Note
Selecting the way of authorization on the MS SQL server is described in Operational

architecture schemes available for some service modules.

c. From the Select the database on the server drop-down menu (2), select the required database.
d. To save changes click OK button.
11. Click Apply button to save changes.

The Time and Attendance object is configured.

3.2 Configuring the usage of existing transfers database

If all transfers, both already existed in the database before installation and configuring the Time and Attendance
module and created after installation are to be considered, perform the recount database after the Time and
Attendance module settings (see Re-accounting the database using the updateDB.exe utility section).

Configuring the Time and Attendance module in the ACFA PSIM software-9
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4 Working with the Time and Attendance module

4.1 Time and Attendance software module interface

4.1.1 Basic elements of the Time and Attendance module interface window

The Time and Attendance module interface window contains three interactive parts. When you select any menu, the
structure of the information field and the property bar change. On the top of the window the functional menu and
additional navigation panel are located.

@ Work Tirne Accounting E\@

File View Settings Help
o 'E P gl B

Full Mame Personnel number Department Working schedule Position \
Iepi 3 Eg Smith Jack Departrment 1 General
Departments 1 I:;;‘.."u"ir:li:JoI*'|r'| Department 1 General

2
1

Department properties

\ /
ﬁployee's properties panel 1;1‘%1

Employee's properties ["Vouchers | Overtime |

Change working schedule

"% Schedules

ﬁ Documents

@...r Search

Q? Reports

»

-

Nezdy I\, NUM B

The Navigation panel is designed for selecting the required menu of the Time and Attendance software module .
The Information panel displays the information of the software module menu and submenu.

On the Properties panel you can edit the existing objects and create the new ones (schedules, documents,
employee properties).

Working with the Time and Attendance module- 10
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4.1.2 Departments menu

Click the Departments button (1) on the navigation panel of the Time and Attendance software module to go to the
Departments menu.

@ Work Time Accounting EI@
File Wiew Settings Help
- \ L
‘ um... Full Name Personnel number  Department Working schedule Position \1
i 3 &m Department 1 General
Departments 1; ,& Wick John Department 1 General
/-84 Department 1
..88 Department 2
. ﬁployee's properties panel ﬂ-}
Department properties
Employee's properties | Wouchers | Overtime |
Number: 3
Change working schedule Personnel number:
Sumame: Smith
\‘ _________ '} Name: Jack
@ Departments 1) Patrorymic: 4
- Department: Departmert 1
{9 Schedules P : p
ﬂ Documents Position:
L
g Working schedule: Edit
! =
PR ot dke 1212200 [+
\*’3? Reports
Firing date: -
B
Ready \. NUM L/

Departments menu (2) is information panel displaying tree of departments and their properties.

At selecting one of departments the list of employees is displayed as table with additional information - Number,
Personnel number, Department, Working schedule, Position (3).

At selecting the employee of department the employee’s properties will display in the properties panel (4).

A Attention!

In some cases, part of the employee properties panel may be located outside the interface workspace. For
example:

Working with the Time and Attendance module- 11
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0 Work Time Accounting @
File WView Settings Help
an U] e &

‘ Nurm...  Full Name Personnel number  Department Working schedule Position

E] Department 1 General

Departments 1 3 Wick John Department 1 General
88 Department 1
.88 Department 2

Department properties

Change working schedule

a Departments
== gployee's properties panel ﬂ}
Ec) Schedules Employee's properties [Vouchers [D\rert\me 4 B

_ﬁ Documents i

%

Ready [ I[num |_|)

To display the entire employee properties panel, it is necessary to expand the panel area. To do this, hold
down the left mouse button on the upper border of the employee properties panel and move the mouse
cursor up until the lowest employee property Firing date is displayed.

Working with the Time and Attendance module- 12
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0 Work Time Accounting
File WView Settings Help

ngualel

E=8/Eo S

e .. ol Name
:

Departments 1
&8 Department 1
al Department 2

& Wick John

Personnel number  Department Working schedule Position

Department 1 General

Department 1 General

Department properties

Employee's properties panel

ar
4 2%

Change working schedule _

%

Employee's properties tVouchers tD\rert\me 4 B

[ ] |/

4.1.3 Schedules menu

Click the Schedules button (1) on the navigation panel of the Time and Attendance software module to go to the

Schedules menu.

Working with the Time and Attendance module- 13
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@ Work Time Accounting EI@
File View Settings Help
- i -
a3 o 'Y \aly -]
H Num MName Description Flexible working h...  Werking time \
1 ¢ Working period 1 MNene
Working periods
Working schemes
[ 4
Schedules
% 5 \ J
Holidays fﬁ-orking period properties bar q }1
Properties of working period [ Intervals
New
Number: 1
\ _________ j Mame: Working period 1 Delete
:ﬂ Departments Description:
g e
@ Schedules 1__/ Flexible working hours [~ 7
.#| Documents 0:00:00
@,,y Search
\_::? Reports
»
Ready \_ NUM J

Schedules menu is an information box navigating between Working periods (2), Working schemes (3), Schedules
(4)and Holidays (5) submenues.

In the Schedules menu the following actions are available:

1.
2.

oW

6.

create working schedules for each employee and for department at all;

plan working schemes for each concrete schedule with account of working periods based on three basic
types of scheme (shift, week and month);

assign scheme duration in days within month;

create working periods with any time intervals for all types of working schemes;

create scheme with flexible working hours;

assign holidays and days off with account of reduction of working time.

Switching to some submenu of the Schedules menu the information about this submenu will be displayed in the
information panel (6) (created periods, schemes and schedules).

Selecting the period (scheme, schedule) of work the settings of this period (scheme, schedule) will display on the
properties bar (7).

