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Smart Card — Time Attendance Clock

INTRODUCTION

Welcome to Smart Card - leading Time Attendance Clock designed to suit the needs of
the small enterprise or mobile work force. You will find that Smart Card is the most cost
effective and reliable time keeping solution for your company!

GENERAL DESCRIPTION

Smart Card (also referred to as "the device") has been designed to record the
attendance of individuals — arrival, breaks, departure. Based on individual Employee
Cards, the device records the comings and goings of staff enabling a secure and reliable
recording of attendance records. Smart Card is also useful for mobile staff that are not
necessarily at the same location everyday or that move around a lot. Itis possible to
download the data from several devices onto one Master Card and transferred to the
back end software.

. Display Screen

. Work In, IN

. Clock — accessed ONLY with the Master Card
Off

. Work Out, OUT

. Pound Key — Used to switch between zones
On/OK

. Smart Card Slot

h
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Recording the attendance history
Information about the employee, times & dates of arrivals/departures are all recorded on
the individual Smart Card and is backed up on the device.

The information from the Smart Card is downloaded onto the Master Card whenever
necessary.

The Master Card is inserted into the card reader and the information recorded is
transferred into the Smart Card Backend software, it is then easy to analyse the
information and to produce reports.

WHAT IS IN THE BOX?

1. One Smart Card device

2. One Smart Card reader

3. One Master Card

4. Five Employee Cards

5. One CD ROM with drivers, software & documentation
6. One Protective Case

7.Instuctions to download the manual

8. Two Batteries

9. One Plastic hanging unit

10. Two Screws and plugs




THE DEVICE

Smart Card is a small portable Time Attendance Clock. The size of a small calculator, it
has an LCD screen, 6 function buttons and a slot in which to insert the Smart Cards. The
device is battery operated so no complicated installation is required.

The Screen

A Liquid Crystal Display (LCD), on the upper front area of the Smart Card will display the
instructions needed in order to record the attendance information. The information is
displayed in four large alpha numeric digits. The device status and activities are also
displayed in real time.

The Keypad

The device is operated by the six keys; an overview of their main functions is listed below:

O
®

Smart TAC

Power ON/OK
Used to switch the device On or to OK an operation

Power OFF
Used to switch the device OFF — you need to press and hold the OFF
button and then press the OK in order to switch off the device.

IN / Work In

Used to select the correct manoeuvre when arriving at work either at
the beginning of the shift or returning back from an absence "on duty".
Will be recorded separately in the individual report.

OUT / Work Out

Used to select the correct manoeuvre when leaving work either at the
end of the shift or on duty. Will be recorded separately in the
individual report.

Pound Key
Used to switch between work zones - especially useful for mobile
workforces, or for project time management.

Clock Key
Using the Master Card, you can check the Time, Date, Year of the
device, and the number of manoeuvres left until memory is full.



The Smart Card Interface

Five Employee Cards and one Master Card are supplied with the device. The Employee
Cards are used by the individual to record arrival and departure information and the
Master Card is used by the employer to download the attendance information from the
device to the PC.

Please note that up to 500 entries can be stored at any one time. When the storage
capacity reaches its limit, a warning message will be displayed on the device and the data
will need to be downloaded in order to continue using the device.

No data will ever be deleted due to full memory. The user will simply not be able to
record any additional events.

The Smart Card slot is located on the lower side of the Smart Card. The Smart Card
must be inserted into this slot with the chip facing upwards. The slot must be kept clean
at all times and it is strictly forbidden to slot anything else into this opening.

Smart Card Reader

The information downloaded from the Smart
Card is transferred to the Backend software
on the PC via the Master Card. In order to
transfer the data, you will need to insert the
Master Card — chip facing upwards - into the
card reader, and click on the Read Card
option in the main menu. The data will be
transferred to the backend software and will
be ready for use.

Figure 1

Smart Card’s Card Reader
Batteries
The Smart Card is battery operated. It comes with two long-life lithium 3 Volt - CR2450
batteries. The batteries can easily be replaced by opening the chamber at the back of the
device. Contact AccuTime for replacement batteries.

When the battery power is low, an early warning "BATT" indication will flash on the screen
when the device is turned on. In addition, the small enunciator BATT will be displayed.
Batteries should be replaced within a few days of this message being displayed.

The batteries are not used all of the time as the device is on standby when not used.

