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INSTRUCTIONS FOR ADMINISTRATORS on the use of the Codes Distance
Table add-on as well as the system configuration for generating exports
for the Perftech.Largo payroll program
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0 INTRODUCTION

This document provides instructions for administrators and describes how to use the
additional license code Codeks Distance Table.

The Codeks Distance Table add-on records the
number and mileage of transports to different
workplaces (e.g. to different branch offices). The
add-on was designed as a tool for easier tracking
of transports from one workplace to another,
which is the basis for the reimbursement of
transport costs under the new regulations for
the public service in Slovenia (Source: UL RS,
st. 88/2021).

NOTE

The functionality of the Codeks Distance Table add-on is only possible when using at least the main
Codeks application software version Codeks 10.2110.6.16107 or newer.

In addition to the description of the Codeks Distance Table add-on, the instructions also briefly
describe the settings for displaying data on transport to work in the Largo Export, which is used
to import data into the Perftech.Largo payroll program.

You can read more about the Codeks software and its program add-ons on our web page
jantar.si.
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1 ADDING THE LICENSE CODE TO THE SOFTWARE

After obtaining the Codeks Distance Tabler license code you must add it to your Codeks system

and activate it.

Add the Codeks Distance Table license to your system using the Codeks Service Manager program.

The Codeks Service Manager program is installed on the Codeks server so to proceed you
will need access to your Codeks server. You can open the program by double-clicking the
CodeksServiceManager.exe file(C:\Program Files\Codeks or C:\Program Files (x86)\Codeks).

1 Before entering the license code, stop the
Codeks service by clicking the Stop button.
Before continuing make sure the service
status is set to Stopped.

[ |

~urrently

Proto ol
Open Codeks application

Codeks server port 9090
DEBUG3 v

Check for updates

Codeks start mode
Log level

Enable local login Licenses

Manage system Comm security SSL certificates.

2 Then, click the Licenses button.
A new pop-up window will open.

W [ % |

%

Codeks service is currently

Protocol
Open Codeks application

9090
DEBUG_3 -
SSL certificates

Codeks start mode

Log level

Enable local login

Manage system Comm security

3 Click the Add license code button and the
License Manager window will open where
you can enter the license code and confirm

your entry by clicking OK.

Lic

Cor [Gompany ] Save

Exmai or cortact person[company @emai com |
oy SLOVENIA ~

1 agree to data usage

Datausage

Updates license expiry date: 22.7.2022

License code Applcation Vil Vers. Act Aok ieemae code

lete license code

Online activation

Enter new license code

Manual activation

[12385UANTAR 98765 SOFTWARE-1245767541]

Onine deactivation

Manual deactivation

Print upgrade request

4

The Codeks Distance Table license will now
be displayed on the list. You still need

to activate the newly entered license by
clicking the Internet activation button.

Company [Company ] Save
Exmal or cortact person [company@emal.com ]
Courtry SLOVENIA v
[ I agres o data usage Datausage
Updates license expiry date 22.7.2022
License code Applcation Validtl  Vers... Act ‘Addiicense code

Delete license code

Orline activation

Marual activation

Online deactivation

Manual deactivation

Print upgrade request

The license validity date has now been
changed to unlimited. When you are done,
save your changes by clicking Save.

Company [Company ] Save

[company @emailcom |
Country SLOVENIA
| sgree to data usage

Email or cortact person

Updates license expiry date: 22.7.2022

Vers... Acti
VIO No
VIO No

License code Application Vaiid til

12345-JANTAR.98765-SOFTWARE-12457 87541 Codeks T4A Advanced database wrlimited
12345-JANTAR-8765-SOF TWARE-12457-87541  Distance table uniimited

Online deactivation

Manual deactivation

Prirt upgrade request

6 Then in the main window of the Codeks

Service Manager program click the Start
button to restart the Codeks service.

