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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.o0. 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
software 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.

Codeks Shifts Add-on 6
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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, SI1-4202 Naklo
SLOVENIA

VAT ID: SI134737332

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.

Codeks Shifts Add-on 7
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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).

Codeks Shifts Add-on 8
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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:

@

Eerelles
.
et
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/ 1

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[ 114 using another device with
internet access.

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

|:] CodeksService.InstallState

& CodeksServiceManager.exe

|j CodeksServiceManager.exe.config

W

‘% V 10.2009.5.14500

Codeks service is currently

Protocol

Change port

Open Codeks application

Codeks server port 2090
DEBUG_2 “

Enable local login Check for updates
Manage system Comm security SSL certificates

Compary |Company | Save

Codeks start mode
Log level

License Manager

Exmail or cortact person | company @email com| |

Lol SLOVENIA v
| agree to data usage Data usage

Updates license expiry date 21.10. 2021

License code Add license code

Delete license code

Enter new license code

Online activation

‘ 12345-JANTAR-98765-SOF TWARE-12457-87541

Manual activation

" s

Online deactivation

Manual deactivation

Print upgrade request

License Manager

Company |Company | Save
Exmail o contact person  [company @email.com |
Cokkey SLOVENIA v
| agree to data usage Data usaqe
Updates license expiry date 21.10.2021

Licerse code Application Vaidtl  Vers.. Act TR EE—

ANTAR 0275

12345-JANTAR-98765-SOF TWAR

Delete license code

| Online activation

Manual activation

Online deactivation

Manual deactivation

Print upgrade request |
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5. When you are done editing don't forget to License Manager

L Compary [Company | [ Save
save the changes by clicking Save. U |
ottty SLOVENIA 5
| agree to data usage Data usage

Updates license expiry date 21.10. 2021

License code Application Valid till wers... | Adi.. | |/ IS e o

DIERAARE 1 ; i Delete license code

Online activation
Manual activation
Online deactivation
Manual deactivation

Print upgrade request

6. In the main window of the Codeks Service a0

-
Manager program restart the Codeks sl W

Service by CliCking the Start button. Codeks service is currently

Start

Open Codeks application

Codeks server port 2090 Change port
Codeks start mode
Log level

Enable local login Check for updates
Manage system Comm security SSL certificates

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

visible in the login menu.

Codeks TA User login
Administrator login

Codeks Shifts Add-on 10



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.

License Manager

Compary |Company | Save

Exmail or cortact person | company @email.com |

ottty SLOVENIA v

| agree to data usage Data usage

Updates license expiry date 21.10. 2021

License code Application
{45 odek:
E-1245... | Shift

Add license code

B-98765-SOFTWAR
R-98765-SOFTWAR!

12345-JANTAI

Delete license code

Online activation

| Manual activation

Online deactivation

Manual deactivation

Print upgrade request

Company

§ ManualActivationForm

License code:  12345-JANTAR-08765-SOF TWARE-12457-87541
Chall, code: ‘123451JANTAR793?B&50FTWARE42457~B?541‘

Copy challenge to dipboard

Cadeks activation ‘ ‘

Cancel

Lice

Codeks - Codeks activation form

Company name:
Podjetje
Contact e-mail / person:

codeks@)antar si

Country:

Slovenija

Challenge code:

12345-JANTAR-98765-SOFTWARE-12457-87541

Codeks Shifts Add-on 11
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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.

Codeks - Codeks activation form

12345-JANTAR-98765-SOFTWARE-12457-87541

Permission to use your submitted information

The information of Codeks software license owners
Is stored in our Jantar database. The data will be

stored throughout the production and lifetime of the
Codeks software

Company

ManualActivationForm

License code: 12345-JANTAR-98765-SOF TWARE-12457-87541
Chall code: |12345-JANTAR 98765-SOF TWARE-12457-87541]

Copy challenge to clipboard

Codeks acivation [12345-JANTAR-08765-SOF TWARE-12457-87541]

Country

SLOVENIA -
| agree to data usage Data usaqe
Updates license expiry date 21.10.2021
License code Application

=
Cacn
License Manager

Company

E-mail or cortact person

|Company | Save

[company @email.com |

Valid till Vers.. Acti Add license cods

L Delets license code
Online activation
Manual activation
Online deactivation

Manual deactivation

Print upgrade request |

Codeks Shifts Add-on 12
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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.

° & B G Tools for working with shifts | Admin
Back [Adesnft Edtsnt Delete
i
Shifts (In tabs) Drop-down menu for =
selecting individual shifts
Work obligation: 176:00 Timetables
o 0 e
w Monday Tuesday Wednesday Friday Saturday Sunday Tools for entering
o w2 st v 3 SiRNOVerk(w 4 SfNO Vrk(v timetables
Users 6 Usesi 6 Users 6
Y s
[4] Shift NO Work Obligation
st v 6wt v 7 e v i | o it v 10 SHRNOVork(v | 1. SHNOWerk(v| | userists
Usersi 6 Users 6 Usersi 6 : Users 6 Usersi 6 Users 6
@ 0] Clear
’ Tools for entering
Display by days userl lists
2 | st | 14 i it v 17, SNENO Work (v | 18. ShiftNO Work (v
Users: 6 Users: 6 Users: 6 - Users: 6 Users: 6 Bifeamc
Timetables
Moncay (Choose
0.ttt v |20t v| 2 mat v| 2 it v| 23 Bt | 24 SNOVerk(v| 25. SwitNOWerk(v| | Tuesday Crosse v
[Py Urers 6 e 6 Urers 6 e 6 Ui 6 Urers 6 Wednesday
Advanced tools for
entering timetables
26 st v|an et v |B8 st w28 st |30ttt v 31 ShNOVork(v T
ez 6 Uners 6 [ Urers 6 Urers 6 ez 6 Sunday [croee v
Hosy Choose v
Change
Gensrate i sample

You can assign shifts to users by defining them in a shift/4s) (by manual selection or using a list of

users), create an individual shift for a particular user/ 4, or assign a shift to a Time attendance

group or an individual user in the Groups editor/s2\.

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

an email[ e,

Codeks Shifts Add-on 13
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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/[ 6 and about missing employees who did not come to work in the
scheduled shift[ed.

Shifts (Lin Cleoc) © (inbox x Unscheduled arrival (Anders Tatiana) Inbox x
Shifts shifts
Forme ~ Forme ~

User Lin Cleo was not present in the assigned shift. User Anders Tatiana has arrived in unscheduled time interval.

4 Reply ®» Forward . Reply m» Forward

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[ 49

assigned. It is also necessary to assign intervals of the Timetable selection[234 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[7d) on the

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

according to the newly selected timetable.

Codeks Shifts Add-on 14
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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/ 163
Locations, where employees will register shift work, must have the Enable time registration setting
enabled.

2. Timetables settings/1™

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[23%, 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[ 4%,

* To set up a shifts system with a comparative timetablel2? 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/2$
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|3t
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/s&)

The Codeks Shifts add-on also enables sending notifications to:

- the heads of departments/ 363 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|39 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[ah
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[ 4.
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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.

Location
Name Entrance
Location Passage -

Location code

'Enahle time registration

Auto unlock & lock No auto unlock & lock &P
Location tag

Allow opening via Bluetooth [J

Allow opening via WiFi (W]

Allow protocol card recovery J

Enable software counter (]

Codeks Shifts Add-on 16
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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[1$

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[ 19" 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|23), 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[2, you must also create new Timetables for
time attendance, which will be used as comparative timetables.

o= B @
Admin

Back | Addshift Editshift Delete

shift
individual use 4
Morning Shift  Afternoon Shift Night Shift Maintenance Shift SPRING Shift SUMMER Shift AUTUMN Editing tool
L Work obligation: 184:00 Timetables
o December 2020 I [} 0] Clear
w Monday Tuesday Wednesday Thursday Friday Saturday Sunday [1] 1t shift
1. 1st shift ~| 2. istshift v |13, 1stshift ~ |4 istshift ~ 5 shiftNOWerktw 6. Shift NO Werk v
[2] 2nd shift
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6
49 [3] 3rd shift

[4] Shift NO Work Obligation

! 7. | 2nd shift ~ | 8. 2nd shift ~| 9. 2nd shift v | 10. 2nd shift ~| 11, 2nd shift ~ 12, Shift NOWork v 13, Shift NO Work 1w User lists
’ Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6
50 [0] Clear
[1] Team A
[2] Team B
14, 3rd shift ~| 15, 3rd shift ~| 6. 3rd shift v | 47, 3rd shift ~| 118, 3rd shift ~ 19. Shift NOWorkiw 20. Shift NO Work '
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 [3] Team ©
51
Timetables
Monday | 3rd shift
21, st shift ~ | 22, 1stshift ~| 23, st shift v | 24, 1stshift ~| 25, 1stshift ~ 26 Shift NOWorkiv 27, Shift NO Work 1w
Tuesday | 3rd shift
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 .
& Wednesday
3rd shift v
Thursday| 3rd shift v
Friday | 3rd shift v
28. 2nd shift ~ | 29. 2nd shift ~ | 30, 2nd shift v | 31, 2nd shift ~
Saturday | Shift NO Work O v
Users: 6 Users: 6 Users: 6 Users: 6
b Sunday | Shift NO Wark O v

Holiday | Shift NO Work O v

Change

3. Timetable for the allocation of access rights[21, 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.

W 4 | e e 1 X
= Groups Back Add group Editgroup  Coy n  Edit revision Work Group access. -
Grc Rev rights De le Shift shift 06-00-14:00 = Genera. 14:00 14
Employses! Shift ALL. i ift 16.00-22:0% Entry 1600 2200 2200
Shift ALL Shift ALL v t shift 14:00-22:00= Exit 14:00  22:00 14:00
|
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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

Basic data

Add timetable icon in the toolbar of the

) ) Name Shifts NO Work Obligation

Timetables editor.

