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Chapter 1. Introduction to Time and Attendance
ThinSoft products are designed to facilitate transaction processing for your organization. This manual, Time and
Attendance, shows you how to set up and use the Time and Attendance module to make the best use of its capabilities.
You will find here both general discussions of the modules operations and explanations of the specific procedures
involved.
This manual is structured to follow the flow of information required to begin and continue the cycle of your organization’s transaction and data processing. Whether you are setting up Time and Attendance for the first time or you are
an experienced user, you can find the information you need by consulting the section that corresponds to your current
stage in the cycle. At each stage, you have a series of choices to make. The types of information you need, the choices
you can make at each stage, and the consequences of those choices are all part of the discussion.
This manual builds on your understanding of basic ThinSoft data-entry features introduced in the Learning ThinSoft
manual. The use of print options and selection criteria is also covered in Learning ThinSoft.
This first section of the manual is designed to cover the basics of the Time and Attendance module from setting up
individual employees and supervisors to updating employee schedules and updating attendance records. The process
for scanning employee badges for logging time and attendance and printing end of shift reports is also covered.
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Chapter 2. Overview of Time and Attendance
ThinSoft Time and Attendance provides a system for tracking employee working hours by providing a scanning station
where employees can swipe their employee badge to log their time. The scanning station may replace an existing time
clock system.
Time and Attendance was designed to integrate into the ThinSoft Payroll module. If an external payroll company is
used, customized enhancements may be necessary to map ThinSoft Time and Attendance data into a file that can be
used with the third party payroll system.
If an employee has more than one type of job, for instance a Life Guard for some hours then an Aerobics Instructor
for other hours, the employee will scan their badge at the beginning and end of each shift for each job description and
select the appropriate job for each session. The system will track the time and rate for each job type and store this
information for the next pay cycle.
Supervisors can add and edit the employee information that is necessary to perform their supervisory tasks. The
screens used for editing records display only certain fields that make up the master employee record. When the
supervisor changes these fields, the changes are updated on the master employee records.
The following sections cover:
•

Time and Attendance Setup

•

Editing Employee Information

•

Updating Employee Schedules

•

Update Attendance Data

•

Update Employee Supervisors

•

The Employee Time Clock Screen

•

Printing End of Shift Reports
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To access the Time and Attendance menu:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
Figure 2-1. The Time and Attendance Menu

Before you can enter information into Time and Attendance, you must first complete "setup" of the system. During setup, you enter basic reference information, your employee and supervisor data, links between supervisor and
employee, and other reference information.
Once the employees, supervisors and their relationship are complete, each supervisor can begin to create employee
work schedules for the period using the Update Scheduling screen. All employees will use the "Employee Time
Clock" screen to scan their employee badge. The system will display the employee information for verification and
the current date and time.
Once this data is collected it can only be changed by the supervisor, using the "Update Attendance Data" screen.
The reports can be printed using the Print End of Shift Report program to verify attendance.

4
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Chapter 3. Setup and Administration
Overview
Please note that if you are using the Payroll module it must be configured prior to setting up the Time and
Attendance module. See the Payroll manual for further information on that module.
This chapter covers all administrative functions of the Time and Attendance module, from setup through end of shift
and sign off functions. The topics are covered in the order that they need to be addressed, with the first sections
covering setup requirements and the latter sections covering regular administrative procedures. The actual process of
using the "Employee Time Clock" to clock in and out is discussed in a separate chapter.
The screens needed to configure the Time and Attendance module for use are accessed from the Time and Attendance
menu as shown here:
Figure 3-1. The Time and Attendance Menu

To setup this module, you will need to use the following screens found under both the - Supervisory Functions and
- Setup sub-menus:
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Update Time and Attendance Defaults allows you to configure a few miscellaneous time and attendance options.
Update Employee Tasks Setup defines all possible tasks (job description tasks) and associates each task with the
General Ledger Department and obligation code.
Edit Employee Information allows you to add employee information including ID photos, and to assign previously
defined job tasks to employees. You can then use this screen to reference that employee data as needed.
Update Employee Supervisors is used to associate employees with their supervisor.
Update Scheduling is used to create work schedules.
The first section on setting up Time and Attendance gives an overview of the behavior settings available to customize
this module to your organization’s needs. This section is just to deepen your understanding of Time and Attendance
flexibility and functionality. The remaining sections of this chapter are devoted to discussing the management of
attendance data.

6
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Time and Attendance Behavior Settings
While the setup chapter of the Time and Attendance manual will discuss your options for entering data into the system,
there are some configurable options discussed here that can be used to change the appearance and functionality of the
Time and Attendance module. These behavior settings should be set when ThinSoft is first installed and configured.
Care should be taken when considering changing these settings once your system has been in use, as changing some
behavior settings in a live system can have unexpected repercussions. Please contact Unique Systems, Inc. if you’re
considering changing the behavior settings for Time and Attendance and you’re not sure how the changes will affect
your data and system performance.
For detailed information on the functionality of the Time and Attendance module, see the Time and Attendance
manual.
To customize Time and Attendance behavior settings:
1. From the ThinSoft main menu, click - Accounting.
2. Click - General Setup.
3. Click - Administration.
4. Double-click ThinSoft Behavior Settings.
5. Click

.

6. Click the Time and Attendance tab. You may have to use the small black scroll arrows at the far right to access
more tabs.
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Figure 3-2. ThinSoft Behavior Settings, Time and Attendance Tab

7. Change any of the settings needed as described in the following sections.
•

Time Clocks
Require card scan for time clock usage
Set to "Yes" if employees are required to scan a card in order to use the time clock.
Default time clock is a touch screen device
Set to "Yes" if your organization uses touch screens for the time clock system.
Default time clock has a fingerprint reader
Set to "Yes" if employees have to scan a fingerprint to access the time clock.
Timeout period for clearing the screen
Enter the time in seconds before an inactive screen should clear employee time data. Enter a zero or leave
blank if you don’t want the screen to clear automatically.

8
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Allow multiple class counts at once
Set to "Yes" to allow the entry of multiple class counts on different tasks during a single punch out.
When using time clock web client
Set to either "Require employee portal password for all punches" or "Do not require a password for
punches."

