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0 INTRODUCTION

This document contains instructions for users who log in to the Codeks
application using their user access username and password.

Logging in with user access enables:
- employees to view their own time and attendance information,

« department heads to manage and edit time and attendance
information of their employees,

+ *the use of Codeks add-ons and additional applications:
TA Presence monitor, TA Leave Announces, ePermits, Reservations,
FrontDesk and Lunch.

NOTE
To use the Codeks add-ons and additional applications you need the
appropriate additional license codes for each Codeks program extension.
Users who will be able to use the functionality of the Codeks program
extensions must have the necessary settings and rights assigned in the
main Codeks application.

« *employees to register their time attendance using a web

browser.

NOTE

Each user who will be able to register their time attendance using a web
browser must be assigned a virtual (additional) card.

To assign virtual cards to users, you need to purchase the Codeks Virtual
Card license, which adds a specific number of virtual cards for employees
to your Codeks system.

You can find more information about the Codeks software, its add-ons, and
additional applications in the software documentation available on our
download page https://jantar.si/en/documentation/.

INTRODUCTION 3
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1 USERLOGIN INTO THE CODEKS SYSTEM

All employees and heads of departments (users) log into the Codeks
application using their username and password for user access.

1 To access the User login form click the User statistics icon in the
start menu of the Codeks application.

[% Codeks - Login

&« C | @ localhost:9090 o ¥y

Codeks - Menu v1o.2101.2.14830

Code ks TA User login
Administrator login

Link to the start menu:
~IP address of your server~:9090

2 In the login form, enter your username and password, then, click
Login.

[4 Codeks - Login

C | © localhost:9090/addons/userslogin.htm

User login

admin

Company jantar.si © 2018

Link to the user login form:

~IP address of your server~:9090/addons/userslogin.html

3 After a successful login, the user access menu will be displayed.
The number of items displayed within the menu is dependent
on the settings and rights you are granted as a user, as well as on
the add-ons and additional applications added to your Codeks
system.

USER LOGIN INTO THE CODEKS SYSTEM 4
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T&A Reqgistration statistics

Extraordinary saldo transfer requests

Presence
Absence overview
Announce absence
Check absence announce status
Show pending absence announces
Request exit permit
Check exit permits status
Show pending exit permits requests
Reservations
Lunch ordering
Guest announcement
Manage lunches
Visitor announce
Show visitor announces

Change my password

10/03
11:82:17

Company
Register
Business Private

Extra Info

Cancel

Lunch

{
{

{
r

\

CDdBkS - Menu v 102101212830

Link to the Time attendance editor where users can view and edit their
own time registration and the time registration of other users.

Link to the editor where heads of departments can process
extraordinary saldo transfer requests.

The link to the viewer of the Codeks TA Presence monitor add-on is
displayed only when using the add-on.

The link to the absence viewer for the Codeks TA Leave announces
and ePermits add-ons is displayed only when using the add-ons.

Links for the Codeks TA Leave announces add-on are displayed only
when using the add-on.

Links for the Codeks ePermits add-on are displayed only when using
the add-on.

Link to the editor of the Codeks Reservations add-on are displayed
only when using the add-on.

Links for the Codeks Lunch add-on are displayed only when using
the add-on.

Links for the Codeks FrontDesk add-on are displayed only when
using the add-on.

Enables users to change their password.

The simulated Time & attendance controller enables users to register
their time and attendance through a web browser.

Time registration is only possible for users with an assigned virtual card.
To assign virtual cards to users, you need to purchase the Codeks
Virtual Card license, which adds a specific number of virtual cards
for employees to your Codeks system.

You can read more about the Codeks add-ons and additional applications in the documentation of each program extension.
(Link to the documentation of the program extensions: https://jantar.si/en/documentation/)
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2 T&A REGISTRATION STATISTICS

By clicking T&A Registration statistics, users and department heads can
access the Time attendance editor. Here they can view or even edit the time
attendance data, depending on the user rights they are assigned in the
main Codeks application.