Type Timetable for shift planning hd
Timetable for time attendance
i i iti i Onl timetabl

2. A new window will open for editing the timetable Calendar i

settings. Cods
Color B#QQCSFE

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

timetable, then select Timetable for shift Ll

Displayed data on registration = Default v | | Editdis roups

planning from the Type drop-down menu.

Work obligation

3. Then, in the Work obligation section below, set Monday  |00:00 |@ Hiemm Tuesday  00:00 € HH:mm
the values for all days to 00:00. The timetable will Wednesday |00:00 | @ Hrimm Thursday 0000 | HH.mm
) ) ) ) Friday 00:00 | HH:mm Saturday 00200 |@ HH:mm
thus determine no work obligation for users (i.e.
Sunday 00:00 @ HH:mm Holidays 00:00 |@ HH:mm
work obligation will be 0).
Average work obligation 00:00 € HH:mm
*4. If you want, you can set a custom color for the Decieisé keave foi woik obligation ]
. i i ) Statistic id when work obligation is 0 Interval does not count for any statistic. ~
timetable. However, this color will only be used in
Lunch count mode Default ~
the Planhed Shlft Work 64 report, Wthh y0u can Drive count mode Default ~

Ignore holiday and weekend @]

print in the Time attendance editor. o |

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

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.
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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!/e# 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.

Basic data

Name

Shifts NO Work Obligation

Type Timetable for shift planning b4
Timetable for time attendance
Only access timetahle

Calendar Timetable for shift planning

Code

Color |E=j#o9C5F5

TA screen

Displayed data on registration | Default ~| | Editdis roups

Work obligation

Monday 00:00 € HH'mm Tuesday 00:00 @ HHmm

Wednesday 00:00 € HH.-mm Thursday | 00:00 @ HH.mm

Friday 00:00 o HH-mm Saturday 00:00 o HH-mm

Sunday 00:00 @ HH:mm Holidays 00:00 @ HH:mm

Average work obligation

Decrease leave for work

Lunch count mode

obligation O
Statistic id when work obligation is 0 Interval does not count for any statistic. v
Default Lo
Default v

Drive count mode

Ignore holiday and weekend @B

24h

Cancel

00:00 |@ HH:mm

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.

‘EJ’ Timetables o i

Back Add Edit

Home

Timetables Search List of all time intervals

I » 1st shift
Tona e Business 07:00-14:00
Business 1st shift 06
EB-shiR vk -22.0F Genera| 1400 | 22:00
¥ 3rd shif Business 3rd shift 22.00-06.08 Genera... 22.00 | 06.00
» Always Cancel = Cancel 00:00 23:59
» Fixed Exceptional =Entry/ ... 00:00 23:59
Fixed entry + Entry 00:00 06:00
» Flexible Fixed entry 00:00-07:00 = Entry 00:00 | 07:00
» Monday - Saturday = Fixed entry 1st shift 00.00-06#{ Entry 00:00 06:00
Fixed entry 2nd shift 08.00-148 Eniry 08:00 14:00

timetable  timetable interval

Edit interval Delete
interval

Stop Button

06:00 06:00
07:00
06:00
14:00

bu

£

EREY] = | s | = | o)

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

In the presented case, simple fixed timetables ist shift
were Cr_eated’ . . Name Type From To Start Stop Button
o which always round off the arrival time of
eIl CeRtek] fixed time at the start of a shift
(6_00’ 14.00 or 22_00)[ Business 1st shift 06:00-14:00 = General p 06:00 14:00
¢ and also rounds off the departure time of Cancel = Cancel 90:00 | 2359
s CrReK] fixed time at the end of a shift EXpaptona SNyl Bt 00008 2853
Fixed entry 1st shift 00.00-06:00 = Entry 00:00  06:00  06:00
Fixed exit 1st shift 14:00-22.00 — Exit 1400 2200 14.00
Info = Info 00:00  23:59 4
Lunch 1st shift = General p 09:00 10:00
Private 1st shift 06:00-14:00 = General p 06:00 14:00 2

Employees are entitled to [ITi1a:0 during work,
which can be used from 9.00 to 10.00 in the first 2nd shift

Shift, from 18.00 to 19.00 in the Second shift Name Type From To Start Stop Buiton
and from 3.00 to 4.00 in the third shift.

Business 2nd shift 14:00-22:00 = General p 14:00 22:00 1
Cancel = Cancel 00:00 2359 9
Exceptional == Entry / Exit 00:00 23:59 3
Employees can also make Fixed entry 2nd shift 08.00-14:00  — Entry 0800 1400 1400
Fixed exit 2nd shift 22:00-06:00 =it 22:00 06:00 22.00
Info = |nfo 00:00 23:59 4
Lunch 2nd shift = General p 18:00 19:00
Private 2nd shift 14:00-22:00 = General p 14:00 22:00 2
Additionally the following intervals are also added to <
: 3rd shift
the timetables:
e the interval Name Type From To Start | Stop | Button
Business 3rd shift 22:00-06:00 = General p 22:00 06:00 1
Cancel = Cancel 00:00 23:59 9
Exceptional = Entry / Exit  00:00 23:59
Fixed entry 3rd shift 16.00-22:00 = Entry 16:00 22:00 22:00
e the interval BT PolsdmTRe. e e = 7
BI_Q ees to =_f;1mve_ 0 [ea‘ve_ work whe Lunch 3rd shift = General p. 03:00  04:00
CldlleRelEalulel as instructed by their head of Private 3rd shift 22:00-06:00 —Generalp.. 2200 0600 2

department.
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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[ 194, 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

Basic data

[

Shift AL

Type Timetable for time attendance v
Timetabls for time attendance
Only ble

Calendar Timetable for shift planning

Code

Color

TA screen

Displayed data on registration

[W}=o00000

Default

v | Editdisplay groups

settings.

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

. . . rida © HHmm aturday © Hitmm
timetable, then select Timetable for time Zmiy = o = ot
attendance from the Type drop-down menu. (0 @
3. Then click Save. A new timetable will be added sy — :

R . Ignore holiday and weekend C
to the list of all timetables. 0

Cancel

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.

OBEBmEE8EE

N4
L

Timetables
Homna Back Add Edit Add Edit interval Delete
timetable  timetable interval interval hum
Timetables Search List of all time intervals *
¥ 3-shift work = y S Stop Button
» 3rd shift = £ £
Business 07:00-14:00 General 07-00 14:00 1
¥ Always Business 1st shift 06.00-14:00 eneral .. | 06:00 | 14:00 1
» Fixed Business 2nd shift 14 = General 14:00 22-:00 1
» Flexible " = General 22:00 06:00 1
= Cancel 00:00 2359 9
= Entry / Exit  00:00 2359 3
» Shift ALL Fixed entry + Entry 00:00 0600  06:00 | 06:00
» Shift NO Wark Obligation Fixed entry 00:00-07:00 =+ Entry 00:00 07:00 07:00
Fixed entry 1st shift 00.00-06:00 == Entry 00:00 06:00 06:00
Fixed antrv 2nd shift 08 00-14-00 = Fntry na-nn 1400 1400

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

the Groups editor.

a . m @ G ‘ Admin
Back Permission | Addgroup  Editgroup | Copy revision Work  Group access
view obligation rights
history
Group filters Revision of group rights Default timetable Shift
Time and attendan v Initial revision = Choose v Choose v Save
Last name Name Department List of Groups List of Passages Timetable Actien
£ Anders — Tatiana I ¥ Company/Main Entrance | shinALL v fopen v
! b
EBrown = Luis Field [Shift ALL {3 Company/Main Exit | Shift ALL + Mopen v
: — I—I; | -
[ Christmas Maria giles 4 Company/Side Entrance | Shit ALL ~ llopen v
VI = Sebasii M t H
£ Cooper ebastian aniagemen 4 Company/Side Exit | Shift ALL ~ fopen v
E Elder — Niko Field ; :
M Evans = Timothy Field
3 Flanighan = Andy Field