4.1.4 Documents menu

Click the Documents button (1) on the navigation panel of the Time and Attendance software module to go to the
Documents menu.

Working with the Time and Attendance module- 14
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@ Work Time Accounting EI@
File View Settings Help
&2 ':& 2 el -]
” &;m Mame Code Digital cede Add te working time \
ner 1 I Document 1 | 123 0 None
42
Vouchers
-
23 4
Overtime
ﬁcument properties bar ‘1}
Number: 1
umber: e
k j Name: Document 1
......... Document code: 123 Delete
i
&2 Departments Digital code: 0 5
[
=) Schedules Add to working time [~
@ Documents 1) Description: &
@,;j Search
\3‘? Reports ¥
4 ¥
»
Ready \_ NUM J

The Documents menu is an information box navigating between Vouchers (2) and Overtime (3) submenues.

Documents menu is designed for creating, changing, deleting vouchers and overtime documents which are needed
to correct calculation of employees work time, keeping accounting records in case of truancy or working off-hour.

Switching to some submenu of the Documents menu the created vouchers or overtime documents which are given
to an employee in case of the violation of work arrangements or overtime hours are displayed in the information
panel (4).

Selecting document the properties of this document are displayed in the properties bar (5).
4.1.5 Search menu

Click the Search button (1) on the navigation panel of the Time and Attendance software module to go to
the Search menu.

Working with the Time and Attendance module- 15
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@ Work Time Accounting EI@

File View Settings Help
aa 3 - ‘d %'9 =

um... Full Name Personnel number Department Working schedule Position \
3 ,E. Smith Jack Department 1 General

-~ =
Search for 1 & Wick John Department 1 General

1

Search in

Employees 5

Field 3

Date of work start x
Match
Any field part %

Maimum results
number: 1000

Employee's properties panel o=

Find New Employee’s properties | Vouchers | Overtime

.

. m Departments

"% Schedules

. _ﬁ Documents

Ready NUM

The Search menu is an information window (2) that displays the search parameters for the Employees, Clients,
Visitors and Vehicles accounts.

When searching, the information field (3) displays a list of found accounts that meet the specified search
conditions.

4.1.6 Additional navigation panel

Additional navigation panel is located in the left top part of the Time and Attendance software module’s window.

Working with the Time and Attendance module- 16
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@ Work Time Accounting @
File View Settings Help
i aD Qe i i
Mum... Full Mame Personnel number  Department Working schedule Position
Demm.nts 3 3 Department 1 General
Departrents 1 & Wick John Department 1 General
-84 Department1
‘.48 Department 2
Department properties
Employee's properties panel o=
Employee's properties t\fouchers |:D\rertime 4 B
‘ Change working schedule -]
Number: 3
Personnel number: i
""""" Sumame: Smith
ﬂ Departments
- Name: Jack
e “ Patrormymic:
n:ﬂ Locunenats Departmert : Department 1
@q’; Seanh Pasition:
3 Repors g o
2 Worlk start date: 12.12 2019 |Z|'|
Ready [ Jhow ]
Click the £ sign to go to Departments menu.
Click the i sign to go to Schedules menu.
Click the o sign to go to Documents menu.
Click the i sign to start the Axxon PSIM WEB Report System web-report system.
Click the i sign to show the information about module.

4.1.7 Time and Attendance software module interface settings

Configuring the navigation panel interface

To configure the navigation panel interface, do the following:

Working with the Time and Attendance module- 17
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»
1. Open the context menu by clickingthe '~ button at the bottom of navigation panel.

@ Work Time Accounting

a3 u] P =

File Wiew Settings Help

n Mum... Full Name Personnel number Working schedule  Position
Departments 3 5 Smith Jack General

Departments 1 ,&. Wick John General

88 Department 1

.88 Department 2

Department properties

Employee's properties panel o =
Employee's properties | Vouchers | Overtime | q P
‘ Change working schedule ave

m Departments

"% Schedules . _

._:. Documents e

@ Search p

) Roprs g e

» - — \’zl
Sl ¥ Show fewer buttons [ Inum [ ]

Mavigation pane options...

\ Add or remove buttons

J

2. To minimize the bottom button of navigation panel, select the Show fewer buttons menu item. As a result,

the minimized button will be displayed next to the context menu call button

(@ Note

To maximize this button, select the Show more buttons menu item

- &%

3. Configure parameters of navigation panel interface. To do this, select the Navigation pane options menu

item.

Working with the Time and Attendance module- 18
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The Navigation pane options dialog box will open.

Mavigation pane options

Display buttons in this arder

i IF g

Reset

5 ok | [Bcancel |

4. Set checkboxes for those buttons which are to be displayed on the navigation panel (1).

() Note.

Configuring the buttons displaying on the navigation panel is also performed using the context
menu. Select the Add or remove buttons menu item and select the corresponding button.

¥ Show fewer buttons

Mavigation pane options...

Add or remove buttons k

Departments

Schedules
Documents

Search

GlUC]BY 8]

Reports

5. Select the required button, and using the Up (2) and Down (3) buttons, adjust the display order of buttons
on the navigation panel.

() Note.
Click the Reset button to return to default settings (4).

6. To save changes and go back to the navigation panel click OK button (5).

() Note.

To go back to the navigation panel without saving changes click the Cancel button (6).

This completes the process of configuring the navigation panel interface.

Configuring the information field interface

Information field elements (employees, working periods, documents, etc.) can be presented in different ways.

To change the view of elements displaying, right-click on the information field.

