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THIS EQUIPMENT COMPLIES WITH FCC CLASS-B REQUIREMENTS
PURSUANT SUBPART J OF PART-15

This device complies with Part 15 of the FCC Rules. Operation is subject to the following two
conditions: (1) this device may not cause harmful interference, and (2) this device must accept
any interference received, including interference that may cause undesired operation.
WARNING: Changes or modifications to this product not expressly approved by the party
responsible for compliance could void the user’s authority to operate this equipment.
NOTE:: This equipment has been tested and found to comply with the limits for a Class B digital
device, pursuant to Part 15 of the FCC Rules. These limits are designed to provide reasonable
protection against harmful interference in a residential installation. This equipment generates, uses,
and can radiate radio frequency energy and, if not installed and used in accordance with the
instructions, may cause harmful interference to radio communications. However, there is no
guarantee that interference will not occur in a particular installation. If this equipment does cause
harmful interference to radio or television reception, which can be determined by turning the
equipment off and on, the user is encouraged to try to correct the interference by one or more of the
following measures:

- Reorient or relocate the receiving antenna.

- Increase the separation between the equipment and receiver.

- Connect the equipment into an outlet on a circuit different from that to which the receiver is

connected.
- Consult the dealer or an experienced radio TV technician for help.

This Class B digital apparatus complies with Canadian ICES-003.
Cet appariel numerique de la classe B est conforme a la norme NMB-003 du Canada.
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Lathem Time Corporation
200 Selig Drive, SW
Atlanta, Georgia USA 30336
(800) 241-4990
(404) 691-0400
www.lathem.com
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Quick Start Steps

Verify the contents of your system

1 _' (pg. 7)

Verify your computer meets the
Minimum System Requirements
listed on pages 3 of this User Guide

(pg.8)

3 -& Install the PayClock Express

@ Software and PC50 Driver (pg. 9)
NOTE

You may install the PC50 terminal on a different computer from
the one which contains your PayClock Express software. To do so,
first perform a full install of the software on computer you will run
PayClock Express. Then install the PC50 Driver on the computer
you will use to connect the PC50. When the install begins, select
Only Install PC50 Drivers from the Install Type Window and
continue following instructions.




Connect the USB Cable to the
PC50. Note: Make sure the cable
“snaps” firmly into place (pg. 15)

Connect the USB Cable to your
computer and install the required
software drivers (pg.16)

Using the instructions on page 36,
mount your PC50 to the wall where
you would like employees to punch
in and out




Open the PayClock Express

m | software by clicking on the
PayClock Icon (pg. 38)

PayClock.
3 Configuring your software
ot preferences by using the Setup

i Icon in the Home Screen (pg.
41)

- Add Mew Add employees and assign
m Delete badges using the Employee Icon

Employees Fiter By + (pg. 48)
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Welcome

Product Overview

Congratulations on the purchase of your new Lathem PayClock
Express Time and Attendance System. This system will allow you
to record and manage employee attendance records with ease and
simplicity.

Included in packaging is the PayClock Express software, which you
will use to manage data. This software will allow you to view, edit,
sort, and print attendance records within one window. Should you
desire software upgrades or system accessories in the future,
information is available at www.lathem.com.

The PC50 utilizes a proximity badge system, meaning that
employees will punch in and out by waving a badge in front of the
clock’s sensor. The PC50 is “real-time”, so there is no polling this
device. When an employee punches In or Out, the punch is
iImmediately added to the database.

IMPORTANT

The PC50 must be connected to the computer and the computer
must be powered on for the unit to be operational. The PC50 will
stop functioning when it is unplugged from the computer.

The PC50 also offers a backlit LCD screen to display important
attendance information. Upon receiving a punch, the screen will
display the employee’s name, In/Out status, and total hours worked
for the pay period. You may also elect to add custom text and
audio messages to play for individual (or all) punches.

PayClock Express uses an “open schedule” to calculate employee
time and attendance. This means that an employee’s schedule
begins with his/her first punch and ends a set number of hours
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later. The employee is able to punch in and out freely during
his/her schedule. So, using a 14 hour maximum work day, if an
employee clocks in at 8:00am, his/her schedule remains open for
punches until 10:00pm.

System Features

The PC50 is the latest innovation in automated time and
attendance systems. Combined with the PayClock Express software,
managing time records is quick and efficient. Your new system
offers a number of unmatched features:

Simple proximity badge system to clock in and out for up
to 50 employees

Connects to the computer through a single plug-n-play USB
cable

Capable of playing audio and text messages
Utilizes a large, easy-to-read backlit LCD display

Green LED light confirms punch and Red LED light
indicates a failure

Real-time system requires no polling

Ability for employees to view total hours worked for the
pay period.

Single screen software menu allows you to get the
information you need easily.

“Express Timecard” gives quick and concise views
Simple payroll export process

Comprehensive support agreements minimize technical
difficulties

Numerous Accessory options (see page 3) further enhance
the functionality of your PC50 terminal
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Upgrades

If you find that you need to accommodate more employees in your
system or if you would like enhanced software capabilities, consider
purchasing a software upgrade for your system. Lathem’s two
upgrade packages, PayClock EZ and PayClock Pro offer the
following enhanced features.

e Increased employee capacity (EZ up to 150, Pro up to 1000)
e Scheduling and shift capabilities

e Increased reporting options (EZ up to 22, Pro up to 45)

e Vacation and Holiday Time capabilities

e In/Out board (for quick view of whole workforce)

e Additional payroll program interface options

e Multi-user capabilities (EZ up to 6 concurrent users, Pro up
to 24 concurrent users)

e Exceptions-capable (late-in, long lunch, early out, etc)

e Optional Paid Break Settings

Upgrading is as easy as visiting http://shop.lathem.com or the
Information Center of the Home Screen and selecting the
software you would like to purchase. Download your software
upgrades and instantly activate upon receipt of online payment.

Accessories

Lathem offers a number of accessories to further enhance your
PC50 system. Visit http://shop.lathem.com to purchase any of the
accessories listed below.

e Extended USB cables

e Fingerprint sensor attachment
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e Additional Badges

e Cables and Connectors

Getting Help

You can access technical support and answers to your issues in a
number of different ways. In addition to resources within the
PayClock Express software, assistance may be accessed online, via

email, via telephone, or through your Lathem dealer. Don’t forget
that Lathem also offers annual support contracts.

PayClock Interactive Help System Viewer

H PayClock Interactive Help Sysiem Viewer

i = @ E & & 0
o fafe ol B e H [ hwwroon 5 dite ) i 5 Hele _
| Tapex |
Wislcome o Pachock Enposdd 1
U R ~ | Setting Up Employee Messages
E%Eﬂzﬂ_- Lizing the PCS0 terminad, you can assign audio and weusl messages thet will play and display when the employes punches
Tiriacud Dvervtw Maotie: This funchion anly woeks with thie PGS lerrnal
H“F‘UI'. Dvrevien
Expront Overrmew To sat up & message for an indhvidual employes:
Cloge Py Pesiod Owervissw ¥
s From the Employes List, choose the employee and from the Fibibon bar chck the Employes icon. The Employes window will
Conlerts | Irdex | Spapch apin
[Tt I ook Ko 00 Fired s Select the ogtion "On any Punch Play
= Under the Sound bisl, s¢lec! whal you wand the employes o hear gl the PO when they punch.
[[E] Actrve Emgloyees o A the Show this message on the terminal field typs inwhat 18t you want the emplayes ta see an the POS0 disglay
5] Emplopoes General Infpemation whien they punch. You can define up to 4 lines with each line having up 10 20 characters
!g = Al How many times should this message play, select the number of hrmes 10 play the Sound and display thi message.
|[W] Fiter by opan o Chck Ok ta keap your changes
|19 Inasctive Emgioyees
| |7 Setas an empleyms
|[B] Tmerransbmd E mpheymees
|
| Pisplew

The Interactive Help System Viewer allows you to search through
an index of help topics to locate the answer you need.

To launch the Interactive Help System Viewer, select Help from

the Ribbon Bar or select the @ button next to an unfamiliar
term.
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Troubleshooting

For answers to Frequently Asked Questions, refer to the
Troubleshooting section of this User Guide on page 87.

Online and Email Support

Lathem.com provides access to numerous support resources that
will allow you maximize your use of PayClock Express. Help may
be accessed by visiting the following link:

http://support.lathem.com

On the Support page, you may also submit a question through our
online knowledgebase and one of our technicians will respond to
your inquiry within 24 hours. Email support is free to all
registered users of Lathem products.

Telephone Support

Lathem offers technical support between the hours of 8am and
7pm Monday through Friday. Please call (800) 241-4990 to speak
with our support team. You will receive free technical support for
the first 30 days after your initial call. After that period, you may
purchase an Annual Support Agreement, which will cover all calls
for one year, or you may pay a per-call fee.

Annual Support Agreements

Lathem support contracts are designed to keep your PC50 and
PayClock software working seamlessly. For a single annual fee,
your Support Agreement offers the following advantages:
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e Unlimited toll-free telephone support (versus a per-call fee)
and priority status for calls

e Unlimited access to Lathem’s extensive library of web-based
tips and FAQs

e Free software updates and version upgrades during the
Support Period, giving you free access to the most current
software features

e Quick exchanges for damaged or broken clocks, thereby
reducing downtime

e Extended parts and labor warranty helps you to save money
on repairs needed after the regular product warranty has
expired

To learn more about Lathem support contracts and to make a
purchase, contact us at (800) 241-4990 or visit
http://www.lathem.com/news/supportplan.shtml
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Package Contents
Please verify that your package includes ALL of the following items.

If your package is missing an item, please call Lathem technical
support at (404) 691-1065.

PC50 Terminal

Fifteen (15) Radio Frequency ID (RFID) badges
PayClock Express Software CD

15" USB Cable

PC50 User’s Guide

Three (3) wall mount screws and anchors

Securing clip, screw and anchor
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System Requirements

You must verify that your system meets ALL of the minimum
requirements listed below in order to run PayClock Express on
your computer. If your system does not meet these minimum
requirements, do not run the software!

Minimum Requirements:

Microsoft Windows XP (Pro or Home) or Vista
Windows XP - 300mhz Pentium processor or better.
Windows Vista - 1Ghz processor or better.
Windows XP - 128 Megabytes of RAM

Windows Vista - 512 Mb of RAM (Home Basic), 1 Gb of
RAM (Home Premium, Business, Ultimate)

Hard disk with at least 200 Megabytes of free space
256 Color 800 x 600 or higher resolution display
Mouse or other pointing device

An available USB port (USB 1.1 compliant. The port must
be able to supply a minimum of 500mA)

Internet Explorer 5.0 or higher

Recommended Requirements:

A PC with a 900mhz Pentium processor or better (XP)
256 Megabytes of RAM (XP)

Hard disk with 500 Megabytes of free space

An available USB port (USB 2.0 compliant)

Hi-Speed Internet Connection
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Windows XP - Install the PayClock
Express Software and PC50 Drivers

CAUTION

Before proceeding with your PayClock Express installation, verify
that your PC meets ALL of the System Requirements listed on page
8!

