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1. Codeks Ta Kit

This document contains a detailed description of working with the Codeks TA Kit application, software for
basic time & attendance registration, for small companies with up to 40 employees and a smaller number of

time registration devices.

The Codeks TA Kit is a component of the time & attendance kits designed for smaller companies that want
to establish a time registration system with as little cost as possible. The T&A kits contain all the necessary

hardware and software equipment necessary to set up a simple time registration system.

The Codeks TA Kit software is designed so that the installation is as fast as possible and the use of the
application is simple. The Codeks TA Kit is installed on the server, and administrators and users access the

application through a web-browser in accordance with the client-server model.
With the Codeks TA Kit application, you can create simple work timetables, which are then used to register
the employees' work hour at different locations. It allows users to view and edit their own work hours, and

department managers to edit hours of all employees in selected departments.

The Codeks TA Kit can be easily upgraded to the Codeks TA software (also with an advanced database) that

also enables access control in addition to time attendance registration.

Codeks TA Kit application 9



Utn®

1.1. License Information

“.’/’ - Logo "Hand" is registered at EUIPO (The European Union Intellectual Property Office) and is exclusively

owned by Jantar d.o.o. You may not copy, imitate, rent, lease, sell, modify or otherwise use the "hand" logo,
except as provided in this or any other agreement with Jantar d.o.o. Any such unauthorized use will result in

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

Codeks TA Kit software is distributed together with the Jantar hardware or separately as a replacement

system for an existing access control system, which means:

e All copyrights of Codeks TA Kit are exclusively owned by the author, Jantar d.o.o..

e 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.

e Codeks TA Kit 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.

e Codeks 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.

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

e By installing and using the Codeks TA Kit add-on you are accepting the terms and conditions of this
license.

e If you do not agree with the terms of this license you must remove all Codeks TA Kit files from your

storage devices and cease using the product.

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 d.o.o., 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 d.o.o. 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 d.o.o., 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

d.o.o.
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1.3. End-user license agreement for the Codeks software
(EULA)

BEFORE STARTING THE INSTALLATION AND USING JANTAR D.0.0. SOFTWARE PLEASE READ THE
TERMS OF THE LICENSE AGREEMENT CAREFULLY! THE LICENSE AGREEMENT IS DISPLAYED
BEFORE EACH SOFTWARE INSTALLATION. IT IS ALSO WRITTEN IN THE SOFTWARE MANUALS
AND AVAILABLE ON THE MANUFACTURER'S WEBSITE.

The End User License Agreement (EULA) is a legal agreement between you (individual or legal entity) and
Jantar d.o.o. and refers to the software Jantar Table Reader, Codeks Device Manager, Codeks Tools, Blocker,
CODEKS AC/TA (V9 or V10) and their by-products, additional software modules and software-related
software components, media, printed matter and "on-line" or electronic documentation.

Installing, copying, or otherwise using the software constitutes your acceptance of the terms of this license
agreement.

This license agreement represents the entire agreement of the software use between you (hereinafter also
as the "user") and the company Jantar d.o.o. (hereinafter "the license owner") and supersedes any previous
contracts, arrangements or agreements between the contracting parties.

If you do not agree with the terms of this license agreement, do not start using the software or stop using it
immediately.

The Software is protected by copyright laws and international copyright contracts and other laws and
contracts relating to the protection of intellectual property.

By purchasing a software license, the user acquires the right to use the program, but not the ownership of
the software code. The same applies to the use of software that is distributed without a license.

1. GRANT OF LICENSE

The purchase of a software license allows the user:

(a) Installation and use of the program

Jantar d.o.o. grants the user the right to install and use a valid copy of the software on the user's computer
with a valid licensed copy of the operating system for which the software was developed [eg. Windows 11].
Each individual access control or time registration system requires purchasing its own software license. Each
software license must be activated in accordance with the procedure prescribed by the license owner. Each
software license can only be activated in one access control or time registration system.

(b) Codeks V10 software upgrade policy

e The purchase of new Codeks V10 software includes the right to free upgrades for 12 months from the first
activation of the program.

¢ All dates important for the upgrade implementation or upgrade price are linked to the date of the first
activation of the Codeks V10 software carrier license.

¢ It is not possible to upgrade individual expansion modules. All installed Jantar software is upgraded at the
same time, including data exports.

¢ By purchesing Codeks V10 software the user is entitled to a payable upgrade in the second and third year
from the first activation, where the price of upgrades is equal to 33% of the installed software value
including extension modules and licensed data exports.

o If the payable upgrade of the Codeks V10 software is not performed within 36 months from the first
activation of the software, the user forfeits the right to upgrade the software under the conditions mentioned
above - in which case the upgrade price is equal to the selling price of the new software.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS

(a) Inviolability of copyright notices

Alteration or deletion of copyright notices in the sofware or sofware copies or by-products is prohibited.

(b) Distribution

Unauthorized transfer of copies of the software to third parties is prohibited.

(c) Demo versions of the program

Demo versions of the software may only be used for the purpose of testing the functionality of the program.
Unauthorized transfer of the demo version of the program to third parties is prohibited.
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(d) Prohibition of reverse engineering

Reverse engineering, decompiling, braking or disassembling of any software code manufactured by Jantar
d.o.o. is prohibited.

(e) Lending or leasing

Lending or renting the software to third parties is prohibited.

(f) Software support

Jantar d.o.o. provides the user with software support for it's own software. Any additional software code or
part of the software that is provided to the user as an update or enhancement of the software is considered
an integral part of the software and is subject to all provisions of this license agreement.

(g) Use of the program in accordance with applicable laws

The user may only use the software in accordance with applicable law.

3. TERMINATION OF LICENSE AGREEMENT

In case of user's violation of the agreement provisions Jantar d.o.o. has the right to withdraw from the
agreement without this being considered a violation of the user's rights. In this case, the user must
immediately stop using the software and remove all copies of it.

COPYRIGHT

All rights, not just copyrights, relating to the software and software by-products, additional software
modules and software-related components, media, printed materials and "on-line" or electronic
documentation are the property of the company Jantar d.o.o.. All material and moral copyrights and
intellectual property rights relating to the software and software by-products, additional software modules
and software-related components, media, printed materials and "on-line" or electronic documentation are
the property of the Jantar d.o.o0. company and are protected by applicable laws and other contracts for the
protection of copyright and other intellectual property. By purchasing a license you do not acquire any rights
to its content. All rights not expressly granted are reserved for Jantar d.o.o..

LIMITATION OF WARRANTY

The company Jantar d.o.o. explicitly makes no warranties of any kind for the software and software
by-products, additional software modules and software-related components, media, printed materials and
"on-line" or electronic documentation.

Software and software by-products, additional software modules and software-related components, media,
printed materials are distributed "as is" without any express or implied warranty of any kind.

Jantar d.o.o. does not guarantee or take over responsibility for the accuracy or completeness of any data,
text, graphics, links or other elements contained or used in software and software by-products, additional
software modules and software-related components, media, printed materials.

Jantar d.o.o. does not take over any guarantees regarding damage caused by the possible activation of
computer viruses, worms, time and logic bombs or other harmful computer programs.

LIMITATION OF RESPONSIBILITY

The company Jantar d.o.o. is not in any event responsible for any damages (including, without limitation,
loss of profits, business damage or lost information) caused by the inability to use software or software
by-products, additional software modules and software-related components, media, printed materials and
"on-line" or electronic documentation even if the company Jantar d.o.o. is or was informed of the possibility
of such damage occurring.

The company Jantar d.o.o. is not in any event responsible for data loss or for indirect, extraordinary,
incidental, consequential (including lost profits) or other damage arising from contractual or tort liability or
other causes.

Jantar d.o.o. takes no responsibility for the content of software and software by-products, additional
software modules and software-related components, media, printed materials and "on-line" or electronic
documentation in whole or in part, including any errors or omissions, publicity rights violations, privacy,
rights of other trademarks, business damage, personal damage, loss of privacy, moral rights or disclosure of
confidential information, etc.
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1.4. Contact Information

Jantar d.o.o. has more than 30 years of experience in the development and production of access control,
time attendance and visitor control systems. What sets us apart from our competitors is that we develop and
manufacture all of our software and most of our hardware ourselves. Our systems are installed and utilized
at airports, office buildings, financial institutions, factories, shopping centers, hospitals, etc. Our products
are present virtually anywhere our clients need basic or advanced access control and time and attendance

systems.

Jantar, elektronski sistemi, d.o.o.
Kranjska cesta 24, SI-4202 Naklo
SLOVENIA

VAT ID: SI34737332

E-mail: info@jantar.si

Web page: www.jantar.si

Support

For support contact our regional partner: https://jantar.si/en/contact/our-partners/
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2. Description and Installation

The Codeks software family includes several main (core) applications, which can be extended with different

Codeks additional applications and add-ons:

Codeks TA Kit

Codeks TA

Codeks TA Advanced

Codeks AC

Codeks AC Advanced

software for basic time & attendance registration, for companies with up to 40 employees, and
a smaller number of time registration devices.

software for advanced time & attendance registration and access control, for companies with
up to 100 employees, and a larger number of time registration and access devices. (The
documentation and instructions for use of the Codeks TA main application can be found in a
separate document, available on our Codeks software download pages.)

software for advanced time & attendance registration and access control with an advanced
database, for companies with more than 50 employees, and an unlimited number of time
registration and access devices. (The documentation and instructions for use of the Codeks TA
Advanced main application can be found in a separate document, available on our Codeks
software download pages.)

software for advanced access control, for companies with up to 100 employees, and a larger
number of access devices. (The documentation and instructions for use of the Codeks AC main
application can be found in a separate document, available on our Codeks software download
pages.)

software for advanced access control with an advanced database, for companies with more
than 100 employees, and an unlimited number of access devices. (The documentation and
instructions for use of the Codeks AC Advanced main application can be found in a separate
document, available on our Codeks software download pages.)

The Codeks software must be installed on a server capable of continuously running the Codeks service. All

time & attendance devices connected to the server, send the server event information about users

registering at different locations. The server, in turn, records these events in the database and executes

calculations of the users' time and attendance.

Codeks V10
[ ]

SERVER

OMMUNICATION LINES

Codeks TA Kit application 14



Utn®

The work (interaction) with the Codeks server is modeled on the client-server model, which means that

Codeks system administrators or company employees can access the Codeks application by login in with a

web browser. Using a web browser, two types of logins are possible in the Codeks application:

Codeks - Menu vinzwis e

o | 2 &

Codaks T4 Kit
Administrator Iogin

@

ADMINISTRATOR ACCESS - login for Codeks
system administrators

Codeks administrators can configure, edit, do
maintenance and make changes in the Codeks
system.

NOTE

The following instruction manual is intended for
Codeks administrators who log in to the Codeks
application through the administrator login.

The main (core) Codeks applications can
APPLICATIONS AND ADD-ONS:

Codeks TA Kit Codeks TA

TA Leave
announces

ePermits
Presence monitor
Layouts
FrontDesk

IP Camera

Lunch
Reservations
Exports for payroll
Shifts

Screen keypad
editor

TA Weekly table
view
Parking

Codeks Virtual Card

00D OO0V O
0000000000000

Codeks Mobility *

Codeks - Menu v o210 8 1amz

go
ke

P Camera Uset login

USER ACCESS - login for employees and heads
of departments

User access enables employees and department
heads to view or edit the data and recorded events
in the Codeks system. Additionally, user access
also enables users the use of Codeks add-ons and
additional applications. (Instructions for users can
be found in a separate document, available on our
Codeks software download pages.)

be further extended with ADDITIONAL CODEKS

Codeks TA Codeks AC
Advanced LG 0 Advanced

000 0000 OCOOQOOOOVO
00D OO0 O0DD O
00D OO0 O0DD O

* The use of the Codeks Mobility mobile application is free, however, the use of some of the application features is dependant on the simultaneous possession of

Codeks Virtual Card licenses and licences for other Codeks add-ons.

In the following chapters, you will find the minimum system requirements needed to set up the Codeks

software system, as well as detailed instructions for the software installation.
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2.1. Connecting Hardware

Usually, the Jantar team or partner will take care of the (physical) installation of the hardware devices,
however, you are responsible for preparing the cable installation needed for the communication and power
supply of the new devices. The preparation of the cable installation is simple, as you will only need to
prepare:
e a standard UTP cable for communication between the Spider power supply and communication
converter and the Regis controller,

e the connection to the power source (220V AC) and the local LAN network for the Spider device.

Examples of hardware installation:

T&A controller Power supply with communication converter The server running the Codeks TA-Kit
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit Spider W5-B software
" L & DIRECT COMMUNICATION
0 3 220VAC THROUGH THE USB CABLE
o [ L]
= ~ "
3 o
- FITI ™
T
UTP cable USB cable
T&A controller Power supply with communication converter The server running the Codeks TA-Kit
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit Spider W5-B software
o & COMMUNICATION THROUGH
T s (% 220VAC  THELAN
x - "
L]
L] P -
L i =
L
UTP cable
T&A controller Power supply with communication converter The server running the Codeks TA-Kit
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit Spider W5-B software

DIRECT COMMUNICATION
220VAC THROUGH THE USB CABLE

UTP cable USB cable
T&A controller Power supply with communication converter
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit Spider W5-B =
-
el - M & DIRECT COMMUNICATION

220VAC THROUGH THE USB CABLE
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T&A controller
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

COMMUNICATION THROUGH
220VAC THE LAN

UTP cable

T&A controller
Regis R-1-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

& COMMUNICATION THROUGH

220VAC THE LAN

UTP cable

T&A controller
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

DIRECT COMMUNICATION
THROUGH THE USB CABLE

The server running the Codeks TA-Kit
software

The server running the Codeks TA-Kit
software

UTP cable

T&A controller
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

USB cable

Power supply with communication converter
Spider W5-B

DIRECT COMMUNICATION
THROUGH THE USB CABLE

220VAC
]

UTP cable

T&A controller
Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

USB cable

Power supply with communication converter
Spider W5-B

DIRECT COMMUNICATION
THROUGH THE USB CABLE

220VAC

UTP cable

USB cable

Untn®
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T&A controller

Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

COMMUNICATION THROUGH
THELAN

220VAC
]

L LY
Emmmm

UTP cable

T&A controller

Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

COMMUNICATION THROUGH
THELAN

UTP cable

T&A controller

Regis R-3-Kit Regis H-3-Kit Regis T-3-Kit

Power supply with communication converter
Spider W5-B

COMMUNICATION THROUGH
THELAN

UTP cable

NOTE FOR INSTALLATION

Connect the Regis to the Spider power supply as shown in the diagram with a standard UTP cable.

The server running the Codeks TA-Kit
software

Utn®

For distances greater than 25m, use one twisted pair of UTP cable for each pole ( + and -). The cable length between
the power supply and the Regis should not exceed 50m.
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2.2. System Requirements

Before installing the Codeks TA Kit application make sure you meet these necessary system requirements:

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

e available free USB ports or ethernet (LAN) ports for hardware connections,

e display resolution at least 1366 x 768 px (recommended resolution 1440 x 900 px),
¢ installed Microsoft .NET Framework 4.8,

e a minimum of 4 GB of RAM and dual-core processor,

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

e PDF Reader software,

e internet access,

e 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.)
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2.3. Installing Software

The Codeks software is available on our Codeks software Toomocan: . - 1

C O @ jantarsi/en/downloads/codeks ta-ki *

download pages. When purchasing or upgrading the

@Mﬂ»@ SOLUTIONS v PRODUCTS v SOFTWARE v CONTACT v | @ 5UPRORT | BOWNLOADS

Codeks software the link to the appropriate download

page will be forwarded to you. .‘ l) DOWNLOAD Codeks TA Kit
- Software for simple time & attendance.
NOTE

Before installing the downloaded Codeks software on your server: n -

e Check the system requirements[ 19",

o Make sure the .NET Framework (at least) version 4.8 is already
installed on your server, otherwise, install it on your server. (The
Windows 8 operating system and newer already have the .NET
Framework installed by default. Older versions of operating systems
may require the framework to be installed manually.)

TA Kit 10. 2101. 4. 14881 Manuals and documentation

for Codek

20m8

Kit-en.pef

1. Click and run the downloaded Codeks installation file.

2. Select the language for the installation.

The selection of the installation language is important as it also determines which default settings and tools
will be loaded during the Codeks software installation.

Select Setup Language

@ Select the language to use during the
v installation:

English w

3. Read and accept the terms of the license agreement, then, click Next and follow the instructions of the
installation process:

% Setup - Codeks TEA Kit version 102103415185 X % Setup - Codeks T&A Kitversion 10.2103415185 % Setup - Codeks TEA Kit version 102103415185
License Agreement Information N Select Destination Location

Please read the folowing important information before contiuing. Please read the following important information before contiuing. Where shouid Codeks T8 Kitbe installed?

Please read the folowing License Agreement. You must accept the terms of this When you e ready to continue with Setup, cick Next.

agreement before continuing with the nstallation Setup il nstall Cocieks T8A Kitinto the folning folder,

END-USER LICENSE AGREEMENT * MARNI NG! o continue, click Next, I you wouid ke to select a different foder, cck Browse.
FOR JANTAR CODEKS AC/TA . Browse. .
/ Before installing this upgrade YOU MUST

IMPORTANT! PLEASE READ THE TERMS AND CONDITIONS OF MAKE A BACKUP COPY of your current

THIS LICENSE AGREEMENT CAREFULLY BEFORE CONTINUING

e i PO A TRaTALL database and related files.

End-User License Agresment ("EUI alegal agreement between Several changes have been included in the new version of

[you (sither an individual or a sing )2nd JANTAR D.OO. for the Codeks software, which may affect how your system

functions.
(Sizmatinoemm
e e e Before uparading consult the software chanaeloa and 4 Atleast 32.8 MB of free disk space i reauired.
e <o e = e
%, Setup - Codleks T&A Kit version 10.2103.4.15135 X % Setup - Codeks TRA Kitversion 10.2103.4.15185. %, Setup - Codleks T&A Kit version 10.2103.4.15135
Select Start Henu Folder Select Additional Tasks R Ready to Install R
Where shouid Setup place the program's shortauts? Which additonal tasks should be performed? Setupis now ready to begin instaling Codeks T8A Kit on your computer.
Select the adkitonal tasks you would lke Setup ta perform whie instaling Codeks TaA Cick Instal o
] seoputeate in the following Kat, then ek et e
To continue, cick Next. didcBrowse. Additionl shortcuts: Destination location
Ce\program Files\Codeks
—— Create a desktop shortaut
Sowse... et ol
Codeks version et

@ Install 64t Codeks T
itional tast
O Install 325it Codeks Additional shortcuts:
Create a deskiop shortcut
Codeks version
Instal 69bit Codleks

prey = e o o [ o | [

%o Setup - Codeks T&A Kit version 102103.4,15185.

Installing
Please wait while Setup installs Codeks T&A Kit on your computer.

Finishing installation

Cancel
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4. Next, the Codeks service will start for the first time and the system will require you to enter the Codeks

software license code.

Enter the license code and then click Save.

iy, a o

®;
i V 10.2103.4.15185 Company Company Save

Emaiorcontactpeson [emaicompany.com
Codeks service is currently _
Starting...
Updateslcense exprydate  01/05/2022
Open Codeks.
Open Codeks application e E A ZIECED Lcense code Fopication Vaidt  Vew.. Act T

a0
Codeks server port 2090 Change port [123459ANTAR 38765 SOFTWARE-12457:87541] 12365 s 765 SoPTwaRE rassr st Codeks TaAKE_______13.06.2021_[Vi0_[ho ]
Codeks start mode

Cance

Log eve
Enable localogin | Check forupdates | tcenses |
Manage system SSL certificates ——

SLOVENA Cau SLOVENIA v
Tagree fo data usage] Data usage

Deete cense code.

NOTE
You need to activate[2® your license code within 30 days otherwise Codeks TA Kit will stop to work until you activate it.

5. In the next step, the Wizard for adding hardwarels® will open. This wizard will help you connect the T&A

registrator into your Codeks system.

Hardware editor
:»’f. © Jantar d.o.o.

http://www.codeks.eu

Starting hardware manager

NOTE

To add the installed hardware to the Codeks system you will need data about the communication line (IP
address, COM port etc.) and the data of the T&A registrators (the address of the controller), which you
have assigned to the hardware during the (physical) installation.

6. Follow the instructions within the wizard.

First, the wizard will automatically launch the search for communication lines leading to Jantar devices.

The wizard will display a list of communication lines. On the List of communication lines find and select the
communication line which leads to the Spider, power supply and communication converter. Then
click Select.

e e o
Hardware List

Hardware List
Communication parametors Frd hardware Communication parametors Frd hardware

O Setal O Setal
@© Network TCP/P @© Network TCP/P

A cortrller A cortrller

Hardware data successfully loaded. Hardware data successfully loaded.
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7. Next, the wizard will launch the search for all (T&A) controllers on the selected communication line.

When the wizard finds the controller on this communication line, a new window will open where you can
enter the name of the passage (location) where the controller is installed.
Click OK.

Hardware List
Communication parameters Fnd hardware Communication parameters Fnd hardware

O seral
@© Network TCP/IP
O uss

P Addess [152.168.77

® Controller 3H3 details

Add cortroler Add cortroler

Discovered controller: 3H3 address 255

Controler search n progress

Enter the name of the passage where itis installed

| Main Entrance | |

Changes successfully saved! Changes successfully saved!

8. The new hardware will be added to the system and will also be displayed on the List of hardware on the
left.

3 Hardware Editor

=+ Hardware List
E-3H3
Main Entrance

[Communication parameters Find hardware

O Ssetal
@ istwork TCP/IP

O usB
IP Address  [192.168.7.7

TCPpot  [1001

Add controller

Find communication

Hardware data successfully loaded.

9. This will automatically conclude the process of adding hardware to your system.

10. You have successfully installed the Codeks software.

%o Setup - Codeks T&A Kit =

[ Codeks TA it first

& C | O file:

Completing the Codeks T&A Kit JPrograni20fies/Codele/FrsBun o] Bk
Setup Wizard

Setup has finished instaling Codeks T&A Kit on your computer.
The appiication may be launched by selecting the installed
shortcuts.

Click Finish to exit Setup.

fiew Quick start manual

rowser ai tnis URL. Don'tforget o bookmark start page!

Finally, the installation process will display instructions for your first login/33 to the Codeks application in

your default web browser.
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2.3.1. Activating License Code

Untn®

The Codeks TA Kit software will not work without a valid license code, which must be added during the

software installation. The license code must then also be activated within 30 days from the installation

date. If you do not activate your license code within that time period, the application will stop working until

you activate the license code.

You can activate the Codeks license codes using the Codeks Service Manager program. Open the

Codeks Service Manager by clicking the CodeksServiceManager.exe file located on your desktop or in the
folder C:\Program Files\Codeks (or C:\Program Files (x86)\Codeks).

Codeks Service Manager icon:

Wik

RS

CodeksService.pdb
@ CodeksServiceManager. exe

1. Before activating the a 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. Mark the license code you wish to activate
and click the Online activation button.
Repeat the process for each additional
license code you wish to activate.

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[243 using another device with
internet access.

4, Finally, save the changes by clicking the
Save button.

i, a

-,
L V 10.2103.4.15185

Codeks service is currently

Open Codeks
9090

Change port

Enable local login || Check for updates m
Manage system SSL certificates

Open Codeks application
Codeks server port

Codeks start mode
Log level

License Manager

Company

Ewmail or contact person | com ]
Country

SLOVENIA ~
| agree to data usage

01/05/2022

Data usage

Updates license expiry date

License code lication Valid til Vers. Acti

65-SOFTWA 8 od BA 06. 20 ]

Company | Save

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

Codeksservice, InskallState

Add license code

Delete license code

S~——

Online activation

Manual activation

Online deactivation

Manual deactivation

Print upgrade request

License Manager

Company | Company ] Save

Emai orcontact person [ema m |
Courtry

SLOVENIA

| agree to data usage Data usage
g g Data usage

Updates license expiry date 01/05/2022
License code Application Valid tl Vers... At
Codeks T8A ke

12345-JANTAR.98765-SOF TWARE. 12457-87541 Virtual card 5 3.06.2021 VID  Yes

Add license code

Delete license code

Online activation

Manual activation
Online deactivation
Manual deactivation

Print upgrade request
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5. In the main window of the Codeks Service
Manager program restart the Codeks
Service by clicking the Start button.