Working with the Time and Attendance module- 19



ACFA PSIM 1.1 - Time and Attendance Module Settings and Operation Guide

In the context menu that opens, select the View menu item and then select the required view of displaying: Icons,
List or Table.

e

D Work Time Accounting
AUl ey
© File View Setfings Help
‘ Mum... Mame Description Flexible working h...  Werking time
Schedules 1 Mone
|
/| | View L Ions
Working periods A New Chrl+M List
ﬁ 4 Delete Ctrl+Del Table )
Working schemes

Configuring the display of interface elements

Configuring the display of the Time and Attendance software module interface elements is performed through the
View functional menu.

'YKy

¢ File | View | Settings Help

Menu 1 Mum... Name Description Flexible working h...  Werking time

Show buttons 2 |1
MNavigation panel 3
Departments

Schedules '

None

Documents b

4% Ssearch

Reports ’

Status bar 4

(@ Note.

The View menu is also available by clicking the right mouse button on functional menu or by clicking the

uauw

button on the additional navigation panel.

ABUI P

! File View Settings

|7| Menu

Show buttons Description Flexible working h...  Working time
Mavigation panel Mone
88 Departments
2 X
Working periods Schedules
Documents 4
~ 18
: E—g : ¥ search
Working schemes Reports N

@ Status bar

Working with the Time and Attendance module- 20
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By default, all elements of Time and Attendance software module are displayed. To disable some elements of
interface, do the following:

1. Select the Menu item (1) if the functional menu should not be displayed.

() Note.

After you disable the display of any interface element, the El checkbox located next to it will
disappear. To enable the displaying again select the corresponding item again.

Select the Show buttons item (2) if the additional navigation panel is not to be displayed.

Select the Navigation panel item (3) if the navigation panel is not to be displayed.

4. Select the Status bar item (4) if the status bar of software module in the bottom part of window is not to be
displayed.

w N

This completes the process of configuring the displaying of Time and Attendance module’s interface elements.

Configuring the display of confirmation windows

Settings of confirmation window displaying of Time and Attendance software module is performed through the
Settings functional menu

@ Work Time Accounting EI@

an Ul e

| -}

File View | Settings | Help
Nighttime parameters arme Description Flexible working h...  Werking time
Clnterﬁce 59ttin95---) EWorking period 1 | MNene
Reconnect to DB

Reset settings
Workmg penous T

Configuring of confirmation window displaying is performed the following way:

1. Select the Interface settings item in the Settings functional menu.
As a result, the Settings window will open.

Settings @
/ Interface */ Reports *,

-

1 [¥] Show Confirm deletion window
2-1'_' Show Warning about change of working interval type windav

3[2: Show Confirm saving window
4 Apply || undo ﬁ
2. Ifitis necessary to display a confirmation window for deleting a Time and Attendance software module
object, set the corresponding check box (1).
3. Ifitis necessary to display a warning window about changing the type of working interval, set the
corresponding check box (2).

4. Ifitis necessary to display a saving confirmation window, set the corresponding check box (3).
5. To save changes click the Apply button (4).

Working with the Time and Attendance module- 21
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() Note.

To cancel changes click the Undo button (5).

This completes the process of configuring the confirmation window displaying.

Configuring the display of reports

Settings of reports displaying is performed through the Settings functional menu.

@ Work Time Accounting EI@
a3 ‘:'é SR W - |
File View | Settings | Help

Nighttime parameters Bme Description Flexible working h...  Werking time
(nterface settings... ) Fiorking period 1 | None
Reconnect to DB

Reset settings
Workmg penous T

Configuring of reports displaying is performed the following way:

1. Select the Interface settings item in the Settings functional menu.
As a result, the Settings window will open.
2. Gotothe Reports tab.

Settings @
Reports

-

3

1|:| Show disabled users;

2 Apply Unde |3

w

If it is necessary to show disabled users in reports, set the corresponding check box (1).
4. To save changes click the Apply button (2).

() Note.

To cancel changes click the Undo button (3).

This completes the process of configuring the reports displaying.

Resetting the Time and Attendance software module interface

In order to go to default settings of the Time and Attendance software module interface (locating and displaying of
panel), do the following:
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1. Go to the Settings functional menu.

@ Work Time Accounting EI
anul ey

File View | Settings | Help

Nighttime parameters ame Description Flexible working h...  Werking time

Interface settings... ) Working period 1
Reconnect to DB

None

2. Select the Reset settings item.

The default settings will be set.

4.2 Starting and stopping the Time and Attendance module

« The Time and Attendance module launch
« The Time and Attendance module shutdown

4.2.1 The Time and Attendance module launch

The Time and Attendance window is a standard ACFA PSIM interface window. This window is launched and closed by
using the Display menu of the Main Control Panel.

() Note

To enable the Time and Attendance software module launch, the Time and Attendance object should be
created on the Interfaces tab on the basis of the corresponding screen.

> Close all

Display 1

To display the Time and Attendance interface window, in this menu select the Screen object, which is the basis of
the created corresponding Time and Attendance object. To hide the Time and Attendance window, select the
Hide All menu item.

For the general information on the Time and Attendance interface window, see Time and Attendance software
module interface.

() Note

If the error message is displayed on the Time and Attendance window launch, it is necessary to check the
correctness of the connection string to the data source (see Time and Attendance object settings).
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[

Time and Attendance @

IQI Enter the connection string to the database.

4.2.2 The Time and Attendance module shutdown

You can use the @ button to close the Time and Attendance window. In this case, to re-open this window,

double-click the @ icon in the Windows taskbar. When you hover the mouse cursor over this icon, the Time and
Attendance object name is displayed which corresponds to the Time and Attendance interface window.