** Please note that the clock will continue to work for a maximum of 10 manoeuvres after
the low battery indicator appears.

Battery Replacement

To open the battery chamber, pull down on the plastic clip and remove the plastic lid
covering the batteries. Gently pull out one of the batteries from its housing unit and
replace it, in the same position as the old battery, with a new battery. Do the same for the
second battery. Notice that the battery should have the "+" side showing upwards.
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Return the battery lid to its normal position and push the clip upwards to secure the
battery chamber's plastic lid.

Mounting the Smart Card on the wall

Smart Card can be mounted on the wall with the use of the plastic hanging unit. Simply
choose the location that you would like to keep Smart TAC in, mark the location for the
screws on the wall and drill two holes. Place the plugs in the holes and screw the unit
securely in place. Please note that the plastic holding unit is fragile and we do NOT
recommend using an electric screwdriver to secure the unit to the wall. Smart TAC
can be lifted easily out of the wall mount when necessary.

THE SMART CARDS

The Smart Card used in the Smart Card system is a very reliable, high quality memory
card. It has been specially designed and programmed to meet the highest quality and
security requirements

How it works — Employee Card (Figure 2)

The Employee card is personal to each employee.

Switch the Smart Card on, check the screen to see what
manoeuvre is displayed (if needed use buttons on the front
of the device to switch between manoeuvres), slot the card
into the Smart Card slot at the bottom of the device and
wait for confirmation. Verify that the correct ID
number/name as well as for confirmation that the action
has been accepted.

The information is stored both on the individual card and in Figure 2

the internal memory of the device. The data will be stored Employee Card

on the Employee Card until it reaches full capacity. When

full capacity is reached, the data will be stored in a FIFO queue — the oldest data will be
deleted and replaced by the newest data. This process will be completely invisible to the
user and no action needs to be taken when the card reaches full capacity.

How it works — Master Card (figure 3)

The Master Card is used by the person responsible for collecting
the time attendance data.

The devices needs to be activated by pressing the ON button, then
the Master Card is simply inserted into the Card slot at the bottom
of the device, the ON button is again pressed and the LOAD
message appears. The information is automatically transferred
onto the Master Card. For more information about transferring the
data to the backend software, please see the Smart Card Backend

software section. Figure 3
Master Card




Storing the Smart Card

Both the individual and the Master Cards should be kept in a dry, clean environment.
Each card contains a delicate electronic chip and must be handled with care. The Cards
must be kept flat and care should be taken not to fold or break them. They may cease to
function if not handled correctly.

GETTING STARTED - TIME AND DATE SETTINGS

Smart Card time and date settings are ONLY accessible while the Master Card is
inserted, thus preventing misuse of unauthorised personnel. Please make sure that you
use the same date format as your computer —i.e.: if your computer clock is
DD/MM/YYY you must use this format on Smart TAC. Otherwise there may be
inaccuracies in the reports

Adjusting the clock

1. Activate the Smart Card display by pressing .

2. Insert the Master Card ...

3. Press
> &0

4. Use the button until TIME is displayed.

5. Press (HH: value is displayed)

7. Press (MM: value is displayed)

DR

6. Adjust the hour by pressing

8. Adjust the minutes by pressing

9. Press

Adjusting the date

1. Activate the Smart Card display by pressing .

2. Insert the Master Card ...

3. Press
> &0

4. Use the button until DATE is displayed.

5. Press (MM: value is displayed)
R

6. Adjust the month by pressing

7. Press (DD: value is displayed)

8. Adjust the day by pressing @ @
9. Press (YY: value is displayed)



DR

10. Adjust the year by pressing
11. Press

SMART CARD BACKEND SOFTWARE

This software is needed in order to analyse the information downloaded from the Smart
Card onto the Master Card. Itis downloaded from the Smart Card and stored into the
Backend software on the chosen computer.

Smart Card’s Backend software can be found on the Backend Software CD in the box.
This software will enable you to decipher and analyse the information downloaded from
the Smart Card and stored on the Master Card.

Installation notes for GANIS Smart CARD

Windows 98 or Windows ME - if your USB Smart Card reader is connected to the
system, disconnect it.

The MS Base Components were designed for - Windows NT4/3, ME, 98, and 95 Because
there were no Smart Card capabilities in these operating systems once the zip file is
downloaded there will be two files. Install the Base Components before you attempt to
install a Smart Card reader or there will be conflicts.