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.

W, a

-,
L V 10.2103.4.15185

Codeks service is currently

Open Codeks
9090

Change port

Enable local login | Check for updates | Ucenses |
Manage system SSL certificates

Open Codeks application
Codeks server port
Codeks start mode
Log level

License Manager

Company Company | Save

Ewmail or contact person | com ]
Country

SLOVENIA

| agree to data usage Data usage

Updates license expiry date 01/05/2022

Valid til Vers. Acti
65-SOFTWA 8 od & 06. 20 0

License code lication Add license code

Delete license code

Orline activation

Manual activation

Online deactivation

Manual deactivation

Print upgrade request

Company

B ManualActivationForm

License code: 12345-JANTAR 98765-S0F TWARE- 12457-87541
Challenge code: |12345-JANTAR 96765 SOFTWARE-12457-67541 |

Copy challenge to dlisboard
Codeks activation | |

Can

Lice

Codeks - Codeks activation form

Company name:
Contact e-mail / person:
Country:

Challenge code:
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5. The form will then display the Codeks Codeks_cweks EiE e e
Activation code for activating the
selected license code.

12345-JANTAR-98765-SOF TWARE-12457-87541
6. Enter the Codeks activation code into

the ManualActivationForm and click OK.

Company

- [m]
B ManualActivationForm

License code: 12345-JANTAR 98765-S0F TWARE- 12457-87541
Challenge code: |12345-JANTAR 98765 SOFTWARE-12457-67541

Copy challenge to dlipboard
Codeks activation I 12345-JANTAR 88765 -SOF TWARE- 12457 87541 l
Lice:
Cancel

7. If activation was successful the validity

License Manager

of the selected license will be changed to

Company Company |
E-mail or contact person | com ]
limi oy SLOVENIA
unlimited. | agree to data usage Data usaae
Updates license expiry date 01/05/2022
License cade Application Valid tll Vers... Adi... T e
12345-JANTAR. 36765 SOFTWARE-12457-87541 Codeks T4A kit
12345-JANTAR-98765-SOFTWARE-12457-87541 Vitual card 5

3.06.2021 VI0  Yes

Delete license code

Orline activation

Manual activation

Online deactivation

Manual deactivation

Print upgrade request
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2.3.2. Deactivating License Code

Untn®

If you wish to move the Codeks TA Kit application to another computer, you first need to deactivate

license code on the computer where software is currently installed and then reactivate it on the new

computer.

You can deactivate the Codeks license codes using the Codeks Service Manager program. Open the

Codeks Service Manager by clicking the CodeksServiceManager.exe file located on your desktop or in the
folder C:\Program Files\Codeks (or C:\Program Files (x86)\Codeks).

Codeks Service Manager icon:

Wik

A

CodeksService.pdb
@ CodeksServiceManager. exe

1. Before deactivating a 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. Mark the license code you wish to
deactivate and click the Online
deactivation button.

Repeat the process for each additional

license code you wish to deactivate.

NOTE

If your Codeks server does not have an internet
connection, the program will display an error.
In this case, you will have to deactivate the
license code manually [ 27 using another device
with internet access.

4, Finally, save the changes by clicking the
Save button.

i, a

-,
L V 10.2103.4.15185

Codeks service is currently

Open Codeks
9090

Change port

Enable local login || Check for updates m
Manage system SSL certificates

Open Codeks application
Codeks server port

Codeks start mode
Log level

License Manager

Company

Ewmail or contact person | com ]

Ty SLOVENIA

| agree to data usage Data usage

Company | Save

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

Codeksservice, InskallState

12345-JANTAR.98765-SOF TWARE. 12457-87541 Virtual card 5 3.06.2021 VIO No

Updates license expiry date 01/05/2022
License code lication Valig il Vers. Acti. P
Al 98 0 & od &A d 0
Delete license code
Online activation
Manual activation
Cnline deactivation
Mznuial deactivation
Print uparade request
License Manager — [m]
Company | Company ] Save
Emai orcontact person [ema m |
Gy SLOVENIA v
| agree to data usage Data usage
Updates license expiry date 01/05/2022
License code Application Valid tl Vers... At P e
Codeks T4AKE 3.06.2021

Delete license code
Orline activation
Manual activation

Online deactivation

Manual deactivation

Print upgrade request
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5. In the main window of the Codeks Service
Manager program restart the Codeks
Service by clicking the Start button.

MANUAL LICENSE DEACTIVATION
1. Select the license code you wish to
deactivate and click on the Manual
deactivation button.

2. The ManualDeactivationForm window
will open which contains a Challenge
code for deactivating the selected license

code.

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
deactivating 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.

a

W,

-,
L V 10.2103.4.15185

Codeks service is currently

Open Codeks
9090

Change port

Enable local login | Check for updates | Ucenses |
Manage system SSL certificates

Open Codeks application
Codeks server port
Codeks start mode
Log level

License Manager

Company Company ] Save
Emai orcontact person [ema m |
Gy SLOVENIA
| agree to data usage Data usage
Updates license expiry date 01/05/2022
License code lication Viaiid till Vers_Acii Peraenh
6550 RE 8 d 3 d 0
Delets license code
Online activation
Manual activation
Online deactivation
Print upgrade request
| License - o X
Company

info@company com

SLOVENIA

ManualDeactivationForm

(N H Y O OC XA-FCBEA-9AMAR-6RAGK-J2EJQ-GRNTR

Challenge code | Y 1HKEM-67HANB-YON293-Y2ZNEL |

Copy challenge to clipboard

Codeks - Codeks activation form

Company name:
Contact e-mail / person:
Country:

Challenge code:
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5. When the license code is deactivated
the form will display the following

message:

6. The validity of the selected license will
be changed to expired.

2.3.3. Using SSL certificates

Codeks - Codeks activation form

Success

License Manager - O

Company ‘Cumpanv | Save

Ewmail or contact person | com ]

T SLOVENIA ”
| agree to data usage Data usage
Updates license expiry date 01/05/2022
License cade Application Valid tl Vers... Adi... T
12345-JANTAR. 36765 SOFTWARE-12457-87541 Codeks T4A kit 3062021 [vi0 [No |

12345-JANTAR 98765 SOFTWARE 1245787541 Virtual card 5 3.06.2021 V10 No
Delete license code

Online activation

Manual activation

Online deactivation

Manual deactivation

Print upgrade request

The Codeks TA Kit software enables the use of SSL certificates[325 that are used to protect the transfer of

data between clients, i.e. users who access the Codeks application through browsers on their computers,

and the Codeks software server.

You can read more about this in chapter Encrypted data transfer(s23.

2.4. Setting Firewall

Inadequate firewall settings can cause problems when searching for NET communication lines. It can also

cause problems when accessing Codeks applications from other computers.

User must ensure the following:

e Allow receiving of the TCP connections from web clients. This is default on port 9090.
e Communication must be allowed on TCP port 100 for communication with Spiders (if you are using Spider

NET).

e Communication must be allowed on TCP port 1001 for communication with controllers, which are directly
on the network (1001 is the default value which can be changed in hardware settings).
e Set the Firewall so that service will be able to send and receive UDP packages on port 65535 (searching

for communication lines).

Codeks TA Kit application 28



Utn®

2.5. Backup of Codeks' Data

Backing up is mandatory!
Backing up the database and other user files is the responsibility of the owner and administrator of the
Codeks system! The Jantar company is in no way responsible for the loss of your data in any event!

Backing up your files protects them from permanent loss or irreversible alteration due to accidental deletion,
virus or worm attacks as well as software or hardware failure. In the case of any of the mentioned scenarios,
you can easily restore the original files, if you have their backup copies. A backup copy of the original files
must be stored in a different location than the original. To track changes in your files, create multiple backup

copies.

Making a backup copy

Making a backup copy of the Codeks program includes making a copy of your database as well as some
additional folders and files.

1. Open the Codeks Service Manager program and stop the Codeks service by clicking the button Stop.

2. Make a backup copy of your database.
Locate the Codeks program folder (C:\Program Files\Codeks) on the server and copy the folder
named data, which contains the SQLite database.
3. Then copy all files with the .xml and .config extension that are located in the Codeks program folder
(C:\Program Files\Codeks).
4. Finally copy the entire assets folder located in the WebRoot folder (C:\Program Files\Codeks\WebRoot
\assets). This folder contains:
e EventPictures folder - this folder contains all pictures taken by security cameras when using the
Codeks IP Camera Add-on.
e GeneratedExports folder - this folder contains all created exports (e.g. Statistics Column Export).
e GeneratedReports folder - this folder contains all created reports (e.g. Statistics Report).
e Statisticsicons folder - this folder contains all the icons for statistics.
e UserPictures folder - this folder contains all the uploaded pictures of employees.
5. Save all copied folders and files in a secure location as they contain important and security sensitive data.
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2.6. Codeks Service Manager Interface

The Codeks Service Manager is a graphical W, (]

‘% V 10.2101.5.14905

Codeks service is currently “
Running
Open Codeks

interface that is primarily designed to manage the
Codeks service, but also contains other tools:

Open Codeks application

Codeks start mode

Logleve
bt Ko, | ek Yo ot
Manage system SSL certificates

- setting for the TCP port through which users (clients) access the Codeks application;

Under the Codeks server port setting, you can change the TCP port humber through which users within
your local network access the Codeks application on your server. To change the TCP port, enter the new
port number in the setting's field and click the Change port button (right).

- setting the Codeks startup mode;

The Codeks start mode setting determines how the Codeks service will launch; You can choose between
Automatic, which launches Codeks when your computer is turned on, Manual, which lets you manually
control the launch of Codeks, and Disabled, which completely disables the Codeks service.

- setting the level of detail being recorded into the software log file about the operation of
your Codeks system;

The Log level setting defines how much information about the operation of the Codeks system will be
recorded into the Codeks.log system file. (The file is located in the Codeks installation folder, e.g. ... \
Program Files \ Codeks \ Logs \ Codeks.log.)

- a link to the Wizard for adding hardwarel2™ , with which you can connect new (additional)
time registration devices to the Codeks system;

Clicking the Hardware button will open a new window where you can find or manually add new
communication lines, controllers and readers to your system.

- a tool for generating a time-limited access of a super administrator (1 hour);

Click the Enable local login button to create a super administrator's time-limited access (valid for 1
hour) to your Codeks application, which can only be used on the server where the Codeks software is
installed. The local super administrator access is intended primarily for technical staff and the Jantar
support service to help solve potential problems with the Codeks software.

- access to security-sensitive administrator functions that can have serious consequences for
the operation of the Codeks software;

We recommend that you do not change the functions that are accessible by clicking the
Manage system button yourself. The Manage system tools are primarily intended for the Jantar
support service to help solve potential problems with the Codeks software.

- a link for the Codeks software updates/3™;

Clicking the Check for updates button will automatically run a check to see if an update is available for
your software version. The updates available to you will be displayed in the table and ready for download
and installation.

- a link to the Licenses|23 editor for managing licenses for the main Codeks application and
Codeks add-ons and additional applications;

In the Licenses editor, you can add, delete, activate, and deactivate license codes for the basic Codeks
application, Codeks software updates, and Codeks add-ons and additional applications.

- a link to the SSL certificates editor for managing the secure HTTPS connection 323}
In the SSL certificates editor, you can import an SSL certificate into the Codeks software to enable
secure HTTPS communication between the Codeks server and clients.
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2.7. Software Update

NOTE

With the transition to the next generation of our software the Codeks V10, Jantar has also changed its licensing policy
for software updates. By purchasing the Codeks V10 software or upgrading from the old Codeks V9 software to the new
Codeks V10, each customer is also entitled to software updates for a period of one year from the date of the first

activation of the software. After this period, you may purchase the rights to further updates or continue to use the
Codeks software at the level of the last updated version to which you were entitled.

The date of eligibility for updates is displayed in the Licenses window of the Codeks Service Manager:

License Manager
Wz, [ %]

.,
0% V 10.2010.2.14583

Company. (Company

| Save

Emsi [

Country UNITED KINGDOM

Tagree fo dala sags;

Codeks service is currently “
unnir

Updates license expiry date 12.8.2021

Open Codeks application

Data usage

Codeks server p | cyfige porc |

DEBUG_3 v
Enablelocal ogin | Check for updates
Manage system SSL certificates

License code Aoplcation

Codeks start mode 6BARY-DBIBO-BX29K 83LEY-8REKZZ1EQN  Codeks TeAKi

Log level

Valdtll  Vers... Act

VIO No

Add icense code
unlimited

Delete license code:

Orline activation

Manual activation

Onine deactivation

Manual deactivation

Print upgrade request

If you would like to purchase the option to update, you can contact us via the online form https://jantar.

si/en/contact/.

You can update your Codeks software using the Codeks Service Manager program.

It is not necessary to uninstall the existing software from your computer. You can install the new Codeks

version over an existing install.

WARNING

Before updating your existing software to the latest version make a backup copy[29 of your database and other files.

1. Start the Codeks Service Manager program.

2. Click the Check for updates button.

3. A list of new software versions, ready to be
installed, will be displayed. If only one version is
available, the program will automatically offer to

launch the installation of the latest version.

%]

oy

ol V 10.2010.2.14583

Codeks service is currently

Open Codeks
9090

Change port

Enable local login Check for updates

Open Codeks application
Codeks server port

Codeks start mode
Lag level

SSL certificates

5 List of available updates — [m] X

Available update Your version

CodeksTAKitSetup-v10.2010.2.14583 10. 2010. 6. 14668
Codeks updates check

Hewr updates are available for download.
Do you want do download updates?

v e ]
Download Cancel
Check for new version completed.
Manage system SSL certificates

4. After launching the installation, follow the instructions for the software installation.
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3. User interface

Administrators and users of the Codeks software can access and manage the Codeks TA Kit application

using a web browser of their choice (Chrome, Firefox or Internet Explorer).

START MENU

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

Codeks software is installed)

(e.g. localhost:9090, if you are logging to the application on the same computer (server) where the

-2

oL

Codeks TAKit IP Camera User login
Administrator login

@

TA Presence monitor

Codeks - Menu v 102101314082

The Codeks application's start menu first displays
links to login forms for administrators and users

The start menu also contains icons for the Codeks
TA Presence monitor and IP Camera if you are
using these add-ons. The Codeks TA Kit can be easily
upgraded to the Codeks TA software that enables
access control in addition to time attendance
registration and can also be expanded with Codeks
add-ons and additional applications.

Codeks TA Kit application 32



Utn®

3.1. Login

ADMINISTRATOR ACCESS

Codeks administrators can log in to the Codeks TA Kit application with their username and password using

Administrator login

a web browser.

Codeks - Menu vinzs e

® | @
Codaks TAKit |F Camara

Usar login
Administrator Ibgin :

@

Link to the administrator login form:
~]IP address of your server~:9090/ta/adminuserslogin.html

NOTE
The Codeks TA Kit application has only one system administrator. The default administrator username and
password in the Codeks application is:

Username: admin Password: admin.
For security reasons, we recommend that you immediately change the default administrator login information. You can
change the login username and password under the Administrator settings section in the Program settings tab of
Preferences.

After a successful login, the Main menul3# of the Codeks TA Kit will be displayed. In the Main menu you will
find all the links to the individual editors.

USER ACCESS
In addition to administrators, users, i.e. employees and heads of departments, can also login to the
Codeks application.

Users use their username and password to login to the Codeks application through the user login form.

User login

Codeks - Menu vioz1a 1

;.
A
Es

|P Camera User login e

Link to the user login form:
~]IP address of your server~:9090/addons/userslogin.html

Users will use user name and password which were assign to them, when they were added to the system (Users -
Advanced Settings[4™).

Instructions for users can be found in a separate document, available on our Codeks software download

pages.
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3.2. Main Menu

The upper toolbar of the Main menu contains the links to all individual editors that make up the Codeks TA
Kit application.

The central part of the Main menu displays the List of recent events registered in the system.

The line at the bottom informs whether communication with controllers is established. The line will also

display the status of the Sending tables process.

W/ Codeks TA Kit

Admin
C
Qmparny Change my password
kB o B X
Users Groups  Timetables Time Hardware = Holidays = Preferences
attendance

Location Date an Card User Time&Attendance
Company / Enfrance FRO...| 16.4. 2018 5 11741037 Cooper Sebastian Exit (entry/exit) | Balance 0
Company / Enfrance FRO...| 16.4.2018 15:52 15678635 Marlowe Maria Pass Exit (entry/exit) | Balance 0
Company / Entrance BAC...| 16.4.2018 15:06 15485621 Smith Frank Pass Exit (entry/exit) | Balance 0

5:06 2735299 Brown Luis Pass Exit (entry/exit) | Balance 0

1
1
1
Company / Entrance BAC... 16.4.2018 15
1
1
1

Company / Entrance FRO_..| 16.4.2018 12:41 2735299 Brown Luis Pass Return Lunch | Balance 02

Company / Entrance BAC...| 16.4.2018 12:40 11741037 Cooper Sebaslian Pass Return Lunch | Balance 01

Company / Entrance FRO...| 16.4.2018 11:37 2735299 Brown Luis Pass Lunch | Balance 02:04 |

Company / Entrance BAC...| 16.4.2018 11:37 11741037 Cooper Sebastian Pass Lunch | Balance 01:23 |

Company / Entrance FRO_.. 16.4.2018 08:34 11741037 Cooper Sebastian Pass Entry | Balance 04:00 |

Company / Entrance BAC... 16.4.2018 08:07 25895458 Russell Leo Pass Entry | Balance 01:15 |

Company / Entrance BAC... 16.4.2018 07:22 98556547 Knowies Jerry Pass Entry | Balance 00:04 |

Company / Entrance FRO... 16.4.2018 07:15 55662158 Gardiner-Boyle Maia Pass Entry | Balance 03:22 |

Company / Entrance FRO_.. 16.4.2018 06:47 15678635 Marlowe Maria Pass Entry | Balance -02:13 |

Company / Entrance FRO_.. 16.4.2018 06:42 15485621 Smith Frank Pass Entry | Balance 01:11 |

Company / Entrance BAC... 16.4.2018 06:38 2735299 Brown Luis Pass Entry | Balance 02:04 |
Communication status: Communication OK

Company Codeks 10.0.2.10906 jantar.si © 2018
@9  Users
m The Users editor enables you to manage the users (employees) in your system.

m Groups
In the Group editor, you can manage groups through which employees are granted access
Skupine and time attendance rights at different locations.

Timetables
¥ In the Timetables editor, you can create and edit timetables which are used to define and

Urniki limit the time when groups and users will be able to register their time attendance.
O Time attendance
&D The Time attendance editor enables you to view and manage events with which
Regéi:‘sf:c‘ia employees record their work hours. Additionally, the editor also contains other tools and

settings for managing the employees' time attendance, e.g. data exports suitable for
import into payroll programs.

% Hardware
In the Hardware editor, you can connect and manage all the devices for access control or
Strojna time attendance in your Codeks systems, according to the needs of your company.

oprema
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\- Holidays

In the Holidays editor, you can view all the defined holidays, which are work-free days and
Prazniki apply to all the users within the same Codeks system. Here you can also edit, add or
delete defined holidays.

‘\g Settings
g The Settings icon opens a new window, where you can set and edit settings that affect the
Nastavitve entire Codeks system:

e Program settings

e Time attendance

¢ TA screen

¢ Mail settings

o Export

Send tables - NOTE!

The process of Sending tables is automated in the Codeks Ta Kit application and will be triggered every
time the administrator returns to the Main menu page. The status of sending tables will be displayed in the
Communication status line. During sending the database of the application is fully occupied, consequently,
it is not possible to edit anything until sending is complete.
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4. Users

The Users editor enables you to manage users as well as edit their data and settings. Here you can add new

employees, edit the data of existing users and assign cards to the users.

; o
‘.// Users
Home Back

User
Sebastian Cooper

Personal ID: 01
Dep:

Add user Add multiple

users

Manag|
Externa)
Group

Detailed
data of the
current user

Attend
Card: 1

2

NOTE

W Last name

Advin
Brown
Cooper
Evans
Gardiner-Boyle
Jameson
Knowles

Marlowe
Pea
Russell
Sharp
Shaw
Smith
Taylor

Thompson

Show 50 v entries Showing 1to 15 of 15 entries

[

Edit user

Delete user

Name

Tamara
Luis
Sebastian
Timothy
Maia
Boris
Jerry
Maria
Dominic
Leo
Philippe
Catherine
Frank
Muriel

Sonia

& [

Admin

Groups Company  Userreport
organization

Personal ID card Group Department
08 83888888  Employees pany\1st FLOOR\Purchasing department
57 2735208 Employess Company2nd FLOOR Production
01 1741037 Employees Company2nd FLOOR Management
06 66666666 Employees Company2nd FLOOR Development
9 99999999  Employees pany\2nd FLOOR\Personnel department
58 58585858 Employees Company\2nd FLOOR\Production
010 10101010 Employees /\1st FLOOR!Sevics department
02 22222222 Employess ) department
07 LOOR\Sales department
014 N { FLOORIIT department
013 List of users d FLOOR \Development
04 y\ist FLOOR\Sales department
05 TRToyees Companyl2nd FLOOR Production
012 12121212 Employees Company\2nd FLOOR\Accounting
03 33333333 Employees mpany\1st FLOORMarketing department

HA1P

Any changes made to the users' settings in the Users editor may change the recording of work hours in the

Time and attendance.

You can find more about revisions in chapter Revisions|ss.
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4.1. Adding a user

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

ols o e o & B

Back ;ﬁr Adﬁple Ed*user Delel%ser Groups Company User report
users organization

2. A new window will open, where you can enter the basic data about the user and also set any additional
settings for the new user.

Advanced settings Department admin
User
Name Tamara
Last name Andrews
Personal ID 013
Email tamara@company.com
Hipts Employees b Add group
Choose v
Department Select a department
Time registration start date 01.11.2018
Card 8954896587
Cancel

The individual setting are described in more detail in the following chapters.

3. When you are done editing click Save.
4. The new user will be added to the List of users.

NOTE

Editing the users' groups and other user data in the Users| 36" editor also affects the recording of work
hours!

Whenever assigning new groups, changing the assigned groups, or changing other user data (e.g., allocating new cards
to the user) the system will issue a warning and offer you the option of creating a new revision so that you can save the
current status for future reference.

We recommend extreme caution when editing currently valid revisions and revisions in the past!
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4.1.1. Basic settings

In the Basic settings tab, you can enter the basic information about the user and set the basic settings for

their time attendance registration.

Basic settings

Additional cards

Time registration start date

8954806587

Card

Cancel

Advanced settings

User
Name Tamara
Last name Andrews
Personal ID 013
Email tamara@company.com
Groups Employees
Choose
Department

01.11.2018

1. To set basic settings for a user in the
Advanced settings tab enter the desired

Department admin

data in the appropriate fields.
2. After you are done editing click Save.

3. Finally, return to the Main menu to trigger
the send tables process.

Add group

Select a department

Basic settings
Username

Last name
Personal ID

Email

Groups

Department

Time registration start date

Card

Description
The name of the employee (user).
The last name of the employee (user).

A custom assigned number which is usually used in reports and for payroll
exports.

The user's email address.

The list of groups the user is assigned to and through which the user is granted
access rights.

ATTENTION

The order in which the groups are assigned to the user is important. The user
rights assigned by a higher-ranking group will always override a lower-ranking
group.

The department (defined in the Company organization editor) the user is
assigned to.

The start date of recording the users time registration.
All days prior to this date are disabled and cannot be edited in the Time
attendance editor.

The number of the (main) card the user will use to register his time attendance
and access at different passages. You can read more about assigning cards to
users in chapter Assigning a card to a user[3d\.
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4.1.1.1. Assigning a card to a user

The cards (or other identification means for time attendance registration) assigned to users in the Codeks
application have a unique number, that can be read by the reader of a controller. The identification card
itself does not contain any data of the user it is assigned to. The number code read by the reader serves
only as a reference to access data in a central database of the Codeks application, where all the users’ data

is stored. This means that even if a user’s card is lost or stolen, the user’s data cannot be accessed or
abused.