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

PRES =
‘EI/ Timetables o .' -
e Back ! Add ) Edit X Add Edit interval .Detete Edi
timetable  timetable interval interval butto
Timetables | Search List of intervals on selected timetable *
¥ Beshift work - Name Type From  To Start | Stop | Button
» 3rd shift
b Always Business 1st shift 06:00-14.00 = General p. 06:00 14:00 1
. Fixed‘ Business 2nd shift 14:00-22:00 = Generalp... 14:00 22:00 1
Business 3rd shift 22:00-06:00 = General p 22:00 06:00 i
¥ Hexible Cancel — Cancel 0000 2359 9
» Monday - Saturday Exceptional = Entry / Exit  00:00 23:59 3
» Shift ALL Fixed entry 1st shift 00.00-06:00 = Entry 00:00 06:00 06:00
: o e Fixed entry 2nd shift 08.00-14:00 == Entry 08:00  14:00  14:00
F{ShittNO, Wark Otligation Fixed entry 3rd shift 16.0022:00 = Entry 1600 2200  22:00
Fixed exit 1st shift 14:00-22:00 = Exit 1400  22:00 14:00
St neiaties ShiEALI Fixed exit 2nd shift 22.00-06:00 = Exit 2200 06:00 2200
o Fixed entry 1stshift 00 00-06:00 Fixed exit 3rd shift 06:00-14:00 ={Et 06:00 14:00 06:00
Info = Info 00:00  23:59 4
[00:00 - 06:00] 5
Lunch 1st shift = General p. 05:00 10:00
® Lunch st shift [09:00 - 10:00] Lunch 2nd shift = Generalp . 1800  19:00
® Fixed entry 2nd shift 08.00-14:00 Lunch 3rd shift — General p. 03:00 04:00
[08:00 - WJ'DEI] Private 1st shift 06:00-14:00 = Generalp... 06:00 14:00 2
Private 2nd shift 14:00-22:00 = General p 14:00 22:00 2
el 2nd s [15,00~13:00] Private 3rd shift 22:00-06:00 = Generalp.. 2200  06:00 g
’ o Fixed entry 3rd shift 16.00-22:00 Waork afternoon = Time cut 14:00 22:00
[16:00 - 22:00] Work Holiday = Time cut 06:00  22:00
a Lunch 3rd shift [03:00 - 04:00] Work Holiday night = Time cut 22:00 06:00
Waork Holiday Sunday = Time cut 06:00 22:00
o Fixed exit Ist shift 14:00-22:00 Work Holiday Sunday night — Time cut 2200 06:00
[14:00 - 22:00] Work night = Time cut 22:00 06:00
» Fixed exit 2nd shift 22:00-06:00 Woark Sunday = Time cut 06:00 = 22:00
[22:00 - 06:00] Work Sunday night = Time cut 22:00 06:00
Remove interval from timetable
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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/ 49,

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.

‘w/ Timetables o % 5 m

Back Add Edit dit int; | Delet: Edit Gi
Home o timetable timelellbie e inlzre\f:\ buttn‘ns roues
2. Enter a name for the interval and select the Timetable Interval data

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.

Interval description
Shift MORNING

Te:
ShifgMORN Ikl

From

© HH:mm

Valid from

Action

Timetable

Default timetable

Cancel

Interval data

Interval description
Shift MORNING
Text

Shift MORNING

From

@ HH:mm

Valid from

Action

Interval type

Standby interval
Automnatic
Automatic insert

Interval type

Timetable selection v
Button (Edit)
11 - MORNING ~

Choose
1 - Business

2 - Private

3 - Exceptional
4 - Info

5- Lunch

6 - Overtime

9 - Cancel

12 - AFTERNOON
13- NIGHT

14 - NONE

102 - Nadure

[ Exclusive
[ Exclusive

& Monday
Bl Tuesday
‘Wednesday
Thursday
Friday
| | saturday
|| sunday
| |Holiday [ Exclusive
| |Restday [ Exclusive
CIH day (night work)

interval color

|

Timetable

Default timetable

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

will be able to use the Timetable selection interval. Interval description Interval type BMonday
Shift MORNING Timetable selection ~ | 4 Tuesday
Wednesday
P Button (Edit) B Thursday
Shift MORNING 11-MORMING  ~  EFriday
From To Sgaludrday
i unday
BUCLLE [ s 2358 @ Hrtmm OHoliday [ Exclusive

[JRestday [ Exclusive
[J+1 day (night work)

Valid from Walid till Interval color
Action
~
Timetable
Default timetable v

Gance] m

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

for shift planning that the user will activate by selecting Interval description Interval typa Eonday

Shift MORNING Timetable selection v Tueﬁda‘f‘
H H [ 'Wednesday

this interval. = p— s
Shift MORNING 11-MORNING | EFriday
From To [ Saturday

[JSunday

s S 258 @ Hrtmm OHoliday [0 Exclusive

[JRestday [ Exclusive
[J+1 day (night work)

Valid from WValid till Interval color
Action

hd
Timetable

. SHIFT morning

Default timetable
SHIFT none

SHIFT moming m
SHIFT night
SHIFT afternoon

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.
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Adding intervals to the timetables of the shifts system

The newly created intervals must then be assigned to the timetable for free days/18, all the shift work

timetables[19, and the timetable for allocating access rights/21.

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.

Timetables = Search: List of all time intervals *
» Fixed = Name Type From To Start Stop Button
b Flexible timetable@
» Monday - Saturday Shift AFTERNOON = Timetable 0000 2359 12
e Shiit MORNING + Timelable ... 00:00 | 23:59 11
Shift NIHGT = Timetable . 00:00 2359 13
pal:LArmEnhe Shift NONE —Timetable .. 0000 2359 14
» SHIFT none
» SHIFTS all

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).

Timetables Search List of all time intervals *
b Fixed - Name Type From To Start | Stop Button
» Flexible timetable[3,

» Monday - Saturday
Shift MORNING + Timetabl 00:00 23:59
» SHIFT afterncon n metave >

LEHEmonng J Shift NONE = Timetable . 0000 = 2359 14

» SHIFT night
» SHIFT none
» SHIFTS all

Timetables = Search: List of all time intervals *

» Fixed - Name Type From | To Start Siop Button
» Flexible timetable
» Monday - Saturday

» SHIFT afternoon

hift MORNING % 00:00 23:58

S

» SHIFT morning Shift NONE = Timetable ... 00:00  23:59 14
» SHIFT night

» SHIFT none
» SHIFTS all

3. Repeat the procedure for each timetable that users will be able to select on the controller.
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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[ 704,

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.
SHIFT afternoon

Cancel = Cancel 00:00 2359 9 f Business 2nd shift 14:00-22:00 = General p. 14:00 22:00 1

Info b m: 00:00 23 2 4l Cancel == Cancel 00:00 23:59 9

Shift AFTERNOON = Timetable 00:00 2359 12 Exceptional = Entry / Exit 00:00 23:59 3

Shift MORNING = Timetable 00:00 2359 1" Fixed entry 2nd shift 08.00-14:00 = Entry 08:00 14:.00 14:.00

Shift NIHGT = Timetable 00:00 2359 13 ||l Fixed exit 2nd shift 22:00-06:00 = Exit 22:00 06:00 22:00

Shift NONE = Timetable 00:00 2359 14 M Info = Info 00:00 23:59 4
Lunch 2nd shift = General p. 18:00 19:00
Private 2nd shift 14:00-22:00 = General p 14:00 22:00 2
Shift AFTERNOON = Timetable 00:00 2359 12
Shift MORNING = Timetable 00:00 2359 1
Shift NIHGT = Timetable 00:00 23:59 13
Shift NONE = Timetable 00:00 23:59 14

From

Type To Stat | Stop | Button Type From | To Stat | Stop | Button

Business 1st shift 06:00-14:00 = General p. 06:00 Business 3rd shift 22:00-06:00 = General p

Cancel = Cancel 00:00 23:59 9 | Cancel = Cancel 00:00 23:59 9
Exceptional = Entry / Exit 00:00 23:59 3 | Exceptional = Entry / Exit 00:00 23:59 3
Fixed entry 1st shift 00.00-06-00 = Entry 00:00 06:00 06:00 Fixed entry 3rd shift 16.00-22:00 = Entry 16:00 22:00 22:00

Fixed exit 1st shift 14:00-22:00 - Exit 1400  22:00 14:00 Fixed exit 3rd shift 06:00-14:00 - Exit 06:00  14:00 06:00

Info = Info 00:00 2359 Info = Info 00:00 23:59 4
Lunch 1st shift = General p. 09:00 10:00 Lunch 3rd shift = General p. 03:00 04:00

Private 1st shift 06:00-14:00 —.General p 06:00 14:00 Private 3rd shift 22:00-06:00 = General p 22:00 06:00 2
Shift AFTERNOON = Timetable 00:00 2359 Shift AFTERNOON = Timetable 00:00 2359 12
Shift MORNING = Timetable 00:00 2359 Shift MORNING = Timetable 00:00 23:59 1"
Shift NIHGT = Timetable 00:00 23:59 Shift NIHGT = Timetable 00:00 23:59 13
Shift NONE = Timetable 00:00 2359 Shift NONE = Timetable 00:00 23:59 14