(@ Note

The module icon is displayed in the Windows taskbar, depending on the Debuglevel parameter value in
the HKLM->Software->Wow6432Node->AxxonSoft->PSIM->Debug branch of the Windows Registry. If this
value is 0, empty or absent in the registry, then there is no icon on the panel. If the parameter value is
different from 0, the icon is displayed.

To close the Time and Attendance window, you can also go to the File menu and select the Exit item.

@ Work Time Accounting
ADUIPH

4.3 Creating the working periods

Creating the working periods is performed in the Working periods submenu of Working schedules menu of Time
and Attendance software module (see Schedules menu).

To create working periods, do the following:
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1. Go to the properties panel of working period.

Working period properties bar oo
Properties of working period [ Intervals
1 Mew
Mumber: 1
Mame: Working period 1 2
Description: 3
e Save
Flexible working hours i'd-
Working time 0:00:00 =~ 5 i
ance

Click the New button (1).

In the Name field (2), enter the name of working period.

In the Description field (3), enter the description of working period.

Set the Flexible working hours checkbox (4) if a flexible schedule is used.

aoprwN

() Note.

The flexible working schedule supposes nonscheduled time of attendance employee on the
workplace, but in the specified time interval of work shift.

6. Inthe Working time field (5), enter the employee work time by flexible schedule in HH:MM:SS format.
7. Configure working intervals:

a. Go to the Intervals tab.

b. To add the working intervals click the Add interval button (1).

c. Inthe Starting time column enter the time of the working interval start in HH:MM:SS format (2).

Working period properties bar o
Starting time Ending time Mext day Lunch Mew

2 3 4 5]

7 Save

B Cancel
Edit
1 Add interval Delete interval 6

d. Inthe Ending time column enter the end of working interval in HH:MM:SS format (3).
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e. From the drop-down list in the Next day column select the day which will be considered in
calculations for working period (4).

() Note

Using this parameter it’s possible to add the next interval or week day if the period provides
the transfer through the midnight.

Parameter value Description

No Both of interval borders are in the current day

Yes Both of interval borders are in the next day

Transfer Start of interval is in the current day and the end of interval

isin the next day

f. From the drop-down list in the Lunch column select the value which will be considered in
calculations for working period (5).

Parameter value Description

No Employee attendance on the workplace is considered
within this interval

Yes Employee attendance on the workplace is not considered
within this interval

A Attention!

For correct building of reports it's required to specify only one working period with None value for
the Lunch parameter.

( Note

To delete an interval, select this interval and click the Delete interval button (6).

8. To save changes click the Save button (7).

() Note.
To discard changes click the Cancel button (8).

This completes the process of creating the working period.

Examples of specifying the working periods:
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1. Working period with next day.
Waorking period properties bar

Properties of working period -~ Intenvals

Starting time Ending time Mext day Lunch
6:00:00 15:00:00 None [+ Mone =
15:00:00 20:00:00 Yes [=]| Mone (=]

2. Day schedule with foreseen lunch break.
Waorking period properties bar

Properties of working period - Intervals

Starting time Ending time Mext day Lunch
9:00:00 18:00:00 None [+ Mone =
12:00:00 13:00:00 None [=] Yes =

3. Working period with passage through midnight.
Warking period properties bar
Properties of working period - Intervals

Starting time Ending time Mext day Lunch
20:00:00 g:00:00 Transfer Mone E|

4. Thereis no transfer through the midnight (it is supposed that between 00:00 a.m. and 1:00 a.m. there is an
hour-break (lunch break) and transfer through the midnight is missing).

Warking period properties bar

Properties of working period " Intervals

Starting time Ending time Mext day Lunch
20:00:00 23:59:59 None [=]| Mone (=]
1:00:00 6:00:00 None [=] Mone (]

4.4 Creating of working schemes

Working schemes are created in the Working schemes submenu of Schedules menu of Time and Attendance
software module (see Schedules menu).

To create working scheme, do the following:

1. Go to the property panel of working scheme.
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2. Click the New button (1).
Warking scheme properties bar o

1 Mew

Properties of working scheme [ Scheme periods

Mumber: 1
Name: Working scheme 1 2
Description: 3
Scheme Mot defined - 4 Save
Start date: a0 [+|§

Cancel
Scheme duration: 0 = days 6

3. Inthe Name field (2), enter the name of working scheme.
4. Inthe Description field (3), enter the description of working scheme.
5. From the Scheme drop-down list (4), select the required type of scheme.

() Note.

Scheme type defines the duration in days. 3 type of scheme duration are available:
a. Week - scheme duration is 7 days.
b. Shift - scheme duration is specified manually.
¢. Month - scheme duration is 31 days

6. Inthe Start date field (5), set the date of start working from the calendar called by clicking the button or
enter it manually in DD.MM.YYYY format.

() Note

The Start date field should not be empty.

7. If the Shift scheme type is selected, then in the Scheme duration field (6), enter the duration of the scheme
in days.

() Note.

In the Current day of shift field, the order number of scheme day in the current day is displayed.

8. Specify working periods to scheme days:
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a. Gotothe Scheme periods tab.

Waorking scheme properties bar

Properties of working .scheme "Scheme periods |

| Shift day Mame
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

o I = I 3 (R SR S R U B )

() Note.

orking period
MNone
Mone
Maone
Mone
Maone
Mone
Maone

[ER[EW/EN(EN]EN

MNew

2 Save

3 Cancel

Scheme days corresponding to specified scheme duration are displayed on this tab. If the

Week scheme type is selected, table contains 7 scheme days.

b. Foreach scheme day select the corresponding working period from the drop-down list in the

Working period column (1).
9. To save changes click the Save button (2).

() Note.

