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1. Shifts

The Codeks Shifts is an add-on for the Codeks time and attendance software. The add-on is designed to be

used  by  administrator  users  (department  heads)  to  create  and  manage  work  shifts  and  assign  users  to

specific  shifts.  The  add-on  also  enables  the  notification  of  department  heads  about  employee  delays  and

errors in the registration of shift work in real-time.

NOTE

This user manual only contains the description and installation instructions for the Codeks Shifts add-on.

The installation instructions and general settings of the main Codeks software are described in the

documentation of the main Codeks AC or Codeks TA application. To successfully install and use this add-on,

you must first install the basic Codeks software. Screenshots of the Codeks application contained in this

manual were made in a web browser.

1.1. License information

 - The "Hand" logo is registered at EUIPO (The European Union Intellectual Property Office) and is

exclusively owned by Jantar d.o.o. You may not copy, imitate, rent, lease, sell, modify or otherwise use the

"hand" logo, except as provided in this or any other agreement with Jantar d.o.o. Any such unauthorized use

will result in immediate and direct termination of this license and may result in criminal and/or civil

prosecution.

The Codeks Parking software is distributed together with the Jantar hardware or separately as a replacement

system for an existing access control system, which means:

· All copyrights of the Codeks Parking are exclusively owned by the author, Jantar.

· You may not use, copy, emulate, clone, rent, lease, sell, modify, decompile, disassemble, otherwise

reverse engineer, or transfer the licensed program, or any subset of the licensed program, except as

stated in this agreement. Any such unauthorized use shall result in immediate and automatic termination

of this license and may result in criminal and/or civil prosecution.

· The Codeks Parking binary code may NOT be used or reverse engineered to re-create the Codeks access

control, time and attendance or communication algorithms which are proprietary and protected by

copyright law.

· Codeks Parking is distributed "as is". No warranty of any kind is expressed or implied. You use the Codeks

şoftware at your own risk. Neither the author nor his authorized distributors will be liable for any data loss,

damages, loss of profits or any other kind of loss while using, misusing or being unable to use this

software.

· All rights not expressly granted here are reserved by Jantar d.o.o.

· By installing and using the Codeks Parking add-on you are accepting the terms and conditions of this

license.

· If you do not agree with the terms of this license you must remove all Codeks Parking files from your

storage devices and cease using the product.
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1.2. Disclaimer and Warranty

Disclaimer -  The information in this document is  subject  to change without notice. While  the information

contained herein is assumed to be accurate, Jantar, assumes no responsibility for any errors or omissions.

We also  reserve  the  right  to  discontinue  or  change  the  specifications  of  products  without  prior  notice.  No

claim can be made in the case of profit or loss from use or sale of any products bought or delivered by us.

Errors reported will be corrected in new software releases.

Warranty - This manual comes "as is" - no warranty of any kind, expressed or implied. Jantar does not give

any assurances or guarantee in connection with information in this document. Although we strive to include

accurate and up to date information, Jantar, without prejudice to the generality of this paragraph does not

guarantee that the information in this manual is complete, true, accurate and not misleading.

The information in this manual  is  designed for user purposes and not as a substitute for information from

customer  regulations,  technical  manuals/documents  or  other  official  documents.  Customers  using  this

manual can report errors or omissions, recommendations for improvement or other comments to Jantar.
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1.3. Contact information

Jantar  has  more  than  30  years  of  experience  in  the  development  and  production  of  access  control,  time

attendance,  and visitor  control  systems.  What  sets  us  apart  from our  competitors  is  that  we develop  and

manufacture all of our software and most of our hardware ourselves. Our systems are installed and utilized

at  airports,  office  buildings,  financial  institutions,  factories,  shopping  centers,  hospitals,  etc.  Our  products

are present virtually anywhere our clients need basic or advanced access control and time and attendance

systems.

Jantar, elektronski sistemi, d.o.o.

Kranjska cesta 24, SI-4202 Naklo

SLOVENIA

VAT ID: SI34737332

E-mail: info@jantar.si

Web page: www.jantar.si 

Support

For support contact our regional partner: https://jantar.si/en/contact/our-partners/

2. Description and installation instructions
The Codeks Shifts is an add-on for the Codeks time and attendance software. The add-on is designed to be

used  by  administrator  users  (department  heads)  to  create  and  manage  work  shifts  and  assign  users  to

specific  shifts.  The  add-on  also  enables  the  notification  of  department  heads  about  employee  delays  and

errors in the registration of shift work in real-time.

The Codeks Shifts add-on software package includes:

· the Codeks Shifts license code,

· the Codeks Shifts user manual.

mailto:info@jantar.si
http://www.jantar.si
https://jantar.si/en/contact/our-partners/
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2.1. System requirements

Before installing the Codeks Shifts add-on, make sure these system requirements are met: 

· a server installed with the Windows 10 operating system or newer,

· available free USB ports or Ethernet (LAN) ports for hardware connections,

· display resolution at least 1366 x 768 px (recommended resolution 1440 x 900 px),

· installed Microsoft .NET Framework 4.8,

· a minimum of  4  GB of  RAM and a dual-core processor  (6  GB of  RAM and  a  quad-core  processor,  if  the

database is running on the same server),

· at least 50 GB of available free space on the hard drive,

· PDF Reader software for viewing generated reports,

· internet access,

· Internet Edge, Firefox, or Chrome web browser updated to the latest official version, 

(We do not guarantee the proper functioning of the Codeks application if you are using a different browser

or older browser versions.)

· installed Codeks software, 

NOTE

You can find the installation instructions for the main Codeks software in the main Codeks application

documentation (CodeksManual-en.pdf).

https://jantar.si/pdf/CodeksManual-en_V10.pdf
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2.2. Activating the licence code

To enable the Codeks Shifts add-on you must enter a valid license code for the software. The validity of

the Codeks Shifts license is equal to the validity of the license of the main Codeks.

You can enter the license code for the Codeks Shifts add-on using the Codeks Service Manager program.

Open the Codeks Service Manager by clicking the CodeksServiceManager.exe file located on your desktop

or the folder C:\Program Files\Codeks (or C:\Program Files (x86)\Codeks).

Codeks Service Manager icon: The following picture shows the CodeksServiceManager.exe
file in the C:\Program Files\Codeks folder:

1. Before entering a new license code, stop

the Codeks Service by clicking on the Stop

button. Before continuing make sure the

status of the service is Stopped.

2. Then click the Licenses button.

3. Click the Add license code button and

the License Manager window will appear.

Enter the license code and click OK to

confirm the entry.

4. The Codeks Shifts license code will be

displayed in the window. 

Next, the entered license code must be

activated. To activate it, click the Online

activation or Manual activation

button. 

NOTE
If your Codeks server does not have an internet
connection, the program will display an error. 
In this case, you will have to activate the license
code manually  using another device with
internet access.

11

11
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5. When you are done editing don't forget to

save the changes by clicking Save.

6. In the main window of the Codeks Service

Manager program restart the Codeks

Service by clicking the Start button.