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.
Name Type From | To Stat | Stop | Button

Business 1st shift 06:00-14:00 = General p. 06:00 14:00 1
Business 2nd shift 14:00-22:00 = General p. 14:00  22:00 1
Business 3rd shift 22:00-06:00 = General p. 22:00 06:00 1
Cancel = Cancel 00:00 23:59 9
Exceptional == Entry / Exit 00:00 23:59 3
Fixed entry 1st shift 00.00-06:00 = Entry 00:00  06:00  06:00

Fixed entry 2nd shift 08.00-14:00 = Entry 0800  14:00  14:00

Fixed entry 3rd shift 16.00-22:00 = Entry 16:00 22:00 22:00

Fixed exit 1st shift 14:00-22:00 =l Exit 14:00 22:00 14:00

Fixed exit 2nd shift 22:00-06:00 = Exit 2200  06:00 22:00

Fixed exit 3rd shift 06:00-14:00 - Exit 06:00  14:00 06:00

Info = Info 0000 2359 4
Lunch 1st shift = General p. 09:00 10:00

Lunch 2nd shift — General p. 18:00  19:00

Lunch 3rd shift = General p. 0300  04:00

Private 1st shift 06:00-14:00 = General p. 06:00  14:00 2
Private 2nd shift 14:00-22:00 = General p. 14:00 22:00 2
Private 3rd shift 22:00-06:00 = General p. 22:00 06:00 2
Shift AFTERNOON = Timetable 00:00 2359 12
Shift MORNING = Timetable 00:00 2359 1
Shift NIHGT = Timetable 00:00 23:59 13
Shift NONE = Timetable 00:00 23:59 14

An example of a (standard) timetable configuration can be found in chapter Example of timetables for 3-shift work] 20",
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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

- - . - Basic d.
Add timetable icon in the toolbar of the Timetables —
Comparative timetable
ed ItOI’. Type Timetable for time attendance 23
| Timetable for ime atlendance
2. A new window will open for editing the timetable o i e b o b
settings. Code
Color #ifft Lz
In the new window, first enter the name of the
timetable (e.g., Comparative timetable), then e
I T bl f A d f h Displayed data on registration = Default v Edit dis roups
select Timetable for time attendance from the
Work oblig
Type drop-down menu. -
Monday 08:00 @ HH:mm Tuesday 08:00 @ HH:mm
3. In the Work obligation section set the work iR |G RN ey |G R
i . Friday 08:00 @ HH:mm Saturday 00:00 |@ HH:mm
0b||gat|0n fOr eaCh day Of the Week' Sunday 00:00 @ HH'mm Holidays 00:00 @ HH:mm
4. Finally, click Save. The new timetable will be Average work obligation 00:00 € HH-mm
added to the list of all timetables. Deciéess 2yalonwonbhatn 2
Statistic id when work obligation is 0 Interval does not count for any statistic. ~
Lunch count mode Default v
Drive count mode Default b
Comparative timetable None ~
Ignore holiday and weekend ]
24h O
Cancel Save
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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 Yy .
e Timetables
Home
- - H Basic data
timetable used in the shift work system, -
Timetables Search: Name SHIFT moming
first, select the timetable from the list of b Fiad < ff v Timetabl or it planring %
» Flexible
. . . - Calendar Choose v
all timetables in the Timetables editor. » Monday -Satucay
SHIFT aftemoon Cal
- = SHIFT morni Color #FFc2co |
Double-click on the timetable to open the =
St
- d f d .t. th t t bl » SHIFT none TA screen |
window for editing the timetable. i Displayed dataon egistration | Defeu Bl
Intervals in timetable SHIFT morning ‘Work abligation
’ @ Fixed entry 1st shift 00.00-06:00 [00-00 - 0600 Monday 08:00 @ HH:mm Tuesday 08:00 @ HH:mm 1
.
® Lunch 1st shift [09:00 - 10:00] Wednesday 08:00 @ HH:mm Thursday | 08:00 (@ HH:mm [ |
@ Fixed exit 1st shift 14:00-22:00 [14:00 - 22:00] Friday 08:00 ° HH:mm Saturday 00:00 ° HH:mm !
.
e Private 1st shift 06:00-14:00 [06:00 - 14:00] Sunday 00:00 ° - Holidays 00:00 ° HH:mm
@ Cancel [00:00 - 23:59]
@ Exceptional [00-00 - 23:59] Average work obligation 00:00 |@ HH:mm
®Info [00:00 - 23:59] Decrease leave for work obligation (m]
® Business 1st shift 06:00-14:00 [06:00 - 14:00] Statistic id when work obligation is 0 Interval does not count for any statistic. "
@ Shift AFTERNQON [00:00 - 23:59] Lunch count mode Default v
@ Shift NIHGT [00:00 - 23:59] Drive count mode Default v
SSHIENONEID0:00 -23:E01 Comparative timetable None v
@ Shift MORNING [00:00 - 23:59] N
Ignore holiday and weekend [m}
24h (]
Remove interval from timetable =
Cancel Save
2. In the lower part of the window, find the Comparative Drive count mods Defaull =

Comparative timetable

Comparative timetable

Neone
3-shift work

timetable setting and select the comparative

Tgnore holiday and
timetable you have created in the previous step from 2

Cancel

the drop-down menu.

Monday - Saturday
SHIFTS all

3. Then check that all shift work timetables have the

Work obligation

proper work obligation value entered for every day or Monday 0800 @ Ht:mm Tuesday  08:00 @ HHmm

) R . Wednesday 08:00 @ HH:mm Thursday ~ 08:00 @ HH:mm
set these values appropriately for each day (including the ey [T Wi .
weekend and holidays). Sunday 0800 @ HHmm Holidays | 08:00 '@ HH:mm

4. Also, enable the Ignore holiday and weekend setting Comparative timetable Comparative tmetable s

Ignore holiday and weekend

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

o

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.

& | B

Back == Permission Add group Edit group Group
t view access rights

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.

Group information:

Group name Shift ALL

Type Time and attendance group o

Cancel M @

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.

Default timetable Shift

Choose v Choose

... select passage ... -.. select timetable and aglftn for passage. 4

List of Passages Timetable Action

Select group 4

List of Groups

Employaes bmpany/Main Entrance Shift ALL ~ N Open -
Shift ALL ¥ C dmgany/Main Exit 1st shift n v
2nd shift
Company) trance 3-shift work n v
Company/Side Exit 3rd shift n v
Always
Fixed
Flexible
Monday - Saturday
Shift ALL
Shift NO Work Qbligation
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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.
You are chaning group "Shift ALL" permission Select group *
Last name Name Department List of Groups
B Anders = Tatiana Administration
& Brown = Luis Field Shift ALL
B Christmas = Maria Sales
[ Cooper @Sebasuaﬂ Management
([ Elder + M Field
[JEvans + Timothy Field
& Flanighan = Andy Field
[l Gardiner-Boyle + Maia Sales
EdHill = Jeffery Production

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

- Reqular users/ 3 who are involved in shift work.

- Heads of departments/3# 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[2d 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.

User

Name Tatiana
Last name Anders
Personal 1D 1003
Email

Groups Choose

Department

Enable time registration

v

Select a department

o~ V¥

I Time registration start date

0109.2020

Card 2315665156

Allow card number input on keypa

PIN

Cancel

o September 2020 o

Wk Mo Tu We Th Fr Sa Su
36 l 2 3 4 5 6
37 7 8 9 10 11 12 13
3 14 15 16 17 18 19 20
39 21 22 23 24 25 26 27
40 28 29 30
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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

User

users. A new window for editing the user's Name Tatiana
. . Last name Anders
settings will open.
Personal ID 1003
. . Email
2. Then, on the Basic settings tab, under the
Groups Choose & ek o
Department section, click the Select a e

Sales

department link.

Enable time registrat] Select a departmej

A new window will open where you select the Time registration staf | Enter seareh
appropriate department and then click Save.

Card 23
3. Then click Save again in the first pop-up E

Allow card number in
window. PIN

Cancel

e - h ’

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

User

for editing the user's settings will open. Name Tatiana
Last name Anders
2. Then, on the Basic settings tab, under the Groups PersonallD 1003

Email

section, select the group for access rights from -
[ Groups fShift ALL] il Add group

the drop-down list. ) |C23e°§f ‘
Employees
Department hift ALL " & a department

3. Then click Save. i o
Enable time registration
Time registration start date 01.09.2020
Card 2315665156

Allow card number input on keypad [

PIN

Cancel
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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.

User
Name Sebastian
Last name Cooper
Personal ID 1001
r Email sebastian.cooper@company.com l
Groups Shift ALL A Add groun
Choose v
Department Select a department

o

Enable time registration

Time registration start date 01.09.2020

Card 46579211

Allow card number input on keypad [

PIN

Cancel
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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/36).

NOTE

Appointed heads and deputy heads of departments will only be able to receive emails if they have a valid
email address entered[34 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 [38hin 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.