(1) Run schase.exe

(2) Run smclib.exe

(3) Reboot

(4) Install Smart Card Reader following manufacturer's instructions
When you are done, you may connect the USB Smart Card reader

Installing the Smart CARD software (all versions of Windows)

1. Connect the USB Smart Card reader

2. If you are asked to provide the USB Smart Card reader driver, you can find it in -
“<X>\SCR\DRIVER".

3. There are two directories - one for Windows 2000 and Windows XP and the other
is for Windows 98 and Windows ME.

4. Install the file - “<X>\WINDOWS\MDAC\MDAC_TYP_2 8.EXE” (<X>is the
CD-ROM drive letter). Follow the installation instructions.
NOTE: This installation is not needed for Windows XP SERVICE PACK 2.

5. Now install the file -
“<X>AINSTALL\SETUP.EXE” (<X> is the CD-ROM drive letter). Follow the
installation instructions.

N.B. Should you get the following error message during the installation; please
click on the OK button in order to continue with the installation process.

«

Error 1931, The Windows Installer service cannot update the spstem file

CAWINDOWSAS petem32hwinzcard, dll because the file iz protected by \Windows, Tou
may need to update vour operating system for this program to work comrectly.

LCancel |




GETTING STARTED WITH THE BACKEND SOFTWARE

Click on the Smart Card icon on your desktop to reach the System Login
screen. The Login Screen enables the administrator to protect the information
from misuse. Only the administrator — with the administrator's password can make

alterations to the database.

Your initial login information will be
Login Name - admin
Password - 1234

You will be able to change these in the
Program Setup screen.

MAIN MENU

System login

Login name:

s

Pazawiord:

[f wou lostfargot the Adminiztratar login information, use
‘Help' az the login name and press the 'Enter’ key.

There are six options available on the main menu — Members Setup, Reports, Read Card,

Program Setup, Systems Setup and Exit.

& SmartTAC 1.2.0

......................

Employees Setup

Program Setup

S| 6B

Reparts

LI

E st

Fead Card

-

System Setup

Systems Setup

Before starting with the setup, you must choose the type of device that you bought.

There are two types of devices:

Smart Card - 32 employees with 4 different zones
Smart Card Pro 64 employees with no zones

Select the correct configuration on the following screens and then click OK
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Smart Card

&= System Setup

-Card optionz -
b axirmum employees: m vl

b axirmum zones:

N

Smart Card Pro

= System Setup

rCard options-

b awirmurm employees:

| [=p]
=
£

bl @i zones;

.
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PROGRAM FILES

Click on PROGRAM SETUP to enter specific information about your company and your
employees.

Once in the PROGRAM SETUP, you have four more tabs (General, Site, Database, and
Card Reader). You should only need this site in the setup process. Once you have set
your options, they will be saved in the system.

1. General

You can choose the language that you would like to use; currently English (USA), English
(UK), and Hebrew are available. (More languages will be available in the near future).
This can be done only from the Administrator level

You can also select your preferred date and time format here.

€5 Program Setup

-General
Interface language: -.E_nglish [LIE:.-“-‘-.-] b '
D ate format: DDA A (3141 242000) v.
Tirne format: 24 (13:00] v |

2. Site

Here you MUST enter the name of your company, which will be displayed on the reports.
(This can be done only from the Administrator level).

E2 Program Setup D__(]

] Datahase] Card reader] .-’-\-.I:n:ut]

Site name: IEanis Syztems Lid. |
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3. Database

£2 Program Setup @
Eeneral] Site Datal:uasel Card reader] .i‘-.l:u:uut]
Datahase — — — —
Location: :E:HPng{am Filez\SmartTACY . ' E]
Backup location; _I::"'.F'n:ugram Fileg SmartTALCY E]

Compact l [ Backup

rUser list
Login narne: Ee_:_u:lmin E Add l_
Paszword: (1234
= == |lpdate
Aocess level: | i bt
it L Delete
Login narne | Access level
admir Admin
editor Editar
WIBINET Wieer

Should you wish to change the location of your database, you need to find the Smart
TAC.mdb file and save it in the destination of your choice.

You will then need to select this location from the “browse for folder” dialog on the
database tab.

You can add members and select their access level on this tab.

Each member can have his/her own password. These can be changed on this tab.