% | Time attendance ° % - . ' E ‘ ‘ Admin
- Back | Period report Repi kiom reports  Work obligation
history
T [STSEEyEs  icons for creating reports
SRR =a Y @ Anderson Andy (Employees) @
Ahec Andrej dstvolRazvoj | @ 0111 Worklime 07-49-15:50 1
Anderson Andy . Development 001 WED . O
Androvic Tamara _ dstvolProdaja - o
021 Worklime 07-25-1554
Eaice Lucvi moprd v Ot Vekine 0726 R — i Selected user
Benkovic o0 mska oprema o 2RI A TR RS P 3 a2 a2 2
Gregorié Marija jetieWodstvo | |» €@ 0311 Worklime 06:34-15:07 1 and current
Kamenkova Nadja -o\Proizvodnja o0 R, e, L., N e .gée1 .
== Boroins | @ 041 Viend - period
Merkovic-Log iz fka oprema 00:00 SAT o J
Oblak List Of Users fpeooema o 051 vikens o | | Ol —)
Potokar Jka oprema 0000 sUN @0 O[Busn] Business 1103:54)
Slokar o - —h: . . S Priv Private 10117
Smolnik Katarina CiktvolToron | IR "2‘11) . List Of time M [Lunc] Ly 03:19)
Tarjan Eva oProizvodnja |~ @ 0611 Wrkime 06:08-15 H . 1 @eooo] N 00:00)
Zapun Mark oProizvodnja 35 JONE. 1 2. . rengtratlon events 2@ || EEo s Statistic 0:00)
Show 50 v entries  Showing 110 15 of 15 entries (fitered . @ 0711 Workime 06:46-16 1 =[zam] Zal . e
from 106 total entries) 0021 TUE PR . O overview
MO | @ 0811 Workiime 07:20-15:14 1
e 2" [ : ‘ . I | 2 z O
Pt sl 123:44
i ? 09.41  Worktime 07-08-15:39 i Period work obligation 176:00
B OTHY foave e T B e, . 2O Ouime enser 00:00
. @ 1011 Workime 07:43-1503 1| | Stimulation 00:00
b B0 B e I . e 2O P o
. © 1M Viend oiff g Current "
Saldo L5216
0000 gsar S Split time H d 0
sl © MUY Viend @3 Lunch count| perio 15
00:00 SUN Drive count 15
46. week(13.11 - 19.11) w  Manual fran: Summary |8
. © 1311 Workime 07-03-1536 il = = |
37 MON : m . I R . B . @1 | Manual transfer from previmontn [x]
. @ 1411 Workime 07-16-17:16 T Mooih remarks
200 I ‘ || o
O A e, p 16 g
. @ 1511 Workime07-12-1528 1| | sae
0004 THU : ‘ <, . . . = 2 O
EEEESEEE RN | e =
. © 1 Workime 07061511 C‘J: R b
5| R T S e ) 2 Totalfrt year leave 0
e © 1811 Vikend 0 Setleave (days) [x] 0
00:00 SAT @0 | setoldleave (da 3 0
@ 1911 Vikend 0 | Monthly overtime 3
. y
00:00 SUN ©o Monthly stimulati Yea r b
4T week(20.11 - 26.11) ¥ | Setmax monthly C
. @ 2011 Workime 07-48-1621 1| | Setmax.totaltra data (3]
026 MON , Ao Deae EyrETT] TR ©! || Alownegative irg o
. @ 2011 Workime 08:25-1425 1| | sae
200 TUF —— o1
. . . e .. . .
List of users The list contains all users who clock their time registration.
By right-clicking on a selected user or multiple selected users you can perform
different functions or recalculations.
Icons for creating By clicking different report icons you can create reports for all currently selected
reports users in the list of users.

List of time registration The main part of the screen displays the daily time registration events of the
events selected user. The timeline and the icons indicating manual corrections enable quick
overview and easy search for errors and anomalies in the time registration.

Selected user and Displays the currently selected user and enables navigation between periods.
current period
Statistic overview Overview of all statistics and their values in the current period.
Current period Saldo and hour transfer summary for the selected user in the current period.
summary
Year data Yearly data and settings for the time registration of the selected user.

NOTE

Rights to view or edit the time attendance information are assigned to each user or department head through their
user settings set in the Users editor. The users’ settings can be edited by a Codeks system administrator.