!/

3

Codels canira ic currently e

odeks application

9090
DEBUG_3 v

Check for updates

Codeks server port
Codeks start mode

Log level

Enable local login Licenses

Manage system Comm security SSL certificates

You can read more about adding, activating, and removing license codes in the documentation of
the main Codeks application (CodeksManual-en_V10.pdf).
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2 SETTINGS IN THE HARDWARE EDITOR

To properly calculate mileage to different workplaces, all workplaces must have assigned
locations in the Hardware editor. Employees will have the appropriate number of kilometers
entered in the distance table for each workplace location, which is determined according to the
distance from their permanent (or temporary) residence.

* To export data by individual locations (workplaces) in the Largo Export, it is necessary to enter
the Location Code for each location you want to export. Different locations may have the same
Location Code, for example, if the same branch has two entrances where employees can register,
and data from these locations will be recorded together in Largo Export under the same item.

CREATING LOCATIONS FOR DIFFERENT WORKPLACES

You can read more about the locations and hardware connection in the documentation of the main
Codeks application, which is available on our website (https://jantar.si/pdf/CodeksManual-en_
V10.pdf).

Creating the hierarchy of places (locations)

The left side of the Hardware editor shows the location structure of your Codeks system. Locations
in the Codeks application represent the physical structure of your company’s premises and are
needed to determine the passages - access points to the premises - where your employees register.

Therefore, depending on the specific structure of your company’s premises, you design the
Locations tree structure. To add a location you can click the Add Location icon in the Hardware

editor toolbar
P E & 8
Vo Vo
Add location |  Add hardware Communication Refresh
' status communication

Hardware °
or select the appropriate location type from the right-click menu on the parent location.

Back
Locations #

Enter search keywaord

4 ﬂ Cor 5 q
Add Organization
4
Add Building
Add Floor
F [25 Add Room
[l [25 Add Passage

] [255] Edit location
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Connecting locations with hardware devices

You can connect the company’s premises (locations) with the hardware devices:

- optionally, you can connect controllers and communication lines to Organization, Building,
Floor, and Room type locations,

- connect all Passage type locations with readers in the system. All readers in the system must
be linked to a (Passage type) in order for the access control and time attendance to operate
correctly.

- For mobile time attendance registration, you must also allocate at least one Passage location
to which you will later assign a Codeks Virtual Controller license. You can read more about
the additional Codeks Virtual Controller license in the documentation of the software add-on
(https://jantar.si/pdf/Codeks Virtual Controller EN Instructions for ADMINISTRATORS.

pdf).

¥ INSERTING THE LOCATION CODE ON THE LOCATION

In order to correctly display the mileage data (according to workplaces) in the Largo Export,
it is necessary to assign the appropriate Location Code to the Passage type locations, which
corresponds to the codes in the Perftech.Largo payroll program.

Locations

Enter search keyword

Location

4 [ Company
Name WIEN - Main Entrance
- MMiap
" . Location Pascage
Il WIEN - Main Entrance pp— __
e C e e Location code 012-Large_code
Villach -
I(Iagenfurt Enable time registration
Warthersee Auto unlock & lock No aute unlock & lock

Location tag
Allow opening via Bluetooth

Allow opening via WiFi

Allow protocol card recovery

Is FrontDesk location

Enable software counter

=3

SETTINGS IN THE HARDWARE EDITOR 6
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3 SETTINGS FOR DRIVE ROUTES

According to the new regulations employees are only reimbursed for the mileage traveled if their
place of residence is at least 2 kilometers away from their place of work. The setting Minimum drive
route distance, which determines the minimum distance to the workplace to be reimbursed, can
be found in the Preferences menu under the Time attendance tab.

Time attendance

Import avertime
Name of tab for overtime import importdata

Field used to identify user Personal ID ~

Import leave

Name of tab for leave import importdata

Field used to identify user Personal ID ~
Column number for user identification 1

Column number for leave

Column number for old leave 3

Column number for total leave 4

Drive routes

Minimum drive route distance

Settings Description

Minimum drive route distance  The setting determines at least how many kilometers the workplace must
be away from the employees’ permanent or temporary residence for the
employee to be entitled to the payment of mileage.
According to the current regulations, the minimum distance to the workplace
must be at least 2 kilometers.