7. The Codeks Shifts add-on will now also be

visible in the login menu.
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MANUAL LICENSE ACTIVATION

1. Select the license code you wish to

activate and click on the Manual activation

button. 

2. The ManualActivationForm window will

open which contains a Challenge code for

activating the selected license code.

IMPORTANT
Do not close this window until you enter the
required Codeks activation code. If you close
this window before entering the Codeks
activation code you will have to repeat the
manual activation process again, because a
different Challenge code is generated every time
you open the manual activation dialogue.

NOTE 
If you scan the displayed OR code with your
smartphone you will be automatically
redirected to the Codeks Activation Form
webpage. All the necessary information for
generating the Codeks Activation code for the
selected license code will already be entered in
the form fields. To continue just click Submit. 

3. Use your smartphone phone or any other

device with internet access and go to 

http://www.jantar.si/caf.html. Here, fill

in the Codeks Activation Form with the

necessary company data and the generated 

Challenge code.

4. Then click Submit. 
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5. The form will then display the Codeks

Activation code for activating the selected

license code. 

6. Enter the Codeks activation code into the

ManualActivationForm and click OK.

7. If activation was successful the validity of

the selected license will be changed to 

unlimited.
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2.3. How the Codeks Shifts work

The Codeks Shifts add-on allows you to create and edit shifts and schedule employees into the

prepared shifts. Shifts determine the work obligation of users and their permitted exits during

work, and also act as a basis for notification of arrival in the wrong shift.

You can access the shift editor via the Calendars editor. From the Codeks Main Menu, first, click the

Settings icon. A submenu field will open where you can click the Calendars icon. The Calendar editor will

open, where you can find and click the Shifts icon in the toolbar. This will finally open the Shifts editor.

 

The editor contains tools for creating shifts and arranging users and work timetables for shifts.

 

You can assign shifts to users by defining them in a shift  (by manual selection or using a list of

users), create an individual shift for a particular user , or assign a shift to a Time attendance

group or an individual user in the Groups editor .

From the Shifts editor, it is also possible to send an individual shift schedule to each employee in the form of

an email .

45

49

52

61
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Registered user events will be processed and recalculated in the Time attendance editor

according to the shift (i.e., the timetable on the day determined by the shift).

 

The option to recalculate the time registration based on shifts is disabled by default. To turn it on, you must

enable the Use to calculate time attendance for each shift separately.

In addition, the Codeks Shifts add-on also enables the heads of departments to be informed about incorrect

(unplanned) arrivals of employees to work  and about missing employees who did not come to work in the

scheduled shift .

 

The head of the department receives a notification of an employee's incorrect arrival at work when the

employee registers incorrectly. The report on missing employees is formed and sent to the heads of

departments at the end of the day (usually at 00.00).

* Option to change shifts when using individual shifts

Users who are assigned individual shifts can now (from the Codeks software version

10.2101.0.14796) be allowed to change their shifts (timetables) by selecting a different

timetable on the T&A controller.

Users who will be able to change shifts when registering on the controller must have an individual shift

assigned. It is also necessary to assign intervals of the Timetable selection  type to all the timetables the

users will be using and add the necessary buttons for changing the timetables to the controllers.

A user who wants to change their shift (timetable) must first select the appropriate timetable  on the

controller and confirm their choice by registering. Then, they can register their entry event as usual

according to the newly selected timetable.

60

60

49

23

70
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3. Settings for the Codeks Shifts
The Codeks Shifts is an add-on of the existing main Codeks application, so you need to make sure that

settings are set correctly within the main Codeks application before using the add-on. A Codeks system

administrator must configure the following settings to enable the Codeks Shifts:

1. Location settings
Locations, where employees will register shift work, must have the Enable time registration setting
enabled.

2. Timetables settings
In the Timetables editor, it is necessary to create a Timetable for shift planning timetable for work-free
days when employees are not working in shifts.
In addition, it is necessary to create an appropriate number of Timetable for shift planning type
timetables for each work shift during the day (e.g., create separate timetables for the morning,
afternoon, and night shifts).
Finally, it is necessary to create a Timetable for time attendance type timetable which includes all time
intervals contained in the Timetables for shift planning, which must later be assigned to all passages
(readers), where users will register their shift work.
* To create a system where users can change shifts (timetables) on the controller , you must create
additional intervals for selecting a timetable and assign these intervals to all the timetables mentioned
above.

NOTE
An employee who will be able to change their shift (timetable) on the controller MUST be assigned an
individual shift. Read more about individual shifts in chapter Individual shifts for individual users .

* To set up a shifts system with a comparative timetable  where the number of hours the employees
actually worked is compared to a standard schedule (e.g., 40 hours per week), according to which they are
paid, you must create Comparative timetables which are then assigned to all timetables used in the shifts
system.

3. Group settings
In the Groups editor, users must be added to the Time and attendance group, through which they will be
granted access rights to readers, where they will register their shift work.

4. User settings
Users must be able to register working hours, and they must also be assigned an appropriate Time
attendance group, through which they have assigned access rights at passages (readers), where they will
register their shift work.

5. Notification settings
The Codeks Shifts add-on also enables sending notifications to: 
- the heads of departments  to be informed about incorrect (unplanned) arrivals of employees to work
and about missing employees who did not come to work in the scheduled shift. Notifications are turned off
by default and must be subsequently enabled in the general program settings or for each individual shift.
Users acting as heads of departments should also be granted the appropriate rights to receive notifications
about users of a particular department.
- employees  about the scheduled shifts to which they are assigned. On request, individual e-mails with
their shift schedule can be sent to employees in the Shifts editor.

* 6. User lists
If you are going to assign employees into shifts using user lists, you must create the appropriate user lists
before you can work with shifts.

You will then be able to continue creating and working with shifts .

16
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3.1. Location settings

Locations, where employees will register shift work events, must have the Enable time registration setting

enabled.

To turn on the setting for each passage, open the pop-up window for editing the passage settings and

enable the Enable time registration setting.
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3.2. Timetable settings

Timetables in the Codeks application determine the access rights of users at locations and act as a basis for
recalculating events in the users' time registration. You must create the following schedules for Codes Shifts
to work properly:

1. Timetable for work-free days
It is necessary to create a Timetable for shift planning for work-free days when employees are not
working in shifts, which has no work obligation (i.e., work obligation is set to 0) and does not contain any
time intervals.

2. Shift work timetables  for each shift of the day
It is also necessary to create an appropriate number of Timetable for shift planning type shift work
timetables for each individual shift during the day (e.g., separate timetables for the morning,
afternoon, and night work).
* If you are creating a system where users can change shifts (timetables) on controllers , you must also
create the necessary intervals for selecting timetables and assign them to all timetables used in the shift
system.
* If you are creating a system with a comparative timetable , you must also create new Timetables for
time attendance, which will be used as comparative timetables.