1. Prepare your computer

e Select the computer you will use to manage the PC50
system

e Close all programs, including virus protection software
2. Insert the PayClock Express CD

e Insert the PayClock Express CD into your computer’s CD
ROM drive

e The Setup program should run automatically. If it does
not, follow the steps below:

» Click Start | Run from the Windows taskbar

» At the command line, type d:\Payclock\PCSetup.exe
where d: is the letter of the drive for your CD-ROM

» Click OK

NOTE
PayClock Express software MUST be installed for hardware to
function.
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3. Select Install Type

Install Type

Inztall Option

* |nstall Full PayClock Express with the PC50 Dirivers.
" Only Inztall PCS0 Drivers

Ok | Canicel |

Select Install Full PayClock Express and click OK

Note: You will only select Only Install PC50 Drivers when

you are installing the PC50 to a different computer. See

page 14 for further instructions on this step
4. Begin Setup

;E: PayClock Express

“welcome to PayClock Express Setup program. This progrann will
inztall PayClock Express on your computer.

It iz strongly recormmended that you exit all YWindows programs
befare running this Setup Program.

Click Cancel to quit Setup and cloze any programs vou have
wnning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by copyright law and
international treaties.

Unautharized reproduction or digtribution of thiz program, or any
portion af it, may result in severe civil and criminal penalties, and
will be progecuted to the masimum extent possible under law.

After you have read the screen, click Next to move forward.
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5. Read the License Agreement

ize Inztallation ‘Wizard®

‘_-,E:-' PayClock Express

License Agreement

End User Licenze Agreement s

Thiz i a legal agreement between you az User, And Lathem Time Corporation ['Lathem']. By
inztalling this software, you are agreeing to be bound by the terms of this agreement. 1f you do
niot agree to the terms of thiz agreement, promptly return the unopened disk package and the
accomparying items [including written matenals, binders and other information] ta the place
ywou abtained them for a full refund. Mo refunds will be given for products which have been
inztalled ar have missing components.

LICEMSE

1. Licenze. LATHEM grants to you the right to uze ane copy of the main application databaze
from the enclosed software program ["'Software') on a single computer (i.e. with a single
CPU). “ou may not use the main application databaze zoftware on more than one computer

Cancel |

Select | Accept to accept the terms to move forward.

6. Select a Destination Folder

ize Installation Wizard®

42 payClock Express

Destination Location

Setup will install PayClock, Express in the following folder.
Toinstall inta a different folder, click Browse, and zelect another folder.

Y'ou can chooze not to ingtall PayClock Express by clicking Cancel to exit Setup.

Destination Folder

CARAYCLOCE, Browsze...

< Back Cancel
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e The default location for PayClock Express to be installed is
the C:PAYCLOCK folder

e To change where PayClock Express will be installed on your
computer click Browse to locate your preferred folder.

e Once you have specified a destination folder, click Next to
move forward.

7. Start Install

'F":-‘ PayClock Express

Start Installation

“fou are now ready o install PayClock Espress.

Fresz the Mext buttan to begin the installation ar the Back button to reenter the installation
information.

ize Inztallation ‘Wizard®

Cancel

e To start the installation process, click Next.

e The installation will begin and the following windows will
appear:

Installing §|

Copying file:
C:APAYCLOCKAPCWFWCM . exe

b4%

Cancel
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% Ilpdating Spstem Configuration, Pleaze ‘wait...
2=

e The PayClock Server Connection Manager and PayClock
Terminal Service Manager icons will appear, indicating
that PayClock has been successfully installed. These icons
will display when you log in to Windows, but the PayClock
Server and PayClock Terminal Service will run without
being logged in to Windows.

er PayClock Server Connection Manager

PayClock Server is Running.

jr.! PayClock Terminal Service Manager

Terminal Service is Running.

8. Finish Install

‘F:-_" PayClock Express E|
PayClock Express has been successfully installed.

Prezz the Finish button to exit thiz installation.

e Select Finish to complete the installation and to close the
install window. Note: Reboot the computer if prompted.
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9. OPTIONAL: Install the PC50 terminal on a separate computer
from the one which contains the PayClock Express software.
The second computer MUST be on the same Local Area
Network (LAN) as the full PayClock Express Software
installation.

o After installing PayClock Express on your computer, install
the PC50 drivers on the computer you will use to connect
the PC50 terminal.

e Once you reach the Install Type window, select Only
Install PC50 Drivers. Click OK.

Install Type

Inztall Option

T Install Full PayClock Express with the PCS0 Drivers.
f# Only Inztall PCEO Drivers

] | Cancel |

e Continue, following the same installation instructions
outlined above. You will then be ready to connect the
PC50 to the second computer.

NOTE
If installing both Express and the PC50 on the same computer only
run the “Install Full PayClock Express with the PC50 Drivers”.
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Connect the USB cable to the PC50

To begin setting up the terminal, first connect the 15ft USB cable
to the rear side of the PC50 as shown below.

NOTE
Be aware of the orientation of the USB cable to the port. Be sure

to insert the USB cable with the “THIS SIDE UP” label facing up
into the USB port (see diagram). Make sure the cable “snaps”
securely into place.

LSB-IN

®
1

| anzossw|
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Connect the USB Cable to the

Computer

After connecting the USB cable to the PC50, connect the other end
of the cable to an available USB port on your computer, as shown
below.

NOTE

You can increase the distance between the PC50 terminal and your
computer’s USB port by purchasing USB cable extenders directly
from Lathem at http://shop.lathem.com or through an authorized
reseller. You may need to use a Lathem PC-50 Power Adapter if the
badge reader works intermittently, see the Troubleshooting section
You may add up to four 16ft USB Extension Cables (P/N:
USBCABLEL16)

-Or-

You may add one 150ft Super Extender Cable (P/N:
USBEXTENDER)

The computer will automatically begin installation of the required
software drivers. Follow these instructions to successfully complete
the installation of the software drivers. Note: The PayClock Express
CD should be left in the CD-Rom drive until you have loaded
these drivers.
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These two software drivers must be installed for the PC50 to
operate properly: USB Device and Lathem TouchStation

Two separate “Found New Hardware Wizards” will appear in
succession. You must complete both Wizards. Please note that it
may take up to one minute for each Wizard to automatically
appear. Please be patient.

1. After successfully connecting the PC50 hardware to your
computer the message, “Found New Hardware” will show

in the Notification Area with the USB iconq*:r-.

2. The “Found New Hardware Wizard” will display. Select
“Yes, this time only” or “Yes, now and every time |
connect a device” and click “Next >”.

Found Mew Hardware Wizard

Welcome 1o the Found New
Hardware Wizard

‘weliniowrs: will ssarch o comend and upclaled soliean by

Note:

e ik i e Uptol
minute
e g o may pass

ot o dogen before the

{20 N vt Hras Jarree message
displays,
please be
patient.

[ tiew s [ concel |
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3. Select “Install the software automatically
(Recommended)” and click “Next >”.

Foaund Mew Hardware Wizard

This wvzand helpss o irictall softvenrs foe

LISE D

+J It your hardware came with an installation CO
<= o Ninppy disk, i it now

wheat do pou wank the wizard fo do?
(2 sl the sollwein o imotacoly [ ecommers sxf]

(20 Instal o & st o0 grecific lacston (Advanced)

[k Moo B condiorms,

I chack || Hea» | Corcel

“Continue Anyway”.

A

The software you are installing for this hardware:

TUSE2136 Firmware Loader

has not paszed ‘Windows Loga testing to verify itz compatibility
with *windows XP. [Tell me why this testing is important.)

Continuing your i ion of this soft may impair
or destabilize the correct operation of your system

either immediately or in the future. Microsoft strongly
recommends that you stop this installation now and
contact the hardware vendor for software that has
paszzed Windows Logo testing.

|| Cantinue Anpway | [ STOP Installation ]

driver.

Found Mow Har dwars Wirard

Completing the Found New
Hardware Wizard

Thes wizard bt firschd inctialing the cofwate bor

E TUSB2136 Firtwwaiés Loader

Click Firish b plyse the vizsed

Firith

When the driver is located, this message will display. Click

Important:

Do NOT select
“STOP Installation”
or your PC50 will
not operate!

Click Finish to complete the process of loading the first
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6. Another “Found New Hardware Wizard” will display.
Select “Yes, this time only” or “Yes, now and every time |
connect a device” and click “Next >”.

Found Hew Harcwara Wizard

wWelcome to the Found New Note:
Hardware Wizard U 1
Wickores vl snanch hod cumerl and wupdsled doltvars by p tO
Raoking o our comgatar, on the hatdwears inttallstion L0, of on

e ko Lligelaln ik siln vt powe peermission) minute
Emad o grovmcy gk

may pass
G convacto Windows Update o seach o before the
(=) Yz, thix ims oy
€5 Yot . goop | xmoncta o message
) Ko, il the b displays,
e please be
patient.

Hesd ¢ Cancel

7. Select “Install the software automatically
(Recommended)” and click “Next >”.

Found Hew Hardware Wizard

Thiz wezard helps pou ksl sofwears lor

Lathm Tone PL-20 Ve Q1)

¢} 1 o hasialwnen come wilth an inclallation CO
= ot Hoppy dick. insst it row,

Yrtal o yons vl e wedaid 80 Y

() Install the sothwsrs suomsie ol [Recommendsd]
(it b & ksl o gmcalnc honcabaon [ubvanced]

ek Kesd ko conbrue

l £ [flach _I e 3 L Coarnel J
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8. When the driver is located, this message will display. Click
“Continue Anyway”.

Hardware Installation

AN

The software you are inztalling far this hardware:

Lathem TouchStation LCD/LED USE Device

has not passed Windows Logo testing to verify its compatibility

with ‘Windows #P. [Tel me why this testing is important.]

Continuing your i ion of this sof may impair
or destabilize the correct operation of your system
either immediately or in the future. Microzoft strongly
recommends that you stop this installation now and

tact the h vendor for sof that has
passed Windows Logo testing.
Continue Anyway ] | STOP Installstion

Important:

Do NOT select
“STOP Installation”
or your PC50 will
not operate!

9. Click Finish to complete the process of loading the first

driver.

Found Hew Hardware Wizard

Completing the Found New
Hardwaro Wizard

Thae wizand s firishad mataling the softvars o

E Latvemn TouckhSiation LCDJSLED LGB Dervice

Ched, Fumshs Do cose Dhe wersed

i Frigh

10. Following the completion of installing the drivers, the PC50
should light up, displaying the current time and date.
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Windows Vista - Install the PayClock
Express Software and PC50 Drivers

CAUTION

Before proceeding with your PayClock Express installation, verify
that your PC meets ALL of the System Requirements listed on page
8!