If a user’s card is lost or stolen you can simply assign the user a new one[40), by entering a new number
code. This action simultaneously disables the user’s old card and assigns the user a new one.

NOTE

Users who are using the Codeks system, for time attendance registration, must always have a value
(number code) entered in the Card field, even if they are using different identification means, e.g.
fingerprints, identification tags or a PIN code.

The Main card is assigned to a user in the Card section of the Basic settings tab. The Main card holds the
access rights the users are granted through the groups they are assigned to as well as any user access
exceptions/ s,

In addition to the Main card, the users can also be assigned a number of Additional cards|43 which can
hold the same or completely different access rights as the Main card.

1. Enter the number code of the card (or other identification means for time attendance registration) in the

window for entering the user’s data and other settings. There are two different ways to enter the
number code of a card:

« manually enter the number code printed on the card or other identification means,
e use a reader and the Read card|4d functionality.

NOTE
You CANNOT assign the same card to two different users.

If you want to assign a card, previously already used by a different user, to a new user, you must, first,
assign a different card (number code) to the original user or erase him from the system.

2. After you are done editing click Save.

Time registration start date 01.01.2018
3. Finally, return to the Main menu to trigger card 1741037
the send tables process.

Cancel
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4.1.1.2. Read card

You can assign a card to a user by using the Read card functionality. This function enables you to assign the

last read card on a selected reader to a user.

1. Click Read card in the window for entering the user’s data and other settings.

Time registration start date 16.04.2018

Card

Cancel m

2. A new window for reading the card on a reader will appear.
First, select the location of the reader, where the card will be read.

.’
=  Swipe card on chosen reader

Location Company/Entrance FRONT .

Card

3. Position the pointer in the Card field and put the card on the reader.
When the reader successfully reads the card a number code will appear in the lower field.
Click Use this card.

Location Company/Entrance FRONT ¥

Card 2735299

4. This will assign the last read card to the user.

To save the settings click Save.

Time registration start date 16.042018

Card 2735299

Cancel m

5. Finally, return to the Main menu to trigger the send tables process.

4.1.1.3. Lost or damaged cards
The process of changing the user’s card is the same as assigning a card to a userl3d.

Codeks TA Kit application 40



@Mm®
4.1.2. Advanced Settings

In the Advanced settings tab, you can enter additional data about the user as well as grant him user
access for the Codeks application and advanced editing rights within the application.

1. To set advanced settings for a user in the
dvanced settings tab enter the desired

Basic settings Advanced settings Department admin

A data in the appropriate fields

User's permissions 2. Click Save after you are done editing to
Username tamara save the changes.
Password ..ll.-‘ @

3. Finally, return to the Main menu to

Change username and password

trigger the send tables process.

Edit own time and attendance [] View own time and attendance []

Edit own year data O

Other Upload photo
Language Slovenscina ~ I- Prebrskaj ...
External ID

Export ID

Cancel Save

Settings Description
Username The username assigned to the employee which enables him to login into the

Codeks application as a user.
Password The user’s password for the Codeks user login.

Edit own time and attendance If this setting is enabled the user can edit his own time attendance data in the

Time attendance editor.

View own time and attendance If this setting is enabled the user can view his own time attendance data in the
Time attendance editor.

Edit own year data If this setting is enabled the user can edit his own year data in the Time

attendance editor (read more in chapter Edit Year[12h),
Language Sets the language setting of the Codeks application for the user.

Picture Upload interface for the user’s photo ( .jpg or .png format) that will be shown in

the Users editor and the Monitor viewer when the user registers at controllers.

External ID Optional setting that serves as additional identification data and is usually used

when exporting data for third-party programs or applications.

Export ID Optional setting that serves as additional identification data and is usually used

when exporting data for third-party programs or applications.
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4.1.3. Department Admin

In the Department admin tab, you can assign the current user advanced rights to view and edit
time registration data of other users. These settings are used to grant department managers the right to

edit the time registration of their employees.

1. You can assign different editing rights to the current user (department manager) and limit them according
to a specific department.
To assign a right, add a checkmark in the appropriate box:

Basic settings settings Department admin
Department admin
Lo @ s, &
» All
» Company
» 1st FLOOR
» Purchasing department
» Service department
» Sales department
» Marketing department
» IT department
» 2nd FLOOR
» Accounting
» Production ¢ e
» Development
» Personnel department
» Management
Cancel m
Settings Description
F = View time and attendance The user can view the time registration data of other users in this
department.
[&] - Edit statistics in time and The user can edit the statistics in the time registration of other users in this
attendance department.
& Edit time and attendance The user can edit the time registration data of other users in this
department.
~ Edit year data The user can edit the year data of other users in this department.

2. Save the settings by clicking the Save button.
3. Finally, return to the Main menu to trigger the send tables process.
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4.1.4. Additional cards

In addition to the Main card, the users can also be assigned a number of Additional cards which can only
hold the same rights as the Main card.

You can assign different media as an additional card to a user:
- an additional card (or RFID tag),
- * a virtual card which enables user to register their work hours through a web browser of mobile

application (you must obtain the Codeks Virtual Card licence in order to use the virtual card functionality).

NOTE
An additional card can only have the same rights as the user’s main card.

NOTE

Fingerprints cannot be added as additional cards.

Finger prints are biometric data which is directly connected to the user and can only have the same access rights as the
main card of the user.

NOTE

Users who are using the Codeks system, for time attendance registration or access control, must always have a card
entered in the Card field, even if they are using different identification means, e.g. identification tags or sticker,
otherwise, errors in the time attendance can occur.

1. New means of identification can assign in several ways:
a) To manually add a new user card or tag click Add.
A new row will be inserted into the table below. Manually enter the number printed on the
identification means into the first field of the newly added row.

Basic settings Advanced settings Department admin

Additional cards

Additional cards

Card (B

1425786 |

Cancel

b) Use the Read card functionality to automatically assign a new card or tag to a user.
You can read more about the Read card function in chapter Read card/ 4.

~
- Swipe card on chosen reader

Location Building/Main Entrance T

Card

Cancel Use this card
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c) To add a virtual card click Select virtual card.
You can read more about virtual cards in chapter Virtual cards/4s.

Additional cards

Card é D 0 Tﬁl

1425786 v i

Cancel

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.
A new window will open. From the drop-down window select a number of a virtual card and click Use

this card.

Card Choose

Cancel

2. Click Save.
3. Finally, return to the Main menu to trigger the send tables process.

NOTE

Editing the users' data in the Users/[38) editor also affects the recording of work hours!

Whenever changing certain user data (e.g., allocating new cards to the user) the system will issue a warning and offer
you the option of creating a new revision so that you can save the current status for future reference.

We recommend extreme caution when editing currently valid revisions and revisions in the past!
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4.1.4.1. Virtual cards

The Codeks Virtual card is an electronic substitution for the classic (physical) contactless cards.

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.

You can add and activate the Codeks Virtual Card license code using the Codeks Service Manager program.

A virtual card must be assigned to each user[43 by a Codeks system administrator in the Users editor.

NOTE

All newer Codeks systems whose main Codeks license (Codeks TA Kit, Codeks TA or Codeks TA Advanced)
was first activated AFTER October 1, 2021,WILL REQUIRE at least one Codeks Virtual Controller license to
enable mobile T&A registration through the Codeks Mobility app.

The Codeks Virtual Controller license enables mobile registration, additionally, it also enables the
geographical restriction of the area around the point of the virtual controller, where employees are still
allowed to register their working hours via mobile app.

All older Codeks systems whose main Codeks license (Codeks TA Kit, Codeks TA or Codeks TA Advanced)
was first activated BEFORE October 1, 2021, will NOT REQUIRE for the basic operation of mobile T&A
registration. Owners of such systems will be able to purchase the additional Codeks Virtual Controller
license if they wish to upgrade their system with the functionality of geographically restricting mobile
registration. Older systems without a Codeks Virtual Controller license will continue to operate as before.

NOTE

The new functionality of the Codeks Virtual Controller license is only possible when using at least the
version Codeks 10.2110.0.15840 of the main software or later.

You can also read more about the Codeks Virtual Controller in the separate instruction manual for the add-on (Codeks
Virtual Controller EN Instructions for ADMINISTRATORS. pdf).

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 in their user access menu or through the
Codeks Mobility application for mobile devices.
[ Codeks-Codeks-1 x Y& ¥
< C | & Varno | tajentarsi.. ov ¥r
TN %l 13:53

Codeks Mobility

TIME ATTENDANCE MENUS

Connected

03/04

10:54:07
Company
Register
Business Private
Exceptional Info
Lunch Enroute to client

On location Cancel

The use of the Codeks Virtual Card functionality is described in separate instructions for users (available on

our download pages).
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4.2. Adding multiple users

1. To add multiple users simultaneously, click the Add multiple users icon in the toolbar of the Users

Back Add user Add multiple] Edit user Delete user me Groups Company User report
USErs attenda organization

editor.

2. A new window will open where you can enter the number of users you wish to add.
Click Use.

Number of users, that we want to add 10 .

3. The defined number of (empty) users will then be added to the List of users.

0% & & & & FHou

Back Add user Add multiple Edit user Delete user Time Groups Company User report
users e ce organization

User B Last name Name Personal ID Card Group Department
Maria Christmas

Andrews Tamara 013 8954896587 Employees
Personal ID: Brown Luis 948519655  Employees
Department Christmas Maria 7544655 Employees
E’:;rsi!:e Employees Cooper Sal.:asuan 87464556 Employees

Enders Tatiana 756169584  Employees
Attendance tracking Evans Timothy 56952356 Employees
Card: 7544655 Gardiner-Boyle Maia 5856159 Employees

Jameson Boris 684649 Employees

Knowles Jerry 984516985 Employees

Lin Cleo 784512 Employees

Mahkovic Dario 84365135 Employees

Russell Leo 9856329 Employees

Ryerson Emest 8463554 Employees

Sharp Philippe 3569555 Employees

Smith Frank 8598565 Employees

o = s TTpOyees

User001

User002

User003

User004

User005

User006

User007

User008

User009

User010
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4.3. Edit User

1. To edit a user, double-click them or mark the user and then select the Edit user icon from the

toolbar of the Users editor.

N 3 IR N |
“i/’ Users ° al- g / Adme)
Home Back | Adduser  Addmuiple | Edtuser]  Delete user Groups Company
organization
s Personal ID Group
CleoLin
Andre Tamara o13 8954896567  Employees
BesomliD; Brown Luis 948519655  Employees
Deparimen: Christmi Maria 7544655 | Employees
External 1D Cooper Sebastian 87464556  Employees
Group name: Employees
Enders Tatiana 756169584 Employees
——— Evans Timothy 56952356 Employees
P, GardinerBoyle  Maia 5056150 Employees
Jameson Boris 634649 Employees
Koou P gpesicoss o
B Cleo 784512 Employees |
e e ey
Russell Leo 9856320 Employees
Ryerson Emest 8463554 Employees
Shap Phiippe 3569555 Employees
Smith Frank 8508565  Employees
Spring Dave 9546585 Employees

Show 50 v entries  Showing 1 to 26 of 26 entries

CRELY]

2. A new window will open, where you can edit the user's settings.

Card

Cancel

Time registration start date

User

Name Cleo

Last name Lin

Personal ID 0133

Email cleolin@cempany.con]

Groups Employees |4 Add group
Choose v

Department Select a department

01.01.2018

784512

User
Access revision

Changes

Cancel

3. When you are done editing click Save.

Cleo Lin
Initial revision
Current state New state

Employees Employees

How do you want to save the changes?

Save in current revision | Save in a new revision

The system will warn you that you may be affecting the user's revisions (rights history) with the newly

entered changes. You will be offered to save the changes in the currently valid revision or a completely new

revision.

NOTE

Any changes made to the users' settings in the Users editor may change the recording of work hours in the

Time and attendance.

You can find more about revisions in chapter Revisions/ed.
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4.4. Delete User

NOTE

The Delete user function deletes a selected user form the Codeks application, so that the user is removed

from all Lists of users and can no longer be edited.

The function does not delete a user from the Codeks database, and (by default) does not even

anonymize the user's data or events in the database.

To completely and permanently delete a user from the database use the additional tool Codeks Cleaner.

The instruction manual for Codeks Cleaner can be found on our Codeks software download pages.

1. To delete a user, first mark the user on the List of users.

2. Then, select the Delete user icon in th toolbar of the Users editor.

m © ‘ % 5 u
= Users - - [V Admin
Hoe Back Adduser  Addmultiple  Edit user Delete user Groups Company User report

users organization

User W Last name Personal ID Department
Cleo Lin
Andrews Tafflara 013 8954806587  Employees
pemonalIDZ013y) Brovn Lug 048519655 Employees
Denartment Chrisimas Viia 7544655 Eno
Etemal 1D Cooper sefastian 87464556  Employees
Group name: Employees
Enders Tatpna 756169584  Employees
TR Evans Tirpthy 56952356  Employees
Pl Gardiner-Boyle Mai 5856159 Employees
Jameson Borid 684649 Employees
revem e gededcgas o)
(Lin Cleo 0133 784512 Employees |
e T TEIOoT e
Russell Leo 9856329 Employees
Ryerson Emest 8463554 Employees
Sharp Philippe 3569555 Employees
Smith Frank 8598565 Employees
Spring Dave 9546585 Employees

Show 50 v entries  Showing 1 to 16 of 16 entries

Hd1pM

3. In the next step, the system will warn you that you are about to irreversibly delete a user from the
Codeks application.

Additionally, you can enable the Anonymize option. The process of anonymization replaces all personal data
with symbols, thus eliminating the possibility of connecting the remaining data to a particular person.

Click Yes.

Fniers lanana FARTHYAHA =

Do you really want to delete user? x i
[ |

Deleting a user is irreversiblel |
¥

Deleting a user does not remove user's personal data from the database. To delete their |
personal data (name, lastname, email, photo, ...) choose anonymize. To completely |
remove the user's records from database, use CodeksCleaner. |
¥

Anonymize |
(Anonymization process can be lengthy. Please do not close the program before it is finished) i
¥

Yes

4. The user will be removed from all Lists of users in the Codeks application.
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4.5. Actions for editing users

In the Users editor, you can access additional actions through the 2RLLL (L4 ersd
right-click menu on the List of users. These actions simplify the
Anders T e 1003
editing of certain users' settings and also enable editing of multiple Brown 1000
Christmas Add user 1013
users at the same time. Cooper Eait user 1001
Elder Delete user 1023
Evans 02
Read cards
Flanighan 16
The individual actions are described in more detail in the following Gardiner-Bf et time atendance start 05
Hill Assign group te user 21
Chapters_ Jameson Add group to user 04
Knowles Remove group from user 06
Knowles o 19
Lowis Copy group and users permissions 22
Lin 14
Mahkovic Set department for selected users 12
Martin o 0
McEntyre TBruce 1024
Puerto Mario 1017

Russeall len 1010

4.5.1. Read Cards for Multiple Users

The Read cards function, accessible through the right-click menu in the Users editor, enables you to semi-

automatically assign cards to several users in a row.

ATTENTION!

Only use the Read cards function for newly added users who have not yet used time attendance

registration or been assign access rights through groups.

Assigning a card using the Read cards function will erase the groups assigned to the user.

1. First, select the users to whom you want to assign cards by marking them on the List of users
with the help of the Shift and Ctrl buttons.

The cards being read on the selected reader will only be assigned to the users marked on the List of users.

B Last name Name Personal
Cleaning 100
Anderson N —
Time attendance
Brown
Christmas Add user
Cooper Edit user
Evans Delete user
e
Jameson
D 1 Set ime attendance start 1

2. Select the Read cards function from the right-click menu. A new window will open.

3. In the new window, select the Location (reader) where you will be reading the cards.

~

- Swipe card on chosen reader

Location Company/Main entrance/Main entrance - card v
User Anderson Roberto

4. Then read the first card on the selected reader. The read card will be displayed in the window and will be
ready to assign to the first selected user.
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5. To assign the card to the user click Save or enable the Auto save option to automatically assign the read

card to the user.

- Swipe card on chosen reader
rs
Location Company/Main entrance/Main entrance - card .
User Brown Luis
Card 6593524 Save

Close

6. Continue with reading the cards until you assign a card to each selected user.
7. When you are done assigning cards to users close the pop-up window.

4.5.2. Set time attendance start

1. First, select the users to whom you wish to set the start date of the time registration by
marking them on the List of users with the help of the Shift and Ctrl buttons.

Then select Set time attendance start from the right-click menu.

B Last name Name Pe
Cleaning 100

Anderson Eoiois o

Time attendance

Brown

Christmas Add user

Cooper Edit user

Evans Delete user

Gardiner-Ba
Read cards
Jameson

rovies

lin Assian aroup to user

2. A new window will open where you must, first, enable time attendance registration for the users by

adding a check mark to the Enable time registration setting.

Then also set the Time registration start date.

Set time attendance start
Enable time registration L

Time registration start date 13.07.2016

Cancel Save

3. Click Save.
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By using the Assign group to user function you can assign a group (or a list of groups) to all selected
users. All groups assigned to the selected users will be removed and replaced by the newly set groups.

4.5.3. Assign group to user

1. First, select the users to whom you wish to assign groups by marking them on the List of users
with the help of the Shift and Ctrl buttons.

Then select the Assign group to user option from the right-click menu.

W Last name Name Pe
Cleaning 100
Anderson e i
Time attendance
Brown
Christmas Addu
Cooper Edit user
Evans Delete user
Gardiner-Boy s

Jameson
Set time attendance start
Knowles

o

Lincoln Add group to user

2. A new window will open where you can select a new group or list of groups that will be assigned to the
selected users.

Group information:
Group name Production M
Restaurant v
Field v
Choose v
Cancel
ATTENTION

The order in which the groups are assigned to the user is important. The user rights assigned by a higher-ranking group
will always override a lower-ranking group.

3. Click Save. The system will inquire, whether you really wish to assign the set groups to the selected
users.

To confirm the action, click OK.

localhost:9090:

Do you really want to add user < All selected users > in group

“ i

Production, Restaurant, Field?

ATTENTION

Changing the users' groups can affect the recording of their work hours in the Time and attendance.
Whenever assigning new groups or changing the assigned groups the system will issue a warning and offer you the
option of creating a new revision so that you can save the current status for future reference.

Type Set group for selected users

How do you want to save the changes?

Cancel Save in current revision Save in a new revision

We recommend extreme caution when editing currently valid revisions and revisions in the past!
You can read more about revisions in chapter Revisions[ 644,
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By using the Add group to user function you can add an additional group (or a list of groups) to all selected
users. The newly added groups will be added to the end of the list of groups assigned to each user (the
groups already assigned to users will not be removed).

4.5.4. Add group to user

1. First, select the users to whom you wish to add groups by marking them on the List of users
with the help of the Shift and Ctrl buttons.

Then select the Add group to user option from the right-click menu.

W Last name Name Persond
Cleaning 100
Anderson Roberto 17
Brown Time attendance
Christmas Add user
Cooper Edit user

Evans
Delete user

Gardiner-Boyle

| Read cards
Jameson

Knowles Set time attendance start

Lin Assign group to user

Mahkovic
Remove group from user

2. A new window will open where you can select a new group or list of groups that will be added to the
selected users.

The new groups will be added to the end of the list of groups assigned to each user.

Group information:

Group name Sales M

Choose r

Cancel
ATTENTION

The order in which the groups are assigned to the user is important. The user rights assigned by a higher-ranking group
will always override a lower-ranking group.

3. Click Save. The system will inquire, whether you really wish to add the set groups to the selected users.
To confirm the action, click OK.

localhost:9090:

Do you really want to add user< All selected users >in

“ fone

groupProduction, Restaurant
|

ATTENTION

Changing the users' groups can affect the recording of their work hours in the Time and attendance.
Whenever assigning new groups or changing the assigned groups the system will issue a warning and offer you the
option of creating a new revision so that you can save the current status for future reference.

Type Set group for selected users

How do you want to save the changes?

Cancel Save in current revision | Save in a new revision

We recommend extreme caution when editing currently valid revisions and revisions in the past!
You can read more about revisions in chapter Revisions! 64,
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By using the Remove group from user function you can remove a group (or a list of groups) from all

4.5.5. Remove group from user
selected users.
1. First, select the users whom you wish to remove groups by marking them on the List of users

with the help of the Shift and Ctrl buttons.

Then select the Remove group from user option from the right-click menu.

B Last name Name Py
Cleaning 10
Anderson X iy —
Time attendance
Brown
Christmas Gl
Cooper Edit user
Evans Delete user
Gardiner-By ey
Jameson
Set time attendance start
Knowles
Lin Assign group to user
Lincoln Add group to user
Pearce

Copy group and users permissions
2. A new window will open where you can select a group or list of groups that will be removed from the
selected users.

The selected groups will be removed from all the selected users (regardless of where on the users' list the

groups are listed).

Group information:

Group name Field M

Choose i

Cancel
ATTENTION

The order in which the groups are assigned to the user is important. The user rights assigned by a higher-ranking group
will always override a lower-ranking group.

3. Click Save. The system will inquire, whether you really wish to remove the set groups from the selected
users.

To confirm the action, click OK.

" localhost:9090

Do you really want to remove user Anderson Roberto from group Field?

“ fonce!

ATTENTION

Changing the users' groups can affect the recording of their work hours in the Time and attendance.
Whenever assigning new groups or changing the assigned groups the system will issue a warning and offer you the
option of creating a new revision so that you can save the current status for future reference.

Type Set group for selected users

How do you want to save the changes?

Cancel Save in current revision | Save in a new revision

We recommend extreme caution when editing currently valid revisions and revisions in the past!
You can read more about revisions in chapter Revisions! 64,
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4.5.6. Copy and paste group and users permissions

By using the Copy group and user permissions and Paste group and user permissions functions you
can assign the list of groups and user's permissions of a particular user to another user. remove a group (or

a list of groups) from all selected users.

1. First, select the user whose groups and user's

W Last name Name Perso

permissions you wish to copy on the List of users.
. . . Cleaning 100
Then select the Copy group and users permissions option asderson Siririi 17
. . trerm Time attendance

from the right-click menu. A e

Cooper Edit user

Evans

Delete user

Gardiner-Boy.

Read cards
Jameson

Knowles Set time attendance start
Lin Assign group to user
Lincoln

Add group to user

Mahkovic N
Remove group from user

Pearce
SE e T

Ryerson
Sharp Add to userlist
) . Smith Remove from userlist
2. Next, select the users whom you assign the copied ot " o ol
groups and user's permissions on the List of users
. . Cleaning 100
with the help of the Shift and Ctrl buttons. Anderson Roberto 17
. . Brown X 3 5
Then select the Paste group and user permissions - e ottendance
. : . . Cooper Add user
[Name of the copied user] option from the right-click - e
menu. Gardiner-E Delete user
JEIE Read cards
Knowles
Lin Set time attendance start
Lincoln Assign group to user
Mahkovic Add group to user
Pearce Remove group from user
Russell

Copy group and users permissions
Ryerson
i _
Smith

3. The system will inquire, whether you really wish to assign
localhost:9090:

new groups to the selected users.

Do you really want to add user< All selected users =in

To confirm the action, click OK. |, groupRrotliction, Restatrant
“ Cancel

ATTENTION

Changing the users' groups can affect the recording of their work hours in the Time and attendance.
Whenever assigning new groups or changing the assigned groups the system will issue a warning and offer you the
option of creating a new revision so that you can save the current status for future reference.

Type Set group for selected users

How do you want to save the changes?

Cancel Save in current revision Save in a new revision

We recommend extreme caution when editing currently valid revisions and revisions in the past!
You can read more about revisions in chapter Revisions! 643,
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By using the Set department for selected users function you can assign all selected users the same
department.

4.5.7. Set department for selected users

1. First, select the users to whom you want to assign a department by marking them on the List
of users with the help of the Shift and Ctrl buttons.

The department will only be assigned to the users marked on the List of users.