SETTINGS FOR DRIVE ROUTES 7



4 USER SETTINGS
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To correctly calculate the mileage to different workplaces, each user must have the number of
miles from their home to each of the locations where they can work entered into the distance
table. Distances to workplaces can be entered by the administrator in the Users editor for each
user individually, alternatively, employees can enter mileage in the Distance table editor via
their user access and send a confirmation request, which must then be confirmed by the

Codes system administrator.

ENTERING DISTANCES AS AN ADMINISTRATOR

The administrator enters the number of kilometers from the user’s home to each of the workplace
locations in the Users editor in the Distance Table tab in the settings of each individual user.

1 First, open the pop-up window for editing
the user’s settings and then move to the
Distance Table tab.

2 Then click Add and select the start date in
the Date field.

3 Inthe Description field, enter any descriptive
notes or write the name of the distance
collection.

4 Inthe lower part, select a workplace
location and then enter the number of
kilometers from the user’s home to the
workplace.

Using the same principle enter distances for
all the other locations where the user can
work.

5 When you finish click Save.

Di ;tance table

General

Date 01.01.2022 Copy Delete
Description Distances to workplaces
P
Public transport
Uses public transport O
Drive routes
[J | Choose v 0
Cancel m

Distance table

General

Date 01.01.2022 Cancel

Description Distances to warkplaces

Public transport
Uses public transport ]

Drive routes

[ | Company/Klagenfurt/ KLAGENFURT - Mai

(BRicompany/Villach/VILL ACH - Main Entrance

] hoose 0
ompany/KlagenfurttKLAGENFURT - Main Entrance
ompany/Villach/VILLACH - Main Entrance

ompanyWien/WIEN - Main Entrance
Canicompany/Wien/WIEN - Side Entrance m
ompanyWorthersee/WORTHERSEE - Main Entrance

USER SETTINGS 8
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ENTERING PROOF OF PUBLIC TRANSPORT USE

In the Distance Table tab, an administrator can also enter the details and documents
as proof of public transport ticket purchase on behave of an employee who uses public
transport to transport to the workplace. This kind of employee will be reimbursed for the
cost of a public transport ticket upon presentation of a document as proof of purchase.
Employees can use a combination of public transport and their own transportation which
is reimbursed according to the mileage traveled. When such cases, it is necessary to enable
checkboxes in front of all locations where the employee travels by public transport. For all
locations whose checkboxes are not marked, the employee is reimbursed for the mileage.

1 First, enable the Uses public transport
setting, and then select Add from the drop-
down list on the right.

2 Then enter the period for which the ticket
is valid and the price.

3 Toupload the document proving the
purchase of the ticket, click on the Upload
photo button and find the ticket image on
your computer.

4 When you're done uploading, click Save in
the Public Transport section

General

Date

Description

Public transport

ses public transport

01.01.2022

Distances to workplaces

Period

01.01.2022  31.01.2022

Cancel

Upload photo

[J Choose

Drive routes

General
Date

Description

Period

[ Choose

Cancel

Distance table

Public transport

Uses public transport Add v

Drive routes

01.01.2022 Cancel

Disances to workplaces

01.01.2022

01.01.2022

O Search INSTRUCTIONS Dista...

=- O 0

Receipt.jpg
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5 Inthe Drive routes section below, set all
locations where the employee can work
and enter the number of kilometers from
their permanent residence.

6 For all locations where an employee
travels by public transportation, enable
check marks in front of the location
name.

For locations where employees travel by
their own transport, however, leave the
check marks unchecked.

7 Finally, click Save to save all the entered
data.

Codeks Distance Table | Instructions for administrators

General
Date 01.01.2022 Cancel
Description Disances to workplaces
#

Public transport
Uses public transport Add v
Period 01.01.2022  01.01.2022 Price 45

Upload photo View photo Delete m
Drive routes
ICompany/Wien/WIEN - Main Entrance v 25
ICompany/Wien/WIEN - Side Entrance v 25
(] fCompany/Klagenfurl KLAGENFURT - Main Entrance v 45
[J §Company/Villach/VILLACH - Main Entrance v 35
() fChoose v 0
-

ENTERING DISTANCES AS A USER AND SENDING CONFIRMATION REQUESTS

The distance from different workplaces can also be entered by the users themselves through their
user access. In the Distance Table editor, the user can enter the mileage to each workplace
and send a confirmation request, which will later be confirmed by the Codeks system
administrator, who will approve the entered values by saving them in the user settings.