1. Prepare your computer

e Select the computer you will use to manage the PC50
system

e Close all programs, including virus protection software
2. Insert the PayClock Express CD

e Insert the PayClock Express CD into your computer’s CD
ROM drive

e The Setup program should run automatically, select Run
PcSetup.exe. If it does not, follow the steps below:

E AutoPlay r =nron X

@ DVD Drive (E) PayClock Express

[T] Always do this for software and games:

Install er run program

Bl e

General opticns

Open ﬁ:ulde_r to view files

Jows Explorer

Set AutoPlay defaults in Control Panel
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If AutoPlay does not run, follow the steps below:

>

>

>

Click Start | All Programs | Accessories | Run from
the Windows taskbar

At the command line, type d:\Payclock\PCSetup.exe
where d: is the letter of the drive for your CD-ROM

Click OK

NOTE

PayClock Express software MUST be installed for hardware to

function.

e Select Allow on the User Account Control window.

ser Sccount Control (23]

: l" An unidentified program wants access to your computer

Don't run the program unless you know where it's from or you've used it
before,

(=l pcsetup.exe
=== Unidentified Publisher

<+ Cancel

I don't know where this program is from or what it's for,

2 Allow

Itrust this program. I know where it's from orI've used it before,

¥ Details

User &ccount Control helps stop unauthorized changes to your computer,
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1. Select Install Type
.II'.IS.tza." Type _

Inztall Option

¢ |nstall Full PayClock Express with the PCA0 Dirivers.
" Only Install PCR0 Drivers

e Select Install Full PayClock Express and click OK

e Note: You will only select Only Install PC50 Drivers when
you are installing the PC50 to a different computer.

1. Begin Setup

S

F"a}'*Clock _Expre&-s

Welcome to PayClock Express Setup program. T his program will
irztall PapClock Express on your computer,

[t iz strongly recommended that wou exit all wWindows programs
before running thiz Setup Program.

Click Cancel ta quit Setup and close any pragrams you have
running. Click Mest bo continue with the Setup progran.

WOARMIMG: Thiz program is protected by copyright law and
international reaties.

[Inauthorized reproduction or dizstribution of thiz program, or any
portion of i, may result in severe civil and criminal penalties, and
will be prozecuted ta the maximum extent possible under law.

Cancel |

e After you have read the screen, click Next to move forward.
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5. Read the License Agreement

License Agreement

End User License Agreement

This iz & legal agreement between pou az User, And Lathem Time Corporation [“Lathem™]. By =
inztalling thiz software, you are agreeing o be bound by the terms of this agreement. 1F you do|
not agree ta the terms of this agreement, pramptly return the unopened disk package and the
accompanying items [including written maternialz, binders and other infarmation] to the place

wou obtained them for a full refund. Mo refunds will be given for products which have been

inztalled or have missing compaonents.

LICEMSE

1. Licenze. LATHEM grantz to vou the right to use one copy of the main application database
fram the enclosed software program ["Software''] on a single computer (e, with a single
CPU). %ou may not uze the main application database zoftware on more than one computer =

ize Installation Wizard®

Cancel ‘

e Select I Accept to accept the terms to move forward.

6. Select a Destination Folder

Destination Location

Setup will install PayClock Express in the following folder.
Toinstall into a different folder, click Browse, and select another folder.

You can choosze not to install PayClock Express by clicking Cancel to exit Setup.

- Destination Folder

C:APAYCLOCK Browse...

ize Inztallation \Wizard®
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e The default location for PayClock Express to be installed is
the C:PAYCLOCK folder

e To change where PayClock Express will be installed on your
computer click Browse to locate your preferred folder.

e Once you have specified a destination folder, click Next to
move forward.

7. Start Install

Start Installation

You are now ready to install PavClack Express.

Prezs the Mext button to begin the installation or the Back, button to reenter the installation
informatiorn,

Cancel

e To start the installation process, click Next.

e The installation will begin and the following windows will
appear:

r

Installing :

Copying file:
CAPaYCLOCEARENYRUM. exe

b3%

Cancel
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)
% Updating Syztem Configuration, Pleaze ‘Wit
2=

e The PayClock Server Connection Manager and PayClock
Terminal Service Manager icons will appear, indicating
that PayClock has been successfully installed. These icons
will display when you log in to Windows, but the PayClock
Server and PayClock Terminal Service will run without
being logged in to Windows.

@ PayClock Server Connection Manager

PayClock Server is Running.

@ PayClock Terminal Service Manager ~
Terminal Service is Running.

8. Finish Install

PawClock Ewpress has been successfully installed.

Prezs the Finish button to exit this installation.

| Finish » |

e Select Finish to complete the installation and to close the
install window. Note: Reboot the computer if prompted.
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9. OPTIONAL: Install the PC50 terminal on a separate computer
from the one which contains the PayClock Express software.
The second computer MUST be on the same Local Area
Network (LAN) as the full PayClock Express Software
installation.

o After installing PayClock Express on your computer, install
the PC50 drivers on the computer you will use to connect
the PC50 terminal.

e Once you reach the Install Type window, select Only
Install PC50 Drivers. Click OK.

a..Irllstaﬂ Type |

 Ingtall Option

7 Inztall Full PayClock Express with the PCE0 Drivers.
f+ Only Inztall PCRO Drivers

4 ‘ Cancel ‘

e Continue, following the same installation instructions
outlined above. You will then be ready to connect the
PC50 to the second computer.
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Connect the USB cable to the PC50

To begin setting up the terminal, first connect the 15ft USB cable
to the rear side of the PC50 as shown below.

NOTE

Be aware of the orientation of the USB cable to the port. Be sure
to insert the USB cable with the “THIS SIDE UP” label facing up
into the USB port (see diagram). Make sure the cable “snaps”
securely into place.

LSB-IN

®
1

| anzossw|
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Connect the USB Cable to the
Computer

After connecting the USB cable to the PC50, connect the other end
of the cable to an available USB port on your computer, as shown
below.

NOTE

You can increase the distance between the PC50 terminal and your
computer’s USB port by purchasing USB cable extenders directly
from Lathem at http://shop.lathem.com or through an authorized
reseller

You may add up to four 16ft USB Extension Cables (P/N:
USBCABLE16)

-Or-

You may add one 150ft Super Extender Cable (P/N:
USBEXTENDER)

The computer will automatically begin installation of the required
software drivers. Follow these instructions to successfully complete
the installation of the software drivers. Note: The PayClock Express
CD should be left in the CD-Rom drive until you have loaded
these drivers.
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These two software drivers must be installed for the PC50 to
operate properly: USB Device and Lathem TouchStation

Two separate “Found New Hardware Wizards” will appear in
succession. You must complete both Wizards. Please note that it
may take up to one minute or more for each Wizard to
automatically appear. Please be patient.

1. After successfully connecting the PC50 hardware to your
computer the message, “Found New Hardware” will
display. Select “Locate and install driver software

”
(recommended)”.
F“_TL_] Found New Hardware
Windows needs to install driver software for your Unknown Note:
Device Up to 1
minute
@ Locate and install driver software (recommended) may pass
Windows will guide you through the process of installing driver software
for your device. befOre the
message
% Ask me again later . g
Windows will ask again the next time you plug in your device or log on, dlSplays,
: lease be
%) Don’t show this message again for this device p .
Your device will not function until you install driver software. patlel’lt.
Cancel

2. The “Windows needs your permission to continue”
message will display. Select “Continue”.

User Account Control (=3

G Windows needs your permission to continue

If you started this action, continue,

= Device driver software installation
Microsoft Windows

-j:\;rj} Dietails Continue H Cancel

User Account Control helps stop unauthorized changes to your computer.
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The “Found New Hardware — Unknown Device” message
will display. Select “Browse my computer for driver
software (advanced)”.

Windows couldn't find driver software for your device

#* Check for a solution
Whrssdeneey wall chirk b sre o Hstre e s you can lake fo gl your deace
P

¥ Browse my computer for driver saftware [advanced)
Lorcate ard wnitall divoer coftware manaally.
Sy NN NI S NN NN NN NN NS NN NN NN NN EEEEEEEEEEEEEEEEE

"samanm

The “Browse for driver software on your computer
message will display. Click the “Browse” button.

o Inchade subfolden
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5. The “Browse for folder” window will display. Click on

“Computer”, the list will expand. Next, select the CD-Rom
or DVD indicator in the list and click “OK”.

Browse For Folder

S

Select the folder that contains drivers for your hardware.

i [B Admin
I W Public
a8 Computer
i = Floppy Disk Drive (A:)
» &, Local Disk (C:)
[ New Velume (D:)
[ DVD Drive (E:) PayClock Express
b &P Network

m

To view subfolders, dick the symbaol next to a folder.

OK

[

] ’ Cancel

6. The “Browse for driver software on

your computer”

message will display with the drive indicator for the selected

CD-Rom or DVD. Click the “Next”

Browse for driver soffware an your computer

Seaich loe dimeer scltmace

4 Include sublelders

il bocatas

[ Cancat

button.

Note:
Uptol
minute may
pass before
the next
message
displays,
please be
patient.
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The “Windows can’t verify the publisher of this driver
software” message will display. Select “Install this driver
software anyway”.

[ Windows Security R |

6‘/’ Windows can’t verify the publisher of this driver software

= Don'tinstall this driver software

You should check your manufacturer's website for updated driver software
for your device.

* Install this driver software anyway
Only install driver software obtained from your manufacturer's website or
disc. Unsigned software from other sources may harm your computer or steal
informaticn.

v | See details

Important:
Do NOT select “Don’t install this driver software”
or your PC50 will not operate!

Click Close to complete the process of loading the first
driver.

_'}I Found Hew Harhware - TUYE2136 Frmware Loade

The saftwane for this device has been sucoessfully instalied
Wmdirs b finished mstaling the derees softwane fer this deace

TUSERE 36 Fumwane Leade
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9. Another “Found New Hardware” will display, click
“Next”.

Ingert the disc that came with your Lathen Time PC-50 [Ver 0.1)

¥ you have the disc that came with your device, insert & now. Windows will sutomatically
search the dis fod drives seftwade.

=+ | don't have the disc. Show me ather aptions.

10. The “Windows can’t verify the publisher of this driver
software” message will display. Select “Install this driver
software anyway”.

[0 Windows Security GG i |

r\g’ Windows can't verify the publisher of this driver software

< Don'tinstall this driver software
You should check your manufacturer's website for updated driver software
for your device.