To discard changes click the Cancel button (3).

This completes the process of creating the working scheme.

4.5 Creating of working schedules

Working schedules are created in the Schedules submenu of Schedules menu of Time and Attendance software

module (see Schedules menu).
To create working schedule, do the following:

1. Goto the properties panel of working schedule.
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2. Click the New button (1).
Warking schedule properties bar o o

Properties of working schedule | Regions:
1 Mew
Mumber: 1

MName: Working schedule 1 2

Warking scheme: i 3
Holidays |:4 Save

Day border: 0 00 00 = 5

. ) Cancel
Allowed time of absence in working region: 0 =i| =ik 6

In the Name field (2), enter the name of working schedule.
From the Working scheme drop-down list (3), select the working scheme for this schedule.
Set the Holidays checkbox (4) to consider holidays for this working schedule.
In the Day border field (5), enter the time in HH:MM:SS format from which the day starts.
In the Allowed time of absence in working region field (6), enter the time of absence at the workplace in
minutes (in area defined by Region object) which will not be considered as leaving the work.
8. Configure the working areas of this working schedule:
a. Gotothe Regions tab.
b. Click the Add region button (1). As a result, the empty drop-down list will display in the
Regions table.

No o kw

Waorking schedule properties bar oo
Properties of working schedul
Regions: Mew

@/ Region 1.1 E|2

Edit

1 Add region Delete region

c. From this drop-down list select the Region object (2) (see Appendix 1. Configuring Regions for the
ACS Readers to work with the Time and Attendance subsystem) which corresponds to working area
of this working schedule. Attendance time of employee working on this schedule is a working time of
this employee.

() Note

« Assigning of working areas to each schedule is mandatory.

Working with the Time and Attendance module- 30


https://docs.axxonsoft.com/confluence/display/acfaPSIM100en/Appendix+1.+Configuring+Regions+for+the+ACS+Readers+to+work+with+the+Time+and+Attendance+subsystem

ACFA PSIM 1.1 - Time and Attendance Module Settings and Operation Guide

+ Number of working areas which will be included to this schedule is not limited.
+ To delete the working area select it and click the Delete region button.

9. To save changes click the Save button (4).
() Note.
To discard changes click the Cancel button (5).

This completes the process of creating the working schedules.

4.6 Assigning of holidays

Assigning of holidays is performed in the Holidays submenu of Schedules menu of Time and Attendance software
module (see Schedules menu).

To assign holidays, do the following:

1. Go to the Holidays submenu.

567 8 01011
121314151617 18
192021 22 23 4|25
26 27 282930 31

2345678
0101112131415
1617 18192021 22
B24 2526272820

£ 23 45067
B oini1121314
151617181920 21
2223 24 252627 28

567 8 91011
121314151617 18
192021222324 35
2627 28 2930

34567829
10111212141516
1718192021 2223
24 252627 2829 30

f‘r January 2020 February 2020 March 2020 April 2020 May 2020 \
S_M_T‘NT F S SMTWT F & SMTWTFS _SMT\-_"."T F_S SMTWTF S
o= Sl e B 1 1 234 & G2

293031 31
\ Today 4 .ZDZD 3 j
Holiday properties bar o
Day type Date /|Holiday name | Reduction of working hours Day of week 3 .
s e | SO s | G aa
' Pre-holiday  30-Apr-20 12:00:00 AM Thursday 4 PR

2. Toset holidays select the required days by left mouse button double-click (the corresponding day will be
colored red).

3. Toset pre-holidays select the required days by left mouse button triple-click (the corresponding day will be
colored orange). As a result, the selected holidays and pre-holidays will be displayed on the Holiday
properties bar.

4. Inthe corresponding lines of the Holiday name column enter the names of these holidays (1).

5. For pre-holiday days, in the corresponding lines of the Reduction of working hours column (2), enter the
time in the format HH: MM: SS, which will shorten the working day.

6. To save assigning of holidays and pre-holidays click the Save button (3).

() Note.

To discard changes click the Cancel button (4).

This completes the process of assigning holidays.

4.7 Configuring the start and end of night

Itis possible to display the amount of time which employee work at night in the report subsystem.
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Configuring the start and end of night is performed through the Settings functional menu.

@ Work Time Accounting E'@
- i )

el B

File View | Settings | Help

_ Nighttime parameters ) Bme Description Flexible working h...  Working time
Interface settings... ) Working period 1 Yes
Reconnect to DB

Reset setfings
o= |

Wo
Configuring the start and end of night is performed the following way:

1. Select the Nighttime parameters item of the Settings functional menu. As a result, the Nighttime
parameters window will open.

Mighttime pararneters

Might beginning: 22:00:00 = 1

-

Night ending: &:00:00 =

Linda 4

In the Night beginning field (1), set the time of night start in HH:MM:SS format.
In the Night ending field (2), set the time of night end in HH:MM:SS format.
4. Click the Apply button to save changes (3).

wn

() Note.

To cancel changes click the Undo button (4).

This completes the process of configuring the start and end of night.

4.8 Assigning working schedules to departments

Working schedules are assigned to departments in the Departments menu (see Departments menu). If the working
schedule is assigned to a department, then it is automatically assigned to all employees of the department.

To assign working schedule to a department, do the following:
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1. Go to the Departments menu.

Departments
@ 3 Department 1
‘.48 Department 2

Departrnent properties

Change waorking schedule 2

2. Inthe Departments tree (1), select the department to which the working schedule is to be assigned.

& Attention!

Sub-departments do not inherit parent work schedules. Therefore, if there are sub-departments,
then for each of them it is also necessary to set their own work schedule.