•

Work Day/Week
A work day is defined as ____ through ____
Using a 24 hour format of hh:mm, enter the times that are considered the start and end of a work day for
your organization.
A work week is defined as ____ through ____
Use the drop down menus to select the days of the week that are considered the start and end of the work
week for your organization.

•

Data Entry Options
Allow the entry of future data (within current pay period)
Set to "Yes" to allow entry of data for any time during an active pay period, even into the future.

•

Personal Time Label
Enter the label you want to use on screens and reports for personal time.

•

Scheduling Warnings Per Week
Warning threshold for full time employee
Enter the number of scheduled hours per work week that should not be exceeded for full time employees.
Leave this field blank if there is no threshold.
Warning threshold for part time employee
Enter the number of scheduled hours per work week that should not be exceeded for part time employees.
Leave this field blank if there is no threshold.
Warning threshold for a single shift
Enter the number of scheduled hours per shift that should not be exceeded. Leave this field blank if there
is no threshold.

•

Sign-Off Options
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Check exempt employee time
Set to "Yes" if you want to require that employee exempt time entries be examined during supervisor
sign-off.
Threshold of total hours to report
Enter the percent of the total period hours under which an error should be reported.
Treat notices as
Specify whether you want these sign-off notices to be treated as "Warnings (may continue)" or "Errors
(must correct data)".

•

Scheduling Options
Show pay rate on tasks when scheduling
Set to "Yes" if you want task pay rates displayed in scheduling.

•

Reporting Defaults
By default, check for scheduling exceptions
Set to "Yes" if exceptions should be reported against schedules on applicable reports by default.
By default, separate schedules by title
Set to "Yes" to indicate schedules should be separated by title as a default.
Utilize locations in scheduling
Set to "Yes" if you wish to include location information in schedules.
By default, separate schedules by location
Set to "Yes" if schedules should default to being separated by location.
Show rate/amount and G/L on attendance report
Set to "Yes" if, by default, attendance reports should show pay rates, amounts, and G/L accounts.
Default grouping on attendance report
Set your default attendance report grouping to one of the following:

10

•

Order by Supervisor, Employee

•

Order by Employee, Time Entered

•

Order by Task, Employee

•

Order by Schedule, Employee

•

Order by Time Entered
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Page break per employee
If your default grouping is to order by employee, set this field to "Yes" if you would like to print one
employee per page.

•

Auto Assign Employee ID Numbers
Auto Assign Employee ID Numbers
Set to "Yes" if you want to use system generated employee ID numbers.
Allow Edit Auto Assigned Number
Set to "Yes" to allow auto assigned employee ID numbers to be manually changed.
Show External Employee ID
Setting this to "Yes" will display an External Employee ID field on employee records.
Show Member ID
Set to "Yes" if you want the employee Member ID field available on employee info screens.
Require Member ID
Set to "Yes" if all employees are required to have a member ID.

8. When you are through making changes, click
without saving your changes.
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to save your changes or

to exit the screen
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Time and Attendance Defaults
The "Time and Attendance Defaults" screen allows you to configure the hour-to-class equivalency for employees paid
on a per class basis, to set grace periods for time clock punches, and to establish a list of valid time off tasks for your
organization.
To configure the time and attendance defaults:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Setup.
4. Double-click - Update Time and Attendance Defaults.
Figure 3-3. Time and Attendance Defaults

5. Click

.

6. An employee can be paid on a per class basis. Select whether you want an employee’s pay calculations, when
paid per class, to Use hour equivalency or Use actual elapsed time. If you select the former, you’ll have to also
set the equivalency rate.
7. You can establish Scheduling Grace Times for time-clock punches, allowing employees to punch in and out for
their shifts and for breaks a little early or late, but preventing them from logging time well outside of their assigned
task times.
8. Setting Reporting Thresholds for time clock events lets you define how early or late an employee can punch in
before it will be included in a time clock report as an anomaly.
9. In the Available Time Off Tasks section of the screen, select all tasks you want to be able to use to log time off.

12
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10. Click
your changes.

to save the data you’ve entered, or click

Copyright © 2018, Unique Systems, Inc.

or [Esc] to quit the screen without saving
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Update Employee Tasks Setup
The "Employee Task Setup" screen is used to define all possible tasks (job descriptions) and associates each task with
the General Ledger Department and obligation code.
Please note that Regular Pay and Overtime Pay Income Codes need to have been previously defined in the system
before using this screen to define employee tasks. See the Payroll manual for further information on these codes.
To Update Employee Tasks Setup
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Setup.
4. Double-click - Update Employee Tasks Setup.
Figure 3-4. Employee Task Setup

5. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
6. Enter up to a 39 character Task Description. The Task Number will be sequentially assigned by the system.
7. Enter appropriate G/L Department associated with this task using the
field.

icon if necessary. This is a required

8. Specify the Full and Part Time Income Codes associated with this task using the
codes must have been previously defined in the Payroll module.
9. If applicable, specify the Overtime Pay Income Codes using the
10. Click
your changes.

14

to save the data you’ve entered, or click

icon if necessary. These

icon to look up the codes if necessary.
or [Esc] to quit the screen without saving
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Update Income Codes
You will set up your Income Codes reference file to contain codes representing all of the various rates of pay used
throughout the Payroll system. Income codes are used to identify all income processed by the Payroll system and to
provide default income data to facility data entry.
Each Income Code has data describing how that income schedule is to be applied as well as defaults for Rate, Hours,
Ledger Accounts and Department numbers. The values specified in the Income Codes reference file will be used to
calculate Payroll Entries unless they are overridden for individual employees or individual Payroll Entries.
To update Income Codes:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Payroll Setup.
3. Double-click Update Income Codes.
Figure 3-5. Income Codes

4. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
5. Enter a unique Income Code of up to six characters to identify this income schedule.
6. Enter up to a 30 character Description of this income schedule.
7. Specify the Income Type by clicking

and selecting the appropriate type from the options available.

•

Hourly - Income for which the number of number of hours paid equals the number of hours worked.

•

Non-hourly - All taxable income that is not hourly.