3. Timetable for the allocation of access rights , containing all intervals used in shift work
schedules
Finally, it is necessary to create a Timetable for time attendance type timetable, which contains all time
intervals assigned to the shift work timetables  and which must be assigned to all passages (readers) where
users will register their shift work.

18

19

23

27

21
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3.2.1. Timetable for free days

Shifts must have an assigned timetable for each day, so it is also necessary to create a timetable

for the work-free days in shifts.

1. To create a shift work timetable, first, click the

Add timetable icon in the  toolbar of the

Timetables editor.

2. A new window will open for editing the timetable

settings.

In the new window, first, enter the name of the

timetable, then select Timetable for shift

planning from the Type drop-down menu.

3. Then, in the Work obligation section below, set

the values for all days to 00:00. The timetable will

thus determine no work obligation for users (i.e.

work obligation will be 0).

*4. If you want, you can set a custom color for the

timetable. However, this color will only be used in

the Planned shift work  report, which you can

print in the Time attendance editor.

5. When you have finished editing, click Save. A

new timetable will be added to the list of all

timetables.

6. This completes the basic configuration of the

timetable for work-free days, as there is no need to

add any time interval to the timetable.

However, if you want, you can add the Info and

Cancel intervals to the timetable, which allow users

to view their data on the controller and cancel their

last registered event, respectively.

You can read more about timetables in the documentation of the main Codeks application.

64
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3.2.2. Shift work timetables

For each shift in the day, it is necessary to create a separate Timetable for shift planning.

1. To create a shift work timetable, first, click the

Add timetable icon in the toolbar of the Timetables

editor.

2. A new window will open for editing the timetable

settings.

In the new window, first, enter the name of the

timetable, then select Timetable for shift

planning from the Type drop-down menu. 

3. Then, in the Work obligation section below, set

the hours of work obligation for each day of the

week.

* 4. If you want, you can set a custom color for the

timetable. However, this color will only be used in

the Planned shift work  report, which you can

print in the Time attendance editor.

5. When you have finished editing, click Save. A

new timetable will be added to the list of all

timetables.  

6. In the next step, you need to add the appropriate arrival and departure time intervals and all allowed

exits during working hours to the new timetable by clicking on the plus icon ( ) next to the time interval

name in the list of all time intervals.

You can view examples of completed shift timetables in the following chapter.

You can read more about timetables in the documentation of the main Codeks application.

64
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Example of timetables for 3-shift work:

The company's employees work in three shifts:
- 1st shift: from 6.00 to 14.00
- 2nd shift: from 14.00 to 22.00
- 3rd shift: from 22.00 to 6.00

They are arranged in different shifts with the help of the Codeks Shifts add-on. To determine the shifts, it was necessary to
create 3 work timetables - a separate timetable for each shift in the day.
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3.2.3. Timetable for access rights

Finally, you must create a timetable, of the Timetable for time and attendance type, that contains all the

time intervals that are assigned to individual shift work timetables , and then you must assign this

timetable to all passages (readers) where users will register their shift work.

1. To create a shift work timetable, first click the

Add timetable icon in the  toolbar of the

Timetables editor.

2. A new window will open for editing the timetable

settings.

In the new window, first enter the name of the

timetable, then select Timetable for time

attendance from the Type drop-down menu.  

3. Then click Save. A new timetable will be added

to the list of all timetables.

 

4. In the next step, you must add all the intervals that are assigned to the shift work timetables, according

to which the users will be registering their shift work, to this new timetable.

An example is shown in the following chapter.

5. Finally, assign  this new timetable to all the passages where employees will register their shift work in

the Groups editor.

You can read more about timetables in the documentation of the main Codeks application.

19
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Example of a timetable for access rights:

For a company where employees work in 3 shifts, a Shift ALL timetable was created, which contains all the

intervals contained in the individual work  shift timetables.

The timetable thus includes all entry intervals for arrival at work, lunch intervals and exit intervals

for departure from work for all three shifts.

Furthermore, it also contains all the intervals that allow private and business exits during work for each

shift and the interval for recording overtime work instructed by the heads of departments.

Finally, the Info interval is also included in the timetable, which allows employees to review their work

hours and leave status, as well as the Cancel interval, with which employees can cancel their last

registered event on the controller,
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3.2.4. * Configuration for changing timetables on the controller

To set up a system where users can change their assigned shifts on the controller, it is necessary to create 

Timetable selection type intervals for all Timetables for shift planning.

NOTE
An employee who will be able to change their shift (timetable) on the controller MUST be assigned an
individual shift. Read more about individual shifts in chapter Individual shifts for individual users .

Creating Timetable selection type intervals

Create a Timetable selection interval for each Shift planning timetable that users can select on
controllers, including the timetable for work-free days (e.g., for a 3-shift work system where users
can change their current work timetable, you need to create 3 intervals for each shift as well as an interval
for the timetable for work-free days).

1. Click the Add Interval icon in the Timetable editor toolbar to create a new time interval.

Clicking on the icon enables the field for editing time intervals on the right side of the editor.

  

2. Enter a name for the interval and select the Timetable

selection type from the interval type drop-down list.

 

3. You must also assign a button to the interval, with

which users will be able to select it when registering on

the controller.

 

49
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4. Specify the days of the week and the time of day when users

will be able to use the Timetable selection interval.

 

5. In the Timetable drop-down list, select the Timetable

for shift planning that the user will activate by selecting

this interval.

 

6. When you have entered all the desired data, confirm the entry by clicking Save.

The new interval will be displayed on the list of all time intervals, however, it is not yet assigned to any

timetable.

7. Repeat the process until you have created intervals to select all the timetables that users will be able to

select on the controller.



25Codeks Shifts Add-on

Adding intervals to the timetables of the shifts system

The newly created intervals must then be assigned to the timetable for free days , all the shift work

timetables , and the timetable for allocating access rights .

NOTE
Due to the nature of the process of changing the timetable on the controller, each timetable for shift
planning must also contain an interval for selecting oneself.

1. To assign a time interval to a timetable, first select the Timetable for shift planning to which you

want to assign intervals in the List of all timetables. The marked timetable will color blue.

  

2. Then, in the list of all time intervals, find all the desired Timetable selection intervals and click the +

(plus) icon next to the interval name to add the interval. The added time interval will color green. Be

sure to add the interval which enables the current timetable to select itself to each selected timetable (for

example, you must also add an interval to select a morning shift timetable to your morning shift timetable).

3. Repeat the procedure for each timetable that users will be able to select on the controller.

18

19 21
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Example of timetable configuration for a system with the option to change timetables:

Employees of the company work in three shifts (1st shift: from 6.00 to 14.00, 2nd shift: from 14.00 to 22.00 and 3rd
shift: from 22.00 to 6.00). The working hours of each employee are normally determined by an individual shift.

In certain cases, however, an employee may have to come to work in a shift other than the one they are originally
assigned to (e.g. replacing a sick co-worker). The employee must then choose the new shift they have come to work in
on the controller. At the controller, the employee first selects the appropriate shift (timetable), and only after
that can they register their arrival at work. You can read more about the registration process in chapter Changing
the shift timetable on the controller .