3. Click the Change working schedule button (2). As a result, the Working schedule for <Department name>
window will open.

@ Working schedule forDepartment 1

From Chart Gater
{23.01.2020 |~ | Working schedule 1 [+|

Undo

Add interval Delete interval

The next procedure of assigning the working schedule to department is equal to procedure of assigning the
working schedule to employee (see Configuration of working schedules and work start/end dates).

This completes the process of configuring the department working schedule.
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4.9.1 Configuration of working schedules and work start/end dates

Working schedules and work start/end dates are configured on the employee’s properties panel in the
Departments menu of Time and Attendance software module (see Departments menu).

To configure the employee working schedule and work start/end dates, do the following:

1. Go to the properties panel of required employee.

Employee's properties panel

Employee's properties [ Vouchers | Overtime |

Mumber:

Personnel number;

Sumame:
MName:
Patrormymic:
Department:

Position:

Working schedule:

Waork: start date:

Firing date:

3

Smith
Jack
Departmert 1
Edit 1
11122019 [+]2

Bk}

4 Save

5 Cancel
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2. To configure the employee working schedule click the Edit button in the Working schedule field (1). As a
result, the Working schedule for <User name> window will open.

-'@ Working schedule forSmith Jack

From Chart 5 Save
123.01.2020 | |Working schedule 1 [ =|

2 3 6 Lndo

-

1 Add interval Delete interval 4

a. Click the Add interval button to add the interval of working schedule (1).
b. Inthe From column (2) select the date using the calendar or enter it manually in DD.MM.YY format.
From this date the selected working schedule will be activated.
From
|27-]an-20 =

1 January 2020 r
SMTWTFS

1234
56 7 8 91011
121314151617 18
1920 21 22 23 24 25
26[27]28 29 30 31

Today Mone

c. From the drop-down list in the Chart column (3) select the working schedule assigned to employee
starting from the selected date (creating working schedules assigned to the employee is described in
Creating of working schedules section).

() Note.

To delete the interval select it and click the Delete interval button (4).
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d. To save settings of employee working schedules and to go back to the property panel click the Save
button (3).

() Note

To go back to the property panel without saving changes click the Cancel button (4).

3. Inthe Work start date field (2) select the work start date using the calendar or enter it manually in
DD.MM.YY format.

& Attention!

Work start dates should be set for all employees.

(@ Note

Work start date can also be set using the Access Manager module (see Specifying user parameters).

4. In case of dismissal of an employee, in the Firing date field (3) field, select the firing date using the calendar
or enter it manually in DD.MM.YY format.
() Note.

The Firing date value is considered in reports the following way:
a. Reports of employee are to be created in case of Firing date field is not filled in.
b. Employee is not to be displayed in reports if the report is created for period after the
employee firing date.
c. Nulls go for days after the employee firing date if the firing date is within the required
period.

5. To save changes click the Save button (4).

() Note.
To discard changes click the Cancel button (5).

This completes the process of configuring the employee working schedule and work start/end dates.

4.9.2 Assigning vouchers

Assigning of vouchers to the employee is performed on the employee’s properties panelin
the Departments menu of Time and Attendance software module (see Departments menu, for details on creating
the vouchers, see Creating vouchers).

To assign vouchers to the employee, do the following:
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1. Goto Vouchers tab (1) of employee properties panel.

Employee's properties panel 1 o

Employee's prop ertie'.re rtime
Document number [Document name /| Date of creation | Start date |End date |Duration in hours | Comment Save

Cancel

Edit

2 Add document Delete document

2. Toadd voucher to the employee click the Add document button (2). As a result, the Choose vouchers
window will open.

] Choose vouchers @
umber | Document name | Code Digital code Add to working time 4 N
1 Document 1 1212 0
3 5 Cancel

3. Select the required document from the list (3) and click the Add button (4).

() Note.

To go back to the employee properties panel without adding the document click the Cancel
button (5).

As a result the assigned vouchers will be displayed on the employee property panel.

Employee's properties panel o
Employee's properties,” Vouchers | Overtime
Docurnent number |Docurnent name /| Date of creation | Start date |End date |Duration in hours | Comment 6 Save
1 Document 1 23.01.2020 23.01.2([»| 23.00. | 00000 | Dee——
1 2 3 4 7 Cancel
Edit
Add document Delete document 5

4. Inthe Start date field (1) select the start date of voucher operation using the calendar or enter it manually in
DD.MM.YYYY format.
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5. Inthe End date field (2) select the end date of voucher operation using the calendar or enter it manually in

DD.MM.YYYY format.

6. Inthe Duration in hours field (3) specify time during which the voucher will operate in HH:MM:SS format.

7. Inthe Comment field (4), enter a comment for the voucher.

8. To cancel assigning the voucher to an employee, select the required document and click the Delete

document button (5).

9. To save changes click the Save button (6).

() Note.

To discard changes click the Cancel button (7).

This completes the process of assigning vouchers.

4.9.3 Assigning overtime documents

Assigning of overtime documents to the employee is performed on the employee’s properties panelin
the Departments menu of Time and Attendance software module (see Departments menu, for details on creating
the overtime documents, see Creating overtime documents).

To assign overtime documents to the employee, do the following::

1. Go to the Overtime tab (1) of the employee property panel.

Employee's properties panel 1 ox
Employee's properties Vnucher
Document number | Docurnent name | Date of creation | Action date Duration in hours
Edit
2 Add document Delete document
2. To add overtime document to the employee, click the Add document button (2). As a result, the Choose
overtime document window will open.
7| Choose overtime document @
umber | Document name Code /| Digital code Include holidays and da... 4 e
2 Document 2 3424 a
3 5 Cancel

3. Select the required document from the list (3) and click the Add button (4).

() Note
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To go back to the employee property panel without adding the document, click the Cancel button

(5).