2. Select the Set department for selected users function from the right-click menu. A new window will
open.

B Last name Name Pe
Anders TEIIzi 1002
B Time attendance 100¢
Christmas Add user 101¢
Cooper Edit user 100
Elder Delete user 1020
Evans 100:
Read cards
Flanighan 101¢€
Gardiner-Bg St time attendance start 100¢
Hill Assign group to user 102°
Jameson Add group to user 100¢
Knowles Remeve group from user 100t
Knowles 101¢

Copy group and users permissions
Lewis

Lin 01¢
Mahkovic 012
Martin Close 02(
MecFnture HICE 109¢

3. In the new window, select the department you wish to assign to the selected users.
4. To assign the department the users click Save.

Select a department
Enter search keyword

eld
Managemept
Production
Development
Sales
Accounting
Support

Cancel Save

4.6. Company Organization

In the Company organization editor you can add and manage the company units (departments) and

create a custom-tailored company hierarchy suited for your company. Managing the Company organization
is described in details in chapter Company organization|s71.
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4.7. User Report

1. First, mark the users you wish to make a report about from the List of users.
To select an individual user just click on him in the List of users on the left. To select multiple users hold
down the SHIFT or CTRL key and click the desired users.

2. Then click on the User report icon. You can choose between displaying the User report and Card
issue.

s Users [ V- - [V Admin
Homme Back | Adduser  Add multiple Delete user Groups Company User report
users al CEEIZL [ —.

it W Last name Personal ID
Tamara Andrews

Andrews Tamara 013 loyees
Personal ID: 013

Brown Luis Employees
Department Christmas Maria Employees
External ID -

Cooper Sebastian Employees
Group name: Employees

Enders Tatiana Employees
FiEndince fradiing Evans Timothy Employees
sl Gardiner-Boyle  Maia Employees

Jameson Boris 684649 Employees

Knowles Jery 984516985  Employees

Lin Cleo 0133 784512 Employees

Mahkovic Dario 84365135  Employees

Russell Leo 0856329  Employees

Ryerson Emest 8463554  Employees

Sharp Philippe 3560555 Employees

smith Frank 8598565  Employees

Spring Dave 9546585  Employees

Show 50 v entries  Showing 1 to 16 of 16 entries TRy

3. In the next step you can select the report format:

Portable document format (.

pdf),
Output file format  Portable documeant format (.pdf) v Excel Worksheet (.xls),

Excel Worksheet (.xlIsx),
il Oge)n document spreadsheet (.
ods),
Comma separated values (text
document - .cvs)).

4. The selected report will contain:

e User report - Data for each selected user (groups, cards, department, etc.) and space for the users'
signature.

@ User report

Card External ID User Department Group Personal ID TA Signature
8954896587 Andrews Tamara employees o13 Yes
948519655 Brown Luis Employees Yes
7544655, 1425786 Chistmas Maria Employees Yes
87464556 Cooper Sebastian Employees Yes
756169584 Enders Tatiana Employees Yes
5856159 Gardiner-Boyle Maia Employees. Yes.
84512 lin Cleo Employees o133 Yes

e Card issue - Issued cards and the respective users they were issued to as well as space for the users'
signature.

@ Cards issue

Administrator

Card External ID User Department T User signature Date
8954896587 Andrews Tamara
948519655 Brown Luis.
7544655 Christmas Maria
1425786 Christmas Maria
87464556 Cooper Sebastian
756169584 Enders Tatiana
5856159 Gardiner-Boyle Maia
784512 Lin Cleo
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5. Company Organization

You can access the Company organization editor through the Company organization icon in the toolbar

of the Users editor.

Back

& s oh | B

Edit user Delete user e Groups Company User report
organization

The company organization (structure) is defined in the form of a tree-structure, composed of different

types of units:

Company erganization

Enter search keywaord

P Campany
b Sector
¥ Department
b Sub-department
b Lnit
F Sub-unit

% Company: you can add a sector, department, sub-
department, unit or sub-unit to the company.
Sector: you can add sector, department, sub-
department, unit or sub-unit to the sector.
Department: you can add department, sub-
department, unit or sub-unit to the department.
Sub department: you can add sub-
department, unit or sub-unit to the sub
department.
Unit: you can add unit or sub-unit to the
unit.
Sub unit: you can add sub unit to
the sub-unit.

You can add a new unit to the structure by clicking the Add unit icon in the toolbar or by selecting the

desired type of unit from the right-click menu when clicking on the parent or previous unit.

N
-

Domov

Organizacija
podjetja

Company organization

Enter search keyword

4 Company
4 Management

Administration
Production
Support
Development
Field
Sales
Students

Back

Add unit

i Company °
- & E ¥
Home Organlzatlon Back Add unit
Company organization £y

Enter search keyword

Add company
Add sector

Add department

Add sub department

Add unit
Add sub unit

CUE organization unit
Edit organization unit
Delete organization unit

Close

You can change the order of the organization units simply by dragging and dropping a selected unit to the

desired position:

N

Home

Company
organization

Company organization

Enter search keyword

4 company
4 Management

Administration

|Production|

support ¥ Development
Development

Field

Sales

Students

Back

Add unit

i Company °
- & 5 |
Home Organlzatlon Back Add unit
Company organization E

Enter search keyword

4 company
4 Management
Administration

Production

| pevelopment|
Support

Field

Sales
Students
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5.1. Add Organization Unit

1. To add a new unit to the company structure click the Add unit icon in the toolbar or select the desired

type of unit from the right-click menu when clicking on the parent or previous unit.

4y
-

Domov

Organizacija
podjetja

Company organization

Enter search keyward

4 Company
4 Management

Administration
Production
Support
Development
Field
Sales
Students

2. A new window will open where you can add a new organizational unit. You can also select the position of

Back

Company °

organization oy

\ﬁ//

Add unit Home

Add unit

£ Company organization

Enter search keyward

Add company

Add sector

Add department

the new unit within the structure and set the settings of the unit.

Utn®

If you right-click on an existing company unit in

Company organization . .
e the add-unit window, you can also delete the
4 Company
= selected unit from the structure of the
Production
Development i Company.
Support
e IMPORTANT!
Stdents The deletion of a company unit may cause errors in the
. system if there are still some users assigned to the deleted

Add unie company unit.

Name Supply

Code

Type Depariment

Default passage Choose

Close
Settings Description
Name The name of the company unit which should be as short as possible yet sufficiently

descriptive.
Code The code of the company unit which is usually necessary for reports and exports to payroll
programs.

Type The unit type. You can choose between company, sector, department, sub department unit,

Default passage

sub unit.

The unit's default passage for time attendance.

3. When you are done editing click Save.
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5.2. Edit Organization Unit

1. To edit an existing organizational unit double-click the selected unit or right-click on the unit and
select Edit organization unit from the menu.

J Company o

- organization Add unit

Back

Home

Company organization *

Enter search keyword

4 Company
4 Management
Administration
Supply
Production

Development

Suppor”'
|S2eRo) Add department
Field

Add sub department
Sales
Studen Add unit

Add sub unit

Cut organization unit

Delete organization unit

Close

2. A new window will open where you can edit the settings of the organizational unit.

Edit organization unit

Name Support

Code

Type Department v
Default passage Choose v

e

3. When you are done editing click Save.
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5.3. Delete Organization Unit

1. To delete an organizational unit, first, select the unit you wish to delete.

2. Then right-click and select Delete organization unit from the menu.

NI/ Company o

- H o 4

Home Organlzatlon Back Add unit
Company organization *

Enter search keyword

4 Company
4 Management
Administration
Supply
Production

Development

|Supporr|
Field
Sales Add sub department

Add department

Studet Add unit
Add sub unit

Cut organization unit

Edit organization unit

Close

3. The system will inquire, whether you really wish to delete the selected unit.

To confirm the deletion, click OK.

|
localhost:2090:

Do you really want to delete arganization unit?

Untn®
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6. Groups

In the Groups editor, you can edit groups, assign users to different groups and edit the groups’ T&A rights at
specific passages.

You can assign users to different groups. The process of assigning users to groups is described in more detail
in chapter Access| 77\,

8 & & O 0

Back Permission e Permission Add group Edit gro! g lobligation  Group access
vew Editing tools sy ronts
_ Revision of group rights ’- Default timetable
Tools for revisions | zcarevzi , Choose .

List of Srouns List of Passages Timetable

Last name Name Department
.
List of
“ Andrews = Tamara I Building/Mai b 00-1100) v
# Brown =glluis | ° .
2 Christmas groups v suangsief - List of passages | Timetables - foo-1100
S Building/Pro :
ooper .
« Enders LISt Of users Building/Development
« Evans Building/Management

« Gardiner-Boyle Maia

« Jameson = Boris

« Knowles = Jerry

¥ Lin = Cleo

| Mahkovic = Dario
# Russell = e

¥ Ryerson = Emest
¥ Sharp = Philippe
) Smith = Frank

NOTE

Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.
You can find more about revisions in chapter Revisions |64,

6.1. Add Group

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

Permission edit Permission view

2. Then select the Add group button.

..mﬂﬁil

Permizsion edit Permission Add group Edit group Add revision Editrevision  Work obligation  Group access
view history rights

3. In the new pop-up window, enter the name of the new group.

Group information:

Group name

4. Click Save.
The new group will be displayed in the List of groups.
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6.2. Edit Group

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.
You can find more about revisions in chapter Revisions[ 64,

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

Permission edit Permission view

2. Then select the group you wish to edit and select the Edit group icon.

TR e @ OB

Permission edit  Permission Add group Edit group Add revision Edit revision  Work obligation Group access
view history rights

3. A pop-up window will appear where you can edit the name and default timetable of the group.

4. When you are done editing, click Save.

Group information:
Group name Employees

Default timetable Choose v

Can Ce' m

N OTE Default timetable
You can also subsequently change the default
timetable for the group by, first, highlighting the group
in the List of all groups, and then, setting the desired
default timetable in the lower toolbar.

4 hours 07:00-11:00
6 hours 07:00-13:00

7 hours 07:00-14.00

Fixed

Fixed with permit

Flexible 24 hour no work obligation
Flexible 24 hours

List of Groups List of Passages

[Emp\oyees I Main entrance
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6.3. Delete Group
NOTE

Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.
You can find more about revisions in chapter Revisions[ 64,

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

Permission edit Permission view

2. Then select the group you wish to delete and select Delete group from the right-click menu.

List of Groups

Administration
Add group
Development

Development fi Sditaros

Development fl

Field Copy group

Manaaement A¢

o ey S SO o

3. The system will warn you that you are about to delete a group.
To confirm the deletion click OK.

localhost:3090:

ally want to delete this group?

6.4. Group Access Rights

The Group access rights report will display the locations where the group's users have granted access
rights as well as the timetable and action assigned at each location.

To generate the report click the Group access rights icon.

. e @ e O

Permission edit  Permission Add group Edit group Add revision Edit revision | Work obligation \ Group access
view history rights

The generated report will display all rights of the groups which are in use on the current date.

Group access rights

Group Location > Timetable > Action
4 hours Bulding / Main Entrance >4 hours 07:00-11:00 > Open
Bulding / Main Entrance >4 hours 07:00-11:00 > Open
— Bulding / Main Entrance > 6 hours 07:00-13:00 > Open
Bulding / Main Entrance > 6 hours 07:00-13:00 > Open
Employees Bulding / Main Entrance > Fixed > Open
Bulding / Main Entrance > Fixed > Open
Bulding / Main Entrance > Flexible 24 hours > Open
Students

Bulding / Main Entrance > Flexible 24 hours > Open
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7. Revisions

NOTE

By default Revisions are disabled in the Administrator settings

Codeks software. To use revisions, first, i e
enable the Enable access revisions setting N L
in Preferences in the Program settings tab. Language

Language English -

Company data

Company Company
Company address
VAT ID
Registration number
Codeks service host name
Codeks service host name DOCUMENTATION
Login
Authenticate users with Active directory E
If AD authentication fails use standard Codeks authentication
‘Windows domain for AD authentication
Mandatory encryption of passwords when logging in ]
The time after which the user is automatically logged out, if not 0300 | @ Hitmm
active
Advanced
Enable access revisions I

Revisions are snapshots of the status of 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.
There are two types of revisions: user revisions and group revisions. User revisions regulate and affect
only the rights of a specific user, while group revisions simultaneously affect the rights of all users

("members”) assigned to a particular group.

Changes that can be made using user or group revisions:

User revisions Group revision
1 - Changing the user's "membership” in groups 1 - Changing the default timetable assigned to the group
2 - Setting access exceptions for a user at specific passages 2 - Changing the access rights at specific passages

3 - Setting the end of the user's time registration
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PRESENT
DAY

1. 1. 2017 - Group substitution ‘ 1.7.2017 - Group substitution

“ group Employees 0 “ @ group Employees Flexible o
User A UserA

group Students ° group Employeas c

ELEIIIEIIMIIEI
ol
|

1. 5. 2017 - New default timetable 1.11.2017 - New passage added

passage Parking

Y passage Main Entrance

v | @ group | passage Side Entrance 0 group
timetable Flexible Enplovass passage Production

' ' passage Storage

Default time table:

Graphic depicting user revisions and group revisions. The group revisions indirectly also affect the rights
of the user.

DESCRIPTION OF THE REVISION GRAPHIC
The graphic above presents a section of a user’s rights, which are affected by both the user’s own revisions and the revisions of
various groups, which the user belongs to:
e At the end of the previous year the user was a member of the Students group, however, at the beginning of the new year she was
transferred to the Employees group.
e At the beginning of May, the default timetable of the T&A group Employees, used by members to register their time and
attendance using mobile devices, was changed.
e In June the user was, again, transferred from the Employees T&A group to the Employees Flexible group.
¢ From November on all members of the Employees Flexible group will be also able to use the Side Entrance passage.

A user's rights on a specific day are therefore dependent on the current state of her "membership” in various groups and
the state of the groups’ rights on that same day.

In the example above, the user already has the right to register at certain passages at the beginning of October, because she became the
member of the Employees Flexible in June. However, she will not be able to use the Side Entrance passage until November.

NOTE

Any changes made in the Groups editor may change the recording of work hours in the Time and
attendance.

Whenever changing the rights of any revision (i.e. past, present or future revision) the system will issue a warning and
offer you the option of creating a new revision so that you can save the current status for future reference.

We recommend extreme caution when editing currently valid revisions and revisions in the past!

NOTE

Editing the users' groups and other user data in the Users[ 36 editor also affects the recording of work
hours!

Whenever assigning new groups, changing the assigned groups, or changing other user data (e.g., allocating new cards
to the user) the system will issue a warning and offer you the option of creating a new revision so that you can save the
current status for future reference.

We recommend extreme caution when editing currently valid revisions and revisions in the past!
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7.1. Add revision

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

Permission edit Permission view

2. Select (mark) the group or user for whom you wish to create a new revision. The group or user will be

colored blue.

3. Then select the Add revision option from the drop-down menu next to the Revision of group rights or
User rights revisions field.
Revision of group rights

01.1.2012 Snapshot prior to upgrade v

Edit revision
Delete revision 2
List of Groups Copy revision g
Employees « Company

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

name.

Access revision

Date

01.05.2018

Name

New access - Back doo

5. Click Save.
A new “empty” revision will be created which will not contain any rights at passages.

6. To add rights in the newly added revision start editing the displayed status in the Groups editor.

7. Finally, return to the Main menu to trigger the send tables process.
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7.2. Edit revision

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

Permission edit Permission view

2. Select (mark) the group or user whose existing revision you wish to edit. The group or user will be
colored blue.

3. From the drop-down menu of the appropriate field (Revision of group rights or User rights revisions)
select the revision you wish to edit.

User rights revisions Group filters

04.4.2018 Employees -> Employees Dev v Show all groups v

04.4.2018 Employees -> Employees Developmet

06.3.2018 Snapshot prior to upgrade
22.2.2018 User group change

.01'1‘2018 User group change |rmission
Last name Name Department
Advin Tamara ..LOORPurchasing department
Brown Luis pany\2nd FLOOR\Production
| Cooper Sebastian ..any'2nd FLOOR\Management

4. After a revision has been selected, the status of rights saved in the revision will be displayed in the
Groups editor. To change the rights in the revision, start editing the displayed status.

After the first click, the system will inquire whether you wish to save the changes in the currently displayed
revision or whether you wish to create a new revision.

To edit the currently selected revision click Save in current revision and continue editing.

User Cooper Sebastian

Access revision 04.4.2018 Employees -> Employees Developmet
Changes Current state New state
Employees Employees

Emplyees Developmet

How do you want to save the changes?

Cancel Save in current revision Save in a new revision

5. To edit the basic settings of the revision click the Edit revision icon from the toolbar or select the Edit

revision option from the drop-down menu next to the Revision of group rights or User rights revisions field.

User rights revisions

G g 04.4.2018 Employees -> Employses Dev ¥
Add revision

or

Copy revision '\ Edit revision 4" \Work obligation Edit revisio
history I it revision I
You are changing user "Co Dglete revision
Last name Copy revision J
Advin Tamara
Brown | uis
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6. A new pop-up window will open where you can change the Start date of the revision and the revision

name.

Access revision

Date

04.04.2018

Name

Employees -> Employees Developmet

Cancel Save

| §
7. Click Save.

8. Finally, return to the Main menu to trigger the send tables process.
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7.3. Delete revision

NOTE

Deleting a revision can change the recorded events of the time registration. We recommend extreme
caution when deleting currently valid revisions and revisions in the past!

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

Permission edit Permission view

2. Select (mark) the group or user for whom you wish to delete a new revision. The group or user will be
colored blue.

3. From the drop-down menu of the appropriate field (Revision of group rights or User rights revisions)
select the revision you wish to delete.

User rights revisions Group filters
04.4.2018 Employees -> Employees Dev v Show all groups v
04.4.2018 Employees -> Employees Developmet

06.3.2018 Snapshot prior to upgrade
22.2.2018 User group change
'01.1_2018 User group change

__Irmission
Last name Name Department
Advin Tamara ..LOORPurchasing department
Brown Luis pany\2nd FLOOR\Production
#| Cooper Sebastian -.any\2nd FLOOR\Management

4. To delete the revision click the Delete revision option from the drop-down menu next to the Revision of
group rights or User rights revisions field.
User rights revisions
04.4.2018 Employees -> Employees Dev ¥
Add revision

Edit revision

You are changing user "Coll Delate revision

[14]
[17]
[14]

r

11}

Copy revision

Advin Tamara

Brown L uis
5. The system will warn you that you are about to delete a revision. To confirm the deletion click OK.

' ]
From localhost:9090

Do you really want to delete this revision? '

TTerv RatAmAEY

6. Finally, return to the Main menu to trigger the send tables process.
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7.4. Copy revision

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

Permission edit Permission view

2. Select (mark) the group or user for whom you wish to create a copy of a revision. The group or user
will be colored blue.

3. From the drop-down menu of the appropriate field (Revision of group rights or User rights revisions)
select the revision you wish to copy.

User rights revisions Group filters

04.4.2018 Employees -> Employees Dev v Show all groups v

04.4.2018 Employees -> Employees Developmet

06.3.2018 Snapshot prior to upgrade
22.2.2018 User group change
‘(]1.1_2018 User group change

__Irmission
Last name Name Department
Advin Tamara ..LOORPurchasing department
Brown Luis pany\2nd FLOOR\Production

#| Cooper Sebastian -.any\2nd FLOOR\Management

4. To copy the selected revision click the Copy revision icon from the toolbar or select the Copy revision
option from the drop-down menu next to the Revision of group rights or User rights revisions field.

User rights revisions

i 04.4.2018 Employees -> Employees Dev ¥

or Add revision
Edit revision  Work obligation

history Edit revision

You are changing user "Co pglate revision

Last name Copy revision I

A rhin Tarmara

5. A new pop-up window will open where you can enter a new Start date of the revision and the revision

name.

Access revision

Date

18.04.2018

Name

ployees -> Employees Developmet
Cancel m

6. Click Save.

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

same as defined by the original revision. To change the rights in the newly copied revision, start editing the
displayed status.
7. Finally, return to the Main menu to trigger the send tables process.
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7.5. Examples of using revisions

7.5.1. Changing the user's work obligation from 8 hours to 4
hours

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

Permission edit Permission view

2. To change a user's work obligation from 8 hours to 4 hours, first, find and select the user on the List of
users.

3. Click the Copy revision icon from the toolbar or select the Copy revision option from the drop-down
menu next to the User rights revisions field.

Copy revisio

User rights revisions

i 04.4.2018 Employees -> Employees Dev ¥

or Add revision
Edit revision  Work obligation . -
history Edit revision

You are changing user "Co pglate revision

Last name Copy revision I

Arhin Tarmara

4. In the new pop-up window set a new Start date of the revision, which in cases such as this one is
usually in the past, and add the revision name.

Access revision

Date

18.04.2018

Name

Cancel Save

5. Click Save.
6. The Groups editor will display the status or rights in the newly copied revision which is the same as
defined by the original revision.
At this stage you can start to edit the displayed rights of the user.
a) First, assign the user to the T&A group with a 4-hour work obligation.

You are changing user "Advin Tamara" permission

Last name Name Department List of Groups

| Advin Tamara ..urchasing department  Employees =
Br d FLOOR\Production | |Employees 4-hour
Cooper ..FLOOR\Management | Employees MUTIPLE BU

oW Luis

e

Evans Timothy +
Gardiner-Boyle Maia ersonnel department
Jameson Boris .d FLOOR\Production
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b) The system will inquire into which user revision you wish to save the entered changes.

User Advin Tamara

Access revision 01.4.2018 Change to 4-hour work obligation.
Changes Current state New state
Employees Employees

Employees 4-hour

How do you want to save the changes?

Cancel Save in curentrevision | Save in a new revision

Select Save in current revision.

c) Then, remove the user from the group with an 8-hour work obligation.

You are changing user "Advin Tamara" permission

Last name Name Department List of Groups
| Advin Tamara LOOR!'\Purchasing department  Employees O
Brown pany\2nd FLOOR'Production Employees 4-hour
Cooper Sebastian v\2nd FLOORManagement| | Employees MUTIPLE BUTTONS +
Evans Timothy +
Rardinar-Ravla Maia I NNR\Parcannal I danartmant Ermnhinne Navalanmat £y
®
L]
L]

You are changing user "Advin Tamara" permission

Last name Name Department List of Groups
«| Advin Tamara LOORPurchasing department ‘D
Brown Luis pany\2nd FLOORProduction

mpTe —
Cooper Sebastian ..any\2nd FLOOR\Management | Employees MUTIPLE BUTTONS +
Evans Timothy any\2nd FLOOR\Development Employees ONE BUTTON +
Rardinar-Rovla Maia I NNR\Parennnal | danartmant Emnhinnn Naunlanmnt <

The edited rights will be saved to the newly created user revision.

Utn®

7. In order for the newly assigned rights of the user to take effect in the Time attendance, you must also

recalculate events for the appropriate period in the Time attendance editor:
a) In the Time attendance editor, first, select the user on the List of users.

b) Then right-click on it and select the Recalculate period function from the menu, which allows you to

specify the recalculation period more precisely.

The users time and attendance events will be recalculated in regard to the new defined work obligation.
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7.5.2. End of employment

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

Permission edit Permission view

2. Next create a group for the end employment:
a) First, click on the Add group button in the Groups editor toolbar.

b) A pop-up window will open for adding a new group, where can you specify the group name, e.g. End
of employment.
Click Save.

Group information:

Group name End of employment

Default timetable Choose b

Cancel Save

c) The new group will appear on the List of all groups.

To terminate the employment relationship, the group deprives the user of the work obligation, so do not
add any access rights i.e. timetables at passages.

Select group ... * ... select passage ... ... select timetable for passage. ‘
List of Groups List of Passages Timetable
Employees () Company/Main Entrance
End of employment (") Company/Main Exit
Fixed

() Company/Side Entrance
Flexible 24 hours

() Company/Side Exit
Students

3. Then find and select the user on the List of users.

4. Click the Copy revision icon from the toolbar or select the Copy revision option from the drop-down
menu next to the User rights revisions field.

User rights revisions
e 04.4 2018 Employees -> Employees Dev ¥

or Add revision
Edit revision  Work obligation o
history Edit revision

You are changing user "Co  pglete revision

Copy revision

A dvin Tarmara
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5. In the new pop-up window set a new Start date of the revision to the day after the termination of

employment and add the revision name.