There are three access levels to the Smart Card Backend software:

1. Viewer
The employee can enter the system to view the entries recorded on his/her Card.

The Viewer cannot make any changes to these entries.

2. Editor
The Editor can download the information from the Smart TAC to the Master Card

and enter it into the database.

3. Administrator
13



The Administrator has full access to the system. He/she can add new members to
the system, enter the program setup tab and make changes to entries in the
database.

** We recommend that you change your passwords on a regular basis to avoid
security breaches.

4. Card Reader

You must ensure that the USB option is selected in order to be able to use the Card
reader provided.

£ Program Setup

Card reader

Communication bype: . JSE w I

-Cammunication parameters-

Next, you will need to enter the EMPLOYEE SETUP screen to add the members of your
staff.

14



EMPLOYEE SETUP

‘=" Employaes Selup El

+—

S5/ | Least name | Fist name | Card ro,

rEmplopes details

| 5Sh: _—

E L&tk name: |

| Fist nomes |
| Card no: [1 bl
| Drizpla:

rPalameles

(% Ragular hous

| Start ime:

Diady haous:

iﬁ.ub:lmd:r'n break duration: .
|Dverimelll [20 wlMows)  [125 v|pm
Cvertima|2); 2!]_ _:]I[i-lwwl iiﬁ__-v| [%1
|Ovenimel3: (20 wiMows)  [175 v pm
(Horywege [ |

You will need to use this function in order to manage your workforce database — add

members, remove members, change details...

Start by entering card # 1 into the card reader and begin to enter the following information
in the Member Detail section (top right hand corner of the screen)

Social Security Number
Last Name

First Name

Card Number

Display Name

The display name will appear every time the user enters the card. Longer names such as
Mathew, for example, may be shortened to four letters (i.e. MATH).

There are two types of working hours in the
Smart Card system. Regular hours or shifts. The
regular hours option is used for employees that
work normal hours - 9am to 5pm for example
and the shift option is for employees that work
irregular hours.

N.B. If you choose to use the Shift option, you
will not be able to add any information apart from
the hourly rate.

Regular Hours
The parameters are made up of the following

15

-Parameter

% Regular hours 1 Shifts

Start tirme:;

Craily botrs:

=
12500 =] [%]

Owertimel2): |1.|:| "’I[H-:uurs] 160.00 =[]
Oivertimel3): |1.EI 'I[Hnurs] 175.00 = %]
Hourly wage: |1 0.0o




options:

Start time — insert the time that your employee is supposed to start. If your employee is
meant to start working at 9am and you do not want to pay him before that hour — even if
he arrives at 8.45, then click on the vV symbol and the time will only be recorded after
9am. If you do not have a specific start time, then you can leave this option blank.

Daily hours

You can insert the number of hours that your employee is supposed to work a day. If you
wish to calculate overtime, you MUST insert the number of hours that the employee is
supposed to work.

Automatic break duration

Here you have the option to automatically deduct your employee's lunch break without
asking them to clock in and out. The break time will AUTOMATICALLY be deducted
from the Total Time Worked.

Overtime

You have the option to allow Smart TAC to automatically calculate the overtime that your
employee has accumulated a day. There are three possibilities of overtime hours— this
will enable you to give different rates for different hours.

You can decide what overtime rate you allocate to each level — this is calculated as a
percentage of the normal hourly rate — from 100% to 400% and higher.

You can use this option to pay different rates for overtime

EXAMPLE of the use of the overtime parameters

Overtime 1 100% = up to 2 hours

Overtime 2 125% = between 2-4 hours of overtime, Smart TAC will calculate the
salary at 125% of the normal rate

Overtime 3 150% = 4+ hours of overtime, Smart TAC will calculate the salary at

150% of the normal rate

You can also decide that your employee will not be paid if he works more than 3 hours of
overtime, for example. This can be set in the overtime hours 1 = 3 hours
overtime hours 2 and 3 would be 0.

Hourly Wage

Use this option if you want Smart Card to calculate the salaries. Simply enter each
employee's hourly wage (if they get a different rate for overtime, then add it to the
overtime hour fields as a percentage of the normal hourly wage). This is only an option
and it is not essential to fill in the hourly wage.