T&A REGISTRATION STATISTICS 6
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3 EXTRAORDINARY SALDO TRANSFER REQUEST

USER’S REQUEST FOR EXTRAORDINARY SALDO TRANSFER

If employees accumulate more saldo hours in a month than they can
transfer to the next month, they can send a request for more hours to be
transferred before months end. The request is sent to the employees’ head
of department, who can, in turn, confirm the request and thus transfer more
of the employees’ hours to the next month.

1 Inthe user access menu click T&A Registration statistics.

Codeks - Menu vio.0.0.10s8s

T&A Registration statistics

Change my password

2 In the Current period summary section located on the right side
of the editor, find and click the Extraordinary saldo transfer

.
request option.
w O EREBRERERO
Wz Timoth:
= Time attendance Back Period Report  Error report Slausucs Export Reports Cuslnm Work L
Home report :Igtty

9. week (1.3.-4.3) 4
Evans  Timothy 06 1, 00:00
1

Shap  Philppe 013
Show 50 ¥ | en

elopment |~ @  13. Delopo umiku 07:00 - 15:20

elopment 0020 THU N Mallth v 2018

RERRLT
23. Delo po umniku 07:00 - 15:31

1, 00:00 Mafth 1.3.2018-31.3.2018
1

Showing 1 to 2 of 2 entries
3R B T si 1200220 02e
franEtotz\enlnes) Sriitin s e opo
W41rH o @ 33 Viend 0,@00
- SAT 3 Stat stics overview
° 43, Vikend 0, 00:00
DL =) O weskend
@01 Worktime
10. week (5.3.- 11.3) -

53.  Delo po umiku 07:00 - 15:47 1, 00:00

TOMON G e, I e oS

63.  Delo po umiku 07:00 - 1524 1,0000 | Perffisum
o1 Perfld work obligation

W

Cur| nt period summary

-~ ©

024 TE ooy e N o
Ovellime transfer
- © 73 Delopoumiku07.00-1513 1, 00:00 o transior
0013 WED o, oy u, e, [N . e o ! PN us
~ © 83 Brezpovratka07:00-15:00 1,00:00 | | Sal®¥ period
0000 THU . o, 1
« © 93 Delopoumiku 07001527 1, 00:00
0027 FRI :'\\\2\\\4\\\5\_\1\-&\\\15\\\23\\\22\|\Z%®‘ Lunch count
e © 103 Vkend {0.0000 | | Drive count

3 Inthe new pop-up window, you can set how many hours
specifically you would like to transfer to the new month (the
maximum number of hours you can transfer is already entered in
the field by default), and add a comment.

Extraordinary saldo transfer request
Saldo to transfer 08:00
Comment Help in production |
Cancel Use
Click Use.

Your request will be sent to your head of department.

MLastnamevame © | Personal IDDepartmefl Events 1.3. - 31.3. (5 weeks)
vans Timothy (Employees)@)

1(00:00)
2 (26:00)

NOTE

The tools for the extraordinary saldo
transfer request functionality are
disabled by default in the Codeks
application. To enable the described
functionality, enable the Enable
saldo transfer requests setting in the
Preferences of the Codeks application.
Preferences can only be edited by a
Codeks administrator.

180:52
176:00

EXTRAORDINARY SALDO TRANSFER REQUEST 7



5 You can monitor the status of your saldo transfer request in the
Current period summary section:

+ Until the head of department processes your request you
can still cancel it by clicking the x-icon (€3) next to it.

« If the head of department confirms your request the
Extraordinary transfer request approved message will
be displayed and the requested number of hours will be
transferred to the next month.

+ If the head of department denies your request the
Extraordinary transfer request denied message will be
displayed and the requested number of hours will not be
transferred to the next month.

PROCESSING EXTRAORDINARY SALDO TRANSFER REQUESTS

1 Inthe user access menu select Extraordinary saldo transfer

requests.