Access revision

Date
16.02.2021

Name

End of employment

Cancel Save

6. Click Save.

7. The Groups editor will display the status or rights in the newly copied revision which is the same as
defined by the original revision.
At this stage you can start to edit the displayed rights of the user.
a) First, assign the user to the time&attendance group with no specified work obligation (i.e., the newly
added End of employment group).

You are changing user "Anders Tatiana" permission

Last name Name Department List of Groups
% Anders Ma Sales Employees \ .
] Brow Luis Field

m
=
[s]
=
=
=]

End of employment

9]
=
=
L
=
=
=
o
w

Maria Sales Fixed

Sebastian Management Flexible 24 hours

| Cooper
[_JElder Niko Field Students +
[_JEvans Timothy Field
I IFlnmimkhAn L iald

b) The system will inquire into which user revision you wish to save the entered changes.

User Anders Tatiana

Access revision 16.2.2021 End of employment

Changes Current state New state
Flexible 24 hours Flexible 24 hours

End of employment

How do you want to save the changes?
Cancel Save in current revision Save In @ new revision

Select Save in current revision.
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c) Then, remove the user from their former T&A group.

You are changing user "Anders Tatiana™ permission

Last name Name Department List of Groups

% Anders Employees +
[_IBrown Luis Field loyment =
[_JChristmas Maria Sales Fixed

[ I Cooper Sebastian Management Flexible 24 hours
[_JElder Niko Field Students
[_JEvans Timothy Field

]
7
i
i
T
)
i

A ey iala

You are changing user "Anders Tatiana™ permission

Last name Name Department List of Groups

% Anders Tatiana Sales Employees +
[ Brown Luis Field End of employment =
[JChristmas Maria Sales xed

(J Cooper Sebastian Management
O Elder Niko Field gSinE

(JEvans Timothy Field

[ IClaninhan A Cinld

The edited rights will be saved to the newly created user revision.

8. In order for the newly assigned rights of the user to take effect in the Time attendance, you must also
recalculate events for the appropriate period in the Time attendance editor:

a) In the Time attendance editor, first, select the user on the List of users.

b) Then right-click on it and select the Recalculate period function from the menu (with the Reset

manual changes option disabled), which allows you to specify the recalculation period more precisely.
The users time and attendance events will be recalculated in regard to the new defined work obligation.
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7.5.3. Editing the user's groups in the Users editor

1. In the User Editor, first open the window for editing the user's settings.

2. Edit user's groups in a new window.

User

Name Tamara

Last name Anders

Persenal ID 3214

Email lamara@cumpany com

Groups 4-hour work obligation ~ Add group

Choose b

Department Select a department
Compa dm Q

Time registration start date 01.02.2021

Card 1861531

et

3. Click Save.

4. A new window will appear with which the system will issue a warning and offer you the option of creating

a new revision so that you can save the current status for future reference.

User Tamara Anders
Access revision Start revision
Changes Current state New state
Employees 4-hour work obligation

How do you want to save the changes?

Cancel Save in curent revision | Save in a new revision

*5, If you select Save in a new revision, a new window will appear in which you can set the start date and

the name of the new revision.

Access revision

Valid from
23.02.2021

Name

4-hour work obligation

Cancel Save
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8. Access

In the Groups editor, you can edit groups, assign users to different groups and edit the groups’ rights at
specific passages. In the Codeks application, users are (usually) granted time attendance or access
rights at specific passages through the groups they are assigned to.

It is also possible to assign time attendance rights directly to individual users, however, we recommend
extreme caution when doing so. Assigning user rights exceptions can quickly become unmanageable

in larger systems.

a @ Employees Flexible group a @-Stnr-gt FOOM group
Headquarters Entrance ‘ Headquarters Entrance

+  Main Entrance Main Entranca
+ Side Entrance Side Entrance
¥ Underground Entrance i Underground Entranca
Storage room Entrance ¥ Storage room Entrance
oo
+ Headquarters Entrance
Main Entrance
Side Entrance
Underground Entrance
Storage roam Entrance
IMPORTANT!

You can only assign access and time attendance right to passages with a connected reader. Before assigning
access, rights it is, therefore, necessary to properly set the hardware[24%,

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.
You can find more about revisions in chapter Revisions[ 64,

After you finish editing the access rights, you need to return to the Main menu to trigger the send
tables process. The Codeks TA Kit application will not work properly until you send the updated access and
time attendance rights to the hardware in the system.
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8.1. Group and User Access

In the Group Editor you can determine access rights at specific passages for groups or a single user. You
can enable or disable access at a selected passage, set a timetable, and select an action to be executed.
Note that locations 2481 and hardware24% must be set before you can assign access or time attendance rights
to a group or user.

NOTE

Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.
You can find more about revisions in chapter Revisions[ 64,

. m a L l Admin

Permission Add group Edit gro PR lobligation  Group access
view Editing tools ey rights
Revision of group rights Default timetable

Tools for revisions | zuccnarovsic .

Choose v

T T
« Andrews = Tamara LISt Of « Building/Mai /.00 - 11.00) v
il s 6-hour < Building/Sid i i 7.00-11.00) v
e oo groups P List of passages Timetables )
¥ Cooper .

@ Enders List of users Building/Developmant
¥ Evans Building/Management
< Gardiner-Boyle = Mala
2 Jameson — Boris
“ Knowles = Jerry
! Lin = Cleo
| Mahkovic = Dario
¥ Russell = lzw
¥ Ryerson = Emest
¥l Sharp = Philippe
< Smith — Frank
When a single user from the List of users is When a group from the List of groups is selected, all

selected, all the groups assigned to the user color the users assigned to it will be colored green in the
green in the List of groups. The user access rights List of users. The users that belong to the selected
set by all the assigned groups are shown in the List  group will color green.

of passages. Passages with enabled access are

Lastname Name Department

List of Groups

colored green and passages with disabled access

1 Luis

are colored red.

Maria

Maintenance gementiSales counter\Cash 2
@I Cooper Sebastian CompanyWanagement

It is also possible to set access exceptions for a

user. Exceptions are access rights that are not
defined by a group, instead they are set
specifically for a selected user. Adding access
exceptions to users is described in more detail in

chapter Adding group and user access| 8.

Lastname Name Department List of Groups

Anderson
Brown 1 Luis
Christmas Maria

AC Production
AC

Mallenanc:

4 g 2 g
[ Cooper Sebasian Company Wanagement | o

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of users. This text
informs you who's access rights you are currently editing.

You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"
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The List of passages can display all the passages in your system. To enable a group to access a certain
passage, enable the field next to the name of the passage. The enabled passages will color green and the

drop downs for setting a timetable and actions will appear.

List of Pas;;ages Timetable

_ BC=TVlain entrance - card | Fixed timetable 7-15 v

| ...rance/Main entrance - finger Fixed timetable 7-15 v

In the drop down menu of Timetables you can select the timetable that defines, when the selected

group will be able to access a selected passage.

Timetable

Fixed timetable 7-15 v
[ Always

auto

Fixed timetable 7-15

Fixed timetable 7-15 (Mobile)

Flexible timetable

Flexible timetable 4h

Flexible timetable BY DAY

Flexible timetable LL

No access

Students timetable
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In order for a user to be granted access or time attendance rights through groups, he must first be assigned

8.1.1. Assigning users to groups
(i.e. be a member) of the group.

ASSIGNING A USER TO A GROUP

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

Permission edit Permission view

2. In the List of groups select the group you wish to assign a user to.

You are chaning group "Always" permi Time and attend: ¥ Select group ... ’
Last name Name Department List of Groups
Adrovic + Tamara anagement\Sales |  Always
Bajde dvik anagement) Employees
¥ Benkovié = roduction
Plaean e e e e AR mm

3. Then click the plus (¥) icon next to the name of the user.

4. The system will inform you that you are about to add a user to the selected group.

If you have the revisions functionality enabled, the notification will inquire whether you wish to save the changes in the
currently displayed revision or whether you wish to create a new revision. You can read more about revisions in chapter
Revisions| 64,

The system will wait for your confirmation.

5. After confirming, the user will be assigned to the selected group and will be colored green in the List of

users.
Last name Name Department List of Groups
Adrovié + Tamara anagement\Sales  Always
¥ Baj sl \Sales  Employees

#| Benkovic Tilen

...gement\Productio

anagement

6. Finally, return to the Main menu to trigger the send tables process
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ASSIGNING A GROUP TO A USER

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

Permission edit Permission view

2. In the List of users select the user to which you want to assign a new group.
The groups, which are already assigned to the user, will be colored green.

You are changing user "Advin Tamara" permission

Last name Name Department List of Groups

| Advin Tamara ...urchasing departiment  Employees ——
Bri d FLOOR'\Production | Employees 4-hour

ow Luis

Cooper e FLOOR\Management |Employees MUTIPLE BU

Evans Timothy +
Gardiner-Boyle Maia ersonnel department

Jameson Boris ..d FLOOR\Production

3. Then click the plus (4) icon next to the group you wish to assign to the user.

4. The system will inform you that you are about to add a group to the selected user.

If you have the revisions functionality enabled, the notification will inquire whether you wish to save the changes in the
currently displayed revision or whether you wish to create a new revision. You can read more about revisions in chapter
Revisions| 64,

The system will wait for your confirmation.

5. After confirming, the user will be assigned the newly selected group, which will be colored green in the
List of groups.

You are changing user "Advin Tamara” permission

Last name Name Department List of Groups
¢ Advin Tamara LOOR\Purchasing department 1
Brown Luis pany\2nd FLOOR\Production il

Cooper Sebastian any'2nd FLOOR\Management | Employees MUTIPLE BUTTONS +
Evans Timothy ...any\2nd FLOOR\Development, | Employees ONE BUTTON +
ardinar-Rovla Maia | NOR\Darennnal Aanartmant

6. Finally, return to the Main menu to trigger the send tables process.
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8.1.2. Adding Group Access

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.

You can find more about revisions in chapter Revisions[ 64,

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of users. This text

informs you who's access rights you are currently editing.
You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"

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

Permission edit Permission view

2. In the List of groups select the group you wish to assign an access right at a passage. The selected group

will be colored blue.

3. To add an access right at a passage enable the checkmark next to the name of the passage in

the List of passages.

e [ savo |

Select group ... ... select passage ... ... and select timetable for passage.

List of Groups

Employees

List of Passages Timetable

«| Company/Entrance FRONT

| Flexible

The passages, where the group’s access rights are enabled, are colored green || and passages, where the group’s

access rights are disabled, are colored red
4. Set the Timetable that defines when the users will be able to pass through the passage.

5. When you are done editing, click Save.
6. Finally, return to the Main menu to trigger the send tables process.
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8.1.3. Edit Group Access

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.

You can find more about revisions in chapter Revisions[ 64,

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of
users. This text informs you who's access rights you are currently editing.

You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"

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

Permission edit Permission view

2. In the List of groups select the group to which you wish to change access rights at a passages. The

selected group will be colored blue.

3. In the List of passages make the desired changes to the timetable and action settings of the selected

passages.

e [ savo |

Select group ... ... select passage ...

List of Groups List of Passages

Employees «| Company/Entrance FRONT

»Flexible

4. When you are done editing, click Save.
5. Finally, return to the Main menu to trigger the send tables process.
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8.1.4. Remove Group Access

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.

You can find more about revisions in chapter Revisions[ 64,

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of users. This text
informs you who's access rights you are currently editing.
You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"

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

Permission edit Permission view

2. In the List of groups select the group to which you wish to remove an access right at a passage. The

selected group will be colored blue.

3. To remove an access right at a passage remove the checkmark next to the name of the

passage in the List of passages.

(e

Select group ... ... select passage ... ... and select timetable for passage.
List of Groups List of Passages Timetable
4-hour ¥ Building/Main Entrance Flexible 24-ho v
6-hour +| Building/Side Entrance Flexible 24-ho v

@ui\d\ngﬂPrnduct\on Flexible 24-ho v
\J Building/Development

Building/Management

4. The passage will color red.

~

Select group ... ... select passage ... ... and select timetable for passage.

List of Groups List of Passages Timetable
4-hour ¥ Building/Main Entrance Flexible 24-ho v
6-hour v Building/Side Entrance Flexible 24-ho v
ETZEEEE [ Building/Production ]

1 Building/Development

Building/Management

5. When you are done editing, click Save.
6. Finally, return to the Main menu to trigger the send tables process.
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8.1.5. Adding access exceptions to users

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.

You can find more about revisions in chapter Revisions[ 64,

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of users. This text
informs you who's access rights you are currently editing.
You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"

We recommend extreme caution when assigning time attendance rights directly to individual users. Assigning user
rights exceptions can quickly become unmanageable in larger systems.

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

Permission edit

2. In the List of users select the user whom you wish to assign a rights exception at a specific

passage. The selected user will be colored blue.

3. Then add or remove the user's access right at a passage by enabling or disabling the selected

passage on the List of passages.

You are changing user "Cooper Sebastian” permission

Last name Name Department List of Groups List of Passages Timetable

Andrews Tamara 4-hour + (¢ Building/Main Entrance Flexible 24-ha v
Brown Luis 6-haur + | 5 Building/Side Entrance Flexible 24-ho v
Christma g
L —— ETFLDEES Building/Production
¥ Cooper Sebastian

Om\d\nngeve\opmem Flexible 24-ho v

Enders Tatiana
Building/Management —J

Evans Timothy
ardinar Ravla Maiz

The passages, where the user's access rights are enabled by a rights exception, are colored dark green || and

passages, where the user's access rights are disabled by a rights exception, are colored orange !

4.* If you are assigning the user an additional access right you can also select the timetable and action that
will be executed when users register at controllers.

5. When you are done editing, click Save.

6. Finally, return to the Main menu to trigger the send tables process.
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8.1.6. Set Timetable for Selected Passages

It is possible to set the same timetable to all passages where a group has granted access rights

simultaneously with one function.

NOTE
Any changes made in the Groups editor may change the recording of work hours in the Time and attendance.

You can find more about revisions in chapter Revisions |64,

IMPORTANT! When enabling the Permission edit, pay attention to the red text above the List of users. This text
informs you who's access rights you are currently editing.
You are changing group "Direktor AC" OR You are changing user "Benkovi¢ Tilen"

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

Permission edit Permission view

2. In the List of groups select the group to which you wish to set the same timetable at all enabled

passages. The selected group will be colored blue.

3. From the right-click menu select the Set timetable for selected passages.

~

Select group ... ... select passage ... ... and select timetable for passage.

List of Groups List of Passages Timetable

4-hour « Building/Main Entrance 4-hours (7.00 v
6-hour < Building/Side Entrance 4-hours (7.00 v

A 4-hours (7.00 v
Edit group
Delete group
Copy group

Close

4. A new window will open where you can set the timetable which will be assigned to all selected

(checked) passages.

General information

Selected Timetable Flexible 24-hours v

for Passage

Cancel Save

5. When you are done editing, click Save.
6. Finally, return to the Main menu to trigger the send tables process.
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9. Timetables

In the Timetables editor, you can view, create and edit timetables. Timetables in the Codeks application

define when users can pass through specific passages and when they can access certain functionalities of

controllers.

0 O P E B8 E B &

‘.’ Timetables (D (O % ‘ % Admin
Home Back Add timetable  Edit timetable Add interval Edit interval Delete interval Edit buttons Groups

Timetables | Search List of all time intervals f Interval data

» Fixed Name Type From | To Start | Stop | Bution Interval description Interval type Monday
» Flexibk List of Fixed entry ntry v Tuesday
Wednesday
. Business + General purpose | 07:30 | 15:30 1 Tea Bution (Edi) by
timetables Cancel + Cancel 00:00 | 2359 )| (Eay Choase . F;:;y “
Exceptional A== 000 | 2359 £ - " Saturday
Fixed entry G600 0600 Sunday
Intervals in timetable Fixed e . . 0000 Q HH:mm 0600 © HHmm Hol sive
Fixed exit List of time [P* 16:00 y Exclusive
N 1 biay Exclusive
Flexible 2359
ol
; : N ogs y (night work)
‘a Flosblo oy intervals 0800 Editin g the color
The order of LEbEE) i I booco
oFi Info 2359 4 time interval
. time intervals Lunch = Generalpurpose 09:00  13:05 o
. . Lunch flexible ener se 0 13:05 5 —
ol within the Private General purpose | 0 2359 2 sefxedtime v [SNUGRNCH
oF Private 2 = General purpose 16:00 16:00 2 statistc
selected
Re H
timetable

In addition to Groups, Timetables are a key feature in the Codeks system structure as they define the rights
of users and groups as well as add functionality to controllers. Timetables define the specific times:

- of the users' work obligation (Codeks TA) and their daily work hours (Codeks TA),

- when users can use different time intervals during work hours (e.g. lunch, business exit, private exit, exit
permits etc.) (Codeks TA),

- when certain statistics will be used and recorded (Codeks TA),

The structure of timetables
Every timetable contains one or more time intervals. The time intervals are defined completely separately
and can be assigned to several timetables simultaneously. By selecting specific time intervals you can create
completely customized timetables. Time intervals enable event registration every time a user registers at a
controller. The Codeks system uses the data of registered events in order to calculate the users' work hours
or enable access to passages.

ATTENTION!
The same time intervals can be simultaneously assigned to several timetables. By making changes to a
selected time interval you are affecting all the timetables the time interval is assigned to.
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Colors in Timetables Editor

Blue - indicates the selected timetable on the List of timetables.

Green - indicates the intervals assigned to the selected timetable in the List of all time intervals.

Dark green - indicates the currently selected interval in the List of all time intervals and the List of intervals
in selected timetable.

Red - indicates the currently selected interval in the List of all time intervals, if that time interval is not

assigned to the selected timetable.

Using timetables to define the users' time and attendance

Timetables enable you to set when he will be able to register his entry and exit at work, how and when he
will be able to use his lunch break, take a private exit, go to a meeting at another location etc.

A user is usually assigned these rights through the rights of groups, of which he is a member. The group
rights are defined in the Groups editor. Here you can set group rights for all the users assigned to a group
by enabling access and setting a timetable for each specific passage. The following picture shows how a

user is assigned access rights on specific passages by belonging to different groups.

m @ Employess Flexible group @ @-Swr-g- FOOIM group
Headquarters Entrance ‘ Headquartars Entrance

+ Main Entranca Main Entrance
¥ Side Entrance
User A
¥ Underground Entrance Undenrground Entranca
Storage room Entrance +  Storage room Entrance

2 @

+ Headquarters Entrance

Side Entrance

Main Entrance
Side Entrance
Underground Entrance
Storage room Entrance

The process of defining group and user access rights by assigning different timetables to specific passages is

described in chapter Adding Group and User Access| &2,
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9.1. Timetable overview

The List of all timetables can be found on the left side in the Timetables editor. The currently selected
timetable is colored blue. The list of all time intervals assigned to the currently selected timetable is shown
under the List of timetables.

Timetables
» All the time
» Fixed
» Flexible List of timetables
» Monday - Saturday

Intervals in timetable Monday - Saturday

e Monday - Friday [06:00 - 18:00]

® Saturday [07:00 - 13:00 List of intervals in

selected timetable

Remove interval from timeta

Timetables are essentially collections of time intervals. Time intervals define when users arrive at work,
when they can take a lunch break, where and when they have access rights, etc. You can read more about
different types of time intervals in chapter Add New Time Intervallef. All time intervals, shown in the middle

section of the timetables editor, are defined completely independently and can be assigned to multiple
timetables at the same time. Time intervals assigned to a selected timetable are colored green in the List of
time intervals. The following picture shows the List of all time intervals.

List of all time intervals #
Name Type From To Start Stop Button

All the time + Access 00:00 23:59

Business + General purpose 07:30 15:30 1
Cancel + Cancel 00:00 23:59 9
Entry flexible =+ Entry 06:00 08:00

Exeption =+ Entry / Exit 00:00 23:59 3
Exit flexible + Exit 14:00 16:00

Fixed entry =+ Entry 00:00 06:00 06:00

Fixed exit + Exit 16:00 23:59 16:00

Flexible = Entry / Exit 00:00 23:59

Info + Info 00:00 23:59 4
Lunch =+ General purpose 09:00 13:00

Lunch flexible + General purpose 09:00 13:00 5
Manday - Friday = Access 06:00 18:00

Private + General purpose 00:00 23:59 2
Private 2 + General purpose 06:00 16:00 2
Saturday = Access 07:00 13:00

Some sample default timetables are already provided with the Codeks installation. You can use or edit them
to meet the specific needs of your system.
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9.2. Before adding a new timetable

Timetables in Codeks define when users and groups have access rights at specific passages, set the users'
work obligation and enable the daily event registration. Additionally, they set and control the button
functionalities of the controllers.

Timetables are one of the key elements in Codeks and require careful planning before generating.

We recommend thorough and careful consideration as to how users will be coming and going, when they will
be allowed to enter the company and how they will be allowed to move within the company.

When planning timetables it is important to consider any official company policy (e.g. each company
defines when the employees must be present at their workplace and how their work hours are recorded),
any internal unofficial agreements (e.g. employees can take a cigarette break during work hours, but
must clock the time as a cigarette break) and different levels of access rights (e.g. the management has
the right to access the company premises at any time of the day, while other users may have time limited
access rights). It is also important to consider how the system will react in extraordinary
circumstances (e.g. how an employee's emergency entry will be clocked).

TIMETABLE PLANNING

Time and attendance timetables are used to define and record the users' work hours. Additionally, they are

also used to define the access rights of users and add functionality to the buttons of controllers.

1. Before planning the timetable, install the necessary hardware, set the locations, define your
company's organization structure and connect your controllers to the appropriate passages (using
the Hardware editor).

2. Next, determine what the typical work day of a user should look like. The exact sequence of events in the
day is defined with different types of time intervals.

THE STRUCTURE OF THE DAY

» @ 08.01Thu 07:17 - 15:42, +00:21, 0001 | Workhours
[ Good morning UMBRELLA INTERVALS
Lunch11:00 - 11:30, 00:30
S Private 11:30 - 11:34, 00:04
[ Have a nice day! 15:42

DAILY INTERVALS

In the Codeks application, each work day consists of umbrella time intervals, which begin with the
user's arrival at work (an Entry event) and end with the user's departure from work (an Exit event). All
Entry and Entry events are displayed in the List of events in the Time attendance editor.

Within the umbrella time intervals, during the user's work hours, any number of daily time intervals
(e.g. a lunch break, a private exit, a business meeting) can be added.

A new event in the day is registered every time a user registers at a controller for time attendance. The
type of event registered is dependent on the defined time intervals that are assigned to the user's time
and attendance timetable (i.e. the activated daily time intervals - General purpose type intervals).

First, define the umbrella intervals of a typical work day.

Determine when users will be arriving at work and how the start of their work hours will be recorded.
The interval types Entryl10d1 and Entry / Exit[105 are used to define the intervals needed to cover the time
period of the users' arrival at work. The settings of the intervals offer different ways of starting the

recording of work hours.
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FIXED AND FLEXIBLE

The terms fixed and flexible are used to describe how time intervals are set to record the start or end of
their duration:

o If an interval has a fixed way of recording work hours, this means that a fixed pre-defined time will be
recorded and used for calculations, instead of the actual time a user registered at a controller.

Example:

A Fixed entry interval is defined, that records any entry events registered before 6 a.m. In this case, the term
"fixed" applies to how the start of the user's work hours is recorded. Regardless of the actual time of event
registration, the start of the Entry interval is always set to 6:00, in the event that the user registers his arrival
before 6 a.m.

nterval description
Fixed entry
Start at

Use fixed time v 06:00 ©

Used fixed time (e.g. 6:00)

Registration time (05:48 ]
Specified time (06:00)
Interval start (06:00)

o If an interval has a fixed way of recording work hours, this means that the actual time of event
registration will be used when a user registers an event at a controller during the interval duration.

Example:

An Entry flexible interval is defined, that records any entry events registered between 6 and 8 a.m. The term
"flexible" describes how the start of the user's work hours will be recorded. The when a user registers an entry
event between 6 and 8 a.m. the actual time of the event registration will be recorded as the start of the interval.

Interval description

Entry flexible
Start at

Use actual time v

Use actual time

!

Registration time (07:16
Interval start (07:16)

Companies often use a combination of intervals with a fixed and flexible way to start recording work
hours.