As a result the assigned overtime documents will be displayed on the employee property panel.

Employee's properties panel o=
Employee's properties | Vouchers " Overtime :
Document number | Document name |Date of creation |Action date | Duration in hours 4 save
Document 2 24.01.2020 24.01.2020 El 0:00:00
1 2 5 Cancel
Edit
Add document Delete document 3

4. Inthe Action date field (1), select the start date of document using the calendar or enter it manually in

DD.MM.YYYY format.
5. Inthe Duration in hours field (2), specify time in HH:MM:SS format during which the document will operate.

6. To cancel assigning the overtime documents to the employee, select the required document and click the

Delete document button (3).
7. Tosave changes, click the Save button (4).

(@ Note

To discard changes, click the Cancel button (5).

This completes the process of assigning overtime documents.

4.10 Connecting to database

To complete the current connection and connect to the database specified in the Time and Attendance object
settings, do the following:

1. Goto the Settings functional menu.

@ Work Tire Accounting
- X "
File View | Settings | Help
Mighttime parameters

Interface settings...

C Reconnect to DB )

Reset settings

Departments

2. Select the Reconnect to DB item.

As a result, the reconnection to the database will be performed.
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4.11 Creating documents

4.11.1 Creating vouchers

Creating vouchers is performed in the Vouchers submenu of Documents menu of Time and Attendance software
module (see Documents menu).

To create voucher, do the following:

1. Go tothe document properties bar.

Document properties bar o =

Number: 1
umber 1 _—

Mame: Document 1

Document code:

W N

Digital code:

_ 7 Save
Add to working time(| 5
Description: < B Cancel

4 }

Click the New button (1).

In the Name field (2) enter the document name.

In the Document code field (3) enter the letter code (or second digital code) of document.

In the Digital code field (4) enter the unique digital code of document.

Set the Add to working time checkbox (5) if it is necessary to add time during which the employee was out
the workplace to the total working time.

In the Description field (6) add the comment to the document.

To save changes click the Save button (7).

oA

© N

() Note.

To discard changes click the Cancel button (8).

This completes the process of creating voucher.

4.11.2 Creating overtime documents

Creating of overtime documents is performed in the Overtime submenu of Documents menu of Time and
Attendance software module (see Documents menu).

To create the overtime document, do the following:
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1. Go tothe document properties bar.

Document properties bar o =

Mumber: 1
umber 1 M

Mame: Document 1

Document code:

B~ w N

Digital code:

7 Save

Include holidays and days off [ 5

Description: B Cancel

Click the New button (1).

In the Name field (2) enter the document name.

In the Document code field (3) enter the letter code (or second digital code) of document.

In the Digital code field (4) enter the unique digital code of document.

Set the Include holidays and days off checkbox (5) if it is necessary to take into consideration the time of
working in holidays or days off.

In the Description field (6) add the comment to the document.

To save changes click the Save button (7).

o0k wN

© N

() Note.
To discard changes click the Cancel button (8).

This completes the process of creating the overtime document.

4.12 Searching for accounts

Searching for accounts of users (traffic) is performed in the Search menu of the Time and Attendance software
module (see Search menu).

The search is performed the following way:
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1. Go to the Search menu.

Search for

1

Search in

Employees X
Field

Date of work start 2
Match

Ary field part o

Maximum results
number:

B W

1000

Fnd Mew

6 7 8

2. Inthe Search for field (1) enter the search criteria.

3. From the Search in drop-down list (2) select the subdivision (Employees, Clients, Visitors, Traffic) on
which the search is to be performed.

4. From the Field drop-down list (3) select the field of account on which the search is to be performed.

5. From the Match drop-down list (4) select the type of search.

Type of search Description

Whole field Search gives accounts where the field on which search performing
is wholly matched with the search value

Field beginning Search gives accounts where the beginning of field on which
search performing is wholly matched with the search value

Any field part Search gives accounts where the field on which search performing
contains the search value

6. Inthe Maximum results number field (5) enter the value corresponding to the maximum number of search
results.
7. To start search click the Find button (6).

() Note
To stop search click the Stop button (7).

After completing the search a message about number of found accounts will display. In the informational
field the search results will display.

Murn...  Full Mame Personnel number  Department Working schedule Position
3 c‘g Smith Jack Department 1 General
1 é;a. Wick Jehn Department 1 General

8. Toclearthe Search for field, click the New button (8).
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Account search is completed.

4.13 Reports

When you open the Reports menu, the WEB Report System PSIM web-report system starts (if it is installed). For
more information about configuring and working with the web-report system, see WEB Report System PSIM. User

Guide.

@ Work Time Accounting
an Ul ey

Departrents

File View Settings Help

Navigatonpanel

&8 Department1
.88 Department 2
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‘ Change working schedule

Mum... Full Name Persennel number

3 & smith Jack
1 & Wick John

Department Working schedule Paosition

Department 1 General
Department 1 General

1$u

Ready

Employee's properties panel

Employee's properties [Vouchers [D\rertime

[ o [

() Note

If a large number of events are stored in the Axxon PSIM database, the Report System performance during
the Time and Attendance reports and general protocol reports generation may be low. To improve the WEB
Report System PSIM performance, it is recommended to use the Remote Protocol Connector utility (for
details, see Appendix 3. Working with the Remote Protocol Connector utility).
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5 Appendix 2. Working with the updateDB.exe utility

The updateDB.exe utility is used to update and recalculate the Axxon PSIM database after the Time and Attendance
module installation. During the Axxon PSIM database update, using the updateDB.exe utility, the following
operations are performed:

« the stored procedures and triggers are set;
« the tables necessary for the correct operation of the Time and Attendance module are created.