< Install this driver software anyway
Only install driver software obtained from your manufacturer's website or
disc. Unsigned software from other sources may harm your computer or steal
information.

v See details

Important:
Do NOT select “Don’t install this driver software”
or your PC50 will not operate!
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11. Click Close to complete the process of loading the second
driver.

The software for this device has been successfully installed

‘Windows has finished installing the driver soétware for this device:

Lathesn TowchStation LCDVLED USE Device

|

12. A message will display notifying you the drivers have
successfully installed.

"% Your devices are ready to use
Device driver software installed successfully.
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Mount the PC50

Select a site to install your PC50 terminal that will be convenient to
employees clocking in and out. The included USB cable is 15 feet
long. It may be extended using Lathem’s USB Extension Cables.
When planning the necessary cable length between the PC50 and
host computer, remember to consider the vertical drops between
the PC50 and the computer.

The PC50 terminal derives its power from the USB Port of its host
computer. No other power source is required for basic operation.
Future add-on enhancements to the PC50 family may require the
addition of an AC Power Adapter. To prepare your installation for
the future inclusion of these new features, it is suggested that the
PC50 be mounted in close proximity to an AC outlet.

After selecting the appropriate installation site, use masking tape to
hold the included Mounting Template onto the wall, at a suggested
height from the floor to the bottom drill-hole of 4ft, 6in. For
sheetrock walls, drill a 3/16” diameter hole through each of the
four locations indicated on the template; each approx 1-1/2” deep.

E&s e |

T 8 e

&
| _é_ |

o wal
Remove the Template from the wall and install the plastic
“anchors” included in the installation kit. The smaller anchor goes
into the bottom hole. The three larger anchors go into the holes
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above. Screw-in three larger screws into their corresponding
anchors, allowing the screw heads to have a gap of approximately
3/16“ to the wall. Do not tighten all the way.

B

Insert the small “L”-shaped security bracket into the slot at the
bottom-rear of the PC50, so that the tab with the hole points
downward, away from the keyhole slot that can be seen
Immediately above.

Hang the Terminal on the wall, aligning the three keyholes on the
rear of the enclosure with the three protruding screw heads, and
then pressing downward on the Terminal housing until it lowers
onto the screws.

Screw the small Screw into the hole of the tab from the small “L”-
shaped bracket at the bottom of the enclosure. This will fasten the
PC50 to the wall, and keep it from being easily removed.
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Open PayClock Express

Open the PayClock Express software by clicking on the PayClock
Icon located on your desktop.

Log In

To begin using PayClock Express, you must first Log In to the
system at the Log In Window. PayClock has one default user: the
Administrator. The Administrator has full access to system,
information, and functions.

NOTE

You may add additional concurrent users by upgrading to
PayClock EZ or PayClock Pro. Refer to page 3 of this User’s
Guide for information on purchasing software upgrades.

Log In E]

User List:
ADMIM - [Adminiztrator] W

[EIK @] [Eann:el X ] l

Pazsword:

1. From the Log In window, choose Administrator from the User
List

2. Enter the default password: “lathem”

3. Click OK and the software will open. A welcome tone will let
you know that PayClock is ready for use.
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Create and Change Your Password

You should create your own unigue password to protect sensitive
payroll data.

Password EJ

0ld Pagzword:
xxxxxx ] 4 &

=
1]
=
o
o1}
=
0
=
=
53

xxxxxxxx

xxxxxxxx

At the Log In screen, click the Change button.

Type in your Old Password (remember, the default is “lathem”)
Type in your New Password (the one you would like to create)
Confirm your new password by typing it in

Click OK to finalize the change

o &~ w0

NOTE
Passwords are NOT case sensitive and may be up to 11 characters

Register Your PayClock Express/PC50

You may register your system anytime within 30 days of installing
the software. If after 30 days you haven’t registered your system,
you will be required to do so before continuing to use the software.

There are three ways to register your software:

e Complete the Registration Wizard that appears upon log-
in. Select Register Now to fill in the requested information
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and submit. If you do not have an internet connection,
select Print at the end of the wizard to print and fax your
information to Lathem at 1-800-252-2208

Registration Reminder

T @'}\\ ~ ol
DAV(@IOCK
A= EXPRESS

REGISTRATION

')f) REMINDER

'ou must register your PayClock Software within [ Register Mow ]
30 dayz of installation,

l Reqister Later ]

FayClock will only run for [30] more days.

[ Enter Registration Code ]

e Call Lathem at 1-800-241-4990 and select option number 1
from the telephone menu to speak with a sales
representative.

o Visit www.lathem.com/register and follow the steps
outlined
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Configure PayClock Express

Create Company Profile and Setup Pay Period

The General Tab will allow you to define your company name and
your company’s pay period. You will enter when your pay period
begins, what type of pay period your company uses, etc.

aenerall | Overtime Rounding Format Payrall ‘wizards

Payp Period Type
Company Mame v "

ABC Box Company @ waskly O Bitweekly

Current Pay Period starts on: [+4- Key) 4 SemiManthly

(01/22/2007 Mo |

I airnurn Hours Out bo Start a Mew Shift

| 02:00
T g [ #wito Deduct

M aximum work Day Length
|D17.00

[ &) (==

To begin configuring your payroll preferences:
1. Click on the Setup Icon within the Ribbon Bar
2. Select the General Tab

3. Enter your Company Name (this is the name that will be
displayed on report headers)

4. Select your company’s Pay Period Type among the options (for
semi-monthly, you will be asked to enter the two dates, First
and Second, which is the starting date of each pay period)
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5. Using the pull-down calendar, select the date on which your

pay period begins (or began)
=

General | Overtime Rounding Format

Company_Name
ABC B Compary

Current Pay Period startz on: [+/- Key]
0142242007 Mon v

[ January 2007 [+

S MTWT F s [Shi
12 3 4 5 B

7 8 9 10 11 1213

14 15 16 17 18 19 20

21 A 23 24 25 26 27

28 29 30 31

Payroll \Wizards

FPay Period Type

@ weskly

O Bitweekly

) SemiManthly

[ swto Deduct

[DK @]Iﬁancel @I

6. To set the Maximum Hours Out to Start New Shift, enter the

number of hours an employee must be punched out before
PayClock will assume a new shift has started

7. To set the Maximum Work Day Length, enter the maximum

number of hours an employee can work in one day. It is

recommended you leave this setting at the default of 14 hours.

8. If you would like lunch breaks to be automatically deducted

from punched time, check the Auto Deduct box. Then, enter
the Worked Hours to Qualify (the number of hours worked
before the deduction will be taken). You then enter the Length

of time automatically deducted for this break.

NOTE

Automatic break deductions are optional. What is setup applies to

all employees in the software. Instead, you may prefer to have
employees punch in and out for breaks.

9. Click OK to save settings
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Create Overtime Rules

In The Overtime Tab, you can set up how the software calculates
overtime hours. You may define up to two overtime levels.

Setup @
General | Overtime | Rounding Format Payroll ‘Wizards
If employees can get overtime on a daily basiz, check this box
) Liit
Owertime Level [1) Overtime 1 [Regular x 1.50] N | 0200 |
Overtime Level 2] [ Not Sel.n.acted - | 1000
If employees can get overtime on a weekly basiz, check this box
Limit
Overtime Level (1) | Dwertime 1 [Regular » 1.50] v‘ _D4D:DD !

Overtime Level (2] E Mat Selected - |

‘weekly OT Start Day:
| tonday v | Daily OT Owemides Level 1 weekly OT

[ aK @] lCanceI @]

1. If employees receive overtime pay on a daily basis, check the
first box.

e For Overtime Level (1), select the rate at which employees
are paid for overtime work and the number of hours
worked (Limit) needed to earn this overtime

e For Overtime Level (2), select the additional rate at which
employees are paid for additional overtime work on a daily
basis and the number of hours worked (Limit) needed to
earn this overtime

e |f an option is not applicable, choose “Not Selected”.

2. If employees receive overtime pay on a weekly basis, check the
second box.

e For Overtime Level (1), select the rate at which employees
are paid for overtime work and the number of hours
worked (Limit) needed to earn this overtime
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e For Overtime Level (2), select the additional rate at which
employees are paid for additional overtime work on a daily
basis and the number of hours worked (Limit) needed to
earn this overtime

e If an option is not applicable, choose “Not Selected”.

3. Select Daily OT Overrides Level 1 Weekly OT if your
employees will continue to receive Daily overtime after Weekly
overtime has been reached (this is not available if multiple
levels of weekly overtime are set up). Note: This option is
selected by default.

4. Choose your Weekly OT Start Day, select the day on which
you would like the overtime counter to reset back to zero (0).
Typically, this is the same as the starting day of your pay period

5. Click OK to save your settings.

Select Rounding Rules

Rounding rules allow you to define how your punch minutes will
be rounded. Specifically, rounding refers to the increments in
which the punches will be calculated. The point at which the
software will decide to adjust a punch time forward or backward is
known as the Break Point.

Setup

General | Overtime | Rounding | Formnat Payrol Wizards

Founding Fules
) Mone
(&) 174 hour rounding uses 15 minute rounding intervals with a 7-minute break paint

(2 1410 hour rounding uzes B minute raunding intervals with a 3-minute break paint

(%] [cred O]
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PayClock Express allows you to select one of three rounding
options:

No Rounding

Punches will be calculated to-the-minute.

e If an employee punches in at 7:08am, the software will
calculate the time of entry as 7:08am

e If an employee punches out at 5:23pm, the software will
calculate the time of departure as 5:23pm

Ya hour rounding

15 minute rounds with a 7 minute break point

e Time is calculated in increments of 15 minutes: :00, :15, :30,
or :45

e If an employee punches in at 7:08am, the software will
calculate the time of entry as 7:15 because :08 is after the
seven minute break point at 7:00

e If an employee punches out at 5:20pm, the software will
calculate the time of departure as 5:15 because :20 is before
the seven minute break point at 5:15

1/10 hour rounding

6 minute rounds with a three minute break point

e Time is calculated in increments of 6 minutes: 00, :06, :12,
18, :24, :30, :36, :42, :48, 54

e If an employee punches in at 7:08am, the software will
calculate the time of entry as 7:06 because :08 is before the
three minute break point after 7:06
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e |f an employee punches out at 5:23pm, the software will
calculate the time of departure as 5:24 because :23 is after
the three minute break point after 5:18

To finalize your Rounding Rules, select the rule setting you prefer
and click OK.

Format Time And Date

The format tab allows you to decide how PayClock Express will
display dates and times within the software.