1 Inthe main menu of your user access,
select the Distance Table editor.

2 Inthe new editor, first, click Edit, then
select the start date for recording
distances and enter a description.

Codeks - Menu v 10.2201.0.16200

T&A Registration statistics

Distance table
Public transport

Change my password

NS Distance table Sebastian
Home Back
Date 0101202 | A —
Description Distance Table Routes
y
Uses public transport [m]
[ Choose v 0
Cance =

USER SETTINGS 10



3 *If you enable the Uses public transport
setting because you travel to certain
locations by public transport, you will also
be reimbursed for the cost of purchasing a
public transport ticket upon presentation
of the ticket purchase document.

Submit proof of purchase of public
transport tickets in the Public transport
editor.

4 Inthe lower part, select a workplace
location and then enter the number
of kilometers from your home to the
workplace.
Using the same principle enter distances
for all the other locations where you work.

5 Forall locations where you travel by
public transportation, select the
checkboxes in front of the location
name.

For locations where you travel by your
own transport, however, leave the
checkboxes unchecked.

6 When you are finished, click Send.
By clicking on this button, your request
for confirmation of the entered values
will be saved, however, it still needs
to be reviewed and confirmed by an
administrator.

Codeks Distance Table | Instructions for administrators

W) o @
b Distance table Sebastian
Home Back
Date 01.012022
Description Distance Table Routes
y
Uses public transport
[ Choose v 0
canca ["cens |
W) o ©
Ne Distance table Sebastian
Home Back
Date 01.01.2022
Description Distance Table Routes
y
Uses public transport ﬂ
] Company/Klagenfur/KLAGENFURT - Main Entrance -
[J Company/\Worthersee \WWORTHERSEE - Main Entrance v
[] Choose v 0
Cancel [ sers |
e @
Ne Distance table Sebastian
Home Back
Date 01.01.2022
Description Distance Table Routes
y
Uses public transport
Company/KlagenfurttKLAGENFURT - Main Entrance v 15
[J fCompany/\Worthersee \WWORTHERSEE - Main Entrance w 10
[ jCompany/Villach/VILLACH - Main Entranca v 35
[ jChoose v 0

REQUEST CONFIRMATION BY THE CODEKS ADMINISTRATOR

1 The administrator opens up the window
for editing the settings of each user in the
Users editor.

2 For users who have entered their own
millage values and have submitted
a confirmation request the word
Requested is displayed next to the start
date of the distance recording in the
Distance table tab.

3 Click Edit. The fields will be unlocked for
editing. Make any further corrections.

4 Finally, click Save.

Distan e table

General

Date 01.1.2022 Requested i

Description

Public transport
Uses public transport O

Drive routes

[J | Company/Klagenfur/KLAGENFURT - Main Entrance ~ 25
[J  Company/Villach/VILLACH - Main Entrance v 35
[ ' Company/\Worthersee/\WORTHERSEE - Main Entrance v 20
O

Choose v 0
Cance 3

USER SETTINGS
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ENTERING PROOF OF PURCHASE OF PUBLIC TRANSPORT TICKETS

Evidence of the purchase of public transport tickets can be entered
by the user through their user access via the form in the Public Transport editor.

You can enter new documents every month. These documents do not need to be confirmed by a
Codeks system administrators and the reimbursement costs are taken into account immediately.

NOTE
Public transport costs will only be reimbursed if you have the Uses public transport setting enabled in

the Distance Table editor.