To set up such a system, it is necessary to add Timetable selection type intervals to all timetables used for shifts, which
allow the shift (timetable) to be changed. In the case described, it is necessary to create the following Timetable
selection type intervals:

· the Shift MORNING, which allows the user to change their currently assigned shift for the morning shift,
· the Shift AFTERNOON, which allows the user to change their currently assigned shift for the afternoon shift,
· the Shift NIGHT, which allows the user to change their currently assigned shift for the night shift.
· the Shift NONE, which allows the user to change their currently assigned shift to a (permitted) work-free day.

SHIFT WORK TIMETABLES
All shift work timetables and the timetable for free days include all the Timetable selection type intervals, as the
employee can be called to another shift at any time, including on their day off. Due to the nature of the process of
changing the timetable on the controller, each shift work timetable must also contain an interval for selecting oneself. 

 

SHIFTS all
The SHIFTS all timetable is used as the default timetable, giving users access rights, and contains all the intervals that
appear in individual Timetables for shift planning.

 

An example of a (standard) timetable configuration can be found in chapter Example of timetables for 3-shift work .
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3.2.5. * Configuration for Comparative timetables

In systems where a comparative timetable is used, employees work in shifts and often have an unevenly

distributed work obligation, however, their salaries are paid according to a fixed (usually 40-hour-a-week)

work obligation.

In practice, therefore, employees can actually clock in more hours in a given month through their shift work

than they are paid according to the comparative timetable. The employees' excess working hours from a

certain month are transferred to the following month, and the number of actually performed work hours are

equated with the required work obligation according to the comparative timetable at the annual level by

appropriately allocating the users to different shifts.

To set up a comparative timetable system, you must first create the Comparative timetables and then

assign them to all timetables in the shift work system.

NOTE
When using the comparative timetable, it is recommended that ALL USERS in the system have a comparative timetable
assigned, as this facilitates the Custom reports data exports that are later imported into payroll programs.

Creating a Comparative timetable

1. To create a comparative timetable, first, click the

Add timetable icon in the toolbar of the Timetables

editor.

2. A new window will open for editing the timetable

settings.

In the new window, first enter the name of the

timetable (e.g., Comparative timetable), then

select Timetable for time attendance from the

Type drop-down menu.

3. In the Work obligation section set the work

obligation for each day of the week.

4. Finally, click Save. The new timetable will be

added to the list of all timetables.
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Assigning the comparative timetable to timetables for shift work

The new comparative timetable created in the previous step must be assigned to all timetables used in the

shift system (i.e., both shift work timetables and the timetable for free days).

1. To assign the comparative timetable to a

timetable used in the shift work system,

first, select the timetable from the list of

all timetables in the Timetables editor.

Double-click on the timetable to open the

window for editing the timetable. 

2. In the lower part of the window, find the Comparative

timetable setting and select the comparative

timetable you have created in the previous step from

the drop-down menu. 

3. Then check that all shift work timetables have the

proper work obligation value entered for every day or

set these values appropriately for each day (including the

weekend and holidays). 

4. Also, enable the Ignore holiday and weekend setting

for all shift work timetables and the timetable for free days.

5. Finally, save the entered changes.
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3.3. Settings for groups

In the Groups editor, users must be added to the Time and attendance group, with which they will be

granted access rights to readers, where they will register their shift work.

NOTE
We recommend that you do not use an existing group as the group for access rights, but that you create a
new dedicated group.
To assign access rights at readers, create a new Time and attendance group type group, to which you assign the
timetable for access rights at the appropriate passages.

1. First, click the Add group button in the Groups editor. A new window for adding a group will open.

 

2. In the new pop-up window, first, enter the name of the new group, and under the Type setting, select

Time and attendance group.

Then click Save.

The new group will be added to the list of groups in the Groups editor.

 

3. Add access rights to the group at all passages where shift employees will register.

To assign access rights to a passage, first enable the passage, and then, in the Timetable column,

select the timetable for access rights.

Click Save.
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4. In the next step, assign users to the new group by clicking the plus icon ( ) next to the users'

name.

 

5. When you have finished adding users to the new group, you still need to send tables  to the affected

controllers to apply the set changes.
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3.4. Settings for users

Before using the Codeks Shifts add-on, some settings need to be properly prepared, in the main Codeks

application, for employees (regular users) and heads of departments.

The settings differ according to the type of user:

- Regular users  who are involved in shift work.

- Heads of departments  who receive notifications about unplanned arrivals of employees to work.

3.4.1. Settings for regular users

Employees (regular users) must have the following settings set in the main Codeks application: 

A) They must be able to register their time and attendance.

B) They must be assigned to the appropriate department.

C) They must have the group for access rights  assigned to them.

D) They must have a valid e-mail address for receiving e-mail notifications.

A) Turn on the time registration

1. To turn on the time registration in the Users

editor, first, find and double-click the appropriate

user in the user list. A new window for editing user

settings will open.

2. Then, on the Basic settings tab, turn on the

Enable time registration setting and specify the

Time registration start date.

3. Then click Save.
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B) Assigning users to the appropriate department

1. To assign a user to the appropriate

department in the Users editor, first find and

double-click the appropriate user on the list of

users. A new window for editing the user's

settings will open.

2. Then, on the Basic settings tab, under the

Department section, click the Select a

department link.

A new window will open where you select the

appropriate department and then click Save.

3. Then click Save again in the first pop-up

window.

C) Assigning the group for access rights to users

1. To assign a user to the group for access rights in

the Users editor, first find and double-click the

appropriate user on the list of users. A new window

for editing the user's settings will open.

2. Then, on the Basic settings tab, under the Groups

section, select the group for access rights from

the drop-down list.

3. Then click Save.
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D) Adding a valid email address

In order for users to be able to receive email

notifications about their shift schedule, they must

have their own (valid) email address entered in the

user's settings.
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3.4.2. Settings for heads of departments

For department heads who will receive notifications about unplanned arrivals of users to work, it is

necessary to:

A) enter a valid email address;

B) properly organize the Company organization and set up selected users as heads and deputy

heads of departments. 

C) enable the rights of users acting as department heads to be notified (described in chapter

Notification settings ). 

NOTE

Appointed heads and deputy heads of departments will only be able to receive emails if they have a valid
email address entered  in their user settings.
Only users who are designated as heads of departments and deputy heads of departments in the Company
organization or have the   rights to be notified enabled in their user settings will be informed about
unplanned arrivals of employees in shifts.

A) Setting the email address for notifications

Heads of departments will be informed about unplanned arrivals of employees in shift work by e-mail, so

they need to have a valid e-mail address assigned to them in their user settings in the Basic settings tab.
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B) Setting up heads and deputy heads of departments in the Company organization editor

NOTE

Before setting up heads and deputy heads of departments, you must edit the company structure in

the Company organization editor, which is accessible through the Settings submenu.

1. To assign a head or deputy head of

departments, first double-click the desired

organizational unit to bring up a pop-up window to

edit the company structure.