Once all the details have been entered, simply click on the + sign and the entry will be
stored. You can then remove the card and start the process again with the next card.
Continue the same process for cards # 1-5. Should you need to purchase extra cards
please contact AccuTime. The software can store up to 32 employees, or 64 with the
PRO version

If you are purchasing new cards to replace cards 1-5, simply insert the new card into
the reader, enter the Member Setup page, click on the card that you wish to replace and

16



click on "update". The information stored on the device for that member will then be
downloaded onto the new card.

If you are purchasing new cards for new employees, simply enter the new card into
the reader, enter the Member Setup page, and start entering the new employee's details
and give the new card the correct card number. It is important to give each card the
correct number.

Once all the details have been entered, simply click on the + sign and the entry will be
stored. You can then remove the card and start the process again with the next card. Up
to 32 separate members can be stored.

The various icons on the screen are used to:

i |
I Add a member

Remove a member

=

Search for a member by name, last name or Social Security Number

OK to update changes

VRN

Empty the Member Detail box so that you can enter a new member

| \’@ Exit the Member Setup screen

The other options on the
main menu are:

] 08:30:00 |zaac Newlon
0705/ 2005 083200 Teda Nikola ]

0105/ 2005 17:00:00 Einstein Albert Dt
01.05/2005 172000 |zmae Newlon Dt
07705/ 2005 181100 Tesla Nikola Dot

READ CARD

This is used when the
user/administrator wants to
view or download information
from the Smart Card. Simply
insert the Card (Master or
employee) into the Card
reader and click on the Read
Card option in the main menu.
Depending on the access
level, the user will be able to
view the information, ™ Show past enries
download it to the database or [z i

alter it.



See Access Levels in the Database section above for more information.
By default, only the latest entries will be displayed on this screen. Should you wish to

view older entries that are saved in the database, simply tick the "Show past entries" box
and all the entries will be displayed.

REPORTS

2 | & g iy | Qﬁ

Select repart; [ Individual manthly repart W
a General report
Rieport conditions — |r'||:|'-.-'|:|I.l-E|| r|'|||r'|th|',' repork
Emplayee: ()| |Indrvidual shifts repart From:  |01/08/2006 =) Too  |31/08/2008 =)

—|Late enterance

I_ Tﬂpnraril}l ot

The type of report is selected from the drop down menu, date range selected and SHOW
button activated.

The manager can produce a variety of reports

General report All the data for all the employees will be displayed for
the given dates

Individual monthly report All the data for individuals working regular hour will be
displayed for the given dates

Individual shift report All the data for individuals working shifts will be
displayed for the given dates

Late entrance report All the data for all the employees that arrived late will be
displayed for the given dates

Temporarily out report All the data for all the employees that used the
temporarily out function will be displayed for the given
dates

These can be displayed on the screen in an Excel spreadsheet, sent by email or printed.
Monthly reports can be exported to an Excel sheet.

The entries are colour coded to ensure that the data is easy to analyse.

18



W% Reports

LI

Select report: | General repot w
Repoit conditions
Efripiloges: Pelesson James, 000014578 v Fiome  [06/m/2006 =] Ter  [o6/20/2006 =]
Ii_
Drake Time | Employes Dperation
0E/01 /2006 Peterszon.James I
OE/01 F2006 1700 |Peterson James Out
DE/02/72008 07:00 | Peterson.ames In
OE/0272006 1200 |PetersonJames Out
0E/05/ 2008 0800 | Peterzon.James Ini
OE/05/3006 1600 | Peterson James Qut
0E/06/ 2006 0802 |PetersonJames In
DE/06/ 2005 150 |Peterson.lames Dk
Q&7 A 2006 1030 | Peterszon James In
0B/07 /2008 1806 |Peterson.ames Dt
QE/08/2006 14:08 |PetersonJames In
0E/08/ 2008 1930 | Peterson James ut
DES 272008 0E00 | Peterzon.James In
061 272006 1506 |PetersonJames Ot
06/ 3/ 2008 0300 | Peterson.James In
061 372006 14:00 |PeterzonJames: Out
06/ 472008 1000 | Peterson.ames Ini
06 472006 15430 |Peterzon.James Chut
06/ 5/2008 1500 | Peterzon James Iri
D6/ 5/2006 1300 |Peterzon.ames Out
061872006 1312 |PetersonJames In
0E/18/2008 1525 |Peterzon.ames ik
06 2072006 (526 |Peterszon.James In
0E/21/ 2008 20 | PeterzonJames In
0E/21/2006 2047 | PetersonJames I
Total events: 25

When the "ZONE" is seen in the Operation Type column, this illustrates that the
employee in question has entered a specific zone.