Example:

All users in a company must be present at their workplace at 8 o'clock in the morning.

The start of their work day is defined by two intervals:

o fixed, if the users arrive at work before 6:00 in the morning (If a user arrives at work before
6:00, his work hours start to record at 6:00, regardless of when exactly the user recorded his Entry
event.),

o flexible, if the users arrive at work between 6:00 and 8:00 in the morning (If the user arrives
at work between 6:00 and 8:00, his work hours start to record from the actual time of his Entry event
registration at the controller.).

Similarly, determine when the users will be able to depart from work and how the end of their work
hours will be recorded. The interval types Exit[102) and Entry / Exit[105) are used to define the intervals
needed to cover the time period of the users' departure from work. The settings of the intervals offer
different ways of ending the recording of work hours.

3. After defining the umbrella events of the day, you can plan the daily time intervals that a user will be
able to use within the umbrella intervals on a typical work day.
Examples of daily time intervals are lunch breaks, business or private exits, cigarette breaks, etc. The
interval type General purposel is used to define the daily time intervals. The settings of the intervals

offer advanced options for recording the duration and number of repeats.
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INTERVAL HIERARCHY

When planning and using time interval also keep in mind the intervals' hierarchical order in the
selected timetable. The current hierarchical order of the intervals can be seen in the Intervals in
timetable window on the left side of the Timetables editor.

Intervals in timetable Fixed timetable

» Business [07:30 - 15:30]

@ Info [00:00 - 23:59]

o Cancel [00:00 - 00:00]

# No office hours [00:00 - 23:59]
o Lunch 1 [10:00 - 14:00]

® Entry fixed [00:00 - 06:00]

o Exit fixed [16:00 - 23:59]

@ Private 2 [06:00 - 16:00]

@ Entry flexible [06:00 - 08:00]

@ Exit flexible [14:00 - 16:00]
Remove interval from timetable

Time intervals assigned to a timetable determine how a specific registered event at a controller will be
recorded in the time attendance. When a user registers at a controller the system looks for the highest
ranking time interval that is valid at that time of day. If more than one time intervals are valid at a specific
time of day the system will record events according to the highest ranking one (e.g. for the timetable
presented in the picture above, the system would record an event registered at 10:30 according to the
Business interval before the No office hours interval).

The interval hierarchy does not apply to time intervals with assigned buttons. To activate an
interval with an assigned button a user must select the appropriate button before registering at the
controller.

4. Lastly, define the buttons needed in order for users to access the functionalities of the defined daily time
intervals during their work hours. Users usually access the functionality of the general purpose interval
using the buttons of the controllers.

EDITING AND USE OF CONTROLLER BUTTONS

Interval types General purpose(9 Infol10$;,and Cancell116) enable a controller button to be assigned to
them in order to access the intervals functionality on the controller.

Interval description Interval type
Business General purpose v
Text Button (Edit)
Business 1-Business v
From Choose
§ 1 - Business
07:30 0 HH:mm 2 - Private
3 -Extra
4 - Info
e 5 - Lunch
Valid f 2
alid from 9- Cancel
Action

v

Read more about settings and the use of buttons for event registration in chapter Edit Buttons.

Use of buttons at the controller:

1. When users want to activate the functionality of a certain interval, they first select and press the
appropriate button on the controller.

2. After selecting the button, they register at the controller and the system starts the time count of the
selected interval. In the event of selecting intervals Info or Cancel, the system displays the user's
information or cancels the last registered event, respectively.

3. To end the selected interval the users just register at the controller again.
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9.3. Add Timetable

1. To add a new timetable select the Add timetable icon in the Timetables editor.

P =S = 5 &

Edit timatable Add interval Editinterval  Delste interval =~ Edit buttons Groups

J
L

Home

Timetables o

Back Add timatable]

2. A new window will open, where you can enter the name of your new timetable.

It is advised that a suitably descriptive and distinguishing name be assigned to the new timetable.

Basic data

Name

Type

Work obligation

Monday 08:00
Wednesday 08:00
Friday 08:00

Sunday 00:00

Flexible

Timetable for time attendance

o HH:mm Tuesday
€ HH:mm Thursday
o HH:mm Saturday
@ HH:mm Holidays

08:00

08:00

00:00

00:00

o HH:mm
© HH:mm
@ HH:mm
© HH:mm

Cancel m
Settings Description
Name The name of the timetable
Type

Work obligation

The Codeks TA Kit application uses the Timetable for time attendance type of timetables.

Sets the number of work hours the user is expected to be present at the workplace. Codeks enables different
work obligations to be set for different days of the week. The set work obligation hours are repeated periodically

each week.

In the lower part of the pop-up window, you can also set the work obligation which will be assigned to all
users who will use this timetable.

3. Save the newly added timetable by clicking the Save button. The new timetable will be added to the List

of timetables.

In the next step add existing time intervals[112 to the selected timetable or create new intervals/ e,
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9.3.1. Add New Time Interval

1. To add a new interval, click the Add interval icon in the upper menu of the Timetables editor.
This will enable the interval editor window on the right side of the editor.

Wy (< o)
". Timetables (O (O Admin
Back Add it Groups
Home timetable timetable
Timetables | Search: List of all time intervals g [reraldaa
» Fixed Name Type From | To Start | Stop | Bution Interval description Interval type
» Flexible I | Generalpupose
Business #Generalpu..| 0730 | 1530 1] Text Button (Edit)
Cancel + Cancel 0000 | 2359 9 Choose v
Exceptional +Enry /Ext | 0000 | 2359 3
Fixed E 0000  06:00  06:00 from B
ixed entry = Entry -
Intervals in timetable Fixed — - 1600 2359 16:00 © HH:mm © HH:mm
e " 5 Valid, if day sum is more / less than
o Lunch [09:00 - 13:05] Flexible +Enry /Ext | 0000 | 2359
Flexible entry = Entry 0600  08:00 © Htmm © Htmm
S Eheleny DRN%-0000) Flexible exit = Bxit 1400 16:00 e~
 Fixed exit [16:00 - 23:59] Info + Info 00:00 | 2359 |
o Privats 2 D6 00160} Lunch —Generalpu.. 0900 1305
Lunch flexible + Generalpu...| 0800 | 1305 5| starat Stop at
@ Flexible entry [06:00 - 08:00] Private + Generalpu... 0000 | 23:59 2 Use actual ime v Use actual time v
 Flexible exit [14:00 - 16:00] Private 2 —Generalpu.. 0600  16:00 2
Auto from Auto to
Use actual time v Use actual ime v
Remove interval from timetable.
Max Max count Repeat lateness
o after time exceded
m]
Statistic
Lunc Lunch v
== [ 5or

2. Enter the required data for the time interval.

3. Save the entered data by clicking the Save button.

The newly added time interval will be added to the List of all intervals. The interval is not yet assigned to
any timetable.

4. To add a time interval to a selected timetable, first, mark the timetable you wish to assign the time
interval to. The selected timetable will color blue.

5. Then locate the interval in the List of all intervals and click on the + (plus) icon next to the interval name.
When the time interval is successfully added to the timetable it will color green.

Timetables | Search: List of all time intervals *
» Fixed Name Type From | To Start Stop Button
| » New timetable I Busines! General pu 07:30 15:30 1
cl ancel 00:00 2359 g
Exceptional Entry / Exit 00:00 2359 3
Fixed entry = Entry 00:00 06:00 06:00
Intervals in timetable New timetable Frele = Exit 16:00 2359 16:00
« Lunch [09:00 - 13:05) Flexible = Entry / Exit 00:00 23:59
Flexible entry = Entry 06:00 08:00
&Feed eairy [N0:00716:00] Flexible exit — Bt 1400 1600
o Fixed exit [16:00 - 23:59] Info + Info 00:00 23:59 4
« Private 2 [06:00 - 16:00] Lunch = General pu 09:00 13:05
=+ General pu... 09:.00 13.05 5
@ Flexible entry [06:00 - 08:00] + General pu...  00:00 2359 2
@ Flexible exit [14-00 - 16:00] Private 2 = General pu 06:00 16:00 2

Remave interval from timetable

ATTENTION!
The same time intervals can be simultaneously assigned to several timetables. By making changes to a
selected time interval you are affecting all the timetables the time interval is assigned to.
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Interval types

Several types of time intervals are available, which differ depending on the purpose of use:

Types of interval

General purpose
o8

Entrxm
Exit [10%)

Entry/Exit [10%y

Cancel [118

Access [ 94Y

Description

General purpose intervals enable the change of the statistic being recorded and are usually used to record daily
intervals within work hours, such as lunch brakes, private or business exits, etc. Users often access the functionality of
general purpose intervals using the buttons of the controllers. Read more about settings and the use of buttons for
event registration in chapter Edit Buttons[118,

The Entry interval type is used to record daily entry events, which mark the beginning of all umbrella intervals, which
in turn contain all daily intervals.

The Exit interval type is used to record daily exit events, which mark the endings of all umbrella intervals. By
registering an exit event the recording of user's work hours is stopped.

The Entry/Exit interval type is used to record entry events, which are the start of all umbrella intervals, as well as exit
events, which are the end of all umbrella intervals. This type of interval is usually used when a user has a flexibly
defined timetable, with multiple entries and exits per day. The user can freely come and go during the duration of the
interval.

The Info interval enables the use of the additional functionality of displaying a user’s information on the controller (the
presence status, the saldo for period and their available leave days status). The functionality of the Info interval can
be accessed through a specific button, which the user presses before registering, on the controller. Read more about
settings and the use of buttons in chapter Edit Buttons[116y,

The Cancel interval enables the last, incorrect registered event on the controller to be canceled (e.g. pressing the
button Business instead of Private). The functionality of the Cancel interval is time limited and can only be used up to
30 s after registering the incorrect event. Read more about settings and the use of buttons in chapter Edit Buttons
[118,.

The Access interval enables a user access to specific passages during the duration of the interval (defined by settings
From and To).

The intervals' settings are dependent on the selected interval type. The general settings, available for all

types of time intervals, are described in the table below and all additional settings, dependent on interval

type, are described in the following chapters.

General settings for the Codeks TA time intervals

Settings

Interval description

Interval type
Text

From

To

Days of the week

Interval color

Description

The name of the interval. The name should be suitably descriptive to enable easier recognition in the list of
intervals.

Interval type selection. The additional settings displayed are dependent on the selected interval type.
The text that will be displayed on the controller when a user registers.

The start of the interval duration.

The end of the interval duration. The end time must always be greater than the interval start time.

Sets the day of the week, to which this interval will apply.

The settings Holiday and Restday enable setting intervals for special days. The additional setting Exclusive can
be used to set intervals for combination days, for example, an interval is only valid for weekdays that are at the
same time also a holiday.

The +1 day (night work) setting defines how the work hours after midnight in the night shift will be recorded.
By default, this setting is not enabled. If the setting is not enabled the work hours after midnight will be recorded
in the new day, regardless of the exact time the worker clocked his arrival at work (Entry).

If the setting is enabled the work hours after midnight will be recorded in the previous day if the worker has
clocked his arrival at work (Entry) on this day.

Sets the color the interval will be displayed with when printing the timetable.

Codeks TA Kit application 95



Utn®

9.3.1.1. General purpose
General purpose intervals are usually used to define daily intervals, which are recorded within the umbrella

interval during work hours. Examples of this kind of intervals are lunch breaks, business and private exits,

etc.

General purpose intervals enable the change of the statistic being recorded. Users often access the

functionality of general purpose intervals using the buttons of the controllers. Read more about settings and
the use of buttons for event registration in chapter Edit Buttons[118.

Interval data

Interval description Interval type
Lunch | General purpose

Text Button (Edit)
Lunch Choose

From To

09:00 |€) HH:mm 13:05 | @ HH:mm

Valid, if day sum is more { less than

00:00 € HH:mm 00:00 |€) HH:mm
Interval calor

(| 2000000

Start at Stop at

Use actual ime  «

Auto from Auto to

Use actual ime  w

Max Max count
00:30 @ 1
Statistic

Lunc Lunch

Cancel

EMonday

B Tuesday

Wednesday

B Thursday

Friday

[ Saturday

B Sunday

EHoliday [ Exclusive
[CJRestday [ Exclusive
[CJ+1 day (night work)

Use actual time

Use actual time

Repeat lateness
after time exceded
O

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals[93). The following table contains all setting specific to General purpose intervals.

Settings Description

Button A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about
settings and the use of buttons for event registration in chapter Edit Buttons[118,

Valid, if day sum is This setting enables you to set the minimum sum of work hours that must be reached and/or the maximum sum of

more / less than

Start at Sets the start time of an interval.

VALUES:

Use actual time

Use fixed time

work hours that must not be exceeded in order to trigger this interval's function.

The start of the interval is the time of the user's actual
registration at a controller.

The start of the interval is set to a defined fixed time. The fixed
time is entered in the additional field next to the setting's window
(e.g. fixed time at 8:00 in the morning -> 08:00).
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Settings Description

Add minutes

Subtract minutes

Round up time

Round down time

Stop at Sets the end time of an interval.

VALUES:

Use actual time

Use fixed time

The start of the interval is set to the time of the user's
registration with an added number of additional minutes. The
number of minutes that is added to the registration time is
entered in the additional field next to the setting's window (e.g.
add 15 minutes -> 00:15).

Add minutes {e.g. add 15 min)

Registration time (07:18) I
Interval start (0733}

The start of the interval is set to the time of the user's
registration minus a defined number of minutes. The number of
minutes that is subtracted from the registration time is entered
in the additional field next to the setting's window (e.g. subtract
15 minutes -> 00:15).

Subtract minutes {e.g. subtract 15 min)

I Registration time {07:18)
Intarval start (07:03)

The start of the interval is rounded up to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round up with 15 minute time
periods -> 00:15).

Round up time {e.g. with 15 min pericds)

Registration time (07:18) I
|Interval start (07:30)

The start of the interval is rounded down to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round down with 15 minute
time periods -> 00:15)

Round down time (e.g. with 15 min periods)

] Registration time (07:14)
Interval start (07:00)

The end of the interval (stop) is the time of the user's actual
registration at a controller.

The end of the interval (stop) is set to a defined fixed time. The
fixed time is entered in the additional field next to the setting's
window (e.g. fixed time at 16:00 in the afternoon -> 16:00).

Example: Lunch

The interval Lunch is defined from 13:00 to 14:00, with the Stop
at setting set to Use fixed time at 14:00. A user can take his
lunch break anytime from 13:00 to 14:00, but when he returns
the system will automatically mark his time of return at 14:00,
regardless of his actual time of return.
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Settings

Auto from

Description

Add minutes The end of the interval is set to the time of the user's registration
with an added number of additional minutes. The number of
minutes that is added to the registration time is entered in the
additional field next to the setting's window (e.g. add 15 minutes
-> 00:15).

Add minutes {e.g. add 15 min)

Registration time (15:18) ]
Interval stop (15:33)

Subtract minutes The end of the interval is set to the time of the user's registration
minus a defined number of minutes. The number of minutes that
is subtracted from the registration time is entered in the
additional field next to the setting's window (e.g. subtract 15
minutes -> 00:15).

Subtract minutes {e.g. subtract 15 min)

] Registration time {15:18)
Interval stop (15:03)

Round up time The end of the interval is rounded up to the next set time period.
The defined time period is entered in the additional field next to
the setting's window (e.g. round up with 15 minute time periods
-> 00:15).

Round up time (e.g. with 15 min periods)

Registration time (15:18) ]
Interval stop (15:30)

Round down time The end of the interval is rounded down to the next set time
period. The defined time period is entered in the additional field
next to the setting's window (e.g. round down with 15 minute
time periods -> 00:15)

Round down time (e.g. with 15 min periods)

I Registration time {15:14)
Interval stop (15:00)

The setting enables automatic recording of the interval start based on the value of the setting.

Example 1: Business interval

A user frequently has early morning meetings with clients, which prevent him from clocking in his arrival at work in
time for the Entry interval to start recording his work hours. Instead, he can achieve this by using a specially created
Business interval which is defined from 8:00 to 16:00 and has the Auto from setting is set to Use fixed time at 8:00.
The user selects the appropriate button to activate the Business interval functionality before he registers at the

controller. The Business interval enables the entry time of the user to be set at 8:00 simultaneously with recording
the Business interval from 8:00 till the time of the users actual arrival.

VALUES:

Use actual time The start of the interval is the time of the user's actual
registration at a controller.
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Use fixed time The start of the interval is set to a defined fixed time. The fixed
time is entered in the additional field next to the setting's window
(e.g. fixed time at 8:00 in the morning -> 08:00).

Settings Description

Auto to The setting enables automatic recording of the interval ending (stop) based on the value of the setting.
VALUES:
Use actual time The end of the interval (stop) is the time of the user's actual
registration at a controller.
Use fixed time The end of the interval (stop) is set to a defined fixed time. The

fixed time is entered in the additional field next to the setting's
window (e.g. fixed time at 16:00 in the afternoon -> 16:00).

Example 1: Business interval

The Business interval is defined from 8:00 to 16:00 and the Auto
to setting is set to Use fixed time at 16:00. A user uses the
functionality of the Business interval exit at 10:00 and does not
return for the day. The system will automatically record the
Business daily interval from 10:00 to 16:00 and set an exit event
for the day at 16:00.

Max Sets the maximum duration of an interval.
Enter the maximum allowed duration of the interval in the additional field.

ADDITIONAL SETTINGS:

Max count The setting sets the maximum number of daily repetitions of a
specific interval.

Repeat lateness after time exceeded The setting enables the user's tardiness (excess of the maximum
interval duration) to be summed up together for all interval
repetitions.

(If the setting is not enabled, the user will not be able to use a
certain daily interval again, if he has already exceeded the
maximum interval duration time.
If the setting is enabled the user will be able to use all interval
repetitions, even if he has already exceeded the maximum
interval duration time. The user's tardiness (excess time) is
recorded to the Late statistic (default setting) or any other
interval set by the Count interval excess into setting.)
Statistic This setting sets which statistic the interval's duration and repetition will be recorded into.

The default set statistics are:

- Holiday for holidays,

- Weekend for weekends,

- Not present for work days (when work obligation is >0).

Example:
The Exit interval is defined from 17:00 to 22:00 and set to record the Business trip statistic. If the user registers an
exit event during the duration of this interval his work day is concluded using the Business trip statistic.

WARNING!

If the statistic setting of an Exit interval is set to Interval does not count for any statistic, the default daily statistic will
be used to record the work hours.

WARNING!

If the default daily statistic is Not present and an Entry event has been registered for the day, the Worktime statistic
will be used at the end of the day.

WARNING!

If the default daily statistic has the Overwrite setting enabled (Settings -> Statistics[21% editor), the newly selected
statistic in the interval settings will overwrite it. If the default daily statistic does not have the Overwrite setting
enabled, the newly selected statistic will not be able to overwrite it.

The use of the functionality of General purpose intervals:

1. A user can initialize the functionality of a general purpose interval (e.g. a lunch break) when registering at
a controller. The user must press the appropriate button (e.g. labeled Lunch) to activate the functionality
of the selected general purpose interval before he registers at the controller.

2. After pressing the button the user proceeds with registering at the controller.

3. The controller will display a message that signals the start of the selected general purpose interval (e.g.
Lunch start).

4. The activated general purpose interval will be concluded the next time the user registers at a controller.

Read more about settings and the use of buttons for event registration in chapter Edit Buttons[118,
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9.3.1.2. Entry
The Entry interval type is used to record daily entry events, which mark the beginning of all umbrella

intervals. The daily umbrella intervals always start with an Entry event and end with an Exit event. Umbrella

intervals contain all registered daily intervals, such as lunch brakes or business and private exits.

Interval data

Interval description
[ Fixed entry
Text
Entry
From

00:00 € HH:mm

Interval color
(| #000000

Start at

Use fixed time v

Statistic
[+ ED01 Only entry

Cancel

Interval type
] Entry
Button (Edit)
Choose
To
06:00 € HH:mm

06:00 €

EMonday

[ Tuesday

Wednesday

4 Thursday

Friday

B Saturday

4 Sunday

EHoliday [ Exclusive
CRestday [ Exclusive
[ +1 day (night work)

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals[ 93, The following table contains all setting specific to Entry type time intervals.

Settings
Button

Start at

Description

A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about
settings and the use of buttons for event registration in chapter Edit Buttons[118,

Sets the start time of an interval.

VALUES:

Use actual time

Use fixed time

Add minutes

The start of the interval is the time of the user's actual registration at a
controller.

The start of the interval is set to a defined fixed time. The fixed time is
entered in the additional field next to the setting's window (e.g. fixed time at
8:00 in the morning -> 08:00).

The start of the interval is set to the time of the user's registration with an
added number of additional minutes. The number of minutes that is added to
the registration time is entered in the additional field next to the setting's
window (e.g. add 15 minutes -> 00:15).

Add minutes {e.g. add 15 min)

Registration time (07:18) I
Interval start (07:33)
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Settings

Statistic

Description

Subtract minutes The start of the interval is set to the time of the user's registration minus a
defined number of minutes. The number of minutes that is subtracted from
the registration time is entered in the additional field next to the setting's
window (e.g. subtract 15 minutes -> 00:15).

Subtract minutes {e.g. subtract 15 min)

I Registration time {07:18)
Interval start (07:03)

Round up time The start of the interval is rounded up to the next set time period. The defined
time period is entered in the additional field next to the setting's window (e.g.
round up with 15 minute time periods -> 00:15).

Round up time {e.g. with 15 min periods)

Registration time (07:18) I
Interval start (0730}

Round down time The start of the interval is rounded down to the next set time period. The
defined time period is entered in the additional field next to the setting's
window (e.g. round down with 15 minute time periods -> 00:15)

Round down time (e.g. with 15 min periods)

] Registration time (07:14)
Interval start (07:00)

This setting sets which statistic the interval's duration and repetition will be recorded into.
The default set statistics are:

- Holiday for holidays,

- Weekend for weekends,

- Not present for work days (when work obligation is >0).

Example:
The Exit interval is defined from 17:00 to 22:00 and set to record the Business trip statistic. If the user registers an
exit event during the duration of this interval his work day is concluded using the Business trip statistic.

WARNING!

If the statistic setting of an Exit interval is set to Interval does not count for any statistic, the default daily statistic will
be used to record the work hours.

WARNING!

If the default daily statistic is Not present and an Entry event has been registered for the day, the Worktime statistic
will be used at the end of the day.

WARNING!

If the default daily statistic has the Overwrite setting enabled (Settings -> Statistics[21% editor), the newly selected
statistic in the interval settings will overwrite it. If the default daily statistic does not have the Overwrite setting
enabled, the newly selected statistic will not be able to overwrite it.
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9.3.1.3. Exit

The Exit interval type is used to record daily exit events, which mark the endings of all umbrella intervals.

The daily umbrella intervals always start with an entry event and end with an exit event. Umbrella intervals

contain all registered daily intervals, such as lunch brakes or business and private exits.

Interval data

Interval description
[Fixed exit
Text

Izhod

From
16:00 @) HH:mm

Interval color
(| #000000

Stop at
Use fixed time v

Max
00:00 @

Statistic
@ 0001 Worktime

Cancel

Interval type

Exit A
Button (Edit)

Choose -
To

23:59 @ HH:mm

16:00 @

Max count
0

EMonday

[ Tuesday

@ \Wednesday

[ Thursday

Friday

[ Saturday

& Sunday

EHoliday [ Exclusive
[CJRestday [ Exclusive
[JJ+1 day (night work)

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals|9sY. The following table contains all setting specific to Exit type time intervals.

Settings
Button

Stop at

Description

A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about
settings and the use of buttons for event registration in chapter Edit Buttons[118y,

Sets the end time of an interval.

VALUES:

Use actual time

Use fixed time

The end of the interval (stop) is the time of the user's actual
registration at a controller.

The end of the interval (stop) is set to a defined fixed time. The
fixed time is entered in the additional field next to the setting's
window (e.g. fixed time at 16:00 in the afternoon -> 16:00).

Example: Lunch

The interval Lunch is defined from 13:00 to 14:00, with the Stop
at setting set to Use fixed time at 14:00. A user can take his
lunch break anytime from 13:00 to 14:00, but when he returns
the system will automatically mark his time of return at 14:00,
regardless of his actual time of return.
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Settings Description

Add minutes

Subtract minutes

Round up time

Round down time

Max

ADDITIONAL SETTINGS:

Max count

Sets the maximum duration of an interval.