•

Expense - Used to indicate any income for which no deductions should be applied.

•

Advance - Also income for which no deductions are taken. Usually used of issuing pay advances on the
employee’s normal paycheck.

Copyright © 2018, Unique Systems, Inc.
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•

Non-FICA - Income that is included in the gross wages amount for deduction and tax calculations, but which
is specifically exempt from FICA.

•

Non-FUTA - Income that is included in the gross wages amount for obligation and tax calculations but is
specifically exempt from FUTA.

•

Non-FICA/FUTA - Income which is included in the gross wages amount for deduction, obligation, and tax
calculations, but which is exempt from both FICA and FUTA taxes.

•

Taxable Life Insurance - Accrued life insurance benefits which are taxable.

•

Taxable Non-Wage - All other non-wage benefits which are taxable.

8. Check the Non-Qualified box id the income source represents distribution from a non-qualified plan. This is used
to properly create W-2 information.
9. In the Default Rate field, enter the rate to be used as a default with this Income Code.
This figure represents the rate to be used whenever this income code is applied unless a different rate is indicated
specifically on the "Employee Information" screen, the "Employee Type" screen, or is overridden in the Payroll
Entry.
10. In the Default Number field, you may optionally enter the default hours/units to pay with this income code. You
may leave this field blank if you prefer to specify this information on the "Employee Information" screen or in
the Payroll Entry.
Together with the Income Rate, this number is used to calculate the income amount on payroll entries.
Unless a different number of units is indicated specifically on the "Employee Information" screen, this default
value will be used when payroll entries and time cards are created.
If the basis for income is hours worked, the number in this field should represent the number of hours usually
worked for this income. When the Income Type is set to Hourly the number in this field is automatically carried
over into the Default Hours field.
For a salary income, set the number in this field to 1.00 if the entry in the Default Rate field equals the salary
for the pay period. For other types of income, this field should represent hours compensated but not worked (for
example, sick pay). For a more in-depth discussion, see .
11. In the Default Hours field, enter the default number of hours usually worked for this income.
Unless a value is specifically entered on the "Employee Information" screen, this default value is used when
payroll entries are created.
12. In the Low Amount and High Amount fields, enter an optional low and high amount for this income.
These are optional fields and are used to flag amounts during a payroll that fall above or below a certain level.
13. In the G/L Account field, you may optionally enter the default expense account to be used for this code, using
to look the account up if necessary. The system will fill in the appropriate Acct Desc for the account specified.
If no value is entered in this field, the default reverts to the value in the Payroll Expense account defined on the
Payroll Defaults file.
Otherwise, check Override account with employee’s regular income account in order to use the employee’s
regular income account for this code.
14. When you are through making changes, click
without saving your changes.

16

to save your changes or

to exit the screen
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To print out a hard copy of the information contained in the Income Codes reference file, choose Print Income Codes
from the Print Payroll Codes sub-menu. For more information on this sub menu, see .
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Update Timeclock Settings
To update timeclock settings:
1. From the ThinSoft main menu, click -Labor Management.
2. Click - Time and Attendance.
3. Click - Setup.
4. Double-click Update Timeclock Settings.
5. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
Figure 3-6. Time Clock Settings

6. Enter the Branch where the timeclock is located, and it’s IP Address.
7. Enter a brief description of the timeclock’s Location, such as "At the backdoor" or "In the break room".
8. In the Hardware section of the screen, mark the line that describes the expected input method for this timeclock.
•

Requires use of a card swiper/reader

•

Terminal is a touch screen device

•

Terminal uses a fingerprint scanner

9. Enter the time, in seconds, after which the screen should clear the time punch data displayed. Enter a 0 if you
never want the displayed data to clear, or leave the Display Timeout field blank to use the system defaults.
10. When you are through editing this record, click
without saving anything you’ve changed.

18

to save your changes or

to exit the screen
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Pay Periods
To manage pay periods:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Payroll Setup.
3. Double-click Update Pay Periods.
4. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
Figure 3-7. Pay Periods

5. Specify the Pay Year and Employee Type you wish to establish pay periods for.
6. Click

.

7. For each pay period in the specified year, enter the Period Start and Period End dates.
The system will calculate the number of Days based on the dates entered.
8. Specify a Cutoff Date after which no more changes can be made to that period’s payroll data.
9. Enter the Pay Date for this period.
10. Continue to populate this table until you have defined all pay periods for the given pay year. You may insert and
delete rows as needed using the appropriate buttons on the right.
11. When you are through editing this record, click
without saving anything you’ve changed.
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to save your changes or

to exit the screen
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Update Employee Information
The "Employee Information" screen allows you to add employee information. You can then use this screen to reference
that employee data as needed.
There is also a highly detailed "Employee Information" screen available in the Payroll module. That screen should
only be accessed by payroll specialists and higher level administrative staff. This abbreviated version of the same
employee record information is available here to allow employee supervisors limited access to just the employee data
they need.

20
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Update Employee Information, Name/Address
To Update Employee Information
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click - Edit Employee Information.
Figure 3-8. Employee Information, Name/Address Tab

5. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
When attempting to add an employee record here, the screen will expand to request all mandatory employee
information.

Copyright © 2018, Unique Systems, Inc.

21

Chapter 3. Setup and Administration
Figure 3-9. Employee Information, Adding an Employee

6. The Employee ID Code will be assigned by the system, but if the employee has an External ID, Member ID,
or requires a ThinSoft User ID, enter those here.
7. Use the

to specify the Branch associated with this employee.

8. You may optionally use the

to specify the employee’s Title.

The Hire Date and Termination Date are entered through the Payroll module. The most recent dates will be
displayed here for reference.
9. Enter the employee’s Last Name, First Name and MI (Middle Initial). The first and last name fields are mandatory.
10. You may enter the employee’s Home Phone and Mobile Phone numbers if you have them.
11. Enter as much of the information in the Address section as you can for the employee.
12. Select "Yes" or "No" to indicate whether a Fingerprint Scan is required. Some employees have subtle fingerprints
that don’t work well with the scanners, so you may opt to waive the requirement for them.
13. When you’ve completed the mandatory fields and as many of the other fields as possible, click the
button, then click the Photo ID tab near the top of the screen to continue.