General Ovwertime Rounding Format Fayroll ‘wizards

Saftware Time Settings
& 12Haur (ie. 1:00 pra)
O 24Hour [ie. 13:00]

Software Date Settings
Sample

[MM/DDAY v 03/07/07

[[] Shaw Express Time Card in Black & Wwhite

[ Hide Day OF WWeek [DOW)] calumn in ExpressTimecard

(0% & [concdl @]

Software Time Settings: determines how time will be displayed:

e 12-Hour: displays time in increments of twelve hours
(12:00, 1:00, 2:00, etc)

e 24-Hour: displays time in increments of 24 hours (12:00,
13:00, 14:00, etc)

Software Date Settings: determines how dates will be displayed.
For the date of December 1, 2006, the following display options
exist:

e MM/DD/YY: displays date as 12/01/06
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e DD/MM/YY: displays date as 01/12/06

e YY/MM/DD: displays date as 06/12/01

Show Express Time Card in Black and White: check this box if
you would like the Express Timecard displayed in black and white,
rather than in yellow and green.

Hide Day of Week (DOW) column in Express Time Card: check
this box if you do not want the day of week column to display on
the Express Timecard.

e Click OK to save your settings
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Add Employees and Assign Badges

The Employees Icon is used to add, edit, delete, and filter
employees.
—

A EEEEEEEEEEEE,

- i - : ¢ - o
. m Add New . m I__\__J) Period Totals l_% % :li.__‘ [@ \,}
= Delete " ~#  Employee Timecard i i bz

Setup : Employees Fiter By - : Audio Reports Al Export Close Badkup Help g;%irr
. .
CARERERRENRNNRENHN.]
: Employee List
&« £ Jan 22, 2007 - Jan 28. 2007 > » H
el
. Employee Name | D | Rea | OT1 | 0OT2 | ¥ac | Sick | Hol | &
Black. Sandy | 002% | 765
Eland, Carey | mpze 2:.00
Croxton, Carter | 003 | 2:00
D ashop, Mike ono4 758
Dowda, lra ome 745
Drowda, Justin |3 743 |
Dowda, Leigh | om3 | 8:00
Drawers, Chester | 0me 753
Dupree, Jimrmy | 0oos .00
Grayzon, Earlene | Doz4 .00 0:30
Griggs. &my | ooss .00
Griggs. Chip L 2400 | |
Griggs, Cody o037 800
T Gunter, Mary 0047
Harper. Cathy | omo E:00
Heinzel. Betty | B 4:00
Hendriz, Jason | oms 8:00
Hendriz, William | omoz g:45
Hines, Lisa o021 8:00
I Hurt, Melvin omz

Employee rz|

Last Mame: First Marne: M.l
oo N ]
Badge Mumber: Ermployee [D:
1234567890 ooa

Base Payw:

$12.00,

Date of Hire: Inactive: [ Teminated: [

[mse007 R v |[

Oon any Punch play:

v

)| =X
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Add New Employees

1. Within the Employee Icon, click Add New.

2. Assign each employee a badge to use for punching in and out.
Each badge contains a unique ten digit badge number on the
back (see example below). The number of the badge assigned
to an employee must match the number entered in the
Badge Number field in that employee’s profile.

Employee

Last Mame: First Marne: M.l
o i ]
JPRY. Lo B MUMES " Ty, Employes 10:
L
. 1234567890 ‘,‘ ooa
------------------- Baze Pay:
$12.00)
Date of Hire: Inactive: [ Teminated: [
[mse007 R v |[ |
Oon any Punch play:
»
Hep @ [0k @][cacel @]

3. Insert the employee’s personal information in the appropriate
blanks.

4. You may include Base Pay rate in the employee’s profile in
order to allow PayClock to calculate gross pay on the timecard.
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5. Use the pull down calendar to select a Date of hire for each
new employee.

6. To declare Inactive or to Terminate an employee from the
software, check (k1) the box next to the desired selection. This
will allow you to enter in the date of Inactivation or
Termination.

7. You may then use the pull down calendar to select a date of
Inactivation or of Termination.

8. To Add Sounds or Add Custom Messages for employees to
hear upon punching in or out, you must first check (&) the
box that reads “On any Punch Play:”

e For Sounds, scroll through the drop down menu to the
desired greeting.

e To preview a greeting, press the [I] button next to the
drop down menu.

e To create your custom text message, simply type in the
message you would like displayed for that employee upon
punching in or out. Finally, select a number from the
drop-down menu “How many times should this message

play?”
9. Click OK to keep your changes
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Using the Clock and Badges

-

Move the badge towards the illuminated oval target area on the
front of the PC50. When the badge is in close proximity to the
PC50, a confirmation beep will sound, a text message will appear, a
custom audio message may be played, and the oval target area will
turn either green or red indicating a good or bad transaction.

If you scan a badge that has not yet been assigned to a specific
employee in PayClock Express, the terminal will display an error
message along with the badge number that was read.

NOTICE: The PC50 utilizes an internal antenna to read the
employee badges. Make sure these badges are stored at least 6”
away from the PC50 when not in use to avoid accidental badge
reads.
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Navigating PayClock Express

Now that your software is installed and your PC50 is connected to
your PC, you may begin configuring your preferences within
PayClock Express. All of the PayClock Express functions are
contained within The Home Screen. Within the Home Screen,
there are four sections: the Ribbon Bar, the Express Timecard,
the Employee List, and the Information Center.

The Home Screen

Use the scroll buttons (circled) to move through pay periods.
Highlighting an employee will display his/her time card in the
Express timecard

/ PayClock Fapress - [Exproa View] —
= | tome sbot - 8
e At e ﬁ 4y Penod Tatss o 1-5 t‘ F
2 - ) @ .‘_,g .
et 2 Cmpsoyes Timecard e ' . L
260D Employess By Eeparts = 4 Export Lhose: Radan b Firgar R I bbon Bar
Fiter 8y = 21 Temeraeds it
Employee List
........................................................... . Dawda, Iea
T Jon 22 2007 - dan 2002007 3 ¥ Hi Bie Hame, ZoWCD. T
- Pemsnd 80 22, 2007 - Jan 30, 2007
Emnbayen Haites-...... n Ren nr TR et Ve Sirk :
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e Ribbon Bar: use to navigate within the software and locate
functions

e Express Timecard: use to edit and view individual punch
data

e Employee List: use to view pay period summaries for all
employees

¢ Information Center: use to find help and purchase
software upgrades and accessories

Changing the Display
PayClock Express allows you to re-size windows within the Home
Screen so that you may adjust the screen display as needed.

Sample Home Screen Displays:

You may adjust screen displays by using your mouse to click on
and resize windows

=t (TR
-j n" ] iew m b Perod Totss Y ,& :-I @ .
Dmleie i Empinpee Tmezwd - P
oLt s Lo Eaperty 1y L] s dapn e F
il et T il |5 - i
ko Lt
Doweda 1
& £ 77 007 - Lam 8, F0OT » % & | W arre: L
e——ral S| . 4 dan 23, 3007 . Jan 29, 2007
Emoloses Nama 0 ™ 1] [TF] Vac Sick | A
ek, Son [ 1% Fale:  $12.00 Gowns Pay. $33.00
vt Lo o B0
o oo i ) - - "
e 75 = Ko g w5
(L] 15 dodPunch  hod Time OF Dieleb PFlebath, Find Mezing:
=] T
) Bl T M ouT  houRs  ow
[Tt ELT) [ Ly
e B0 nbp | &4
ozt 800 ] [ I
e (] I 000
) 40 I
g e |
¥ a7 | om0 | &
oo 600 |
% &
[ (1]
o (¥
0021 800
i ot
=7 ta d
izl
PATCH UPDATEY A Newer Version of your Uit o Sodtwoenl I

PayClock Dxpress Joftwore
] & chck heia Sthow ureed punch it lor this enpioyes (] 75

- .
ACCESSORIES . s a5 0000 000 D00
i =i s 4 | Mg D45 oy nr2 Monwiadk




54-PAYCLOCK EXPRESS USER’'S GUIDE

= | e Aot . B X
0@ & ome, 88 ke
Gt P bt Trmeeard ” b
e | [eooyess Ao || Bepors Exprt | Dose || Dackp Heln Firger
Fiter By il Terwm e Eermer
Empleryee Lisi
Diceds, I
@ € dam 22 2007 - Jan 26, 2007 — =
Emmioyan N o~ Persnl 480 £2. 2007 - Jan J0. A0
e Hame
Blach, Saruky [ Hale nzm Brors Pay. $93.00
Hlarel, vy 1553
Cizaton, Ctes wan " oy -~ s
* n
Ldhon, Mike o] o = x L= o
Dowada lis nnn Al Pureh  Aod Teme OF Oedsie Festrath Frd Manmg
Diwals Jutln e 4
Doreds, Letgh s
Diegwers. Cheesier e
Dugen. Jerims i)
Lergion. Larens [ ere )
et Ay [ ]
Grign. Chigy o
G, Gy o
T Grier, May {1 7]
Maer, Catty Lyl
Mz, Dety [Leeo)
Handric, Jaboe nns
e il o
-

Sy s purch it bos e egkoyes [ 50

|n=.. DOras gy DROD o DO s D000

The PayClock System Button

The PayClock System Button, located at the top left-hand corner
of the Home Screen allows quick access to a number of important
tools. Use the PayClock System Button to access the following
critical functions:

e Backup Data

e Archive Data

e Reopen the Last Pay Period
e Recalculate

e Refresh

e Upgrade PayClock

o Exit

To access these functions, click on the PayClock System Button
and highlight the desired function from the drop-down menu
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1y BadwpData...
Archive Data ...

Reopen the Last Pay Period ...

Recalculate ...

Refresh
Upgrade PayClock ...

Exit

The Ribbon Bar

Instead of a menu and toolbar, the Ribbon Bar allows you to
manage and edit your settings, as well as create reports, within one
comprehensive area.

The Setup Icon

e wp

e create and edit your pay period rules
e set overtime rules

e set rounding rules

e set formatting options

e create an export link to your payroll program
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The Employees Icon

m-"- Add New
Delete

Emplayees

Empioy Filter By -

e Add and terminate employees
e Edit employees’ personal information
o Edit base pay

e Create and assign custom messages or sounds

The Audio Icon

Q

Audio

e manage audio settings for the PC50

e setup global messages to be played to all employees.

The Reports Icon

. Period Totals

-ﬁ Employee Timecard

Beporis
SR All Timecards

e (enerate, preview, and print a Period Totals Report or an
individual Employee Timecard Report

e view All Timecards in alphabetical order
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The Export Icon

9
Export

e export pay period data into the payroll program previously
established

The Close Icon

3

Close

e Close the selected pay period to future editing. (after you
close a pay period, you may not go back to edit the data
within that period)

The Backup Icon

=

Bacap

e Back up pay period data to a specified file on their PC
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The Help Icon

Help

e Opens the PayClock Express Interactive Help Viewer, which
acts as a reference for any questions or issues that may arise
as you use PayClock Express

The Finger Sensor Icon

é
Finger
Sensor

e Opens the Finger Template Management Wizard when a
Lathem Fingerprint Reader is connected to the PC50. This
allows you to register employee fingerprints into PayClock
Express (see page 3 for information on purchasing this and
other accessories).