 

2. In the pop-up window under the Head of

department and Deputy head of department

settings, select the user who will act as the

head for the selected department. You can

choose from existing users in the Codeks system.

3. When you have finished, save the data by

clicking Save.
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3.5. Notification settings

With the Codeks Shifts add-on, notifications can be sent to heads of departments as well as the employees

who work in shifts. Heads of departments can be informed via electronic messages about unplanned

employee arrivals and about employees who did not arrive to shift work on time. Employees, on the other

hand, can receive their shift work schedules in the form of electronic messages.

3.5.1. Notifyication settings for heads of departments

The Codeks Shifts add-on enables notifying heads of departments about the arrival of employees in the

wrong shift or about missing employees who did not come to work. Notifications are turned off by

default, so it is necessary to:

(A) turn on the global setting for sending shift notifications in the Preferences editor as well as

 

(B) enable notifications for each individual shift,

(C) appoint heads and deputy heads of departments or enable the rights of users acting as

department heads to be notified.

NOTE

Appointed heads and deputy heads of departments will only be able to receive emails if they have a valid
email address entered  in their user settings.
Only users who are designated as heads of departments and deputy heads of departments in the Company
organization or have the   rights to be notified enabled in their user settings will be informed about
unplanned arrivals of employees in shifts.

NOTE

To enable email notification about unplanned employee
arrivals it is necessary to properly set the email settings
in the Mail setting tab in the Preferences editor.

You can read more about email settings in the
documentation for the main Codeks application.
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A) Enable global notification settings for unplanned user arrivals in shifts

To turn on the global setting for notifying heads of departments in the Preferences editor, on the Time

attendance tab, under the Time attendance section, find and enable the Send notification if user

arrives in unplanned shift setting.

Setting Description

Send notification
if user arrives in
unplanned shift

If you enable this setting, the system will send
an e-mail notification to the head of department
every time an employee comes to work in an
unscheduled shift or when an employee does
not come to work at all.

B) Turn on notification on each individual shift

To turn on notifications for a particular shift in the Shifts editor, open the window for editing the shift, and

then enable the Send notification if user arrives to unplanned shift setting.

This setting must be switched on for EACH shift INDIVIDUALLY!
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C) Enabling user rights to notifications

In the Users editor, you can enable each user the right to be notified about different events in the shift work

of their co-workers from particular departments.

Settings Description

 - Receive notification in
case of unscheduled arrival

If you enable this setting, the user will receive notifications in the event of an
unplanned arrival of users of this department outside of their scheduled shift.

 - Receive notification in
case of unscheduled absence

If you enable this setting, the user will receive notifications in the event of an
unplanned absence of users of this department from work in their scheduled shift.
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3.5.2. Notifyication settings for employees

All employees who work in shifts can be sent an individual e-mail about the schedule of their shift work from

the Shifts editor.

Sending the shift schedule to employees can only be initiated manually by clicking the Send email button in

the Shifts editor toolbar.

NOTE

Each administrator can only send an electronic message of the scheduled shift work SIMULTANEOUSLY to
ALL employees for whom he has the right to view and edit shifts and who are assigned to any shift in the 
Shift editor.

NOTE

Employees will only be able to receive emails if they have a valid email address entered  in their user
settings.

NOTE

To enable email notification about scheduled shift work it is
necessary to properly set the email settings in the Mail
setting tab in the Preferences editor.

You can read more about email settings in the
documentation for the main Codeks application.

Designing the email notification template

First, in the general settings for Time attendance in the Settings -> Preferences menu, create a template

for the message that will be sent to employees.

1. Open the Settings -> Preferences menu and navigate to the Time attendance tab.

Then find the Shifts section.

2. Compose the content of the email in the Planned shift work mail template settings field.

In the body of the message, use the following
commands to display key data: 
· %s1 - the start date of the period for displaying the

shift schedule,
· %s2 - the end date of the period for displaying the

shift schedule,
· %s3 - table with the shift schedule.

For an appropriate message break, use the html
element to break to a new line <br>.

3. When you are finished, click Save.
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Example of the email template:
Hello,<br />
<br />
in the period from %s1 to %s2 you have been assigned the
following shift work schedule:<br />
<br />
%s3
<br />
The schedule contains your regular work hours as well as any
overtime hours.
<br />
Sincerely,<br />
Company, LLC

Example of a sent email:

Sending emails

Triggering the sending of a message to employees is described in the chapter Notifying employees .61
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3.6. * User lists

User  lists  are  used  in  the  Codeks  application  to  make  it  easier  to  select  or  filter  users  in  different

application  editors.  By  using  the  Codeks  Shifts  add-on,  user  lists  can  make  it  easier  to  assign  users  to

shifts.

You can create user lists in the User lists editor, which can be accessed via the User lists icon in the Users

editor toolbar.
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Add a user list

1. Click the Add user list icon in the User list editor toolbar to add a new list of users.

2. A new window will open where you specify the name of the new list and you can also add a

description.

3. You can also select the administrator who will own the list and specify the list type.

Public lists will be available to all Codeks users, and private lists will only be available to the list owner.

4. Then, in the list on the right, select the users to be added to the new list.

You can select multiple users by holding down the Ctrl or Shift key.

5. When you are finished, click Save.

The new user list will be displayed in the lower part of the editor.

You can read more about User lists in the documentation of the main Codeks application.
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4. Working with Shifts
You can create the shifts you will use to assign shift work to users in the Shifts editor. Here you can

also edit and delete existing shifts. 
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4.1. Adding shifts

You can create shifts with the Codeks Shifts add-on in different ways. 

In the Shift editor, you can choose between different types of shifts:

· Shift
If you select this (basic) type of shift, you will create a shift, to which you can assign different users
and timetables for each day.

Example 1 
Morning shift
The Morning shift has the Morning shift timetable, which regulates
the working hours of employees when they work from 6.00 to
14.00, set for each day. Every week the teams that work in the
morning shift change, namely Team A works in the morning on
the 1st week, Team B in the 2nd week, Team C in the 3rd week,
then Team A  works in the morning again in the 4th week, and so
on. 

 

Example 2
Team A shift
The Team A shift is made for employees who are assigned to
Team A with a user list, so the same employees are assigned to
the shift for each day. Every week, the timetable changes, which
determines the shift in which the employees in Team A will work.
The 1st week they work in the Morning shift, the 2nd week they
work in the Afternoon shift, the 3rd week they work in the Night
shift, then they again work in the Morning shift in the 4th week,
and so on.

 

· Individual use of the Shift type shifts
If you select the (basic) Shift type for a new shift, you can also create a shift that will only apply
to one specific user (which you select when creating the new shift) by enabling the additional
Individual use setting. You can read more about using this type of shift in chapter Individual shifts
for individual users . 
* By using individual shifts, you can also allow users to change their currently assigned shift right on
the controller. You can read more about this in chapters * Configuration for changing timetables on
the controller , and Changing the shift timetable on the controller .