22
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Update Employee Information, Photo ID
Figure 3-10. Employee Information, Photo ID Tab

Having completed the Name/Address tab of the "Employee Information" screen as explained in the previous section,
you must complete the fields on this screen in order to create the employee ID badge which will be used for facility
access and clocking in and out of work shifts.
Enter or scan the Card ID Number and specify the Name On Card and Title on Card. The name will default to the
employee’s first name and the title will default to "Staff" when you hit [Tab] to move to the next field, but either of
those fields may be edited manually if you need to.
NOTE: You MUST specify a Card ID Number before trying to take a photo. The photo files are named according
their card ID numbers, and that is how they remain associated with the correct employee record.
Each person entered into the "Employee Information" screen should have a photo associated with him or her. If a
button will be displayed. To acquire a
photo is not currently on file, the photo field will be empty and an
person’s photo, you need to be at a workstation that is equipped with photo ID hardware and identified as such within
ThinSoft. The process of acquiring an employee photo when at such a workstation is explained below. Otherwise, you
can only view the photos.
If your workstation is properly equipped for taking photos, you may acquire a new photo or replace an existing photo
as follows:
1. Click

and wait until an active screen opens.

2. Adjust the camera and take the photo.
3. Click Take Snapshot until an acceptable image is captured.
If the first image is unacceptable, take another picture by clicking Take Snapshot until a good one is taken.
4. To save the good image, click Accept Image.
5. A screen will appear that displays the message: Copying Final Image to Server. Click Save icon.
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NOTE: The rest of the steps in this section only apply if your facility is equipped with a photo printer. Some
organizations are using pre-printed member ID cards and are only using the photo on the system screen as a
visual reference to verify the identity of the members as they enter the facility.

6. Click ID Cards on the menu bar at the top of the screen to display a drop-down menu.
7. Click Print ID Card.
After having filled out the necessary ID information on this tab, click
and then click the Task List tab to
proceed to the last section of the "Employee Information" screen as explained in the next section.
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Update Employee Information, Task List
Having completed the Name/Address and Photo ID tabs of the "Employee Information" screen as explained in the
previous sections, use this last Task List tab to associate the employee with the appropriate job descriptions. The tasks
assigned here will be used when building work schedules and noting pay rates for various job responsibilities.
Figure 3-11. Employee Information, Task List Tab

This screen provides a place to enter job descriptions for those employees who work more than one job type. For
example, those persons who may be a Life Guard sometimes and an Aerobics Instructor another day.
1. In the Task column, use the to select all appropriate tasks for this employee, one per line. The tasks available
on this drop-down menu would have been defined on the "Employee Tasks" screen (see Update Employee Tasks
Setup on page 14).
2. For each task, specify the Branch where it will be performed. Note that if one task is performed at multiple
branches, you can set the Show All column to yes, or you can enter the same task in a new line with a different
branch to keep it tied to just the specified branches.
The Pay Rate must be entered through the Payroll module’s "Employee Information" screen.
NOTE:The Pay Rate and Per fields on the Task List tab of the "Employee Information" screen are mandatory
fields for each task line entered.

3. Use the Per column to specify how the pay rate should be applied, per "Hour", "Diem", or "Class".
4. Select "Yes" or "No" in the Active column to list whether each task is currently a responsibility of this employee.
5. In addition to the Show all tasks for all branches on time clock flag on the Name/Address tab of this screen,
you may also decide on a task-by-task basis whether a task should be tied to a single time clock or made available
on all of them. Set the Show All column to "Yes" for tasks that should display on all time clocks, and "No" if it
should only display on the time clock at the Branch specified.
6. Click

to save this information in the system.

Copyright © 2018, Unique Systems, Inc.

25

Chapter 3. Setup and Administration

Update Employee Supervisors
The "Update Supervisor Data" screen is used to associate employees with their supervisor.
To Update Employee Supervisors:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Update Employee Supervisors.
Figure 3-12. Update Supervisor Data

5. Click

to enter a new record, or click

to edit the existing supervisor data.

6. When adding new data, select a Branch.
7. Enter up to a 30 character Department Name. This field is optional.
8. Use the

icon to select a Supervisor from the list of employees in the system.

When the "Employee Lookup" screen is displayed, you may enter search criteria (or leave the fields blank to see
all), then click
to have a list of supervisors matching your criteria displayed.
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Figure 3-13. Employee Lookup

9. Enter the employee’s User ID, using

to look it up if necessary.

10. If this employee is permitted to "sign off" for other supervisors in their absence, check the box for This supervisor
is also a payroll specialist.
11. If this employee is a branch executive and responsible for signing off for the branch, check the box for This
supervisor is also a branch executive.
12. For employees that so not have assigned supervisors, check the box that says This entry does not have a supervisor.
13. Click the
14. Use the

button on the right side of the screen.
icon to look up each Employee this supervisor is responsible for, listing one employee per line.

15. If the supervisor has data entry assistants that have the same data entry permissions as the supervisor does, click
the Data Entry Assistants table and list their Usernames.
Figure 3-14. Update Supervisor Data, Data Entry Assistants Tab

16. Click
your changes.

to save the data you’ve entered, or click
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or [Esc] to quit the screen without saving
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Supervisor Schedule Locations
To manage the Supervisor Schedule Locations:
1. From the ThinSoft main menu, click - Labor Management.
2. From the ThinSoft main menu, click - Time and Attendance.
3. Click - Setup.
4. Double-click Update Supervisor Schedule Locations.
5. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
Figure 3-15. Supervisor Schedule Locations

6. Select the relevant Branch and Supervisor for these locations.
7. Assign a Schedule Title.
8. Click

.