Zone 1, for example, could be the canteen. In some companies, employees are entitled
to a lunch subsidy, you can allocate one of the ZONES to Lunch and the employee simply
needs to swipe the card in that zone at the till instead of paying cash. Itis then simple to
calculate the lunch subsidy by counting how many times ZONE 1 has been entered.
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INDIVIDUAL MONTHLY REPORT

i Raports
Sencl et Ireivichual mondly tepad w
Pl espaont conclibiony
Erplogsess | > Fome [oVmevne -] Too [aoseue =]
[Em=
Tio (oo [Busck  (Break 100 lwow  [wek  [wes
D e o0 ieked jow [in Te |12, |Dw [in Tima (Mo
[T 00 |1BM__jm@m Em
02AGAE _|F W [A00 ioet0 DEDD
AEE 5 1 1] 1800 vt beedions g b s LIS
e |5 OB [000  Jooo0 (o600 [oo00 (o000 |oo00 Boveay n burres
EOETE M (eI (T (T (T [ [ [ Py o Burtress
Deee |1 DO |o000  JoRe0 (0600|0000 o000 |moin Rovemy oo Bt
AR |w BaG_[ooon  jont  |oatn a0 |bam |oodm Brveay oo By
[ DO |o000  joeo0 (0000 |oeo0 0000 |opo0 Rovueg e
BAEE_ |F OO0 |00 jobed  |obo0 o000 |oom | By o bartreeas
[ DO |000  fopo0 (0000|0000 (R0 [oou Fovery on b
[ m om0 oo . Bovesy oo busres:
12606 |M Do 1
TaeE |1 TR 1500 | [0
VARG [ 1Zm 1500 joam (T
TS |1 [ T [ DEDY
TRTEE F
T DB 1430 joam 2] Working n the Leed: (e
TEAETE 5
19606 |M
20606 T
DA W W |150 |G =]
ZEE |1
e |F
B |5 nm_|Bw_|om =
et W |1500 jove0 703
T 3
Tokal b €300

N.B. Please use the NOTES field to add comments such as — day off, out of the country,
annual leave, sickness... you can add up to 50 characters.
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INDIVIDUAL SHIFT REPORT

CETE K

Selact report: Indidual shiits iepost W |
Report condiionz
Employes |Han|r-:n Rebecea, 058600103 V| Fiam  |01/03/2005 =] Too  |31/0B/200E -|
Shilt stal Shilt end Shilt duration [haus]

0] 02/02/2008 0254 08:33
01/0272006 1215 02/D2/200E 02354 0g:33
03/08/2006 1500 03/05/2008 21:30 0230
G/ME2006 D5 32 (G0E/2008 1747 09:15
070242008 1032 07 /D3/2008 14: 47 0415

| 01/08/2005 13:15 Tatel haurs:33:13

The total number of hours Msplayed at the bottom of the page.

N.B: Changes can be made to the shift report by double clicking on the required field or
alternatively on the EDIT icon at the top of the page (Red Notebook). The manager can
change the time the shift started/ended or date. Itis also possible to add extra shifts
before or after certain dates in case the employee has forgotten to clock in or out. Please
note that these changes can ONLY be done by the manager or the password holder. The
reports can only be accessed using the Administrator's password.

You can arrange the entry dates chronologically by clicking on the SHOW icon at the top
of the screen
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Making Changes:

Making changes in the Shift Reports is very simple — you can either change the data on
the screen or you can click on the field that you would like alter. A new window will open
up and you will be able to make either:

Add a line before the entry that you are on
Replace an entry

Add a line after the entry you are on
Delete an entry

Once all the changes have been made for that employee, the Smart Card software will
automatically calculate the number of hours worked and (if you have added an hourly rate
in the employee detail) the salary to be paid.

These details will be provided in the Excel sheet once you have clicked on the Export
button (#3) at the top of the page.

From Left to Right

1. Show — when you want to see that employee's hours

2. Print

3. Export to Excel (Diskette)

4. Stop — used to if you wish to stop the export of all the employees details to export
(not needed for Shift report — only individual reports)

5. Edit — click on the line you wish to edit and on the Edit icon at the top of the page

6. Exit

EXCEL REPORT
Once you have finished updating and checking the data, you can export it to excel then it
can be printed or sent by email
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