The Employee List

The Employee List displays the list of active employees, the pay
period data for each employee, and is used to select employees in
order to edit or update data or to run individual reports.
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Express Timecard

The Express Timecard gives you a quick view of individual punch
information and allows you to add, edit, or delete data as is
necessary. Use the Express Timecard Toolbar to add punches and
non-work time, as well as delete punches, and find missing
punches. The Timecard displays Base Hourly Pay and Gross Pay,
as well as total regular, overtime, and non-worked hours worked for
the selected pay period.
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1. Select the desired employee from the Employee List

2. The employee’s Timecard will appear in the Express Timecard
area next to the Employee List.
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Mame: Dowda. lra

Period: Jan 22, 2007 - Jan 28, 2007

Rate: SW&UD
L ——
@ M X & <

Add Punch  Add Time Off Delete Fiefresh Find Mlssmg
0122007 T 000 | Mo
012307 0T:00a | 02:45p 0745 Tu
0124107 0000 Wi
012507 0000 Th
012607 0000 Fr
01427107 00:00 Sa
012807 0000 Su

b

Show unuzed punch list for this employes O @

Reg 007:45 gy DEOD gy DO:00  oovyo 00:00

Add Punch Icon
O
Add Punch

e This button lets you add a new punch, as well as the date
and time for the new punch

Add Time Off Icon

TR
2l
R

Add Time Off

e This button lets you add time off for an employee and
select the date, time, and pay code category for the absence
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Delete Icon

b

D alete

e This button allows you to delete punches already on the
Time Card

The Refresh Icon

.
= gt

s
Refresh

e This icon will refresh the data in the timecards to reflect the
most recent activity

The Find Missing Icon

L
N5
Find Mizsing

e This button will locate any missing punches within an
Employee Timecard. PayClock looks for an even number
of punches. When an odd number of punches is found,
PayClock assumes that a punch is missing (an employee
punched In, but not Out, or vice versa).
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The Time Card Table

The timecard table functions much like the cells in a spreadsheet.
By clicking on a desired cell, you may edit it as needed.

DATE IM ourT IN T HIOWES
Date In / Out In / Out Hours
Displays Displays Displays Displays
the date of the time of the time of total hours
punches an In or an In or worked or
recorded in Out punch Out punch applied
the table on a given on a given time off for

day day a given day

The Information Center

The Information Center contains information on PayClock
software, including links to software help and support, user tips,
upgrades, and accessories. Clicking on a link will open a new
window.

PATCH UPDATE! A Newer Version of your Update Your Software!

PayClock Express Software =
is Available for Download. &  click here

GET THE ® Extra badges ® Badge reels %
ACCESSORIES ® Fingerprint sensors ® Mini RFID key fobs %
= YOU NEED! #® USB extension cables @ Badge racks
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View and Edit Employee Information
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1. Select the desired employee from the Employee List and click
the Employees Icon from the Ribbon Bar

-O r-

Select an employee from the Employee List by double-clicking
on the employee’s name.

2. The Employee Window will open and you may edit any of the
information in the window.

3. Click OK to save any changes

Filter Employees

PayClock Express allows you to filter employees either by hiding
inactive or hiding terminated employees.

1. To filter employees, click the Filter option from the Employee
Icon within the Ribbon Bar
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2. Use the arrow to select either Hiding Terminated Employees
or Hiding Inactive Employees

Employee List Pop-Up Menu
The Employee List Pop-Up Menu allows you to access both

individual and group information quickly, by right-clicking within
the Employee List. A menu will open with a number of options.

Employee List
€« < Jan 22, 2007 - Jan 28, 2007 > » =H
i
| Emplovee Hame [ 1D Beq | 0OT1 | 0OT2 Yac Sick
Black, Sandy 025 Filalal
Bland, Carey 026 300
Croston, Carter ] 8.00
Dazhop, Mike Qoo4 it
Diowda, lra oot T |
Dowda, Justin 0031 Edit this Employee ...
Dowda, Leigh no19 B — 3:00
Drawers, Chester o e Didlekeehis Eplives
Dapree, Jimmy oog
Grayzon, Earlens 0024 Goka this Employvee's Timcard
Griggs, Ay o3e
Griags, Chip 0ag Show this Emploves's Totals Report ..
Griggs, Cody a7 Show this Emploves's Timecard Report .. 2
T Gunter. Mary Q047 Show Period Tokals Report ...
Harper, Cathy amo S g T
Heinzel, Betty 035 4:.00
Hendrix, Jazon ams a.00

1. Select an employee within the Employee List

2. Right click on the row containing the employee’s information

3. Select among the menu options to perform the desired task. A

separate window will open.

e Edit this employee: select this menu item to edit an
employee’s name, badge number, base wage, messages, etc

e Add a new employee: select this menu item to add a new

employee to the system
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Delete the employee: select this menu item to delete the
selected employee from the system (important: this cannot
be undone!)

Go to this employee’s Timecard: select this menu item to
move to the first cell of the employee’s timecard in the
Express Timecard area

Show the Employee’s Totals Report: this menu item will
display a Totals report for the selected employee

Show this Employee’s Timecard Report: this menu item
will display a Timecard Report for the selected employee

Show Period Totals Report: this menu item will display a
Period Totals report

Edit Timecards

You may edit an employee’s Timecard data in the Express
Timecard area of the Home Screen.

Add Punches
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To add a punch to an employee’s timecard:

1. Select an employee from the Employee List
2. Click the Add Punch Icon
3. The Registration Edit screen will pop-up. Enter the Time and
Date you wish to enter for this punch
4. Click OK to add the punch. You will see your new punch
displayed on the Employee Time Card
Add Time Off
E| 'n.ﬁ el s 2 ned
T T T :"::d ::': ‘I;:M R
= > ® X 2 e
E— cx)
FATCH UPDATE A Naword Yerilon of yous lipirte Your Lafwarnl 7 [
T?m;l[ﬂvm. ‘B efick haro . Ehowy crussad punch bl ior B eeglopes [ 0
Tl e o [T ep—

To add time off to an employee’s timecard:

1.
2.
3.

Select an employee from the Employee List
Click the Add Time Off Icon

The Registration Edit screen will pop-up. Enter the Time and
Duration (number of hours) you wish to enter for the Time
Off

Select the Date on which you would like the Time Off applied
and the Pay Code (label you would like to give the absence).
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5. Click OK to add the time off. You will see your new entry
displayed on the Employee Time Card.

Delete Punches
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To delete a punch from an employee’s timecard:

1. Select an employee from the Employee List to view his/her
timecard

2. Select the cell that contains the punch you would like to delete
Click the Delete Punch Icon

4. A pop-up screen will ask “Are you sure you want to continue
with this deletion?” If you would like to continue, click Yes. If
not, click No

5. You will no longer see the deleted punch displayed on the
Employee Time Card.
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Refresh Data

To refresh your data, simply click the Refresh Data Icon. Any
updates will automatically upload into the data.

Find Missing Punches

Mame: Dowda, lra
Period: Jan 22. 2007 - Jan 28_ 2007
Rate: $12.00 Gross Pay: $295.50
(v : o
® ki P4 i< &
Add Punch  Add Time O Delete Fiefresh Find Mizzing
DATE IN ouT IN ouT HOURS Day s
O 22007 Q00 [ [u]
012307 0T00a | 02:45p 0745 Tu
012407 0r00a | 0300p 000 Wi
01 /2507 06:30a 7 00:00 Th
01 £26007 0T:25a | 000p 335 Fr
O 27 a7 Q00 =]
01 /2807 0000 =

b

Show unused punch list far this emploves ¥ @

Reg 02345  pp 00:35 1 00:00 oo 00:00

1. Select an individual Employee Timecard from the Employee
List

2. In the Express Timecard screen, select the Find Missing lcon.

3. [If there are missing punches, correct them one-at-a-time. If

there are no missing punches, PayClock will display the
message: “No Exceptions Found”.
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Show Unused Punches

In the Express Timecard, you may view any punches that have been
recorded by the PC50 terminal, but deleted in the Express
Timecard. In addition, this box will show any punches which fell
outside of the allotted work day. To change maximum work day
settings, select the General Tab from the Setup Icon and adjust the
hours entered in Maximum Work Day Length. Note: Making a
change to the Maximum Work Day Length will be applied to all
employees.

Mame: Montgomery. Robeita

Peripd: D¢t 15, 2006 - Dct 31, 2006
Hate: $0.00 Gross Pay: $0.00

O m X & <

Add Punch Add Time DFff Delets Refresh Find Missing

DATE IN ovr IN our HOVERS "
10/15/06 0o0: 00
10/16/08& 00:00
10/17/08 00:00
10/158/08 a0: 00
10713706 00:00
10420408 00:00
10/21/08 00: 00
10422 /08 00:00
10/23/06 00:00
10/24/06 00:o0
10/25/086 00:00
10/26/06 00:00 i

Show unused punch list for ihis employee [4] (2)

10/12/0 1:14p Punch was outside Maximum Do
.Wﬁ/us 06: 19p [Punch was cutside Mawimum Day N
f10/12/06  [05:10p [Punch was outside Maximum Day 3 )

Reg 900  gyy D000 (72 00:00  Ngpwork 00

Check the Show Unused Punches box. If there are no unused
punches, this checkbox will display: “There are NO unused
punches for this employee”. All unused punches will be displayed
in list format, along with a description of the punch.

Close A Pay Period

The Close Icon allows you to close out the current pay period.
You cannot edit data from a closed pay period, although you may
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still run reports and exports. Make sure that you are finished
making changes to the data for a pay period before closing it.

Close Pay Period fgl
Fay Clasz Last Clozed D ate
[Standard TREEETTT |
Help 1@
Apply [T

1. Click the Close Icon in the Ribbon Bar. The Close Pay
Period window will appear.

2. Under PayClass, you will see the date that the pay period was
last closed.

3. Click Apply. The Confirm Close dialog box will appear.
Make sure that the dates listed in this window are the dates that
you would like to close out.

4. Confirm the close by typing ‘Yes’ in the box and clicking OK

Tihe Close Frocess cannol be undors!

[Oree 5 Py Parised hoan e elosed pou may nolonger adll this st Thae dlals may only be wmed e mposting aed
ey s pUGT

11 st s imseprrtingy posie ks i paeoll solivisens i i scomemenclad that iz i dione prise o elosing the Pay Penicd
"Vona shwodd ki ey evpored dala by wmpodtng i o pou payrel softreere and mabarg mee o riomaion o
Comect

[la etvemer Lhee Polovrsg dated vl b Clossd lor the [SLardieid] PayClacd

Monday, January 22, 2007 to Sunday. January 28, 2007 I

Hielp L d

T bagar the Chote Procais o the woid
YEE™ and clck DF,
Cacel 3]
~

Reopen a Pay Period

Reopening a previously-closed pay period will allow you to view
and edit employee timecards, just like before the pay period was
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closed. Reopening the last pay period will display the punch
records from that period and reset the pay period settings for that
period, but will not restore the rules for that pay period.