9. Entering one Location per line, list all locations to where tasks may be assigned. These locations can be literal
spaces, such as buildings or rooms, or they can be a sort of virtual location that acts as a grouping header for
particular types of tasks.
10. When you are through editing this record, click
without saving anything you’ve changed.
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Update Scheduling
The "Employee Scheduling" screen is used to create work schedules.
To Update Scheduling:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Update Scheduling.
Figure 3-16. Employee Scheduling

Note that the system will warn you when you have Employees scheduled over weekly hour limit.
Also note the visual representation of the coverage for the day at the bottom of this screen, where a new color is
used to represent each new employee as they are scheduled to start.
5. Click

to enter a new record, or click

and specify search criteria to look up an existing record, then click

to edit that record.
6. Specify the Branch for which you wish to create a schedule.
7. You may specify up to a 30 character Positions/Schedule Title for this work schedule.
8. Use

to select a Supervisor for this schedule.

Note that Supervisors are defined in the system on the "Update Supervisor Data" screen. See Update Employee
Supervisors on page 26 for more information.
When the "Lookup Supervisors" screen is displayed, you may enter search criteria (or leave the fields blank to
see all), then click
to have a list of supervisors matching your criteria displayed.
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Figure 3-17. Lookup Supervisors

9. Enter the Work Date for this schedule or use the
10. Click

icon to pull up an interactive calendar.

button on the right side of the screen.

11. Specify an employee code (Emp Code) for each employee working on this schedule under this supervisor. The
Employee Name field will be filled in by the system, and the Start Date and End Date will default to the Work
Date specified above. Only employees for this supervisor will display.
If you are editing an existing schedule with employees who are scheduled over their weekly hourly limit, as you
select that employee you will get the following warnings:
Figure 3-18. Employee Scheduled Over 29 Hours Warning

Figure 3-19. Employee Scheduled Over Allowed Hours Warning

12. Specify a start Time and end Time for each employee, using to select "am" or "pm". Note that the time frame
indicated is displayed graphically on a time-line at the bottom of the screen.
13. The tasks that have been associated with each employee on the "Employee Information" screen (see Update
Employee Information, Task List on page 25) will be displayed. Select the required Task for each employee for
the scheduled time.
14. You may need to scroll to the right to see the last columns in the scheduling table.
The Hrs column will display the total hours scheduled based on the start and end times entered.
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If the employee is to have a break, you can schedule the start and end times for that in the SBrk and EBrk
columns respectively.
15. If this scheduled time is specific to a Location use the drop-down menu in that column to select the location. The
locations that appear on this menu are set on the "Supervisor Schedule Locations" screen.
16. Use the Copy Schedule function on the Options menu to repeat this employee’s scheduled task weekly until the
Ending Schedule Date specified.
Figure 3-20. Copy An Employee’s Schedule

Use the Recurrence Pattern and Recurrence Range fields to specify how you want this schedule to recur. When
you click
, the schedule will be copied as specified.
17. Repeat the previous three steps for each employee and task that needs to be scheduled on the specified Work
Date.
18. Click
your changes.

to save the data you’ve entered, or click
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or [Esc] to quit the screen without saving
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Update Attendance Data
If the "Attendance Report" showed there were errors in the data that need to be addressed before processing payroll,
you will need to use the "Update Attendance Data" to make the necessary corrections before signing off on Time and
Attendance.
If the errors are extensive for a particular employee, you may want to use the Mass Update of Attendance Data option
to have editing access to all attendance records for that employee on one screen. See Mass Update of Attendance Data
on page 35.
You may also use the Reset Manual Punches function on the Options menu at the top of this screen if an employee
needs to be able to punch in manually and has exceeded their allowed number of manual punches.
To Update Attendance Data:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Update Attendance Data.
Figure 3-21. Update Attendance Data

5. Click

and specify search criteria to look up an existing record, then click

to edit that record.

If payroll has already been processed, you will not be allowed to update that data.
There will be a small icon on the screen to indicate notes are present on records that have attached notes.
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Figure 3-22. Update Attendance Data

You may also get a warning that edits are not allowed because the supervisor has signed-off on the data, but if
payroll has not yet been processed, it is possible to "Un-Sign-Off" in order to edit the data. You will have to do
that on the "Employee Time and Attendance Sign-Off" screen. See Time & Attendance Sign-Off on page 37.
6. Make the necessary adjustments to this record.
7. Click
your changes.

to save the data you’ve entered, or click
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or [Esc] to quit the screen without saving
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Manual Punch Reset
An employee may need to be able to punch in manually by typing in their ID number, rather than with a badge swipe.
There is a limit set on how many consecutive manual punches are allowed in order to ensure that all employees are
carrying a valid ID. In the case where an employee may need to legitimately exceed the allowed number of manual
punches, you can use the Reset Manual Punches function found under the Options menu on the "Update Attendance
Data" screen to reset their manual punch count back to zero.
Figure 3-23. Manual Punch Reset
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Mass Update of Attendance Data
The Mass Update of Attendance Data option allows you editing access to all attendance records for an employee
on one screen. If the "Attendance Report" showed multiple errors for an employee which need to be addressed before
signing off, proceed as follows:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Mass Update of Attendance Data.
Figure 3-24. Employee Time Entry - Mass Update

Note that you have a toggle for turning the Break Entry Shortcut Mode on and off available on the Options
menu.
Figure 3-25. Employee Time Entry - Mass Update, Options

5. Click

.

The following fields may fill in automatically according to settings appropriate for your user ID and location, or
they may be set manually.
6. Specify the Branch for which you want employee attendance data.
7. Specify the Supervisor and the Employee.
8. Enter the Date Range of interest.
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9. Click

and make the necessary adjustments to these records.

You may now either use the
button to pull in the specified employees schedule for the date range
button
stated, provided that it has not yet been signed off on for payroll purposes, or you can use the
to create a new scheduled task. Likewise, you may use the
button to remove a scheduled task.
Figure 3-26. Employee Time Entry - Enter Time Data w/Break

To use the "Enter Time Data w/Break" screen, fill in the fields to schedule the task, then click
the "Employee Time Entry" screen with the data.
10. Click
your changes.
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to save the data you’ve entered, or click

to populate

or [Esc] to quit the screen without saving
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Time & Attendance Sign-Off
After you have corrected any errors in the attendance data and can run the "Attendance Report" and show no errors,
you are ready to sign off on the Time and Attendance data to indicate that it is ready for payroll processing.
Supervisors should sign off on each end of period date for their employees, after which Branch Executives must sign
off for their supervisors. The Branch Executive sign-off is necessary before payroll can be processed for the specified
period.
The employee time and attendance sign-off programs now check for missing supervisors, allowing a new supervisor
to correct errors for the missing supervisor, as in the case of a supervisor termination.
To access Time & Attendance Sign-Off:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Time & Attendance Sign-Off.
Figure 3-27. Employee Time and Attendance Sign-Off

5. A payroll specialist should be assigned the task of adding new records for each pay period by clicking
specifying the End of Period Date for approval and click
.
Supervisors should click
payroll specialist.