· Standby
The functionality of the Standby type shifts is still under development.

· Shift for group
If you select this type of shift, you can create a shift with different timetables by day, which you can
then assign to different groups or individuals in the Groups editor.
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4.1.1. Regular shifts

When using regular shifts, you can specify for each workday both the users, that will be working

in the shift, as well as the shift work timetables.

Adding a new shift

1. To add a new shift, click the Add shift icon in the toolbar of the editor.

 

2. A new window will open where you can enter the name and description of the new shift.

3. Select Shift for the Type setting.

4. Next, also enable the Send notification if user arrives to unplanned shift and the Use to calculate

time attendance settings for the new shift.

You can enable the following settings for a new shift:

Settings Description

Send notification if
user arrives to
unplanned shift

If you enable this setting, the system will send an
email to the head of department every time an
employee comes to work in an unscheduled shift or
when an employee does not come to work at all.

Use to calculate
time attendance

If you enable this setting, the shift will be used as a
basis for recalculating events in employee time
registration and for determining employee work
obligations.

* Individual use Enabling this setting will create an individual shift that
will only apply to one user. You can select the user
from the drop-down list below this setting. Note that
you cannot add other users to this shift or assign the
shift to another user.
You can read more in chapter Individual shifts for
individual users .

5. Click Save. The new shift will be displayed in the field below.

6. In the next step, add the appropriate shift work timetables and users to the newly created shift.
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Adding users and timetables to the shift 

1. First, make sure you have selected the tab of the correct shift and that the correct month of the year is

displayed in the editor.

2. Select the first day to which you want to add a timetable and users. The selected day will be bordered in

red.

3. To assign a Timetable for shift planning, simply select and click the timetable you want to assign

from the List of timetables in the Editing tools section.

 

NOTE
Each shift must have an assigned timetable for each day of the month!
It is, therefore, necessary to create a timetable for free days in advance, which you can then assign to days when users
will not be working (i.e., will not have a work obligation).

ADDING TIMETABLES ACCORDING TO A PATTERN

In some companies, shift work is planned on a weekly or multi-day basis, so manually assigning

schedules to individual days can be time consuming and awkward. To this end, advanced day scheduling

tools have been added to the Shift editor. 

A) Add timetables according to a weekly pattern

A1. To add timetables according to a weekly pattern, set the

appropriate timetable for each day of the week as well as for

holidays, in the Timetables section below.

A2. Then click Change.
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A3. The generated pattern will be assigned to all days in the

current month.

 

B) Add timetables according to a custom multi-day

pattern

B1. To add timetables according to a custom multi-day

pattern, first, click Generate with pattern.

A new pop-up window will open.

 

 

B2. In the new window in the upper part you create a pattern according to the number of

consecutive days with the same timetable, and in the lower part, you can set the period for

which you want to set the prepared pattern. 

B2a. In the first line select the first timetable and set
how many consecutive days it should be set for.
B2b. Then click the Add button. A new line will be added
below the first line, where you can select a second
schedule and also set how many consecutive days it
should be set for.
B2c. Repeat the process until you have created one
complete pattern cycle.

B2d. Set the period for which the pattern should be set. 
B2e. Finally, click Apply.

B3. The generated pattern will be assigned to all days in the current month.
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4. There are two ways to add users to a selected day in the shift:

· Simply by clicking on the appropriate (pre-prepared) User list, which is displayed at the bottom

of the Editing tools section.

 

· Manually add individual users via the pop-up dialog window you can access by clicking on a

selected day.

Using the pop-up window for adding users, you can also subsequently change the users that you have

added to the shift with a User list. (You can add additional users to the shift by clicking them on

the List of all users at the bottom of the dialog box. Users already assigned to the shift are

highlighted in red. You can remove already assigned users from the shift by clicking the minus icon

at the end of the user's row.)

5. Repeat this procedure for each day of the displayed month. Assigned timetables and users will be

automatically saved the moment you assign them to a day. 
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4.1.2. Individual shifts for individual users

If you enable the Individual use setting for a new shift, you can create a shift that will only apply to

a specific user (which you select when creating the new shift). With this type of shift, the user is therefore

fixed and you can only set shift work timetables for individual days.

NOTE
You cannot add other users to an individual shift or assign the shift to another user.

Adding a new individual shift

1. To add a new individual shift, first, click the Add shift icon in the toolbar of the editor.

 

2. A new window will open where you can enter the

name and description of the new shift.

3. Select Shift for the Type setting.

 

4. Next, enable the Individual use setting. 

A drop-down list will appear next to the setting.

5. In the new drop-down list, select the user to whom

the shift will apply.

6. You can also enable the Send notification if user

arrives to unplanned shift and Use to calculate time

attendance setting for the new shift.  

Setting Description

Send
notification if
user arrives to
unplanned
shift

If you enable this setting, the system will
send an email to the head of department
every time an employee comes to work in
an unscheduled shift or when an employee
does not come to work at all.

Use to
calculate time
attendance

If you enable this setting, the shift will be
used as a basis for recalculating events in
employee time registration and for
determining employee work obligations.
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7. Click Save. The new shift will be displayed in the drop-down menu on the right, and its contents will be

displayed in the main field below.

8. In the next step, add the appropriate shift work timetables to the newly created shift.

Adding timetables to an individual shift

1. First, make sure you have selected the tab of the correct shift and that the correct month of the year is

displayed in the editor.

2. Select the first day to which you want to add a timetable. The selected day will be bordered in red.

3. To assign a Timetable for shift planning, simply select and click the timetable you want to assign

from the List of timetables in the Editing tools section.

 

NOTE
Each shift must have an assigned timetable for each day of the month!
It is, therefore, necessary to create a timetable for free days in advance, which you can then assign to days when users
will not be working (i.e., will not have a work obligation).

NOTE
In some companies, shift work is planned on a weekly or multi-day basis, so manually assigning schedules to
individual days can be time consuming and awkward. To this end, advanced day scheduling tools have been added
to the Shift editor.
The procedure of Adding timetables according to a pattern is described in chapter Regular shifts .

4. Repeat this procedure for each day of the displayed month. The assigned timetables will be automatically

saved the moment you assign them to a day.

The user will be assigned the new individual shift immediately, and you can check and change which

individual shift is assigned to the user in the Groups editor . You can change the currently assigned

individual user shift in a controlled manner in the Groups editor using revisions .
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4.1.3. Shifts for standby

In preparation.
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4.1.4. Shifts for groups

The Shift for groups type of shifts allow you to create a shift that already has the different

timetables set by days, however, you will specify the users to whom the shift will apply later in

the Groups editor. You can assign a prepared Shift for groups to a user by either assigning the shift to the

Group for time and attendance, to which the user belongs, or assign the shift directly to the selected user. 

Adding a new shift for groups

1. To add a new shift for groups, first, click the Add shift icon in the toolbar of the editor.

 

2. A new window will open where you can enter the name

and description of the new shift.