4,

Reopen Last Pay Period E|

[MPORTAMT: Reopening a PayPeriod will DMLY restore Actual Punch, Adjuster and Amount Data
and reset the PayPeriod to the Last Closed Pay Period Settings. Rules are not restored.

Pay Class Last Clozed D ate Type the word ES' and click Apply
Standard 01-23-2007 w YES

|Hep @ ||Cose @ |

Select Reopen Last Pay Period from the drop-down menu
within the System Button. The Reopen Last Pay Period
window will appear

Under Pay Class, choose Standard

Type Yes in the box to confirm that you want to reopen the
last pay period

Click Apply to complete the reopen

Recalculate Data

Selecting Recalculate from the System Button option will
instantly update the data calculations for all employees in the
software.

Refresh Data

Selecting Refresh from the System Button option will instantly
update and reload the screen.
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Backup Data

It is important to backup your data to protect your records in the
event of a disaster. The Backup function makes a complete copy of
all of your files in the Database folder and then compresses them
into one file.

Database Backllp Manager g|
Database to Backlp:
CAPAYCLOCKNDATABASE v
BackUp Transaction
File Mame: [* TDK)
DaTaBaSE
Mo
‘wirite the Backlp to this location:
|E:\P.&YELEIEK\D.&TAB.&SE\B.&EKUP\DAT.&BASE.TDK
S
= [ ceae ]
& BACKUF
Help &
EE v
[] 5ave as mw Default BackUp Location
[ Exclude Histary D1ata

1. Select Backup Data from the drop-down menu under the
System Button.

2. The Database Backup Manager window will open

3. PayClock automatically locates your data and displays the
location under Database to Backup. Under File Name, select
the name you want to give your backup file (the default is
simply Database). Backups have the file extension TDK. If you
give your backup file the same name each time you backup, the
file will be updated with the latest information. Your file will
not be written over.

4. In the Note space, you may add a description of your file (this
Is optional).



PAYCLOCK EXPRESS USER’'S GUIDE-73

5. Locate the destination for your backup file under Write the
Backup to this location section. If you would like to make

this destination file as your default, select Save as my Default
Backup Location.

6. To simply backup current and next pay period data (and not
closed pay period data), select Exclude History Data.

7. To create the backup file, click Create. When the backup
process is complete click Close.

Archive Data

Archiving your data will allow you to free up space on your hard
drive. You may only archive closed pay periods.

To Archive Data, select the option from the drop-down menu
under the System Button. The following window will appear.

Database Archive Manager @l

Database to Archive: PayClaszs:

CAPAYCLOCKADATABASE

Archive Tranzaction

Filz Mame: [ TDA]
ARCHIVE

Maote:

Wwiite the Archive to thiz location:

|I::\PAYI:LD CRADATABASENBACKUPWARCHIVE. TDA

S0
R PAYCLOCK,
CADATABASE
& BACKUP
Se 3

D Save az my Default Archive Location

Standard

Histarical Fay Periods:
Tuezday, april 10, 2007
Tuesday, April 03, 2007
Tuesday, March 27, 2007
Tuesday, March 20, 2007
Tuesday, March 13, 2007
Tuesday, March 08, 2007
Tuesday, February 27, 2007
Tuesday, February 20, 2007

[ select &

1. PayClock automatically locates your data and displays the
location under the Database to Archive field.
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2. Select the pay periods you would like to archive from the
Historical Pay Period field. Check Select All to select all of
the listed pay periods.

3. Select a name for your file and type it in the File Name field.
All archived files have a TDA extension.

4. You may write a description of the file in the Note field.

Locate the destination for your archive file under Write the
Archive to this location section. If you would like to make
this destination file as your default, select Save as my Default
Backup Location.

6. To create the archive file, click Create. When the archive
process is complete click Close.

Upgrade PayClock

After using your PayClock system, you may find that you want to
upgrade to allow for more employees or software features. It is as
simple as selecting the features and entering a credit card number;
you will be able to download software and upgrade your system
with the desired features. Note: for instant credit card activation, an
internet connection is required. To upgrade PayClock Express to
PayClock EZ or Pro:

e Click the System Button in the upper left hand corner and
select Upgrade PayClock... from the menu

e A window will open outlining the upgrade process. Select
the desired features and follow the on-screen instructions to
make your purchase and upgrade your system

Exit PayClock Express
There are three ways to exit the software:
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e In the upper right hand corner of the Home Screen, select

| mr

About

Close

e To exit and log out from PayClock Express, select Exit
from the scroll down menu under the System Button.

J,;

1y BackupDats ...

Archive Data ...
Reopen the Last Pay Period ...
Recalculate ...

Refresh
Upgrade PayClock ...
Exit

e You may also use the System Button to quickly close the
software, by double-clicking on the icon.

Adjust Audio Settings for the PC50

1.
2.
3.

4,

Click the Audio icon from the Ribbon bar
Set the volume level you prefer for the PC50

If you'd like to set the clock up to play a specific greeting for
In and Out punches, select Play a sound for In/Out punches.
By default employee In punches will play “Badged In” and
employee Out punches will play “Badged Out”

To select a message to be played for all In punches, check the
box next to On all In Punches play. Next, use the scroll down
menu to select the sound you prefer. You may play sounds by
clicking the test sound button to the right of the selection field.
Repeat these steps to select a sound for all Out punches by
checking the box next to On all Out Punches play.
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5. Select Play a sound for a range of punches to choose what
audio sound and/or message plays on the PC50 terminal for all

punches during a specific period of time.

Audio Settings

Audio Syztem Enabled

Audio Volume at Terminal: J

® Play & sound for InA0ut punches:

Or all In Punches plag:
Sound: 1 Show this message on the terminal:

badged_in_01.waw R m
Or all Qut Punches plaw:

Sound: [ Show this message on the teminak
badged_out_01.wav L m

L2 Play a sound for a range of purnches:

Active | Start Time | End Time Sound Message at Terminal
<
(@) (o

X

NOTE:

You have the option of setting up messages for In punches, Out

punches, or both.
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Run Reports and Exports

Reports are accessible in the Reports Icon within the Ribbon Bar.
Use the date navigation buttons or select a pay period button to
choose the desired pay period
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Data Formats

Tirme Duration
Minutes [i.e. 1:30) R

Show Day of Week

First Last [i.e. Jahn Sith)
First MI Last [i.e. John & Smith]

Dizplay

Grid Optiot
MHone w

[ Highlight 0dd Mumber Fows

Lok & ] [ coe © ]

You may change your formatting preferences by clicking the
Options button within a report and edit your data and display
formats

Employee Timecard Report

The Employee Timecard Report provides individual employees’
Name, ID number, total regular, overtime, and miscellaneous non-
worked hours for the pay period, as well as automatic meal
deductions for that individual.
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&' Repori Preview = | E ﬂ

8 M @ =+ B X
Print Options Help Close
10/24/2006 2:43 pm Employee Timecard Report 7 Missing Punch

Your Company +Added ltem

101542006 - 1043142006
HTO - Howrs Toward ‘weekly Overtime
Brown. Michael 10: 0023
B e | ] ouwl |l __ouw] _votal __Reg| o] __ora]l 1ol moa 8
1015520086 Sun Mone 0:00 0:00 uguli} 0:00 0:00 uguli}
10/ B/2006 Mon Mone 0:00 0:00 000 0:00 0:00 000
10772006 Tue Mone 0:0o 0:00 0:oo 0:0o 0:00 0:oo
10/ Bi2006 VWed Mone 0:00 0:00 000 0:00 0:00 000
1071972006 Thu Mone 0:0o 0:00 0:oo 0:0o 0:00 0:oo
1072002006 Fri “acation 12:00 0:00 uguli} 0:00 0:00 uguli}
1002172006 Sat Mone 0:00 0:00 000 0:00 0:00 000
107222006 Sun Mone 0:00 0:00 uguli} 0:00 0:00 uguli}
1042342006 Mon Mone 0:00 0:00 000 0:00 0:00 000
1072472006 Tue Mone 0:0o 0:00 0:oo 0:0o 0:00 0:oo
1072502006 Wed hone 0:00 0:00 uguli} 0:00 0:00 uguli}
1072672006 Thu Mone 0:00 0:00 000 0:00 0:00 000
1072772006 Fri hone 0:00 0:00 uguli} 0:00 0:00 uguli}
1002872006 St Mone 0:00 0:00 000 0:00 0:00 000
107292006 Sun Mone 0:00 0:00 uguli} 0:00 0:00 uguli}
10/30/2006 Mon Mone 0:00 0:00 000 0:00 0:00 000
1073172006 Tue Mone 0:0o 0:00 0:oo 0:0o 0:00 0:oo
Reqg o1 012 Yac Sick Hol Per Other Total
Totals 0:00 0:00 0:00 12:00 0:00 0:00 0:00 0:00 12:00
v

1. Using the scroll buttons or Select a Pay Period button, choose
the pay period for which you would like to generate a report.