,

and enter the End of Period Date to locate the appropriate record created by the

The information displayed on this screen is dependent on the supervisor’s user ID used to login, and is determined
by settings defined on the "Update Employee Supervisor" screen. A supervisor will only see their own name
displayed on the "Employee Time and Attendance" screen. The example shown above demonstrates what an
executive or payroll specialist who must also sign off for supervisors might see.
6. Select from the following Employee Types:
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•

All Employees

•

Salaried Employees Only

•

Hourly Employees Only

7. With the appropriate End of Period Date and Employee Type displayed, click the Sign Off button at the top
of the screen to sign off on the data. A confirmation screen based on the current User ID logged in will display.
Clicking Yes on this confirmation screen will put a green check-mark next to this supervisor’s name.
If a supervisor attempts to sign off when there is missing employee time data (missing clock-in/outs), a warning
message is displayed and the sign off will not be allowed.
Figure 3-28. Employee Time and Attendance Sign-Off, Missed Punch Warning

If a supervisor is not available to sign-off on time and attendance data in time for payroll processing, someone
will have to use the Sign Off For A Supervisor function on the Options menu at the top of the screen.
Figure 3-29. Sign Off For A Supervisor

Once a supervisor has signed off on the data for a period, no changes can be made to that data on the "Update
Attendance Data" screen. If you need to update this data, clicking the Un-Sign Off button and clicking Yes for
confirmation will remove the green check mark and allow editing of data on the "Update Attendance Data" screen
again.
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Overview
The Time and Attendance Payroll submenu contains the functionality for using timeclock data to generate timecards,
to manually adjust the timecards if necessary, and to print them.
Also on the located on this menu is the ability to create a batch for automatically increasing wages in the system.
To access the T/A Payroll Submenu:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
Figure 4-1. Time and Attendance Payroll Submenu
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Create Timecards from Timeclock Data
To create timecards from timeclock data:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - T/A Payroll Submenu.
4. Double-click Create Timecards from Timeclock Data.
5. Specify the desired report options and click

.

Figure 4-2. Create Timecards from Timeclock Data, Selection Criteria

6. Specify the Start Work Date and End Work Date defining the period for which you want to create timecards.
7. Specify the Pay Frequency that describes the payroll you’re generating.
8. Click

40

.

Copyright © 2018, Unique Systems, Inc.

Chapter 4. Payroll Submenu

Update Timecards
In the case that manual adjustments need to be made to timecards, you can access the "Time Cards" screen from this
submenu.
To update timecards:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - T/A Payroll Submenu.
4. Double-click Update Timecards.
Figure 4-3. Update Timecards

5. Click

and specify search criteria to look up an existing record, then click

to edit that record.

6. Make any necessary edits.
7. Click

.
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Print Timecards
Printing the timecards allows you to easily review a formatted report of timecard data.
To print timecards:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - T/A Payroll Submenu.
4. Double-click Print Timecards.
5. Specify the desired report options and click

.

Figure 4-4. Print Timecards, Selection Criteria

6. Enter as much of the report selection criteria as you need to define the range of timecards you wish to use to
create a report.
7. Click

.

Batch Wage Increase
Use the Batch Wage Increase menu option to create a batch of wages to be increased, set the new wage values, and
schedule the increase. At the specified effective date, the system will automatically perform the wage increases as
defined in the batch.
To run a batch wage increase:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - T/A Payroll Submenu.
4. Double-click Batch Wage Increase.
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Figure 4-5. Batch Wage Increase

5. If you’re already created a batch but haven’t yet applied it, click
click

, enter search criteria to locate the batch, and

to work on it.

To create a new batch, select Create New Rate Increase Batch under the Actions menu at the top of the screen.
Figure 4-6. Batch Wage Increase, Criteria

Fill out the "Wage Increase Batch Processing" screen with information defining the batch of wages you wish to
increase.
A. Specify the Branch the batch applies to, or leave the field blank to increase wages for all branches.
B. Enter the rate increase Effective Date. This must be a future date, and if you’d like time to edit without
accidentally increasing the batch of wages before you’ve finished, set it far into the future. You can always
reset it properly when your batch is ready to be applied.
C. Select whether this is a Performance Wage Increase or a Minimum Wage Increase. You can edit the batch
once you’ve created it. This initial selection is just to get close to the data you’re looking for.
D. Click

to create the batch.
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6. Click

to edit your batch.

At this point, you can edit the Date Created and Effective Date if needed.
7. Click

to access the batch data.

Figure 4-7. Batch Wage Increase, Sample Batch

Once you are in the batch table, you can click on the column headers to sort the data and make it easier to parse.
In the example above, the Current Wage column header was clicked to sort the current wages from lowest to
highest.
8. Edit the batch data as needed. You can adjust individual New Wage values, or use the
remove items from the batch.
9. When you are through editing this record, click
without saving anything you’ve changed.

to save your changes or

to completely
to exit the screen

You can return to the batch and update it further (or delete it) until the specified Effective Date, at which point
the system will apply the wage increase as defined in the batch.
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Overview
Employee time tracking is done through the "Employee Time Clock" screen. Each time an employee begins or ends
a work shift, they are required to swipe their badge to "clock in" or "clock out", and the hours they worked will be
recorded in the system.
The system will display the employee’s current total of Hours this week during each clock in and clock out.
The Status line on this screen will display whether the clock in/out was successful.
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Employee Time Clock Screen
This "Employee Time Clock" screen will likely already be displayed on the monitor of the terminal used for this
purpose. If it is not displayed, use the following steps to display the proper screen:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Double-click Employee Time Clock Screen.
Figure 5-1. Employee Time Clock Screen
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Clocking in
To "clock in", employees swipe or scan their badges in the scanner at the "Employee Time Clock" screen. The screen
will display their personal identification information on the monitor above the scanner, including their Employee
Number, Employee Name and Employee Photo.
If the employee has more than one active set of job tasks, a pop up screen will appear. On this screen, the employee
will choose the task to be worked during this time period by entering the corresponding number on the keyboard or
the 10-key pad. Employees with multiple tasks must clock out at the completion of each task, and clock back in
for the next task.
If the active task is one that is associated with multiple branches, the system will identify the current branch based on
the location of the time clock.
When clocking in, the current system time will be noted in the Punched In At field and logged in the system.
NOTE: An employee should always use his or her badge to clock in and out. Three consecutive manually-keyed
clock-ins will be allowed before a supervisor must intervene.