User

Name Sebastian
Last name Cooper
Personal ID 1001
r Email sebastian.cooper@company.com '
Groups Shift ALL A Add grou
Choose v

Department Select a department

o

Enable time registration

Time registration start date 01.09.2020

Card 46579211

Allow card number input on keypad [

PIN

=
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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.

organization i

Admin

Add unit

1. To assign a head or deputy head of

departments, first double-click the desired

Company organization f

organizational unit to bring up a pop-up window to pri——

Accounting

edit the company structure. Advisration

Develo  Add company
Field Add sect

Manag 444 department

ProduC a4 sub degartment

Sales R

Suppor
s Add sub unit

Cut organization unit

2. In the pop-up window under the Head of
department and Deputy head of department Spmate
Name Administration
settings, select the user who will act as the Cote
Type Company v
head for the selected department. You can Default passage Croose =
Head of department Anders Tatiana M
choose from existing users in the Codeks system. Deputy head of epartment v
Close

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|3# 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 [36%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. SMTP Server Settings

SNTP port 555
You can read more about email settings in the SHTP hast i Coray oo
documentation for the main Codeks application. Username company@email.com
Password [rTe—
SMTP use S5
Mail settings
Sender company@emal com
Name Company notifications
Do not send links in email O
lgnore whether user is present when notify by email /]
Send mail on request
Send mail on approval or rejection
Send mail when statistic limit exceeded
Server URL (links) hitps:#company-TA.com
Test email settings
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To turn on the global setting for notifying heads of departments in the Preferences editor, on the Time

A) Enable global notification settings for unplanned user arrivals in shifts

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 you enable this setting, the system will send

if user arrives in an e-mail notification to the head of department

unplanned shift every time an employee comes to work in an
unscheduled shift or when an employee does

Night shift

Night wark start 20:00 © HH:mm
not come to work at all.
L ]
L ]
L ]
Set max. total transfer 00-00
ESEﬂd notification if user arrives to unplanned shift /]

obligation
Warktime approval O

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!

Wy . o=
i Shifts Admin
Hoane Back | Add shi Delete
shitt
Editing tool
Work obligation: 00:00 Timetables
o October 2020 ° [0] Clear
W Monday Tuesday Wednesday Thursday Friday Saturday Sunday 4] 1st shit
| 1. Choose v | 2. Choose ~ Choose ~ | 4. Choose v 21200 shin
Users: 0
40 3] 3rd shift
e 4] Shift NO Work Obiigation
% Morni ift
5. Choose: v 6. Choose v | 7. Choose v | B Cromel] | Morning Shlft Userlists
Users: 0 Users: 0 Users: 0 Usersso |  Description =
41 | 0] Clear
’ []TeamA
Type
g [2i Team B
12. Choose | 13, Choose v 14, Choose v 15. Choose Shift v
3] Team C
Users: 0 Users: 0 Users: 0 sers0 — = = Bilem
42 l Send notification if user arrives to unplanned shift l
Use to calculate time attendance 1L e
[ Individual use Monday Choose v
19. Choose ~ | 20, Choose ~ | 21. Choose v 22. Choose Tuesday | Choose v
Users: 0 Users: 0 Users: 0 Uersi0 | Wednesday | Choose v
e Thursday | Choose v
Save Cancel Friday Chosse ~
_ . ) Saturday | Choose ~
26. Choose: v | 27, Choose v | 8. Choose v 29. Choose <1756 choose ~ 1751 Choose v i S =
. Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Holiday S <
Change
Generate with sample
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In the Users editor, you can enable each user the right to be notified about different events in the shift work

C) Enabling user rights to notifications

of their co-workers from particular departments.

Basic settings Advanced settings Distance table
Department admin Shifts. Additional cards
Biometric data Additional fields Pei al details
Shifts
2®
» Al 0o
» Company 00
» Management [
» Administration 0o
» Production oo
» Development 00
» Support (]
» Field oo
b Sales
» Students 0o
Cancel @
Settings Description

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.

=i Receive notification in
case of unscheduled arrival

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.

® Receive notification in
case of unscheduled absence
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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[3% 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.

commands to display key data:
- 96s1 - the start date of the period for displaying the Program settings | Time attendance | TAscreen  Mail settings
Shlft SChedUIe, Automatic import / export Export  Additional fields  User interface
%6s2 - the end date of the period for displaying the
shift schedule,
%06s3 - table with the shift schedule.

Night shift

Night work start 20:00 © HH:mm

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

Shifts

Send notification if user arrives to unplanned shift

Planned shift work mail template Hello,<br />

3. When you are finished, click Save. ol e peiod o i
to %s2 you have been
assigned the following
shift work schedule:<br

<br />
%s3

<hr />

The schedule contains
your regular work hours
as well as any overtime
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Example of the email template: Example of a sent email:

Hello,<br /> . .

<br /> Planned shift work from 07/11/2022 ti 07/17/2022 = nbex x
in the period from %s1 to %s2 you have been assigned the

following shift work schedule:<br /> SHIFTS

<br /> Forme «

%s3 .

<ot i Example of the email template: Hello,

The schedule contains your regular work hours as well as any
overtime hours.
<br />

in the period from 11 07 2022 o 17. 07. 2022 you have been assigned the following shift work schedule

Date Timetable
Sincerely,<br /> 11.07. 2022 AFTERNOON SHIFT
Company, LLC 12.07. 2022 AFTERNOON SHIFT
13.07. 2022 AFTERNOON SHIFT
14.07. 2022 AFTERNOON SHIFT
15.07. 2022 AFTERNOON SHIFT

16.07. 2022 FREE DAY

17.07. 2022 FREE DAY

The schedule contains your regular work hours as well as any overtime hours.
Sincerely,
Company, LLC

Sending emails

Triggering the sending of a message to employees is described in the chapter Notifying employees/ 6.
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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.

o m ' jr Admin
Back | Addshift Editshit Delete
shift
Work obligation: 176:00 Timetables
° October 2020 ° [0] Clear
w Monday Tuesday Wednesday Friday Saturday Sunday 1] 15t shift
shi | st shi i i i v
1. 1t shift ~ 1st shift v 3. Shift NOWork (v 4, Shift NO Work (v [2] 2nd shift
Users: 6 sers: & Users: 6 Users: 6
40 3] 3rd shift
[4] Shift NO Work Obligation
5, st shift g, st shift v 7. dstshift %, 1st shift ~ 10, Shift NOWork (v 11, Shift MO Work (v {seriint
Users: 6 Users: 6 Users: 6 Users: 6 =rs: 6 Users: 6 Users: 6
[0] Clear
41
[21 Team B
12. 1st shift v 13, st shift v v | 15, 1st shift 16. 1st shift 5 18. Shift MO Work (v
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Bl G
42
Timetables
Monday | Choose v
19. st shift v | 20. 1stshift v | 21. st shift v 22, st shift v | 23, 1stshift v 24. Shift NO Work (v 25, Shift NO Work (v Tuesday |Choose v
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Wednesday
i Choose b
Thursday  Choose v
Friday | Choose v
26. 1st shift ~ | 27, tstshift ~ | 28, 1st shift v 29, st shift ~ | 130, 1st shift v | 31, Shift NO Work (v Saturday [Choose =
Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Users: 6 Sunday | Choose v
EE
Holiday | Choose v
Change
Generate with sample

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

editor toolbar.

Back Adduser Add multiple  Edituser  Delete user Time Groups Company
users attendance organization

User report
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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 © = E
‘." User lists : .
Home Back Edit Delete

userlist useriist

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.

General information FELET TR T

Name Production Q|

Description Anders Tatiana Sales
Brovn Luis Field
Christmas Waria Sales
Gooper Sebastian Wanagement
Elder Niko Field
Evans Timotny Field
Flanighan Andy Field
Gardiner-Boyle Waia Sales

Owner Admin Admin ¥ il Jefiery Production

T B > Jameson Boris Sales
Knowles derry Field

Puthc Knowles derry Support
Private
Lewis Joan Support
Lin Cleo Support
Wankovic Dario Development
Wartin Tamara Development
McEntyre Bruce Development
Puetto Wario Accounting
Russel Leo Production
Ryerson Emest Development
Snap Phiippe Devalopment
Sheidon Werida Sales
Smith Frank Production
Spring Dave Development
Tumer Wichael Field
West Wiatt Support
Shoviing 11026 of 26 entries
= =

Pubilic 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.

General information FELET TR T
Name Production [ a|
Description Anders Tatiana Sales
Brovn Luis Field
Christmas Waria Sales
Gooper Sebastian Wanagement
Elder Niko Field
Evans Timotny Field
Flanighan Andy Field
Gardiner-Boyle Waia Sales
Owmer Admin Admin ¥ il Jefiery Production
T R o Jameson Boris Sales
Knowles derry Field
Knowles derry Support
Lewis Joan Support
Lin Cleo Support
Wankovic Dario Development
Wartin Tamara Development
McEntyre Bruce Development
Puerto Wario Accounting
Russell Leo Production
Ryerson Emest Development
snap Phiippe Devalopment
Sheidon Werida Sales
Smith Frank Production
Spring Dave Development
Tumer Wichael Field
West Wiatt Support
Cancel “ -I

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.