2. Select the desired employee from the Employee List

3. Select Employee Timecard from the Report Icon in the
Ribbon Bar

4. The Employee Timecard Report will appear. You may now
print and review the report

Period Totals Report

The Period Totals Report provides a summary view of all
Employees’ total hours and total gross pay for the pay period
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% Report Preview |._| ﬂ
8 % & =+ @ X
PFrint Options Help Cloze
10/11/2005 3:41 pm Period Totals Report
Your Company
09/29/2006 - 10/05/2006
All Employees ? Missing Punch
B Employeetlame ] w0 ] Rregl _om] __ota] _ vacl _sick] __Holl __per other]  Pay JiS
Aaran, CeCelia o013 TS 0.00 .00 o.on 000 0.00 .00 000 $35317
Aguilar, Donald onoz 4000 5:40 .00 o.on o:o0 0:00 o.o0 o.on $499.54
Benedict, Ann onos 3622 0.00 .00 &.00 000 0.00 o.o0 .00 $458.92
Boytan, Lori onls 40:00 6:28 .00 o.on 000 0.00 .00 000 $468.41
Brown, Michasl 0023 40:00 613 000 0:00 0:00 0:00 0:00 0:00 $603.74
Carr, helanie o011 3646 0.00 .00 o.o0 000 0.00 o.o0 .00 $42281
Donley, Emily onz2z 3631 0.00 .00 o.on &00 0.00 .00 o0 $47ETE
Dryer, van o003 2744 0:00 0:00 0:00 8:00 0:00 800 oon 64201
Ellerraoo d, Doris 0004 3626 0.00 .00 o.o0 000 0.00 &.00 .00 $403.00
Folzon, John o024 4000 o .00 o.on o:o0 0:00 o.o0 o.on $299.40
Frarklin, "ictor ooov 2817 0:00 0:00 800 8:00 0:00 0:00 oon 761 67
Griffin, Jonathan ooz0 3625 0.00 .00 &.00 000 0.00 .00 000 FTET 08
Killshrew, Jack oog 3652 0:00 .00 o.on 800 0:00 o.o0 o.on 801 .32
Kraft, Frank oo14 3653 0.00 .00 o.o0 &.00 0.00 o.o0 .00 $456.92
Lagstter, Kim onzs 3’22 0.00 .00 &.00 000 0.00 .00 000 $385138
MeCrary, Yolanda o005 e 0:00 0:00 0:00 0:00 0:00 800 oon $51230
hlontgomery, Roberta o021 40:00 6:20 .00 o.o0 000 0.00 o.o0 .00 $561.33
Mapoleon, Theresa ooog 2r44 0:00 oo 200 800 0:00 o:oo oo £317.07
MewEmployes 0026 000 0:00 0:00 0:00 0:00 0:00 0:00 oon $0.00
MewEmployes ooz7 o0 0.00 .00 o.on 000 0.00 .00 o0 $0.00
Pannell, Karen omy 3611 0:00 .00 o.on o:o0 0:00 o.o0 o.on F448 67
Phillipz, Jenny ooz 40:00 641 .00 o.o0 000 0.00 o.o0 .00 $59530
Sanderson, Cathy 0001 3703 0.00 .00 &.00 000 0.00 .00 o0 $614.03
Schimict, Mattie 006 36:42 0:00 000 800 0:00 0:00 0:00 0:00 $52523
wialls, Jerry 0noe 3637 0.00 .00 &.00 000 0.00 o.o0 o.o0 FT4TI3 W

1. Using the scroll buttons or Select a Pay Period button, choose
the pay period for which you would like to generate a report

2. Select Period Totals Report from the Reports Icon in the
Ribbon Bar

3. The Period Totals Report will appear. You may now print and
review the report

All Timecards Report

Choosing All Timecards from the Reports Icon will pull up all
employee timecards, arranged in alphabetical order. You may scroll
to the next employee by using the Forward button or the previous
employee using the Back button

1. Using the scroll buttons or Select a Pay Period button, choose
the pay period for which you would like to generate a report

2. Select All Timecards from the Reports Icon. Timecards will
appear in alphabetical order
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NOTE:
For all reports, you may use the Print Icon in the report toolbar to
print the report. Click Close to exit the report

Export Payroll Data

Payroll Export Wizard

The Payroll Wizards Tab helps you setup your data for export
into a format your payroll service can read. PayClock Express can
export data into QuickBooks, Paychex, and ADP payroll software.
You can also export data into ASC Il format

General Dvertime Fiounding Farmat Faprall wizards

Select a Payrol ‘Wizard and click the S etup button
Standard: ADP PC/Payiol —

Standard: Papchex Paylink for wWindows
Standard: QuickBoaoks 2003 ar Later
Standard: QuickBoaoks 2002

[c S0l

To run an export wizard:
1. Select the Setup Icon from the Ribbon Bar
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2. Select the Payroll Wizards tab, then highlight the payroll
program your company uses

3. Click Setup to run the Payroll wizard

4. The wizard will take you through the setup for your particular
payroll program. Fill in the requested information in each step
and click Finish

5. Your payroll export will now be available in the list of Payroll
Interfaces

Create a Payroll Export File

After completing the payroll wizard setup, PayClock Express can
export your time and attendance data directly into your payroll
system. The Export Icon creates a separate file that your payroll
program can read.

PayClock Export

Froceszing ASCI Paproll Totals. ..

[ ]

Getting information fram PapClock...
Thiz mayp take zeveral zeconds

1. Select the Export Icon from Ribbon Bar
2. The Export Payroll Data window appears

3. Under Payroll Interfaces, select the export option you would
like to create

4. Under Period to Export from, choose which pay period you
want to export

5. Click the Export button; You will see a window indicating that
your file is being processed, followed by a window indicating
that your file has been created.
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Install the Wall Mount Fingers

Sensor Attachment

With the TS-WFS (Wall Mount Finger Sensor) attached to your
PC50 terminal, employees can punch in and out by scanning their
finger instead of using their badge. When an employee places their
finger on the sensor, the PC50 terminal will scan the fingerprint
and compare it to the stored fingerprints. When the fingerprint is
matched, a record of the punch will be added to the database and
will show In or OUT on the PC50 display, along with the employee
name and total hours for the pay period.

Note: The Biometric Fingerprint Reader is available for purchase
at
http://shop.lathem.com

1. Connect the TS-WFS (the Biometric Fingerprint Reader
Attachment) to one of the two additional USB ports on your
PC50. In the Notification Area of your computer, next to the
USB icon, the following message will appear: “Found New
Hardware”. The driver will be loaded automatically

2. Reboot your computer

3. When the computer finishes the reboot process, the sensor
window on the TS-WFS attachment will illuminate, indicating
that it is ready for use

4. You are now ready to begin using the Biometric Fingerprint
Reader attachment with your PC50 and PayClock Express

Note: A Lathem PC-50 Power Adapter is included with a (TS-
WES) Wall Mount Finger Sensor attachment. It is highly
recommended to use the power adapter when connecting the finger
Sensor.
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Enroll Fingerprints

1. Select the Finger Sensor Icon from the Ribbon Bar

| » Finger Template Management Wizard

6 S‘tep 1 : Select an Employes ta Enroll

Employee: Aaron. CeCelia

Select the employee you wish ta enrall

Aaron, CeCelia v
Optional Optional

Click this button to assign previously Click thiz button to change the security
enrolled employees to wark stations lewvel for previously enrolled employees
[ Agzign Employees... ] [ Change Security Level..,

Close

2. Select the employee you would like to enroll from the drop

down menu. You can also assign employees to work stations by
selecting the corresponding button

3. Select the finger(s) the employee will use for enroliment

by Finger Template Management Wizard

0— Ste p 2:  SelectaFingerto Register

Employee: Aaron, CeCelia

[ %]

Select the finger you wish to register by clicking the image balow. After you have selected a finger,
click the Next button.

@ Selected linger
@ Finger previously registered

Selected finger information
Right Hand - Index Finger
Mot Regitered

| < Back |M)_I Close

4. At this point, you may change default security levels. Adjust the
security level to meet your company’s needs and click Next
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. Finger Template Management Wizand

C/} Step 3:  Select Enrallment Security Level

Employee: Aaron, CeCelia

Select the secunty level. Then click the Nest button,

High
- Security iz higher
- Recognition iz more sensitive

b edium

) Low
- Security is lower Moare Information...

- Recognition is less sensitive

[[<Back J[CHestz.) [ Close |

NOTE

The higher the security level, the more sensitive the fingerprint
reader is (refer to glossary under “Security” for more detailed
information on setting security levels)

5. Click Begin Registration. Follow the step-by-step instructions
displayed in the Instruction box to scan fingerprints. Each
fingerprint must be scanned four times to be successfully
registered and one time to be verified.

I % Finger Template Management Wizand @

'(5 S‘tep 4 Register and Verify Fingerprint

Employee: Benedict, Ann

Click the Begin Registration button and follow the nstructions

Instiuctions

=

[ < Back ][ MNext » ] [ Close
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6. When finished, click Next. You may choose to Enroll another
finger for this employee, Enroll another employee, or Close
the wizard. Select the desired option or click Close.

. & Finger Template Management Wizard [ZI

@’ Step 5: Continue or Finish

Employee: Benedict, Ann

| Enrall another finger for this emplopes |

[ Enrall another employee I

[ Enroliment complete - close wizard I

Close
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Troubleshooting

If you cannot locate an answer to your question or issue within the
troubleshooting section, please contact Lathem support by
telephone at 1-800-241-4990 (charges may apply if you do not have
a support agreement) or refer to the support section of our website
at http://support.lathem.com

Hardware

Q. When | present a badge, it does not record and the clock
does not signal any errors.

A. Make sure you swiped the badge correctly. Pass the badge
within range of the terminal, within 3 to 4 inches of the front
of the terminal.

The badge reader works intermittently:

QO

A. Your computer’s USB port is low on power which is needed to
run the terminal. You will need to purchase an external power
supply to increase the power available to run the unit. It is
recommended that you use only a Lathem PC-50 Power
Adapter (a “Regulated” 5vDC, 2.0 Amp Adapter that has been
tested for this purpose) rather than a generic power adapter.
Use of other Adapters may damage the Terminal and will
void your Warranty

To purchase this product, visit http://shop.lathem.com
(Reference Part# VIE2764 5vDC / 2.0Amp Regulated Power
Adapter)

Note: A Lathem PC-50 Power Adapter is included with a (TS-
WEFS) Wall Mount Finger Sensor attachment. It is highly
recommended to use the power adapter when connecting the finger
Sensor.
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Index

A

Accessories, 3

Add a new employee, 48
Add Punch Icon, 60

Add Time Off Icon, 60
All Timecards Report, 80
Archive Data, 73

Audio Settings, 75

B

Backup Data, 72
Backup Icon, 57
Base Pay, 49

C

Close A Pay Period, 69
Close Icon, 57
Company Profile, 41

D

Date of hire, 50
Date Settings, 46
Delete Icon, 61
Delete Punches, 67

E

Edit employee information, 63
Employee List, 58

Employee Timecard Report, 78
Employees Icon, 56



90-PAYCLOCK EXPRESS USER’'S GUIDE

Enroll Fingerprints, 84
Export Icon, 57
Export Payroll, 82
Express Timecard, 59

F

Filter Employees, 63
Find Missing Punches, 68
Finger Sensor Icon, 58
Fingerprint Reader, 83
Forward button, 80

H

Help, 4
Help Icon, 58
Home Screen, 65

Inactive, 50
Information Center, 53, 62

L
Logging In, 38

Messages, 50
Mounting The PC50, 36

O

Options button, 78
Overtime, 43
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P

Password, 38

Pay Period, 41

Payroll Wizards Tab, 81
Period Totals Report, 79

R

Recalculate Data, 71
Refresh Data, 71
Registering, 39

Reopen a Pay Period, 70
Reports, 77

Reports Icon, 56
Ribbon Bar, 55
Rounding Rules, 44

S

Setup Icon, 55
System Button, 54
System Requirements, 8

T

Terminate, 50

The Find Missing Icon, 61
Time Card Table, 62
Time Settings, 46
Troubleshooting, 87

U
Upgrades, 3
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\'

View and edit employee information, 63
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