Mobile Timeclock
ThinSoft’s mobile timeclock allows employees to clock in and out from remote locations where the standard time
clock screen is not available. Currently, this feature allows employees to use the time clock from any location. We
anticipate a second phase of this function, in the future, which will use a device’s GPS coordinates to allow you to
restrict time logging to within an acceptable distance from a specified work location.
The mobile time clock works on laptops, tablets, phones, and any other device that can run a browser. Chrome is
recommended and, on smaller screens, landscape mode should be used.
There is a new behavior setting that lets you specify whether a password is required to punch in and out on the
mobile time clock. This setting can be found on the Time & Attendance tab of the ThinSoft Behavior Settings screen.
The field label, "When using time clock web client" lets you specify the default setting of "Require employee portal
password for all punches," or you may choose "Do not require a password for punches." If you leave the default
setting, employees will be prompted for their portal password before being allowed to clock in or out.
Figure 5-2. Password Behavior Setting for Mobile Timeclock

To use the Mobile Timeclock:
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1. After initial setup, employees will need to be given the URL to the screen which they will open in a browser.
Chrome is recommended.
Figure 5-3. Mobile Timeclock

2. They will need to tap or click on the button that reads, "Touch here to enter your clock number."
Figure 5-4. Enter Your Employee Clock Number

3. Employees should enter their employee ID number, which functions here as their "clock number," and touch or
click "Confirm."
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Figure 5-5. Confirm Clock Number

4. If the behavior setting is set to require a password to use the time clock web client, the employee will be prompted
for their employee portal password at this point. This password is initially set and recorded on the Photo ID/Tasks
tab of the Employee Information screen.
NOTE:The same process, up to this point, is repeated to clock out.

5. They will then be prompted with their task list and expected to select the task for which they will be clocking in.
Figure 5-6. Select Your Job Task

The screen will show they have successfully clocked in for the specified task.
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Figure 5-7. Employee Time Clock, Clocked In

6. To exit the mobile time clock, close the browser or browser tab, or click on the "X" in the upper right corner of
the Genero HTML5 Web Client tool bar and confirm you want to exit.
Figure 5-8. Employee Time Clock, Exit Selected

50

Copyright © 2018, Unique Systems, Inc.

Chapter 5. Employee Time Entry

Clocking out
At the end of a work shift, employees once again swipe or scan their badges in the scanner at the "Employee Time
Clock" screen. Once again their identification information will be displayed, along with the task they clocked in for
previously. The current system time will be noted in the Punched Out At field and logged in the system.

Exempt Employee Attendance
Note that this calendar was originally for managing salaried employees only, but can now be used for other pay type
employees as well.
To manage employee attendance data:
1. From the ThinSoft main menu, click - Labor Management
2. Click - Time and Attendance.
3. Double-click Exempt Employee Time Entry.
4.
Figure 5-9. Exempt Employee Attendance

5. Enter an Employee Code to bring up the required exempt employee schedule.
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This calendar can be used to mark days exempt employees will report for or have reported for work as scheduled
by clicking on the relevant date which changes the highlight color for that date to green, indicating a normal work
day.
Vacation time, sick time, paid time off, and other non-work time occurring in normal work hours will be highlighted with different colors.
6. When you are through editing this record, click
without saving anything you’ve changed.
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Overview
The Time and Attendance reporting functions can be found in the submenus for - Supervisory Functions, - Setup
and the Payroll T/A Submenu.
You can print employee tasks and income codes under the - Setup submenu.
The ability to print timecards can be found under the - Payroll T/A submenu.
The remaining reports can be launched from the - Supervisory Functions submenu:
•

Schedules

•

Attendance Report

•

Actual/Budget/Schedule Comparison Report

•

Unpaid Employees

•

Employees w/Missing Tasks

•

Benefit Time Report

•

Print Punch Gap Report

•

Attendance Summary Report
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Figure 6-1. The Time and Attendance Menu
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Employee Tasks
For a report listing all employee tasks defined in the system:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Setup.
4. Double-click Print Employee Tasks Setup.
Figure 6-2. Employee Tasks, Printing Criteria

5. Specify the Report Destination and the Number of Copies, then click

.

For more details about how to use selection criteria, refer to the Learning ThinSoft manual.

Copyright © 2018, Unique Systems, Inc.

55

Chapter 6. Reports
Figure 6-3. Employee Tasks, Sample Report
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Schedules
To print schedules:
1. From the ThinSoft main menu, click - Labor Management
2. click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Print Schedules.
Figure 6-4. Schedules, Selection Criteria

5. Specify the Supervisor schedule you want to report on.
6. Enter a Starting Date and Ending Date to define the time period you want a schedule report for.
7. Select the Report Values you wish to include in your report.
8. Specify the required Output Format.
9. Click

to print.

Figure 6-5. Schedules
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Attendance Report
Attendance reports can be run using various reporting criteria to see a summary displaying Employees, their Time
In, Time Out, Elapsed time, Task and Pay Rate as recorded by clocking in and out through the "Employee Time
Clock" screen. These reports should be run regularly and checked for missing information before signing off on Time
and Attendance information for payroll purposes.
To run an attendance report:
1. From the ThinSoft main menu, click - Labor Management.
2. Click - Time and Attendance.
3. Click - Supervisory Functions.
4. Double-click Attendance Report.
Figure 6-6. Attendance Report, Printing Criteria

5. Specify the Report Destination and the Number of Copies, then click

.