Morning Shift

‘Wwork obligation: 176:00

W Monday

5. st shift

Users: 6
41

12. 1st shift

Users: 6
42

19. 1st shift

Users: 6
43

26. 1st shift

Users: 6

Tuesday

6. st shift

Users: 6

13. 1st shift

Users: 6

20. st shift

Users:

27. st shift

Users:

‘Wednesday

7. st shift

Users: 6

14. 1st shift

Users: 6

21. st shift

Users: 6

28. st shift

Users: 6

[ < N Wee Qe

Back

Add shift  Edit shiit  Delete

shift

Drop-down menu for

Tools for working with shifts

ridual use

Untn®

Admin

E g tool

October 2020
Thursday Friday
1. st shift v | 2. st shift
Users: 6 Users: 6
8. 1st shift v 9. st shift
Users: 6 Users: 6
Display by days

hift
Ty T
22, st shift v 23, Tstshift
Users: 6 Users: 6
29. st shift ~ 30, Tstshift
Users: 6 Users: 6

selecting individual shift/s

v

Saturday
3. Shift NO Work (v

Users: 6

10, Shift MO Work (v

Users: 6

17.  Shift NO Work (v

Users: 6

24, Shift NO Work (v

Users: 6

31. Shift NO Work (v

Users: 6

Codeks Shifts Add-on

Sunday
4. Shift NO Work (v

Users: 6

1. Shift MO Work (v

Users: 6

18.  Shift NO Work (v

Users: 6

25.  Shift NO Work (v

Users: 6

Timetables

[0] Clear

Tools for entering
timetables

[3] 3rd shift

[4] Shift NO Work Obligation

User lists

[0] Clear

Tools for entering
userl lists

[3] Team C
Timetables
Monday | Choose v
Tuesday | Choose ~

\Wednesday

b

Advanced tools for

entering timetables
Saturday | Choose w
Sunday | Choose ~
Holiday | Choose w
Changs

Generate with sample
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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 N
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.

Shifs (< MW e

Back | Addsnn Edtsnn Dekle

Shifs (< Mo W e

gl cctoa oo

Example 2 N
Team A shift =
The Team A shift is made for employees who are assigned to T
Team A with a user list, so the same employees are assigned to ki it

the shift for each day. Every week, the timetable changes, which W by — Voot sy o == — s
determines the shift in which the employees in Team A will work. e e
The 1st week they work in the Morning shift, the 2nd week they e —
work in the Afternoon shift, the 3rd week they work in the Night e COE O COED O D e
shift, then they again work in the Morning shift in the 4th week, a e e e

and so on. 4 e

e | e v|ie seein ][5 s v 6 3eni v ] 17, SO WokC | 18, SN0 Verk v
fmanc

@zmasen

= = = e B = [

v 25 SR NO Herk v

=

26, ndmie ol it v am amant ]2 sk v 30 2 | 31, S0 vork (v

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[ 49,

* 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[29, and Changing the shift timetable on the controller[7d".

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.

Back

Editshit Delete

shift

El

iAdd shift

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.

Add shift (]

{ Name |
fhorning shift
Description

Shift for Morning work (600 - 14:00)
Type
§  shift M

Send netification if user arrives to unplanned shift
Use to calculate time attendance
O Individual use

Save Cancel

You can enable the following settings for a new shift:

Settings

Send notification if
user arrives to
unplanned shift

Use to calculate
time attendance

* Individual use

Description

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.

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.

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[ 49",

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

Admin

o ll Eciting tool

17 . 0= @®
e Shifts
- o e K
=
T
o October 2020
—— ————— — —
o |
e s
A
] ] O T O |
e g e e
L
O IS | S| COND O
pioee e s R s o
a
T O 0| S| CON) |
e e e B
A
O | . O O
e s e e e
o

Timetabies
101 Cloar

1 1stanit
Ri2ndsnit
13 shin

4] ShiftNO Work Obligation

v Userlists,
[0 Clear

(1) TeamA
@2 TeamB

BiTeamc

<<

IR IR IR AR

Holiday

Change

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.
G B

Addsnit Edtsn Date

m ok
i shift | Night sif

o October 2020

2SI

3] 3rd shift

4] ShftNO Work Obligation

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

Al. 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

B1l. To add timetables according to a custom multi-day
pattern, first, click Generate with pattern.

A new pop-up window will open.

Bk

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.

~  No. days 3

From 01.10.2020

Timetable

Timetable

Timetable

1 Timetable

Timetable

Add

hift

—

To 31.10.2020

Shift NO Waork Obligation
2nd shift
Shift NO Work Obligation
3rd shift
Shift NO Work Obligation

01.10.2020 ' To 31.10.2020

° October 2020 o
e Th v Mh Mmoo e
- 2 3 4
5 6 7 & 9 10 11
12 13 14 15 16 17 18
9 0 N B B U B

6 27 8 W W0 N

e — il

B3. The generated pattern will be assigned to all days in the current month.
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Timetable | 1st shift

. days 3
. days 2
.days 3
. days 2
. days 3

000000

. days | 2

Use

Close

| 17. Shift NO Work v

Users: 6
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Simply by clicking on the appropriate (pre-prepared) User list, which is displayed at the bottom

4. There are two ways to add users to a selected day in the shift:

of the Editing tools section.

% , (< Yo N
‘e Shifts Admin
et Back | Adasnin Eatshn Dot
o
.
Work obligation: 176:00 Timetables.
o October 2020 O  wcex
w Monday Tuesday Sunday [1] 1st shift
[2] 2nd shift
© B3ashn
[4] Shift NO Work Obiigation
s v (e man v [% ] 10, SN0 Work | 11, s NO Vo (v —
=) o) s e 0 Userss 0
e i
> Dm—
2wt | M i v A e v s s | M6 st ] 17, SHRNOVerkcy | 18, SN0 verk (v
i Team
Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 B
2
Timetables
Vonday Croose v
To st v 0 it |20 et v |2 st v 23 it | 24 SWNOWork(w| 25 ShithOWorkCv| | Tuestay hoose v
e 0 Useri 0 e 0 ooy Usersi 0 e 0 Users 0 ecnesday
= Choose v
Tusdey Croose .
cro 7
26wt v 7 e v e it v| 29 et v 30 uta v 30 SHENOWerk(v, TEE
e 0 Users 0 e 0 e 0 Useri 0 et 0 oo S
“
Voiday Crosse +
cnange
Generat vith pattem

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

selected day.

1. October 2020

Shifts

‘Morning Shift

Work obligation: 176:00

imin

List of scheduled users

List of users added
to the shift on the ’
selected day

Q

077477 %5
w Mondsy | Evar: [ stshit
Y 5554
‘ Bl3rgshn
| 41501 WorkObigsion
v
[ 5 e user ists
| = List of all users
'f in the Codeks = 0] Cear
" Field
’ application fesd CEL
d Management.
@Teame
| D Field
Fiel
| =0 o fiane
é Timetables.
| | Monday (Choose
’w. st shife Tuesday | Choose v
Users: 0 Wednesday
Ghoose v
4 Thusday (croe
2 Friday  Choose v
| | B Saturday | Choose v
‘ e sniny (oroose v
A gy Croe v
120w
g e
Close Generate vith pattern

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.

OlalD =

Back QAdd shift QEditshit  Delete

shift

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

name and description of the new shift. ame
Maintenance
H H Description
3. Select Shift for the Type setting. T —
Type
Shift ~

]
[ send netification if user arrives to unplanned shift
O Use to calculate time attendance
0 Individual use

Save Cancel
4. Next, enable the Individual use setting.
A drop-down list will appear next to the setting. “::i‘:tmm
Description
5. In the new drop-down list, select the user to whom Shift for maintenance.
the shift will apply. (o g

Send notification if user arrives to unplanned shift

M Sio i

6. You can also enable the Send notification if user EIIDNUARISCR) Smith Frank

arrives to unplanned shift and Use to calculate time \ | -
-Save Cancel

attendance setting for the new shift.

Setting Description

Send If you enable this setting, the system will
notification if send an email to the head of department
user arrives to every time an employee comes to work in

unplanned an unscheduled shift or when an employee
shift does not come to work at all.

Use to If you enable this setting, the shift will be
calculate time used as a basis for recalculating events in
attendance 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.
Shifts o E E El AdmInEN

Back |Addshin Edishit  Delats
shit

Wy
5

[ February 2021 [

w Monday Toesday Wiednesday. Thursday Friday Saturday. Sunday

1. s moming v | 2. choose v |3 choose ][4 croose v |5 choose ~v| 6 croose v| 7. croose v

8. choose v| 9. croxe v 10, choose v . crose v| 2. choose | 13, croose | 14, crosse

15, choose | 16, choose | (17 choose | 18, croose | [19. choose | 20, choose | 21, cromse

2. choose |23, crose |24, choose |25, croose | 26, choose | 7. croose ~| 28, crose |

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.
om®mm@m ‘

N2
=

Back |Addshi Edtshit  Delots
shit

February 2021

Thursday Friday Saluda

|11, choose |12, choose v| 13, choose

2. choose v 23 choose | 24 croose | (25 choose | 26, croose | 27, choose

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 Reqular shifts[ 453,

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|s41. You can change the currently assigned

individual user shift in a controlled manner in the Groups editor using revisions/se".
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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.