3. Select Shift for groups for the Type setting.

4. You can also enable the Send notification if user

arrives to unplanned shift and the Use to calculate

time attendance settings for the new shift.

 

 

Settings Description

Send notification if user arrives to
unplanned shift

If you enable this setting, the shift will be used as a basis for recalculating events in employee
time registration and for determining employee work obligations.

Use to calculate time attendance If you enable this setting, the shift will be used as a basis for recalculating events in employee
time registration and for determining employee work obligations.

5. Click Save. The new shift will be displayed in the field below.

6. In the next step, add the appropriate shift work timetables to the newly created shift, and then assign the

shift to users in the Groups editor.
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Adding timetables to the shift for users

1. First, make sure you have selected the tab of the correct shift and that the correct month of the year is

displayed in the editor.

2. Select the first day to which you want to add a timetable and users. The selected day will be bordered in

red.

3. To assign a Timetable for shift planning, simply select and click the timetable you want to assign

from the List of timetables in the Editing tools section.

 

NOTE
Each shift must have an assigned timetable for each day of the month!
It is, therefore, necessary to create a timetable for free days in advance, which you can then assign to days when users
will not be working (i.e., will not have a work obligation).

NOTE
In some companies, shift work is planned on a weekly or multi-day basis, so manually assigning schedules to
individual days can be time consuming and awkward. To this end, advanced day scheduling tools have been added
to the Shift editor.
The procedure of Adding timetables according to a pattern is described in chapter Regular shifts .

4. Repeat this procedure for each day of the displayed month. The assigned timetables will be automatically

saved the moment you assign them to a day.
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Assigning a shift to a group in the Groups editor

1. In the Groups editor, first, click the Edit rights icon to enable editing.

 

2. On the List of all groups, highlight the group to which you want to assign the shift.

3. Then, in the row above the lists, find the Shift setting, and from the drop-down list, select the

shift for groups that you want to assign to the group.

 

4. Click Save.

Assigning a shift to an individual user in the Groups editor

1. In the Groups editor, first, click the Edit rights icon to enable editing.

 

2. On the List of all users, highlight the user to which you want to assign the shift.

3. Then, in the row above the lists, find the Shift setting, and from the drop-down list, select the

shift for groups (or an individual shift prepared for the selected user) that you want to assign to

the user.

4. Click Save.
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4.1.4.1.  Shifts for groups and revisions

By using group and user revisions, it is possible to change the shift assigned to a particular group or user,

for a certain period or from a certain date onwards. 

NOTE

Revisions are snapshots of the status of access or
time&attendance rights of either an individual user or group.
These snapshots (revisions) together form the history of
changes made to the rights of users or groups. Revisions enable
you to save and manage the past records of users’ or groups’ rights,
and also set changes to these rights that will be put into effect
sometime in the future

By default, Revisions are disabled in the Codeks software. To
use revisions, first, enable the Enable access revisions
setting in the Settings -> Preferences in the Program
settings tab.

Change the shift assigned to a group using revisions

1. First, click the Permission edit icon to enable editing in the Groups editor.

2. To change the assigned shift to the group, first, select the group on the List of groups.

3. Then, click the Copy revision icon in the toolbar or select the Copy revision option from the drop-down

menu next to the Revision of group rights field.

4. A new pop-up window will open where you need to enter the Start date of the revision and the

revision name.

5. Click Save.
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6. After copying, the Groups editor will display the status of rights in the newly copied revision which is the

same as defined by the original revision. 

Then, in the row above the lists, find the Shift setting and select a new Shift for groups you want to

assign to the group from the drop-down list.

7. Then click  Save.

8. The system will ask you in which group revision you want to save the changes.

Select Save in current revision.

 

9. The edited rights will be saved in the newly created revision.

Change the shift assigned to a user using revisions

1. First, click the Permission edit icon to enable editing in the Groups editor. 

2. To change the assigned shift to the user, first, select the user on the List of users.

3. Then, click the Copy revision icon in the toolbar or select the Add revision option from the drop-down

menu next to the User rights revisions field. 
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4. A new pop-up window will open where you need to enter the Start date of the revision and the

revision name.

5. Click Save.

6. After copying, the Groups editor will display the status of rights in the newly copied revision which is the

same as defined by the original revision. 

Then, in the row above the lists, find the Shift setting and select a new shift you want to assign to

the user from the drop-down list.

7. Then click Save.

8.The system will ask you in which user revision you want to save the changes.

Select Save in current revision.

 

9. The edited rights will be saved in the newly created revision.
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4.2. Editing shifts

1. To edit (the name, description, and type) of an existing shift, first, select the tab of the shift you

want to edit or select an individual shift from the drop-down menu on the right and then click the

Edit shift icon. 

2. A window for editing the shift's information will open. 

3. When you have finished editing the shift, click Save.



59Codeks Shifts Add-on

4.3. Deleting shifts

1. To delete an existing shift, first select the tab of the shift you want to edit or select an individual

shift from the drop-down menu on the right, and then click the Delete shift icon.

2. The browser will ask you to confirm the deletion of the shift. When you confirm the deletion by clicking

OK, the change will be removed from the Shifts editor.
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4.4. Notifying heads of departments

The Codeks Shifts add-on allows heads and deputy heads of departments  to be informed about

employees who have come to work in a shift they have not been assigned to, and about absent employees

who have not come to work at all.

The head of department is notified of the

employee's incorrect entry as soon as the

employee registers incorrectly.

 

 

Notifications of employees who did not come to

work are sent at the times of daily calculations

- at midnight and at the end of night work.

NOTE
By default, the end of night work is set to 12.00, and
the setting can be changed in the Preferences of the
Codeks application in the Time attendance tab in the
Night shift section under the setting Night work end.  

34
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4.5. Notifying employees

Employees who work in shifts can be sent an individual email about their shift schedule.

NOTE

Each administrator can only send an electronic message of the scheduled shift work SIMULTANEOUSLY to
ALL employees for whom he has the right to view and edit shifts and who are assigned to any shift in the 
Shift editor.

NOTE

Employees will only be able to receive emails if they have a valid email address entered  in their user
settings.

NOTE
Before sending an email, check or design the template for emails  in the general settings of the Codeks
application.

1. To send an e-mail about the shift schedule to employees, click the Send e-mail icon in the toolbar of the

Shifts editor.

 

2. A pop-up window will open where you can select

the shift schedule period you want to send to

employees. By default, the next week period is set for

sending.

3. Click Send.  

4. All users participating in any of the shifts (and for

whom the current administrator has the right to

review or edit the shift work) will be sent emails with

their personal shift work schedule.
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4.6. Shifts in the Time attendance editor

4.6.1. Editing shifts on a day

NOTE
You can only assign or change a shift on a day to a user who has an individual shift  assigned!

In the Time attendance editor, you can subsequently change a shift (i.e., a Timetable for shift planning) for a

user who is assigned an individual, according to which his working hours are recorded.

NOTE
An employee who will be able to change their shift (timetable) on the controller MUST be assigned an
individual shift. Read more about individual shifts in chapter Individual shifts for individual users .