For more details about how to use selection criteria, refer to the Learning ThinSoft manual.
Figure 6-7. Attendance Report, Reporting Criteria

6. Specify the Branch.
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7. Set the focus of your report by specifying any of the following: Supervisor, Employee, Task. leaving a field
blank indicates you want to report on all data for that field.
8. Specify the Starting Date and Ending Date that defines the range of time you wish to report on. You may enter
to bring up an interactive calendar.
the dates manually, or click
9. Check Show scheduling warnings if you want to see any possible scheduling inconsistencies in your report.
10. Specify how you would like the report ordered by choosing from the following options:
•

Order by Supervisor, Employee

•

Order by Employee, Time Entered

•

Order by Task, Employee

•

Order by Schedule, Employee

•

Order by Time Entered

11. If you would like a Page break per employee, check the box.
12. Click

to generate the report.
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Figure 6-8. Sample Attendance Report
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Actual/Budget/Schedule Comparison Report
To run the Actual/Budget/Schedule Comparison Report:
1. From the ThinSoft main menu, click - Labor Management.
2. click - Time and Attendance.
3. click - Supervisory Functions.
4. Double-click Actual/Budget/Schedule Comparison Report.
Figure 6-9. Actual/Budget/Schedule Comparison Report

5. Specify as much information as needed in the Ledger Accounts area of the screen to define the account area you
wish to use in your report.
6. Enter a Beginning Period and Ending Period for the comparison.
If the date range includes any potential pay dates that could be included in the end reporting period, they will be
listed in the table. Click the Include column to mark any dates you want to include.
7. Select all of the Report Values you wish to use in your comparison.
8. In the Included Budget Values of the screen, you can click Include next to any budgets you’d like to include in
the report.
9. Select all of the Graphs you wish to see in this report.
10. Click

to generate your report.

This is a useful and highly detailed report. The following pages show a sample report run for only one account.
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Figure 6-10. Actual/Budget/Schedule Comparison Report, PDF with Bookmarks
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Figure 6-11. Actual/Budget/Schedule Comparison Report, Page 2 with Charts
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Figure 6-12. Actual/Budget/Schedule Comparison Report, Employee Summary

Figure 6-13. Actual/Budget/Schedule Comparison Report, Employee Detail

Figure 6-14. Actual/Budget/Schedule Comparison Report, PDF Report Contents

64

Copyright © 2018, Unique Systems, Inc.

Chapter 6. Reports

Unpaid Employees Report
The "Unpaid Employees" report will show a list of active hourly employees who have no time recorded during the
specified time.
To run the Unpaid Employees Report:
1. From the ThinSoft main menu, click - Time and Attendance.
2. Click - Supervisory Functions.
3. Double-click Print Unpaid Employees.
4. Specify the desired reporting options and click

.

Figure 6-15. Unpaid Employees, Selection Criteria

5. Select the Branch you wish to limit the report to or select "All Branches".
6. Select the Supervisor for whom you are running the report. This limits the report output to only the employees
assigned to this supervisor.
7. Specify the Starting Date and Ending Date that define the time frame you want to report on.
8. Click

to print the report.
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Figure 6-16. Sample Unpaid Employees
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Employees with Missing Tasks
This report will show you a list of employees who have no tasks assigned to them.
To run the Employees with Missing Tasks Report:
1. From the ThinSoft main menu, click - Time and Attendance.
2. Click - Supervisory Functions.
3. Double-click Print Employees with Missing Tasks.
4. Specify the desired reporting options and click

.

Figure 6-17. Employees with Missing Tasks, Selection Criteria

5. Select a Branch to limit the report to or select "All Branches"
6. Select the Supervisor you want to generate the report for. This will limit the report results to only the employees
assigned to the specified supervisor.
7. Click

to print the report.
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Benefit Time Report
To run the Benefit Time Report:
1. From the ThinSoft main menu, click - Time and Attendance.
2. Click - Supervisory Functions.
3. Double-click Print Benefit Time Report.
4. Specify the desired reporting options and click

.

Figure 6-18. Benefit Time Report, Selection Criteria

5. Select the Branch you want to run the report for or specify "All Branches".
6. Select the Supervisor you are running the report for or select "All Supervisors".
7. Select the Employee whose benefit time you want to calculate or select "All Employees" to run the report for all
employees under the supervisor and branch already specified.
8. Choose the sort order for the Report Output from the options given.
9. Choose the Employees to Display.
10. Set the Pay Date you want the report to run through for the types of employees you chose to display, specifying
the Start of the Pay Period and End of the Pay Period as needed.
11. Click
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to print the report.
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Punch Gap Report
The punch gap report can be run to show you gaps in time, from one to twenty-nine minutes in length, between a
punch out and a punch back in on the time clock so you can make sure you are compliant with any regulations on
break times.
To run the punch gap report:
1. From the ThinSoft main menu, click - Time and Attendance.
2. Click - Supervisory Functions.
3. Double-click Print Punch Gap Report.
4. Specify the desired reporting options and click

.

Figure 6-19. Punch Gap Report, Selection Criteria

5. Set the Start Date and End Date to define the days you want to run the report for.
6. Specify a Minimum Gap and Maximum Gap to define the length of time gap that you want included in the
report.
7. Select a Branch to limit the report to or select "All Branches".
8. You can further narrow down the report by Supervisor and Employee or select "All Supervisors" and/or "All
Employees".
9. Click

to print the report.
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Attendance Summary Report
To run the attendance summary report:
1. From the ThinSoft main menu, click - Time and Attendance.
2. Click - Supervisory Functions.
3. Double-click Attendance Summary Report.
4. Specify the desired reporting options and click

.

Figure 6-20. Attendance Summary Report, Selection Criteria

5. Specify the Branch and Department to limit the report data to, or set the fields to "All Branches" and "All
Departments".
6. Set the Starting Date and Ending Date to define the range of attendance data to include in the report.
7. Click
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to print the report.
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