OlalD =

Back QAdd shift QEditshit  Delete

shift

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

and description of the new shift. AL/ /A

3. Select Shift for groups for the Type setting. e

shift Merning
Description

.- - - hift for the M
4. You can also enable the Send notification if user LTS Ehe MORING, Srok

. . Type
arrives to unplanned shift and the Use to calculate Shift for group -

Send notification if user arrives to unplanned shift

time attendance settings for the new shift.

Use to calculate time attendance

Save Cancel

Settings Description

Send notification if user arrives to If you enable this setting, the shift will be used as a basis for recalculating events in employee
unplanned shift 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.

W Honday Toesday Wednesday Thursday Friday Saturday Sunciy (e
@znasnn
“ Bzasnn

4150 NO Work Ogaton

2 come  v|[achome v (4 come w5 come  vl6oome v Zcwome v Bcwme v ) Tieusies

o Chome v 0 Chome v AL Geme v 12 Onee v % Gome v 4 Gooe v 05 Geoe v

G Come v A Gome v e Ceme v A0 Chme v 20 Gome v 20 Gooe v 22 Gooe v

2 Cooe v 24 Gooe v |25 Gooe v |26 Gooe v |70 Gove  v| 2 Gooe v 29, Come v

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.
Shifts o El Eﬂ Eﬂ(

Back | Addsnt Estshf Deste
£

N2
‘e

Home

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 [453,

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.

edit

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.

Groups

ShitALL v open
SntALL v open
ShitALL ~ | open
sntALL v Open

W

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.

edit

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.
@ (<]

l Admin

a0y
=

Homs

sntALL v Open
ShitALL ~ | open
SntALL v open
& Company/Sice Exit ShitALL v open

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 advanced

By default, Revisions are disabled in the Codeks software. To —

Users additional cards get permissions from selec

use revisions, first, enable the Enable access revisions
setting in the Settings -> Preferences in the Program
settings tab.

Allintervals

R —

Change the shift assigned to a group using revisions

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

edit

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.

s (<] ® |
NS Groups L Admin
Back Pemission  Addgroup  Edit group Edtrevision  Work  Groupaccess
Home view obiigation rights
history
Group filters Revision of group rights ult timetable Shift
Time and attendan v ff 016.2020 SUMMER work o v St SUMMER v

Add revision .
] select timetable and action for passage. 4

s — Acton

You are chaning group "Shift ALL” permission

Edit revision

Last name Name Department List of Groups
Delete revision

% Anders = Tatiana Sales Employees Entrance Shift ALL v Open v
@ Eroun = Lus Field ShitALL 2 Company/Main Exit ShiftALL v Open v
C"”m“ = [Maia Dales £ Company/Side Entrance ShitALL v Open v
& Cooper = Sebastian Management

= oo o 22 Company/Sids Exit ShiftALL v Open v
DElder + Nio Field

Oevans + [Timothy Field

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

revision name.

Access revision

Date
05.11.2020

Name

AUTUMN work

(oo

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.

oNEI e ®ON

Back Permission  Addgroup  Editgioup  Copy revision  Edit revision Group access
View obligation rights
histor
Group filters Revision of group rights Default timetable i
Time and attendan v | 05.11.2020 AUTUMN work Choose v Shift AUTUMN
You are chaning group "Shift ALL" permission Selectgroup .. 4 ... select passage .. ... select tin

Shift SPRING

Last name Name Department List of Groups List of Passages Time S

B Anders = Tatiana Sales Employees £ Company/Main Entrance ShitALL M v
B Brown = Luis Field Shift ALL £ Company/Main Exit ShiftALL v Open v
C"”W““ = Maita Dales £ Company/Side Entrance ShiftALL v Open v
& Cooper = Sebastian Management

o 4 Company/Side Exit ShiftALL v 0 v
DElder + Niko Field B Coneeny =

Oevans + Timothy Field

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.

Group Shift ALL
Access revision 05.11.2020 AUTUMN work

How do you want to save the changes?

Cancel Save in current revision 3ave in a new 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.

edit

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.

- Admin

shift
Shift SUMMER v

Permission  Add group

history

User rights revisions User calendar

0162020 SUMMER work v Without calendar v

Add revision

You are changifly E 3
Edirevision
Lastname Gosages Timetavle Acton

+ | |E2 CompanyiMain Entrance ShiftALL ~ Open v
= Company/Main Exit ‘Shift ALL v Open ™
Company/Side Entrance ShiftALL v Open v
Company/Side Exit ‘Shift ALL v Open b

Timothy

) Gardiner-Boyle Maia Sales

h
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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.

Access revision

Date
01.09.2020

Name

AUTUMN work|

Cancel Save

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.

lﬂ// Swis ° Q Q [
Back Permission  Add group Copyrevision Editrevision  Work  Group access
o ew obligatonrghts
istory
User rights revisions Group fiters User calendar i
0192020 AUTUMN work Time and attendan v Without calendar v ShitAUTUMN [ o |
L e % T 2
Lastname Name Department Listof Groups List of Passages
Tatiana Sales Employess + @ CompanyiMain Entiance ShitALL ™ v
Luis Fild ShifALL = B SRALL D =
Maria Sales Company/Sids Entrance ShitALL ~ Open v
B Mergemen Company/Side Exit ShiALL ~ open v
Niko Fild
Timothy Fild
Andy Fiold
| a jo M Sales

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.

User Evans Timothy

01.9.2020 AUTUMN work

Access revision

How de you want to save the changes?

Cancel Save in cument revision Save in a new 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.

Back

Seand-by Team B Team C

Add shiftf Edit shift | Delete
shift

Individual use

Search:

Work obligation: 00:00

(] February 2021
w Monday Tuesday Wednesday Thursday
| 1. Choose v 2. Choose v 3. Choose ¥ 4. Choose
| Users: 0 Users: 0 Users: 0 Users: 0

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

Name
Morning Shift
Description

Type
Shift -

B4 Send notification if user arrives to unplanned shift
[ Use to calculate time attendance

[ Individual use

Save Cancel

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

Friday Saturday Sunday

v 5. Choose ¥ 6. Choose v 7. Choose v

Users: 0 Users: 0 Users: 0
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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.

Shifts o ‘

Back | Add shift Editshift] Delete
shift

NIV
L ]

Home

Individual use

Search:

Work obligation: 00:00

(] February 2021 [ ]
w Monday Tuesday Wednesday Thursday Friday Saturday Sunday
1. Choose ~ | 2. Choose ¥ 3. Choose ¥ 4. Choose ¥ 5. Choose ¥ 6. Choose ¥ 7. Choose v
Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Users: 0 Users: 0
5

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[3# 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

.- Unscheduled arrival (Anders Tatiana) Inbox x
employee's incorrect entry as soon as the

employee registers incorrectly. shifts

Forme ~

User Anders Tatiana has arrived in unscheduled time interval.

4 Reply ®» Forward

Notifications of employees who did not come to
. . . Shifts (Lin Cleo) D inbox x
work are sent at the times of daily calculations

- at midnight and at the end of night work. shifts

Forme ~
User Lin Cleo was not present in the assigned shift.

NOTE

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

Night shift

Night work start

Might work end

Send notification if user arrives prematurely 0
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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[3% in their user
settings.

NOTE
Before sending an email, check or design the template for emails[3 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.

0 = & & s

Back Add shift  Edit shift ~ Delete Send
shift email

—_— o

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

the shift schedule period you want to send to
From To

employees. By default, the next week period is set for | 18.07.2022  24.07.2022

sending. Cancel m

3. Click Send. L —

4. All users participating in any of the shifts (and for | Planned shift work from 7/18/2022 to 7/24/2022 = inbox x

whom the current administrator has the right to SHIFTS
. - . . . . F -

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

thelr personal Shlﬂ Work SChedUIe' in the period from 18. 07. 2022 to 24. 07. 2022 you have been assigned the following shift work schedule:
Date Timetable
18.07. 2022 AFTERNOOMN SHIFT
19.07. 2022 AFTERNOON SHIFT
20.07.2022 AFTERNOON SHIFT
21.07. 2022 AFTERNOON SHIFT
22.07.2022 AFTERNOON SHIFT
23.07.2022 FREE DAY
24.07.2022 FREE DAY

The schedule contains your regular work hours as well as any overtime hours
Sincerely,
Company, LLC
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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[ 4 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/ 4,

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.

+ © 74 0001 22:0-06:00 Workime

f
W=D o T R R T

- [+ 84. EO001 06:51 - —:—- Only entry A 0

™ T T T T T e, O
[- lllegal entry - (Main Entrance) - 06:51
B -

i I ©
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.