2 The Process extraordinary saldo transfer requests menu will
display all the requests made by users, who want to transfer more
saldo hours to the next month.

tW/ Process saldo o
tome | transfer requests Back
Month Requested Comment Approved Notes
All &
Brown Luis 2018 Maj 06:00
Evans Timothy 2018 Maj 08:00 Help in production
- To confirm a request click the confirm icon ().
- To deny a request click the deny icon (@).

3 When confirming, you can reset how many hours specifically
you will transfer for the employee (the maximum number of
hours you can transfer is already entered in the field by default),
and add a comment in the new pop-up window.

Extraordinary saldo transfer request processing
Saldo to transfer 06:00
Notes
Cancel Use
4 After confirming or rejecting a request the entry will immediately

be removed from the pending requests list.

If the user who has requested the saldo transfer has a valid e-mail

address, he will receive a notification about the change of the
status of his request.

Current period summary

Period sum 180:52

Period work obligation 176:00
COvertime transfer 00:00
Stimulation transfer 00:00
Period plus 08:00
Saldo period 04:52

Saldo 12:52
Extraordinary transfer request pending €3(08:00)

Split time 0
Lunch count 22
Drive count 22
Manual transfer saldo to overtime €3
Manual transfer saldo to stimulation €3
Manual transfer from prev. month €3

Month remarks

o
s
™

Sebastian

Status,

Processed by

Pending |~

X
oQ




Codeks V10 application | Instruction manual for users

5 The menu also allows you to filter the display of saldo requests
according to their status. This enables you to review the history of
confirmed, canceled or denied saldo transfer requests.

\W/ Process saldo o
L J
wome | transfer requests Back Sebastian

Month Requested Comment Approved Notes Status Processed by
All A4 All hd
Smith Frank 2018 May 07:01 07:01 Approved | Cooper Sebastian
Jameson Boris 2018 May 06:00 06:00 Approved | Cooper Sebastian
Advin Tamara 2018 May 04:00 Rejected | Cooper Sebastian
Brown Luis 2018 May 06:00 06:00 Approved | Cooper Sebastian
Evans Timothy 2018 May 08:00 Help in production. (-X-]

4 CHANGE MY PASSWORD

1 Select Change my password in the user access menu.

Codeks - Menu v 10.00.10856

T&A Reqgistration statistics

Change my password

2 Inthe editor, first, enter your current password, then, enter and
confirm a new password.

\!1// Change my o

password Sebastian

Home

Back

Current password
(111

MNew password

seee

Confirm new password

Cancel Confirm password

3 Click Confirm password.
Next time you log in use, your new password.

CHANGE MY PASSWORD 9



5 REGISTER T&A USING YOUR WEB BROWSER

Users who are assigned a virtual (additional) card can register their time and
attendance through a web browser by using the simulated T&A controller

located at the bottom of the user access menu.
NOTE

To assign virtual cards to users, you need to purchase the Codeks Virtual Card license, which adds a specific number

of virtual cards for employees to your Codeks system.

Avirtual card must be assigned to each user by a Codeks system administrator in the Users editor.

REGISTERING ENTRY/EXIT EVENTS

1 To register an event without an assigned
button (e.g. an entry or exit) press the
Register button.

Maln entrance - card 1]

27/03
09:59:15

Jantar d.o.o.

Register
Business Private
Exceptional Info
Lunch Enroute to client

On location Cancel

REGISTERING EVENTS WITH BUTTONS

1 To register an event, for which you must
press a button when registering at a
controller, just press the appropriate
button.

27/03
09:59:32

Jantar d.o.o.
Register

Business Private

Exceptional Info

Lunch Enroute to client

On location Cancel

NOTE

2 Similarly as on an actual controller,
the name of the employee and type of
event will be displayed on the simulated
controller screen.

Maln entrance - card 1]

Singer Peter
Entry
Balance

Register
Business Private
Exceptional Info
Lunch Enroute to client

On location Cancel

2 Similarly as on an actual controller,
the name of the employee and type of
event will be displayed on the simulated
controller screen.

Singer Peter
Present from
Balance
Leave

Register

Business Private

Exceptional Info

Lunch Enroute to client

On location Cancel

If the Location selection field is displayed above the simulator, you will have to select the appropriate location before registering your work
hours. The selected location will activate the correct timetable to be used for recording your work hours.

10
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