The end of the interval is set to the time of the user's registration
with an added number of additional minutes. The number of
minutes that is added to the registration time is entered in the

additional field next to the setting's window (e.g. add 15 minutes
-> 00:15).

Add minutes {e.g. add 15 min)

Registration time (15:18) ]
Interval stop (15:33)

The end of the interval is set to the time of the user's registration
minus a defined number of minutes. The number of minutes that
is subtracted from the registration time is entered in the

additional field next to the setting's window (e.g. subtract 15
minutes -> 00:15).

Subtract minutes {e.g. subtract 15 min)

] Registration time {15:18)
Interval stop (15:03)

The end of the interval is rounded up to the next set time period.
The defined time period is entered in the additional field next to

the setting's window (e.g. round up with 15 minute time periods
-> 00:15).

Round up time (e.g. with 15 min periods)

Registration time (15:18) l
Interval stop (15:30)

The end of the interval is rounded down to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round down with 15 minute
time periods -> 00:15)

Round down time (e.g. with 15 min periods)

I Registration time {15:14)
Interval stop (15:00)

The setting sets the maximum number of daily repetitions of a
specific interval.
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Settings

Statistic

Description

Repeat lateness The setting enables the user's tardiness (excess of the maximum
interval duration) to be summed up together for all interval
repetitions.

(If the setting is not enabled, the user will not be able to use a
certain daily interval again, if he has already exceeded the
maximum interval duration time.

If the setting is enabled the user will be able to use all interval
repetitions, even if he has already exceeded the maximum
interval duration time. The user's tardiness (excess time) is
recorded to the Late statistic (default setting) or any other
interval set by the Count interval excess into setting.)

This setting sets which statistic the interval's duration and repetition will be recorded into.
The default set statistics are:

- Holiday for holidays,

- Weekend for weekends,

- Not present for work days (when work obligation is >0).

Example:
The Exit interval is defined from 17:00 to 22:00 and set to record the Business trip statistic. If the user registers an
exit event during the duration of this interval his work day is concluded using the Business trip statistic.

WARNING!

If the statistic setting of an Exit interval is set to Interval does not count for any statistic, the default daily statistic will
be used to record the work hours.

WARNING!

If the default daily statistic is Not present and an Entry event has been registered for the day, the Worktime statistic
will be used at the end of the day.

WARNING!

If the default daily statistic has the Overwrite setting enabled (Settings -> Statistics[21% editor), the newly selected
statistic in the interval settings will overwrite it. If the default daily statistic does not have the Overwrite setting
enabled, the newly selected statistic will not be able to overwrite it.
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9.3.1.4. Entry / Exit

The Entry/Exit interval type is used to record entry events, which are the start of all umbrella intervals, as
well as exit events, which are the end of all umbrella intervals. The Entry/Exit interval is usually used to
record the start and end of a user's work hours, when that user has a flexibly defined timetable, with
multiple entries and exits per day. The daily umbrella intervals always start with an entry event and end with
an exit event. Umbrella intervals contain all registered daily intervals, such as lunch brakes or business and

private exits.

Interval data

Interval description Interval type Monday

[Flexibe] Entry / Exit ~| ETuesday

—= Wednesday

Text Button (Edit) B3 Thursday

Flexible Choose ~  EFriday
4 Saturday

From To i
& Sunday

00:00 @ HH:mm 23:59 |@ HH:mm EtHoliday [ Exclusive
[CJRestday [ Exclusive

[JJ+1 day (night work)

Interval color

(| #000000

Start at Stop at

Use actual ime  w Use actualtime w
Max Max count

00:00 @ 0

Statistic

@ 0001 Worktime -

Cancel Save

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals[9sh. The following table contains all setting specific to Entry/Exit type intervals.

Settings Description

Button A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about
settings and the use of buttons for event registration in chapter Edit Buttons[118y,

Start at Sets the start time of an interval.
VALUES:
Use actual time The start of the interval is the time of the user's actual
registration at a controller.
Use fixed time The start of the interval is set to a defined fixed time. The fixed

time is entered in the additional field next to the setting's window
(e.g. fixed time at 8:00 in the morning -> 08:00).
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Settings Description

Add minutes

Subtract minutes

Round up time

Round down time

Stop at Sets the end time of an interval.

VALUES:

Use actual time

Use fixed time

The start of the interval is set to the time of the user's
registration with an added number of additional minutes. The
number of minutes that is added to the registration time is
entered in the additional field next to the setting's window (e.g.
add 15 minutes -> 00:15).

Add minutes {e.g. add 15 min)

Registration time (07:18) ]
Interval start (0733}

The start of the interval is set to the time of the user's
registration minus a defined number of minutes. The number of
minutes that is subtracted from the registration time is entered
in the additional field next to the setting's window (e.g. subtract
15 minutes -> 00:15).

Subtract minutes {e.g. subtract 15 min)

I Registration time {07:18)
Intarval start (07:03)

The start of the interval is rounded up to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round up with 15 minute time
periods -> 00:15).

Round up time {e.g. with 15 min pericds)

Registration time (07:18) I
|Interval start (07:30)

The start of the interval is rounded down to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round down with 15 minute
time periods -> 00:15)

Round down time (e.g. with 15 min periods)

] Registration time (07:14)
Interval start (07:00)

The end of the interval (stop) is the time of the user's actual
registration at a controller.

The end of the interval (stop) is set to a defined fixed time. The
fixed time is entered in the additional field next to the setting's
window (e.g. fixed time at 16:00 in the afternoon -> 16:00).

Example: Lunch

The interval Lunch is defined from 13:00 to 14:00, with the Stop
at setting set to Use fixed time at 14:00. A user can take his
lunch break anytime from 13:00 to 14:00, but when he returns
the system will automatically mark his time of return at 14:00,
regardless of his actual time of return.
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Settings Description

Add minutes

Subtract minutes

Round up time

Round down time

Max

ADDITIONAL SETTINGS:

Max count

Sets the maximum duration of an interval.

The end of the interval is set to the time of the user's registration
with an added number of additional minutes. The number of
minutes that is added to the registration time is entered in the

additional field next to the setting's window (e.g. add 15 minutes
-> 00:15).

Add minutes {e.g. add 15 min)

Registration time (15:18) ]
Interval stop (15:33)

The end of the interval is set to the time of the user's registration
minus a defined number of minutes. The number of minutes that
is subtracted from the registration time is entered in the

additional field next to the setting's window (e.g. subtract 15
minutes -> 00:15).

Subtract minutes (e.g. subtract 15 min)

] Registration time {15:18)
Interval stop (15:03)

The end of the interval is rounded up to the next set time period.
The defined time period is entered in the additional field next to

the setting's window (e.g. round up with 15 minute time periods
-> 00:15).

Round up time (e.g. with 15 min periods)

Registration time (15:18) l
Interval stop (15:30)

The end of the interval is rounded down to the next set time
period. The defined time period is entered in the additional field

next to the setting's window (e.g. round down with 15 minute
time periods -> 00:15)

Round down time (e.g. with 15 min periods)

I Registration time {15:14)
Interval stop (15:00)

The setting sets the maximum number of daily repetitions of a
specific interval.
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Settings

Statistic

Description

Repeat lateness The setting enables the user's tardiness (excess of the maximum
interval duration) to be summed up together for all interval
repetitions.

(If the setting is not enabled, the user will not be able to use a
certain daily interval again, if he has already exceeded the
maximum interval duration time.

If the setting is enabled the user will be able to use all interval
repetitions, even if he has already exceeded the maximum
interval duration time. The user's tardiness (excess time) is
recorded to the Late statistic (default setting) or any other
interval set by the Count interval excess into setting.)

This setting sets which statistic the interval's duration and repetition will be recorded into.
The default set statistics are:

- Holiday for holidays,

- Weekend for weekends,

- Not present for work days (when work obligation is >0).

Example:
The Exit interval is defined from 17:00 to 22:00 and set to record the Business trip statistic. If the user registers an
exit event during the duration of this interval his work day is concluded using the Business trip statistic.

WARNING!

If the statistic setting of an Exit interval is set to Interval does not count for any statistic, the default daily statistic will
be used to record the work hours.

WARNING!

If the default daily statistic is Not present and an Entry event has been registered for the day, the Worktime statistic
will be used at the end of the day.

WARNING!

If the default daily statistic has the Overwrite setting enabled (Settings -> Statistics[21% editor), the newly selected
statistic in the interval settings will overwrite it. If the default daily statistic does not have the Overwrite setting
enabled, the newly selected statistic will not be able to overwrite it.
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9.3.1.5. Info

The Info type interval is used to enable the additional functionality of displaying the user's data (presence,

saldo and available leave days) on the controller.

Interval data

Interval description
Info

Text
Info

From
00:00 @ HH:mm

Interval color
(| 2000000

Cancel

Interval type

Info

Button (Edit)

4 - Info

To

23:59 |@ HH:mm

EMonday

B Tuesday
E\Wednesday

& Thursday

Friday

[ Saturday

4 Sunday

EHoliday  (J Exclusive
[CJRestday [ Exclusive
[CJ+1 day (night work)

Utn®

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals[ 9. The following table contains all setting specific to Info type time intervals.

Settings
Button

Description

A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about

settings and the use of buttons for event registration in chapter Edit Buttons[118,,

Use of Info functionality:

1. To display the user's information on the controller a user must first select the appropriate Info button.

2. After selecting the Info button, the user proceeds by registering at the controller.

3. The controller will display the user's presence status, saldo and his currently available leave days.

Read more about settings and the use of buttons for event registration in chapter Edit Buttons[118),
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9.3.1.6. Cancel

The Cancel interval enables the additional functionality of canceling the last registered event on the
controller. The functionality of the Cancel interval is used, when a user registers an incorrect event at the
controller, e.g. the user selected the Business instead of the Private button.

Interval data

Interval description Interval type Monday

| Cance| Cancel /| ETuesday

—= Wednesday

Text Button (Edit) B3 Thursday

Cancel 9 - Cancel v Friday
[ Saturday

F T i

o - - 4 Sunday

00:00 @ HH:mm 23:59 @ HH:mm BHoliday [ Exclusive
[CJRestday [ Exclusive
C+1 day (night work)

Interval color

(| 000000

Cancel Save

General settings for the time intervals are described in table General settings for the Codeks TA time

intervals[ 9. The following table contains all setting specific to Cancel type time intervals.

Settings Description

Button A button can be assigned to interval types which enable adding a new functionality to controllers. A user accesses the
functionality of the interval by selecting the appropriate button before registering at the controller. Read more about
settings and the use of buttons for event registration in chapter Edit Buttons[118,,

Use of Cancel functionality on the controller:

ATTENTION!

A user can only use the Cancel functionality on the controller within 30 seconds of the

incorrectly registered event. After the 30 seconds have expired the incorrectly registered event can no

longer be canceled using the controller and must instead be manually corrected in the Time attendance

editor.

1. To cancel an incorrectly registered event on the controller a user must first select the appropriate Cancel
button, assigned to the Cancel interval.

2. After selecting the Cancel button, the user proceeds by registering at the controller.

3. The controller will display a message that the last event was successfully canceled.

Read more about settings and the use of buttons for event registration in chapter Edit Buttons[118,
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9.3.1.7. Access

The Access interval enables a user access to specific passages during the duration of the interval (defined by
settings From and To).

Interval data

Interval description
Always

Text
Always

From
00:00 @ HH:mm

Interval color

Cancel

Interval type Monday

Access o @ Tuesday
E\Wednesday
& Thursday
@ Friday
[ Saturday

Ti = 2

2 |_|Sunday

2359 /@) HH:mm [CJHoliday () Exclusive
[CJRestday [ Exclusive

|_J+1 day (night work)

The settings for access intervals are:

Settings

Interval description
Text

From

To

Days of the week

Interval color

Description

The name of the interval. The name should be suitably descriptive to enable easier recognition in the list of intervals.
The text that will be displayed on the controller when a user uses a controller.

The start of the interval duration.

The end of the interval duration. The end time must always be greater than the interval start time.

Sets the day of the week, to which this interval will apply.

The settings Holiday and Restday enable setting intervals for special days. The additional setting Exclusive can be
used to set intervals for combination days, for example, an interval is only valid for weekdays that are at the same
time also a holiday.

The +1 day (night work) setting defines how the work hours after midnight in the night shift will be recorded. By
default, this setting is not enabled. If the setting is not enabled the work hours after midnight will be recorded in the
new day, regardless of the exact time the worker clocked his arrival at work (Entry).

If the setting is enabled the work hours after midnight will be recorded in the previous day if the worker has clocked
his arrival at work (Entry) on this day.

Sets the color the interval will be displayed with when printing the timetable.
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9.3.2. Add Existing Time Interval

On the list of timetables select the timetable and
click the plus icon (¥) next to the time interval you
wish to add to this timetable. Time interval will
immediately appear on the List of intervals in the
selected timetable.

You can also add time interval to the timetable with

right-click on time interval. First select the
timetable, then right-click on the time interval you
wish to add to the selected timetable and select
option Add interval to timetable. Time interval will
immediately appear on the List of intervals in the
selected timetable. This option is shown in the
picture on the next page.

N
o

Home

Timetables

Timetables | Search

» Always

» auto

» Fixed timetable 7-15

» Fixed timetable 7-15 (Mobile)
» Flexible timetable.

¥ Flexible imetable h

» Flexible timetable BY DAY

» Flexible timetable LL

Intervals in timetable Flexible timetable
@ PERMIT Business [00:00 - 00-00]
@ Business Allowed [00:00 - 00:00]

 Private Allowed [00:00 - 00:00]

 Flexible ALWAYS [00:00 - 00:00]

@ nfo [00:00 - 00:00]

® Cancel [00:00 - 00:00]

Lunch [09:00 - 12:30]

 Piivate Unauthorized [00:00 - 00:00]
@00 [1400 - 16:00]

09:00]

o Saturday

Remove interval from timetable

N/
o

Home

Timetables

Timetables | Search

» Always
»auto

» Fixed timetable 7-15

» Fixed timetable 7-15 (Mobile)
» Flexible timetable.

» Floxble imetable dh

» Flexible timetable BY DAY

» Flexible timetable LL

Intervals in timetable Flexible timetable
® PERMIT Business [00:00 - 00:00]
®Business Allowed [00-00 - 00:00]
o Private Allowed [00:00 - 00:00)
 Flexible ALWAYS [00:00 - 00.00]
Info [00:00 - 00.00]

@ Cancel [00:00 - 00:00]

®Lunch [09:00 - 12:30]

 Private Unauthorized [00:00 - 00:00]
50 (1400 - 16:00]

 Saturday [06:

09:00)

Remove interval from timetable
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nroute to client [00:00 - 00:00]

Back

List of all time intervals

® B €

Add timetable  Edit timetable | Add

Name Type

Always
Business Alowed
Business Unauthorized

Exceptional Afternoon 18:00-00.00

Exceptional Holiday

Exceptional Moming 00:00-07.00

Exceptional Weekend

R Fixed Entry 7.00
Fixed Exit 18:00-00:00
Flexible Always
Flexible ALWAYS
Flexible BY DAY
Flexible Entry 07
Flexible Exit 15:0
info

00-08.00
-18:00

Lunch
Lunch
Lunch AFTERNOON,
Lunch MORNING,
Management
Monday - Eaffay

Private Allowed
Private Unauthorized
Private Allowed

Drivata linaniharizad

Back

List of all time intervals

@& B E

Add timetable  Edit imetable | Add

+ Access
= General pur
~ General pur.
= Cancel

neral pur
eneral pur.

Exit

+ General pur

+ Eniry

+ Entry /Exit

+ Entry

+ it

= Entry

=

+ Entry

+ Entry

+Exit

= Info

+ General pur.

= General pur

+ General pur

+ General pur.

+ General pur.

+ Access

+ Access

+ General pur

= General pur.

= General pur

= General pur

o

Name Type 1

Alvays
Business Alowed
Business Unauthorized
e

Changing location
Enroute to client
Exceptional After
Exceptional Holida

Exceptonal Momif  Edt interva
Exceptional Weeki  Delete nterval

. [FixedEn
Fixed Exit 18:00-
Flexible Abvays
Flexible ALWAYS
Flexible BY DAY
Flexible Enry 07-00.0

Copy interval

PERMIT Business
PERMIT Private
Private Allowed

+ Access
= General pur.
— General pur.
= Cancel

neral pur.

neral pur.

= Eit
+ Entry

+ Eniry

+ it

= info

+ General pur.
= General pur.
+ General pur.
+ General pur
+ General pur
+ Access

+ Access

+ General pur.
— Permitinterval
= Permitinterval
= General pur.
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9.3.3. Edit Time Interval

If you want to edit time intervals, first select the time interval in the List of all time intervals table and click
Edit interval icon in the upper menu.

Timetables

Jy
-

Home

Timetables

Search

b Always

» auto

<ol ol !

Back

Add
timetable

B

Edit Add interval | Edit interva

timetable

List of intervals on selected timetable

Start

Stop

= B &

Delete Edit buttons Groups
interval

* Interval data

Button Interval description

Flexible Always

» Fixed timetable 7-15

I Flexible Always

= Entry

00:00 16:00

I Text

» Fixed timetable 7-15 (Mobile)

Flexible ALWAYS

Flawikla BY DAY

=Bt

- Frtru

00:00

AR-NN

00:00

nn-nn

Entry Flexible

On the right side of the editor the Interval data window will enable. In this window you can edit interval's

data. Window is the same as for adding new intervals[e4. Change the data in accordance with need and save

changes with the click on the Save button.

Window for editing interval data will also enable by double-clicking on a certain time interval or you can
right-click on the time interval and select Edit interval option on the menu.

7 Type | From
Flexible Always 244 mberent £ metable 00
Flexible ALVWAY'S . bo
Flexible BY DAY| _ Add intena bo

Delete interval

Copy interval

Close
ATTENTION!

To

16:00
00:00
00:00

Start

Stop

Button

The same time intervals can be simultaneously assigned to several timetables. By making changes to a
selected time interval you are affecting all the timetables the time interval is assigned to.
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If you wish to remove a certain interval form the timetable, select the interval in the Intervals in timetable
list and click Remove interval from timetable button, located at the bottom of the list. Interval will be

9.3.4. Remove Time Interval from Timetable

removed from the timetable, but it will still be visible in the All time intervals list and can be used with other
timetables. You can also remove interval from the timetable by selecting the Remove interval from timetable

option in the right-click menu or clicking on the minus (=) icon next to the interval's name in the List of all
time intervals.

Timetahles Timetables

» Flexible ¥ Always

¥ Cleaning hours ¥ Catering hours

Intervals in timetable Flexible Intervals in timetable Always

® Flexible [00:00 - 23:59) ® Always [00:00 - 23:59] \ Edit interval

® Business [07:30 - 15:30] Remove interval from timetable
@ I [00:00 - 2359 Remaowe interval from timetable

Move up

Maove down
Remove interval fram timetable

Close

Start Stop Button

@ntry 00:00 16:00

VAYS = Exit 00:00 00:00
Flexible BY DAY = Entry 16:00 00-00

Flexible Always
Flexible™?

Codeks TA Kit application 114



Utn®

If you want to delete time intervals, first select the time interval in the List of all time intervals table and

9.3.5. Delete Time Interval

click Delete interval icon in the upper menu. New window pops up in which you need to confirm deletion of

the interval. If the time interval was assigned to one or more timetables, the application will inform you with
a warning.

!H,/ Timetables o ‘ B m

e Back Add Edit Add interval Edit interval Delete Edit buttons Groups
timetable timetable nterva
Timetables List of intervals on selected timetable & Interval data
Search
» Always 0 Start Slop Button Interval description
» auto Flexible Always
» Fixed timetable 7-15 | Flexible Atways — Entry 00:00  16:00 | Text
Flexible ALWAYS = Exit 00:00 00:00 Entry Flexibl
» Fixed timetable 7-15 (Mobile) e : LTt
: Flavikhla BV MAY - Erntr 4&-NnN nn-nn

You can also right-click on the interval and select Delete interval option on the menu. Interval will be

permanently deleted from the List of all time intervals table and you will not be able to use it anymore.

Name Type From To Start Stop Button
Flexible Always T ErR P o0 16:00
Flexible ALWAYS oo 00:00
Flexible BY DAY| ~ Add interva 00 00:00
Edit interval

Copy interval

Close

9.3.6. Copy Time Interval

A new interval can be added to the system by copying an existing one. To copy an existing interval, right-

click on the interval and select Copy interval option on the menu. You can change the interval's data by
editing[113) the interval.

Name Type From To Start Stop Button
Fhb iy Add interval to timetable po e
Flexible ALVWAYS : 0o 00:00
Flexible BY Day| ~ Add interva 00 00:00

Edit interval

Delete interval

Close

Codeks TA Kit application 115



@MM@
9.3.7. Edit Buttons

With buttons you can determine the number that the user must press before registering on the controller in
a certain interval. If you want to edit buttons select Edit buttons icon on the menu.

-ﬁ-

Add timetable  Edit timetable Add interval Editinterval  Delete interval

‘!I/ Timetables o

Home Back

Groups

With buttons Add, Edit and Delete you can work with existing and new added buttons. Buttons which are
used at a certain interval cannot be deleted.

Button Text Button Text

Business
Privatno
lzredno
Info
Malica
Nadure
Preklici
Nadure

oo nla|lwn o

=
]

Delete Edit Add
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9.4. Intervals in Timetable

Intervals in a certain timetable determine times of arrivals to work, time for lunch, business hours ...
Intervals can be moved up and down the list.

To move interval up or down the list, right-click on the interval and select wanted action on the menu.

FIXed entn
Intervals in timetable Fixed Ervod oot
@ Lunch [09:00 - 13:05] Eoable

Edit interval en

Fixed entry [00:00 - 06;
© Fixed entry [ Remove interval from timetable B¥

o Fixed exit [16:00 - 23:5

@ Private 2 [06:00 - 16:0( =
2xi

& Flexible entry [06:00 - Close

® Flexible exit [14:00 - 16:00] Private 2

Remaove interval from timetable

You can also use drag&drop to move intervals. Select the interval, drag it up or down the list and drop it into
desired place. Yellow line marks the place of the drop.

Intervals in timetable Fixed

® Lunch [09:00 - 13:05]

AT DAL [ 1ML T |

& Fived antee ION-NN 0R-NN1 |||

@ Private 2 [06:00 - 16:00]
o Flexible entry [06:00 - 08:00]
o Flexible exit [14:00 - 16:00]

Remove interval from timetable
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9.5. Edit Timetable

On the list of timetables select the timetable you wish to edit. Click the Edit timetable icon in the upper
menu, edit timetable's name and save the changes. You can also edit the timetable with double click on it or
through the menu which appears with the right-click on the timetable.

Timetables | Search:
‘!” Timetables 9 '

- Back Add Edit » Fixed

Add timetable
timetable timetable

Timetables = Search List of all time intervals » Newtim  Delete timetable
I o I Copy timetable
» Fixe:
Print timetable
» Flexible
- Intervals in Add interval
» New timetable Business +|Generalpu...| 07
Cancel + Cancel 00 @ Lunch | Sort intervals
Exceptional + Entry / Exit 00 Clos
E o eFixedel____ it
Fivad antre = Frine an

9.6. Delete Timetable

You can delete timetable in Timetables Editor. Right-click on the timetable you wish to delete and select
Delete timetable option on the menu.

Timetables | Search:

b Fixed Add timetable

» Flexible Edit timetable

» New i

Copy timetable
Print timetable
Intervals in Add interval
@ Lunch [| Sort intervals

. Close
e Fixedel

9.7. Copy Timetable

A new timetable can be added to the system by copying an existing one. To copy an existing timetable,
right-click on the timetable and select Copy timetable option on the menu. You can change the timetable's
data by editing[118) the timetable and add or remove intervals in the timetable.

Timetables | Search:

b Fixed Add timetable

» Flexible Edit timetable

» Newtim  Delete timetable
Print timetable

Intervals in Add interval

@ Lunch [| Sort intervals

. Close
e Fixedel
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9.8. Print Timetable
In the Timetables Editor right-click on the timetable you wish to print and select Print timetable option.