F /M - I E B EE N %)
1 Edit entry/exit: Only entry 06:51 - --:-- Ac
I User: Smith Frank Timetable for shift planning  SHIFT morning v
Choose
I Entry lllegal entry SHIFT morming I
! b SHIFT afternoon
H assage  Main Entrance SHIFT night nk
1 . SHIFT none
1 Statistic [ E001 - Only entry
i 202
i From 08.04.2021 To 08.04.2021
1 0L
1 06:51 © © HH:mm 00:00 © © HH:mm
1
| Entry error Exit error I
Events
Card Button Location Time Event Source Ignore
{ aseoss23 Company / Main Entrance 08.4.2021 - 03:11:00 [3] Pass Manual
f 85698523 Company / Main Entrance 08.4.2021 - 03:39:00 [3] Pass Manual P
I 85698523 Company / Main Entrance 08.4.2021 - 06:01:00 [3] Pass Manual
P sse9ss23 Company / Main Entrance 08.4.2021 - 06:51:00 [3] Pass Manual |
1
i
| s
. mm i Ewwv oSS mau e Sum o usnG WS

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

entered in the time attendance registration.

- = e . Tt —_— — N
Back Period Report  Erorreport  Statistics ¢ o
report report A obligation
history
Set statistic
L .t id a istic -
---- SUN (&
14. week (5.4. - 11.4.) h v
+ © 54 0001 2200-06:00 Worktime 1
y K
+ © 64 0001 2200-06:00 Worktime
y K
+ © 74 0001 22:00-06:00 Workiime 1
WED Set lunch and drive count .
Close
. @ 84 0001 06:51 - - Worktime — A 0
THUO.,,Z..\Q‘..‘\\.E‘\ 12 14 16 18 20, 422 24
[~ Negal entry - (Main Entrance) - 06:51
[PExit -

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 timetablel2™, 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.

Current period comparative summary

Period work obligation 32:00
Work obligation for selected period 176:00
Period plus 00:08
Saldo period -08:00
Saldo 07:52
Manual transfer from prev. month@d

Save

Settings Description

Period work obligation
Work obligation for
selected period

Period plus

Saldo period

Saldo

Manual transfer from
prev. month

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

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.

The number of comparative saldo hours transferred from the previous period.
(The value is dependent on theManual transfer from prev. month| 63 setting located lower
in this section.)

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

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

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.

= & m N
\w/ Time attendance o l l

‘ Admin

Back Period Report  Emorreport  Statistics_g Custom Work
Home report repgu Yligation
Leavereport history

Day report
MLastnameName © | Personal ItDepartmdl Events 1.9. - 30.9. (5 weeks) User
Monthly Saldo Report
S atle ) Wb ours vepast T\ @ Anders Tatiana (Shift ALL) @
Anders  Tatiama 1003 Sales . @ 19 0001 0ad-14:00 Workti
Brown Luis 1000 Field 00:00 TUE , i i ] Planned shift work September v | 2020 v
? i 9. #0001 06:00 - 14:00 W,
Christmas ~ Maria 1013 Sales - @ 2 600 14.00 Worktime Hours Realisation Report T . | e
Cooper  Sebastian 1001 agement 0000 Wl o, 2,40, TP e ——— =
Elder Niko 1023 Field . 0 9. 00OL 06:00 - 14-00 Workiime 1 000
Evans Timethy 1002 Field oogl ™o o, oy, ., SN e e O
Fianlghan | Anciy 1016 Field 49, 0001 06:00 - 1400 Workiime 1 ZIFZ,
: : woo _emi_, o . e
Gardiner- Maia 1005 Sales 00:00 T S S T G CINE TN LT Y
Hil Jeffery 1021 Produciig 5.9. --—- Weekend 0 i 112:00)
Jameson Boris 1004 Saley - SAT o ~--- Weekend
Knowles  Jerry 1006 Fiffo @ 69 ---- Weekend 0 @ E000 Not present
’ Knowles  Jerry 1019 Support SUN o @ Dhoc Delo ponoci
Lewis Joan 1022 Support 37 week (7.9.-139) A @ DPop Delo popoldan
Lin Cleo 1014 Suppot | |w @ 79, 0001 14:00 - 22:00 Worklime (08:00) 3

1
Mahkovic  Dario 1012 lopment 0000 MON o\ 2, 4y e syn, 0y iz . | O
Martin Tamara 1020 lopment © 89 0001 14:00 - 22:00 Worktime (08:00) M 1

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

From 01.10.2022 To 31.10.2022
Show timetables
Show absence
Show sickness
Show work obligation
Show notes
Output file format Portable document format (.pdf) A
Cancel Preview
Preview w

- 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 (.xlIs), Excel

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

4a. Click the Preview button to preview the data 4b. Click the Use button to print the report in the

that will appear in the report. selected final format.

From | 01.09.2020 To |30.09.2020 From | 01.09.2020 To |30.09.2020

+ 2 & Ao | Yoo v aon v cNEB = B 4

User shifts report
Period: 1.09. 2020 - 30. 09. 2020
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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.

"‘.”/ Time attendance ﬁ l ' ‘ o ‘ ‘

Back Period Report Error report ta xport Reports Work
Home report obligation
| Leave report history

Day report

Events 1.4. - 30.4. (5 weeks)

st name Name Personal ID Department

Monthly Saldo Report
13. week (1.4. - 4.4
Unconfirmed TA report

Anders Tatiana 1003 Sales ~- 9 8. 0001 06:42 - 15:00 Worktime
Bown |Lus 1000 Field e U oo o (R | Vonthly hours report
Christmas Maria 1013 Sales {
@ 24 0001 07:00 - 15:01 Worktime Planned shift work
Cooper Sebastian 1001 ...nagement. -
Elder Niko 1023 Field 0000 PR ooy e s, RN IR | ous Reaisation Report 2@
Evans Timothy 1002 Field R e 34 —-—- Weekend | Record of work hours
Flanighan Andy 1016 Field caT ~

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 (.xlIs), Excel Worksheet (.xIsx), Open

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

From 01.04.2021 To 30.04.2021
Output file format Excel Worksheet (.xlsx) v
Cancel Use

B PlanRealisatio

Dototeka Uredi Pogled Vstavi Oblika Slogi Delownilist Podatki Orodja Oknc
iB-m-B- D@ XBhER1£A406-
[ catibr KL PIA-&8-=

123 Sifx 3 =

Frank Smlth

176 00 140: 00

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.

Displayed data on entry registration

Vrstica 1
Vrstica 2
Vrstica 3 Comparative balance
Vrstica 4 Empty
User
Vrstica 5 User presence
Interval text

sum
Saldo
Balance + overtime + stimulation

Displayed data on exit registration

Vrstica 1

Vrstica 2

Vrstica 3
Vrstica 4

Vrstica 5

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.

Basic dat
Name Morning SHIFT
Type Timetable for it planing v -~
[T —

Calendar Choose v 7
Code £ =

Dizplayed data on entry registration
Color srcace 1] User v

Intervaltext v
I scrvm Comparative balance v
Displayed data on registration | Defaul B it cispiy groups Empty .

Empty v
Work obligation

g Displayed data on exit registration

Monday (0800 @ Hitmm Tuesday | 0804@ Hitmm User v
Wednesday 08:00 @ HH:mm Thursday  08:00 Interval text ad
Friday 0800 |@ HHmm Saturday 0000 @ H Sompauataics i

Sum v
Sunday (0000 @ Hitmm Holidays 0000 @ Hitmm

Empy v
T %0 |© Hetmm Displayed data on start of general interval registration

User .
Decreass leave for work obligation o o

nterval e v
Statistic id when work obligation is 0 Interval does not countfo any statsic v

Comparativ balance .
Lunch count mode Default v = =
Drive count mode Default v Empty .
Comparative timetable None » Displayed data on end of general interval registration
Ignore holiday and weekend s} User v
2 o Intervaltext v

Cancel [ save | e

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/.
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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

Displayed data on entry registration

controllers. Vrstica 1

Untn®

User v

.

.

.

Displayed data on registration info when user is present
Vrstica 1 User w
Vrstica 2 User presence ~
—

rstica 3

Comparative balance v I

ica 4

Vrstica 5

Leave -

Empty b4

Displayed data on registration info when user is not present

Vrstica 1

Vrstica 2

User ~

User presence hd
=

rstica 3

Comparative balance v I

3

Vrstica 5

Leave w

Empty v

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.

Company
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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.

mfe

Send tables

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.

Send tables

Reset controllers.

4 Sendiables to contrllers:
Send only screen keypad changes

Teplp (192.1687.10)
& [255)RegisT (REGIS T-3-8)

Operations:

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.)

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

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.

Send tables

# Send tables to controllers: Reset controllers
Send only screen keypad changes

4 Mo Toplp (192168.7.10)
I [255]RegisT (REGIS T-38)

Operations:
@ sendUsersForPlaces All operations
© sending data to controller Teplp (192.168.7.10) / RegisT (REGIS T-3-8)[5)

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[151. 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.

04/02
06:44:32

Company MORNING

Business. Business

x x

Cancel o Cancel

i
2

Tatiana

Tatiana
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