1 Inthe main menu of your user access in T e P

the Codeks application, select the Public

Transport editor. @ 0

T&A Registration statistics

Distance table
Fublic transport

Change my password

2 F.lrst, epter t.he period fo.r which the W | pusic wansport (<) -
ticket is valid and the price. fome /—\
Upload photo View photo
carce [ 5onc |
3 Touploada docu'ment provmg the . W | by wansport (<) -
purchase of public transport tickets, click Bock
on the Upload photo button, then, find the e
ticket image on your computer. Vewprto

Cancel

O Search Links

Oo- o @

Valid from

v Quickaccess
@ Desktop
J Downloads
I8 Pictures Receipt.jpg

& Videos

File name: |Receiptjpg | Customised Files ("jpeg:"jpg;” ~

4 When you're done uploading, click Send. S — (<] o
The newly added document will appear i)
below the form. COC ) e ()

Upload photo View photo

Cancel

Valid from Valid till Price

01.1.2022 31.1.2022 4500

USER SETTINGS 12
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5 PREVIEWING IN THE TIME ATTENDANCE EDITOR

To display the new data the new Distance table section has been added on the right side of the
Time attendance editor. This section contains the number of repetitions and the mileage
traveled by the currently selected employee according to each workplace.

!/
Yo’ | Time attendance o Admin
Back Perod  Rsport Eror  Stfisics  Expon  Impot  Reports  Custom
report report report reports
PN TS
53. week (1.1.-2.1) M @ Anders Tamara (Employees) @
Anders Tamara 1045 nistration | |, @  11. -—— Weekend 0
Brown Luis 1046 Production ----saT =l January v 2022 v
Christmas Maria 1013 Sales e © 21— Weekend 0
Cooper Sebastian 1001 nagement ---- SUN [~ 01.01.2022  |-|31.01.2022
Elder Niko 1023 Field 1 week (31.-91) v °°°
Evans Timothy 1002 Field - @ 31 0001 07:00- 15:12 Workiime 1
’ am.g 10 acy) Lo 0:12 MON o P2 S B PAE 0 3B 0 0200 0 1220 0 028 e Distance table
Gardiner-Boyle Maia 1005 Sales + © A1 0001 0654- 1508 Workime 1
Hill Jeffery 1021 Production 0014 TUE 5, e e, e e, @ any / Wien / WIEN - Main Entrance 4 (420.000 km)
Jameson Boris 1004 Sales i 51. 0001 07-05- 1512 Worktime 1 Villach / VILLACH - Main Entrance 2 (174.000 km}
Knowles Jerry 1006 Field 0007 WED 5, oy, e, e, NN e e, o, 2@ I WORTHERSEE - Main Entrance 2 (150.000 km)
o= Jery 1019 Support « @ 6. 0001 07-15- 1548 Worklime 1 1/ KLAGENFURT - Main Entrance 2 (130.000 km}
Lewis Joan 1022 Support 0033 THU o, o, e, e, . e, D
74, 0001 0633 - 1555 Worktime 1
Lin Cleo 1014 Support - ra a2 el s ol
Mahkovic Dario 1012 elopment 0122 PRl o,z e, o N 0 2,
Mareytown Lidia 1756 Field .« © 81, -—— Weekend 0 Leave 010
Martin Tamara 1020 clopment ----  SAT =] 0ld leave 00
McEntyre Bruce 1024 clopment v | |o @ 91.  --— Weekend aﬂ Total first year leave 0
0
Show| 50 v | entries SUN Set leave (days) o 0
Showing 1o 28 of 28 entries Ma1ry | 2.week (10.1.-16.1) ¥ -| | setoldleave (days) o 0 -
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Codeks Distance Table | Instructions for administrators

6 REPORTS IN THE TIME ATTENDANCE EDITOR

You can print a report on expired proofs for public transp

Then in the editor toolbar, click the Error report icon.

Jy
L J

Time attendance

Peried Statistics:

report

Report Export

Home

¥lLastname © Name Personal ID Departmer

53. week (1.1.-2.1)

JAnders Tamara 1045 inistration’ . ---- Weekend
Brown Luis 1046 Production

[Christmas Maria 1013 Sales " A. ---- Weekend
Cooper Sebastian 1001 __nagement SUN

Elder Niko 1023 Field 1. week (3.1.-9.1.)

transport option.

From  01.01.2022 To | 24.01.2022

Output file format Portable document format {.pdf)

Not present ] Entry error O
Only entry ] Exit error ]
Interval < 3 min m} Different locations [m]

<]

[ Expired receipt for public transport

Add automatic report Preview

Cancel

Preview v

public transport tickets.