“i UpdateDE oo

Open file (*.wia):
|E:‘|ngram Files (x86)\Axon F‘SIM\,TDDISE-sim.wE

Connection string:
|F‘m'u'ider =SQLOLEDE. 1;Integrated Security =55PI;Persist Security Info=False;Initial Ca

—Re-account on:
(=} protocol

Re-account Update Cancel

O region pass

Completed !

5.1 Starting the updateDB.exe utility

Start the updateDB.exe utility from the Tools folder of ACFA PSIM software installation directory.

5.2 Database updating using the updateDB.exe utility

Before start working with the Time and Attendance update the database using the updateDB.exe utility:
1. Startthe updateDB.exe utility.

& Attention!
Log off the ACFA PSIM software before start working with the updateDB.exe utility.
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“. UpdateDB
Qpen * wta file: 1

C

Connection string:

C

Re-account on:
{*) protocol

Re-account

i) region pass

Cancel

= -
Update
[ M —al

button near the Open file (*.wta) field and specify the path to the Axxon PSIM.wta file (1).

This file is located in the Tools folder of ACFA PSIM software installation directory.

displayed. Set the connection the following way:

button near the Connection string field (2). The Data link properties dialog box is

. Inthe Data provider tab select the name of required data provider (1).

B Data Link Properties

Provider | I:u:unnecticunl .ﬁ.dvancedl &l I

Select the data vou want b0 connect bo;

x|

OLE DB Provider(z]

Mizrazaft Jet 4.0 OLE DB Provider

Mizrozaft Office 12.0 Access Databaze Engine OLE DB Provide

Mizrozaft OLE DB Provider for Analysiz Services 9.0

Microgoft OLE DB Provider For Data Mining Services

Microzoft OLE DB Provider for Indesxing Service

Mizrozaft OLE DB Prosvider far Internet Publishing

Microgzoft OLE DB Provider for ODEC Dirivers

Microzoft OLE DE Provider for OLAP Services 8.0
X 5 X

L
MSDataShape
OLE DB Prowider for Microzoft Directon Services
S0AL Server Mative Client 10.0

1] |

o |

Cancel |
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5. Click the Next >> button (2). The automatic switch to Connection tab will be performed.
6. Inthe 1. Select or enter a server name: enter the name of database server (3).

BB Data Link Properties |

Provider Connection I.ﬁ.dvancedl &l

Specify the following to connect to SEL Server data:

1. Select ar enter a server name:
LOCALHOST MSULEXFRESS

=} Refresh |

2. Ent

" Usze Windows MT Integrated security

%' Use a specilic user name and password:

4

Izer name: Ia

Paszward: I’“‘“

[ Blank password W Allow saving pazsword

3. % Select the databaze on the server:

| —

™ Attach a databaze file as a databasze name:;

W zing the filename;

L

Test Connection |

6 ¢ ok )

Cancel Help |

7. Switch the position corresponding to the way of authentication on the server (4). Authentication is
performed by user account authorized in OS Windows or by login and password which are in use to connect

to SQL server

8. From the 3.Select the database on the server: drop-down list select the ACFA PSIM database (5).

9. Click the OK button (6).
10. Click the Update button (3).

This completes the database updating using the updateDB.exe utility.

5.3 Re-accounting the database using the updateDB.exe utility

If all transfers, both already existed in the database before installation and configuring the Time and Attendance
module and created after installation are to be considered, perform the re-account database after the start of Time

and Attendance module:

() Note.

On default, only transfers created after the Time and Attendance module installation and configuring are

considered.

1. Start the updateDB.exe utility.
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& Attention!
Log off the ACFA PSIM software before start working with the updateDB.exe utility.

“ UpdateDB

Open *wta file:
C:\Program Files (x88)\Axxon PSIMiTools\psim. wia

Connection string:
Provider=5QLOLEDE, 1;Password=itv;Persist Security Info=True;User ID=sa;Initial Cal

Re-account on:

{*) protocol ~ e - .
(Re-sccount ) Update Cancel

i) region pass 3 1
2

2. Click the Update button. Wait for completing the database update.
3. Set the Re-account on: switch on the protocol value (2).

() Note.

Re-account by Region pass is in use in case of outdated version of Time and Attendance module is
installed.

4. Click the Re-account button (3).

This completes the process of database re-accounting.
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6 The procedure of configuring and operating the Time and
Attendance module

To ensure the proper operation of the Time and Attendance module, it is necessary to perform the following actions
in the indicated order and in full:

1.
2.

No ok

Create and configure the Time and Attendance interface object (see Time and Attendance object settings).
Set up regions for ACS readers (see Appendix 1. Configuring Regions for the ACS Readers to work with the
Time and Attendance subsystem).

Create and configure work schedules:

®

anow

e.

Note

It is recommended that you read the Time and Attendance software module interface section.

Create a working period (see Creating the working periods).

Create working schemes (see Creating of working schemes).

Create a working schedule (see Creating of working schedules).

If necessary, assign the holidays (see Assigning of holidays).

If necessary, set the night time (see Configuring the start and end of night).

Assign working schedules to departments (see Assigning working schedules to departments).

Set properties for employees (see Specifying employee properties).

Set up the Report System (see Reports and Time and Attendance object settings).

If there are employee passes which already exist in the ACFA PSIM database, and the Time and Attendance
module was configured later, then to use all the passes, it is necessary to use the updateDB.exe utility and
recalculate the database (see Re-accounting the database using the updateDB.exe utility).
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