1. To change a shift (i.e., a Timetable for shift planning), first find and select the appropriate user in the

user list in the Time attendance editor.

2. Then double-click the day you want to edit to open the window for editing the day.

 

3. In the new window, select the appropriate shift from the Timetable for shift planning drop-down

list at the top right.

Then click Save.

 

4. Then select Recalculate events from the right-click menu on the day to incorporate the corrections

entered in the time attendance registration.

 

The system will warn you that you are about to perform a recalculation. Click OK to perform the

recalculation.
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4.6.2. * Section Current period comparative summary

When using the comparative timetable , a new section named Current period comparative summary,

where a user's data according to the comparative timetable will be displayed in the Time attendance editor.  

Settings Description

Period work obligation The number of hours the employee is obligated to work up to this moment according to
the comparative timetable.

Work obligation for
selected period

The number of hours the employee is obligated to work up to the end of the period
displayed in the Time attendance editor according to the comparative timetable.

Period plus The number of comparative saldo hours transferred from the previous period. 
(The value is dependent on theManual transfer from prev. month  setting located lower
in this section.)

Saldo period The (positive or negative) difference between the comparative work obligation and the
working hours performed by shift work in the current period.

Saldo The total value of the comparative saldo including the values of the Saldo period and
Period plus.

Manual transfer from
prev. month

The number of comparative saldo hours that will be manually transferred from the
previous period. The transferred value will be displayed in the Period plus field of the next
month. 
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4.6.3. Planned shift work report

In the Time attendance editor, you can print a shift report for individual users.

1. To print the scheduled shift work of users, first select the users for whom you want to generate a

report from the list on the left in the Time attendance editor.

You can select multiple users by holding down the Ctrl or Shift key.

2. Then click the Reports icon in the editor toolbar and select Planned shift work from the drop-

down list.

A new pop-up window will open.

3. In the new window, you can specify the period and then select other data to show on report.

 

- Show timetables (shows codes and colors of timetables in common row)

- Show absences (shows codes and colors of statistics that are set to mark absences in common row)

- Show sick (shows codes and colors of statistics that are set to mark sick leave in common row)

- Show work obligation (shows additional row with work obligation)

- Show Notes (shows additional blank row for entering notes)

Timetables, absences and sick leaves are displayed in combined row. Absences and sick days are displayed

priory to timetables, so if there are such statistics on specific day, the statistics will be displayed instead of

the timetable. Separate lines are added for work obligation and notes.
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For report you can choose between Portable document format (.pdf), Excel Worksheet (.xls), Excel

Worksheet (.xlsx), Open document spreadsheet (.ods) and Comma separated values (.csv).

4a. Click the Preview button to preview the data

that will appear in the report.

4b. Click the Use button to print the report in the

selected final format.
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4.6.4. Hours Realization Report

In the Time attendance editor, you can print a hours realization report for individual users.

1. To print the hours realization report of users, first select the users for whom you want to generate

a report for from the list on the left in the Time attendance editor. You can select multiple users by holding

down the Ctrl or Shift key.

2. Then click the Reports icon in the editor toolbar and select Hours Realization Report from the

drop-down list.

A new pop-up window will open.

 

3. In the new window, you can specify the period for printing and select the report data format. You can

choose between Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open

document spreadsheet (.ods) and Comma separated values (.csv).

 

4. Click the Use button to print the report in the selected final format.

 

The report shows the number of scheduled hours of shift work, the number of performed (realized)

hours of shift work and the difference between performed and planned hours of shift work for each

selected user.
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4.7. * Displaying the comparative balance on the controller

With the appropriate setting, you can allow employees to check the status of their comparative balance on

T&A controllers. You can set the display on the controllers (A) globally for the whole system or (B)

separately for each timetable.

A) Global setting for the whole system

In the Settings -> Preferences editor, in the TA screen tab, set

the display of the comparative balance value by selecting the 

Comparative balance option from the drop-down list.

B) Setting for an individual timetable

In the Timetables editor, open the window for editing a timetable. Under the TA screen section, select the

appropriate display group or create a new display group that will contain the Comparative balance option.

To display the comparative balance select Comparative balance from the drop-down list.

You can read more about the TA screen settings in the documentation of the Codeks application,

which is available on our download pages: https://jantar.si/en/documentation/.

https://jantar.si/en/documentation/
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Example of using the display of the comparative balance on the controller

A company has their global settings for the display on

T&A controllers set so that users can view their

comparative balance by registering an Info event on

controllers. 

 

In this way, users in the company can check the status of their working hours according to the comparative

timetable at any time by pressing the Info button and registering on the controller.
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5. Sending tables
To implement the entered settings for the Codeks Shifts you must update the saved data on the affected

controllers by using the Send tables function.

1. To send tables click the Send tables button in the Main menu. A new window will open where you can

select the appropriate controllers.  

2. Select all the controllers to which you want to send tables from the List of controllers on the left. 

3. Click the Send tables button.  

The List of hardware also shows the current state of
communication with controllers:

 - Controller is connected

 - Controller is not connected

  - Controller is not in use

Reset controllers - The settings of the inputs and outputs of the
controllers will be reset (to their basic values) when sending tables.
(The function resets the blocked/unblocked status of readers, resets
the anti pass-back status of users, and affects the operation of
macros.) 

Send only screen keypad changes - Sending graphic keypad
elements to controllers with a touchscreen can be a very time-
consuming process which can also significantly burden the network
connections because a large amount of data is sent. If you enable
this setting, only changes of the keypads that may have been made
will be sent to the controllers.

The process can take several minutes depending on the number of controllers and the speed of

the connection.

4. The system will display a report in the window when the process is finished.

The Operation report field will show a quick report of the
completed process:

 - Data was sent successfully

 - Data was not sent successfully
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6. Appendix

6.1. Changing the shift timetable on the controller

You can read about the user settings and instructions for configuring timetables for the system where users

can change their shift (timetable) on the controller in the sub-chapters of the chapter Settings for the

Codeks Shifts . The following chapter describes the user registration process when changing the shift on

the controller.

1. When an employee wants to change their shift

or time attendance timetable, according to which

their  work  hours  will  be  recorded  they  must

first press the appropriate shift (timetable)

key on the controller.

 

2.  Then,  the  employee  brings  their  card

closer  to  the  controller.  The  controller

records the timetable selection and displays

the  timetable  change  information  on  the

screen.

With this, the user successfully changed the shift

(timetable),  thus  ensuring  that  their  daily

events recorded throughout the current day

will be recalculated according to the NEWLY

SELECTED timetable.

 

3.  In  the  next  step,  the  user  must  still  register

their entrance (arrival at work).

The  user  therefore  once  again  brings  the

card closer to the controller or first presses

the appropriate key (e.g.  Private) and then

brings the card closer to the controller.

Only  this  second  registered  event  on  the

controller  will  be  regarded  as  the

employee's arrival at work and will  also be

recorded  as  such  in  their  time  and

attendance.
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