Import

ort in the editor.

First, in the user list, select all the users for whom you want to print a report.

Custom
reports

Reports

A new window will open, where in the Errors tab enable the Expired certificate for public

A report will be displayed for all users who do not have a valid certificate for the purchase of

©

Date Start End Total Day saldo Saldo on day Error
User: Brown Luis Production Card: 987654321
Missing receipt for public
1.01.2022
transport
User: Christmas Maria Sales Card: 35965874
el Missing receipt for public
transport
User: Cooper Sebastian Management Card: 46579211
el Missing receipt for public

Report

transport

REPORTS IN THE TIME ATTENDANCE EDITOR 14
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7 *LARGO EXPORT

SETTINGS FOR LARGO EXPORT

The Largo Export is especially adapted for further import and processing in the Perftech.Largo
system.

You can adjust the values of the displayed statistics using the formulas in the Largo Export section
of the Time Registration tab in the Preferences menu.

Time attendance

ta_day_stats_Drive_Subtype
ta_day_stats_Drive_Infotype
=
Largo Export
Statistic formula 1 Formula_1234={MINLIMIT
Statistic formula 2
Statistic formula 3
Statistic formula 4

Statistic formula 5

Import overtime

Name of tab for overtime import importdata

Field used to identify user Perscnal ID v

Import leave

Name of tab for leave import importdata

Settings Description

Statistic formula 1 Using these settings you can customize the printout of the values that appear in the Largo
Statistic formula2 Export report.
Statistic formula 3 In each of the lines, you can enter a formula with which you can adjust the calculation and
Statistic formula 4 the resulting value for a particular statistic or additional value.
Statistic formula 5 You can use any of the Formulas used in Custom reports to adjust the value.
Example: Adjust the value of the statistic with the statistic code 1234, by entering
Formula_1234={MINLIMIT[0,0l{SUM()+COUNTOF[VP];*CONST[480];}} in the first line of this
section (under Statistic formula 1).
You can read more about creating formulas for adjusting the values of statistics and
additional values as well as about custom reports in general in the documentation of
our main Codeks application, which is available on our website (https://jantar.si/pdf/
CodeksManual-en_V10.pdf).

* LARGO EXPORT 15
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GENERATING THE LARGO EXPORT

You can generate the Largo Export in the Time Attendance editor.

1 To generate the Largo Export, first, select the users for which you wish to generate the
report in the List of all users.
You can select a single user by simply clicking on them or select multiple users by holding
down the SHIFT or CTRL keys on your keyboard.

2 Then click the Exporticon in the toolbar and select Largo Export from the dropdown
menu.

s
Time attendance ke
Back Period Ropae®™™ Error Statistics Export Impo Reports Custem
TEport e report report reports

Export

MLast name ¢ Name Personal ID Departmen Detail XML

Detail XML work prediction -

nders Tamara 1045 _..inistratio ---- Weekend Statistics Columns Export 0
Brown Luis 1046 Production AT ) o
Christmas Maria 1013 Sales ---- Weekend \Worklime 0
Cooper Sebastian 1001 Managemeny A SUN [_argo export l o
Elder Niko 1023 Field 1. week (3.1.-9.1) -
Evans Timothy 1002 Field - a 3.1. 0001 07:00 - 15:12 Worktime 1
Flanighan  Andy 1016 Field 012 MON o, ,ay e, e, N e
Gardiner-Boyle Maia 1005 Sales -« O 4.1. 0001 06:54 - 15:08 Worktime 1
Hill Jefiery 1021 [P CFiom | 0014 TUE o, 2y, e, e, IS e ™

3 Thereport will be generated in the .csv file format.

In the Largo Export, new mileage data according to different workplaces are presented in the last
columns of the report table. For each location (workplace or several workplaces marked with the
same Location Code), the repetition counter and the total number of kilometers are displayed.

A B C D E
1 |Code User Personal ID Departme Departmen ST STRM_[Largo_code] _CNT STRM_[Largo_code] CNT
2 5 Jack Doe 1005 Managem 23 0

3 " U

* LARGO EXPORT 16
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