Timetables | Search:

» Fixed Add timetable
» Flexible Edit timetable

» Newtim  Delete timetable

Copy timetable

Intervals in Add interval
e Lunch | Sort intervals

: Close
eFixedel |

This sends a request for PDF document with timetable's data to the server. In a few seconds the browser
offers you to save or print PDF report. You can open document immediately or you can save it for further
use.

Picture below shows the appearance of printout.

Timetable report

Night work start 12:00 Mon Wed Thu Fri Sat Sun Hol

Night work end 20:00 08:00 08:00 08:00 08:00 08:00 00:00 00:00 00:00

General purpose

(Lunch) 09:00-13:05  Button 0 Mon Tue Wed Thu Fri Sat Sun Hol

Entry (Fixed entry) ~ 00:00 - 06:00  Button O Start at 06:00 Mon Tue Wed Thu Fri Sat Sun Hol
I Exit (Fixed exit) 16:00-23:59  Button 0 Stop at 16:00 Mon Tue Wed Thu Fri Sat Sun Hol

General purpose o605 16:00  Button 2 Mon Tue Wed Thu Fri Sat Sun Hol

(Private 2)

Entry (Flexible entry) 06:00-08:00  Button O Mon Tue Wed Thu Fri Sat Sun Hol
. Exit (Flexible exit) 14:00-16:00  Button 0 Mon Tue Wed Thu Fri Sat Sun Hol
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10. Time Attendance

In the Time attendance editor, you can view and edit the employees’ time registration as well as set

additional settings which affect the recording of their work hours.

e O E =
'® Time attendance adminEn
(M Back Period report Report Daily statistic
o

. Custom reports  Work plans
Icons for creating reports
=dard  TA Weekly table view

W Last name Name Personal ID Department fll Events 1.5. - 31.5. (5 weeks

User

18. week (1.5. - 3.5.)

Acker David 1018 Field | 15 Hoiday
.
Anders Tamara 1003 inistration 00:00  FRI Selected user
Brown Luis 1000 Field
e © 25 Weekend and current

Cooper Sebastian 1001 nagement i
Weekend peri od

., © 35

-
0

o

0

Churchil  Maria 1013 Sales et - @
0

o

-

Elder t
Evans = 24
~ tatistics overview
cxinert | ist of Users 19, week (45 105)
Garriok Pment | @ 45, Worktime 06:48 - 0:12) 1 @o001] J(57:29)
Grayson kction 00117 MON . n 1 Tcti b (08:00
: I List of time ~Emr—, Wi of o, Statistic  fresoo
Jameson  Borls 1004 Sales ® -
Knowes _ [Jery oo 5 - 5.5. Worklime 06:56 - istrati t 0:02) 1 =] We overview (00:00)
0022 TUE registration events O {Lunch] h (00:30)
Lewis Joan 1021 Production [FRTEIT s, 120, ol -
Lewis Lily 1014 Support . © 65 Workime07:00-
A P - e e — STLL = _
Lt e Hour fund
Martin Tatana 1015 Sales - 5% Workdime 700 15 "
Paxton Pheobe 1017 coounting 0oz T . . P ) =Y Hour & e
e e D e V24 e | oot oo e ol Faxlg
3 it val
Russel Leo 1010 Production S| @ [REER Workime 07:02-15:10 Hourfund“}
Ryerson  Emest 1025 Support 008 FR oy o, N . oo, ez e
Sharp Philppe 1008 copment |, @ 95 Weekend )
ghelon o o Sepor g o — eo
Show 50 v |entries e © 105 Weskend @g period sum w520
LEERY] .-
Showing 1 to 27 of 27 entries (fitered 1 SUN oo ok bl i i
from 28 total entries)
20. week (11.5. - 17.5.) - Overtime 00:00
= 115, Worklime 07:10 - 15:10 1 Stimulatich 000
C2L T ; il s
0000 . © ™. Current | 10
. © 125 Workime06:38-15:16 (00:22) 1 sum ot N W 0
T o period
0426 LG 0oe0 0 e0 0 0 Saldo peri 0129
o [ 135 Onlyentry 06:41- i 0 Saldo summary 01:37
S WED o e s I o ne s ne i im0y iz @0 Spllt timg 0
[-Entry - (Entr 06:41 Luneh oo !
- o6
ntry - (Entrance) - 06: Drive count 7
EvExit - (Entrance) - - Manual transfer saldo to overtime €
. Tr:qfl Not present Og Manual transfer saldo to stimulation €
] Manual transfer fom prev. month @
155, Not present 0
. Month remarks
-
. o 1::; Weekend @g o
. © 175 Weekend 0
el - @0 Year data 2020
21. week (18.5. - 24.5.) - Leave 24124
o © 185 Notpresent 0 Old leave o9
- vou N | % e e ]
. 0 19,5 Not present 5 Set leave (days| g 24
Set old leave (d 9
-- T I ©° Year
T Monthly overti o
.5. ot present 0
* 2 e —— | oo datan e
Set max. mont ]
« O ZT:; Not present @g Set max. total transfer [
- I Alow negalive TR v
e © 225 Notpresent 0 save
- ] ©° | veuy enans
. © 235 Weskend 0
- sAT o
Edit
. @ 245 Weekend 0

List of users

Icons for creating
reports

List of time
registration events

Selected user and
current period

Statistic overview
Hour fund

Current period
summary

Year data

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.

By clicking different report icons you can create reports for all currently selected users in the list
of users.

The main part of the screen displays the daily time registration events of the selected user. The

timeline and the icons indicating manual corrections enable quick overview and easy search for

errors and anomalies in the time registration.

Displays the currently selected user and enables navigation between periods.

Overview of all statistics and their values in the current period.

Display of the value of the hour fund and the possibility of setting the initial value of the hour
fund for the selected user. The section is shown only when using the hour fund[23% functionality.
You can read more about managing the hour fund in the Time Registration editor in chapter
section Hour funds[155,

Saldo and hour transfer summary for the selected user in the current period.

Yearly data and settings for the time registration of the selected user.
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10.1. Selecting the user and period for display

In the Time attendance editor you can view and edit the time registration data of each individual user

(employee).
In the Selected user and current
period section, the time registration
groups which define and affect the
The List of time registration events, in the center of the selected user’s time registration
editor, displays the payroll period, which by defaultis setto  are displayed next to the name of
be from the first to the last day of the month. This default the user.
Select the user to be period presents the basis for calculating the work obligation, Here, you can also set a custom
viewed from the List of ~ the number of clocked-in hours, overtime hours, number of  period to be displayed in the
users. lunches and the transport costs. List of time registration events.
£
\W/ Time attendance ° l ’ 54 ‘ ‘ Admin
- Back Period report Report Error report  Statistics report [Export Reports Custom reports \’Vork_ubhgauon
istory

W Lastname © Name Personal ID + Department
fM—"“ Y e~ @ Anderson Andy (Employees)
Andrej dstvolRazvol @ 0111 Worklime 07:49-15:50 1
oy oo s T : . @1 | November v 2017 .
a!‘“ . © 0211 Workime 5 1 [otma2017 |- 30.11.2017
Ludvig :
™ N F P
2 Tilen e 61 w0284y w2000 4 4224 1 026 °°°
Greg Maria +« © 0311 Worktime 06:34-15:07 1
2 1
Kamenkova  Nadja 2R, e, T, e <O | [T
Koro: Janez o\Proizvodnja o 04.11  Vikend 0
Merkovié-Logar  Maja mska oprema 00:00 SAT (<)) @I(0001] Worktime 15 (123.44
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10.2. Events Review

In the central part of the Time attendance editor, you will find the List of time registration events displayed
by days.
By default, the daily displays are collapsed and thus only display the timeline (the graphic representation of

the daily intervals) and the very basic information about the day.

Icon of the main statistic Icons indicating manual Number of
and the daily saldo corrections and warnings lunches and drives

Events 7.5. - 31.5. (4 weeks)

L NON L T - N T I I - A _2 _ o LBy 20 22 2-®1
- ° 8.5. Worktime 07:53 - 16:21 1,00:00
0 TE L e e, I, o o O
N T O T A | I B T A R R
= ° 9.5.  Worktime 07:56 - 15:08 1, 00:00
-00: ; 3 @1
e EL T 20 0 f a0 B _2_ vIE 1By 20, g 22, 2'—-®
= ° 10.5. Worktime 08:07 - 15:57 iy 1, 00:00
P . e
T T I - | i Voo 1B 20, 22, 24
— Entry Lunch Late Exit S
—~—
Date and weekday Timeline of time registration events

By clicking the arrow on the left side of the daily display you can expand the day and display the details of

the registered intervals.

Events 7.5. - 31.5. (4 weeks)

19. week (7.5. - 13.5.) b4
- O 7.5.  Worktime 07:55 - 16:30 1, 00:00
| 00:22 1

-'l2_ MON o 1 [ z 1 1 1 4 1 1 1 € LI B _2 _ [ 18 1 1 1 20 1 1 1 22 1 [ 24 ®
[Entry 07:55 (Actual time 07:55) UMBRELLA INTERVAL
_1e Lunch12:00 - 12:30 [00:30] DAILY INTERVALS

@ Late12:30 - 12:43 [00:13]
[>Exit 16:30

- ° 5 Worktime 07:53 - 16:21 1, 00:00
00-28 1
00:2 L L T T T T T _| o 1B 20, 22, 2-®
«- O b.5y  Worktime 07:56 - 15:08 1, 00:00
o Yo o es ) N e s ®
T T TR T VAE g 1B 20, 22, 24

A day displayed in the List of time registration events consists of:

® - UMBRELLA INTERVALS, which start with an Entry and end with an Exit event.

——® - DAILY INTERVALS, such as lunch breaks, private exits and business exits, which are listed within the
umbrella interval.

A new event is recorded every time a user registers at a time attendance controller. The type of event that
will be registered depends on the Timetable for time attendance which is assigned to the employee (read

more in chapter Timetablesls™).
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In the upper right corner of the daily display, you will find correction icons, which indicate that different

manual corrections were made to the daily entry, and warning icons, which display warnings about errors

in the time registration:

Note The icon will be colored red if a note was added for the selected day. By clicking on the icon you
can open a pop-up window where a user, head of department or an administrator can write a
note for the selected day.

Entry/exit The icon will be colored red if corrections were made to the Entry or Exit time (the start and end
time of the daily umbrella interval).

correction

Statistic The icon will be colored red if a statistic in the day was corrected or added.

correction

Interval The icon will be colored red if an interval in the day was corrected.

correction

Registration The icon will be colored red if an error was registered in the day.
error

Show events |The icon will be colored red if some of the registered events, which are used to calculate the
intervals of the user's time attendance, were marked to be ignored.

By clicking on the icon you can open a window which will display all the registered time
attendance events in the selected day.

The editing of daily events in the Time attendance editor is described in more detail in the following chapters
(chapter Edit day[128).

Examples of daily display:

- Regular workday - the display of a typical workday
- O 15.5. Worktime 07:00 - 15:30 1,00:00
::3: TUE a 1 1 1 Z 1 1 1 4 1 1 1 & 1 _—EI 1 ILEI 1 IZ':I 1 IEEI 1 IZT@1
[FEntry 07:00 (Actual time 06:19)
[>Exit 15:30

- Leave - the display of a leave day

18.5. Leave 0, 00:00

00:00  FRI Qo

- Additional statistic (Sickness 4 hours) - Display of a day, when a user worked for four hours, then became ill, and
was subsequently given an additional 4 hours of a sick leave statistic (Sickness 4 hours) to fully cover his daily work
obligation

_E: 3.4. 0001 Worktime o 1

cooo  mon N 18 20, o P . O

(04:00) ° 0001 08:00 - 12:00 Worktime
(04:00) @ Sick Sickness

- Multiple entry-exits per day - display of a typical workday of a user with a flexible timetable
- 2 9.5.  Worktime 1

0 WED Ly, N,
(04:30) 0 Worktime 06:53 -11:23

[Entry 06:53

[»Exit 11:23
(05:23) e Worktime 13:54 -19:17

[FEntry 13:54

[Exit 19:17

[53]
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Examples of daily display:
- Night work - display of night-shift work on the timeline
- O 15.5. Worktime 22:00 - 06:00

1
00:00 TUE 1
“l||E|||lC|||'_E|||1£_|||'_E|||13|||EC|||2_L_®
[Entry 22:00
[Exit 06-00

- Note - display of adding a note for the selected day

N

. @ 115 Worktime 07:10 - 15:10 ensg 1
00:00 MON l L ; Note @
SRR Daily note entry X I il
[-Entry

° Us Using hours clocked in on Saturday.

[ Exit -
+ © 12.5.  Worktime p2)00:16) X @M 1
0038  TUE I L o1
|||. [ I I R B | |2 11 £ 1 1 £4
- o 13.5. Not pre¢ 0
-~ RAED) I ©
e @ 145 Notpres ' 0
- ™ I
. @ 155 NotpreSeue R 0
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10.3. Current period summary
When displaying a payroll period (by default defined from the first to the last day of the month) in the Time
attendance editor the Current period summary section will display different sums and hour transfers for

the currently selected user.

Current period summary

Period sum 96:55
Period work obligation 96:00
Work obligation for selected period 184:00
Overtime transfer 00:00
Stimulation transfer 00:00
Period plus 00:00
Sum of surplus hours 00:55
Sum of deficit hours 00:00
Saldo period 00:55
Saldo 00:55
Split time 0
Lunch count 12
Drive count 12
Manual transfer saldo to overtime (]

Manual transfer saldo to stimulation (]

Manual transfer from prev. month (%]

Maonth remarks

7]
=
T

In the Current period summary section you can view and edit:

Field Description

Period sum The total number of hours recorded in the current period, i.e. work hours as well as
absence hours.

Period work obligation The number of hours the employee is obligated to clock in the current period.

Work obligation for selected The number of hours the employee is obligated to work up to the end of the period

period displayed in the Time attendance editor.

Overtime transfer The number of hours, clocked during the current period, which will be recorded as

overtime hours.
(The value is dependent on the Manual transfer saldo to overtime and Monthly
overtime transfer [max] settings.)

Stimulation transfer The number of hours, clocked during the current period, which will be recorded as
hours for stimulation.
(The value is dependent on the Manual transfer saldo to stimulation and Monthly
stimulation transfer [max] settings.)

Period plus The number of saldo hours transfered from the previous period.
(The value is dependent on the Manual transfer from prev. month, Set max. monthly
transfer (hours) and Set max. total transfer settings.)

Sum of surplus hours The total value of all excess hours in the period.

Sum of deficit hours Total value of all hourly deficits in the period.

Saldo period The (positive or negative) difference between the work obligation and clocked work
hours for the current period.

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

Split time Number of days when more than one entry and exit was registered.

Lunch count The number of (paid) lunches that the user is entitled to in the current period.

Drive count The number of (paid) drives that the user is entitled to in the current period.
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Field

Manual transfer Saldo to
overtime

Manual transfer Saldo to
stimulation

Manual transfer from
previous period

Month remarks

Description

The number of hours (from the value of saldo) that will be manually transferred to
overtime in the current period.

Enter the number of hours you wish to transfer and click Save. The value of saldo will
be reduced by the transferred number of hours and the transferred hours will be
displayed in the Overtime transfer field.

The number of hours (from the value of saldo) that will be manually transferred to
stimulation in the current period.

Enter the number of hours you wish to transfer and click Save. The value of saldo will
be reduced by the transferred number of hours and the transferred hours will be
displayed in the Stimulation transfer field.

The number of saldo hours that will be manually transferred from the previous period.
The transferred value will be displayed in the Period plus field.

Here you can add a comment to the time registration (optional).

1. To edit the Manual transfers enter the desired values into the appropriate field in the Current period

summary section.

2. After editing, you must always click the Save button to save the changes.
3. You can cancel the manually entered values by clicking the red x-mark or by disabling the checkbox

next to the appropriate field.
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10.4. Edit Year

In the Year data section, you can define and edit the annual data and settings for each user, e.g. the number

of days of annual leave and automatic transfer of a number of saldo hours to overtime.

ATTENTION!

Changing or canceling the Year data in the current month affects the calculation of work hours in the following as well as
in the previous months. Please consult your system administrator before changing or canceling any existing year data.

Year data 2018

Leave 22124
Old leave 00
Total first year leave 24

Set leave (days) [x) 22

Set old leave (days) [x) 0

Manthly overtime transfer [max] ]

Manthly stimulation transfer [max] O

Set max. monthly transfer (hours) ]

Set max. total transfer O

Allow negative transfer

Allow old leave use after validity expires
Save
Yearly remarks

Year data Description

Displays how many days of leave the user still has available from his total
Leave

yearly number of leave days.
old leave Displays how many days of old leave the user still has available from his total

Total first year leave

Set leave (days)

Set old leave (days)

Monthly overtime transfer [max]

Monthly stimulation transfer
[max]

yearly number of old leave days.

Enter the total number of leave days assigned to a user in his first year of
employment in your company (also enter the total number of leave days for all
uses in the first year of using the Codeks application).

Enter the number of leave days the user still has available at the start of
registration.

NOTE
For a new employee in your company, enter the number of available leave days
in his first year of employment in your company.

NOTE

When entering the leave data for employees in the first year of using the
Codeks application, enter the number of still available leave days for each
employee. Enter the total number of leave days for each employee in the Set
leave (days) filed.

Enter the number of still available old leave days for the first year of using the
Codeks application.

NOTE
At the start of a new year, the number of available leave days will be
automatically converted to available old leave days.

Enter the maximum number of overtime hours that can be transferred to the
next month for a user.

Enter the maximum number of stimulation hours that can be transferred to the
next month for a user.
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Year data
Set max. monthly transfer (hours)

Set max. total transfer

Allow negative transfer

Allow old leave use after validity
expires

Yearly remarks

Description

Enter the maximum number of saldo hours that can be automatically
transferred

from the current to the next month for a user.

Enter the maximum number of saldo hours that can be automatically
transferred from all previous months to the next month.

Enable this field if you would like to enable the transfer of negative saldo hours
into the next months.

If this setting is enabled, the user will be able to use their old leave days even
after their validity has expired (i.e., in the second half of the year).

In this window, you can write a yearly remark for a specific user.

1. To edit the Year data enter the desired values into the appropriate field.
2. After editing, you must always click the Save button to save the changes.
3. You can cancel the manually entered values by clicking the red x-mark or by disabling the checkbox

next to the appropriate field.
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You can edit the day or individual daily intervals in the Time attendance editor by either double-clicking on

the day or a selected daily interval, or by using the right-click menu.

Events 14.5. - 31.5. (3 weeks)

20. week (14.5. - 20.5.) -
- © 145 Workime 07:00 - 1508 1,00:00
08 MON I | o

S0 080 00 b0 0 G0 o
add additional entry/exit e
. © 155 Workime07:00-1515 Fee addens? entnred 1,00:00
ws T I o
- T I S T T I B [
-~ © 165 NoRewm07:00-1620 <2 SR (T it 1,00.00
0055 | Add additional statistic 1
0085 WED , ., .., o, NN i _®
v © 175 Workime 07:00- 1510 Add additional statistc for period [y 1 00:00
w0 T e, I | v o
N N e L I B | (B |
. © 185 \Vorkime 07:00- 15:14 | Delete interval 1,00:00
e, | o o
S N e T R I A L (R |
R 195. Weekend | Recalculate statistics | 00-00
SAT Recalculate events @U
2 205. Weekend EecellateliEd 0, 00:00
SUN Set lunch and drive count @0
Close | -

21. week (21.5. - 27.5))

Through the right-click menu you can access the following tools and functions:

Day editing
Add/edit entry/exit
Add additional entry/exit

Set statistic
Statistic for period
Add additional statistic

Add additional statistic for

period

Add work interval
Delete interval
Delete entry
Delete exit

Events

Recalculate statistics

Recalculate events

Recalculate period

Set lunch and drive count

Description
Enables adding and editing of the entry and exit times as well as editing the daily statistic.

Enables adding an additional entry and exit as well as editing of the secondary daily
statistic.

Set statistic for a selected day or interval.

Set a statistic for an extended time period.
Adding an additional statistic to a selected day.
Adding an additional statistic to a selected period.

Adding a new daily interval to a day or an umbrella interval. You can only select an existing
General purposel 96" type interval.

Delete existing umbrella or daily intervals.

Delete entry or exit events. The function is especially useful when an unknown time
registration error has occurred. The entry or exit time can be left undefined.

Display of actual events, registered on the controller, which are used to calculate the
intervals of the user's time attendance.

This function enables the recalculation of daily statistics (as well as the daily saldo) and
does not delete the manual changes made to the selected time period.

Use this function when: adding a new statistic or editing an existing one (in the Statistics
editor), adding new time intervals or changing the work obligation of the used timetable (in
the Timetables editor), changing the group and user rights (in the Groups editor), etc.

This function recalculates the intervals in the Time attendance editor based on the actual
registered events. This process deletes (undoes) all the manual changes made to the day.

This function enables the recalculation of multiple (consecutive) days for a selected user:
o If the Reset manual changes setting is enabled, this function recalculates the
intervals based on the actual registered events and deletes the all manual changes.
o If the Reset manual changes setting is not enabled, this setting will recalculate the
daily statistics, daily saldo and daily intervals, without deleting manual changes.

This function enables you to set the lunch and drive count manually.
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10.5.1. Add/Edit Entry/Exit

If a user has forgotten to register at the controller or if he has registered incorrectly, you can manually edit
his day, by setting his entry and exit time.

1. Right-click on the selected day to display the edit menu and select Add/edit entry/exit.

31. week(1.8 - 6.8) v
« O, Tk T §
00:00 TUE o

Add additional entry/exit
- (1] 02.08 Not present 0
00:00 WED Set statistic oo

2. In the new pop-up window select the name of the event, the passage, and statistic for the day, then set

the entry and exit time.

Click Save.
F M | BH H O I=E = B = = £\ 0

Add entry/exit - 01.8.2017 &
I User: Anders Tatiana
= Entry |Entry Exit Exit I

Passage | Main Entrance ~ Passage Main Entrance ~
| Statistic | @ 0001 - Worktime v Add automatic intervals rt1|;
(
From | 01.08.2017 To 01.082017 B

| 07:00 © © HH:mm 08:00 15:00 © © HH:mm

Entry error [J Exit error [

No events in selected period.

Add event

2

2 Cancel @

¢ ion

Entry The text that will be displayed next to the entry Exit The text that will be displayed next to the exit
event in the List of time registration events in event in the List of time registration events in
the Time attendance editor. the Time attendance editor.

Passage The location where the entry (start of the Passage The location where the exit (end of the
umbrella interval) should be registered. umbrella interval) should be registered.

Statistic The main statistic, which will be set for the day. Add automatic If this setting is enabled all Automatic insert

intervals intervals the user's timetable may contain will
also be added to the day.
From The date and the exact time of the start of the To The date and the exact time of the end of the

umbrella interval. umbrella interval.

You can manually mark an error at the start of
the interval.

You can manually mark an error at the end of

Exit error ]
the interval.

Entry error

Events This link shows all the events the user has registered on different controllers in a selected day.

3. The edited daily events will be colored red.

Additionally, the correction of time icon (&) and the correction of statistic icon (£3) will also color red,
marking that the day had been manually edited.

You can access the edit day pop-up window at any time by double-clicking the selected day.

31. week(1.8 - 6.8) .
a © 0108 Worktime 07:00-15:00 on 1
00 B 2 : ., IR | - 16 - . Ot
LES: B TR SRR SRR B B R R | 1R et R B s [ e S e il &
[&Entry 07:00
[PExit 15:00
NOTE

Entry/Exit can also be set for multiple users simultaneously. Select multiple users on the List of users by holding
down SHIFT or CTRL key on the keyboard, then right-click and select Add/edit entry/exit for period from the menu. In
the new pop-up window, enter the necessary data and click Save. Before saving the application will warn you that you
are about to add a new interval to multiple users.
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10.5.2. Add additional entry/exit

You can also manually set additional entries and exits to users, for example, if a user returned to work in the

afternoon but was unable to register his hours.

1. Right-click on the selected day to display the edit menu and select Add additional entry/exit.

14 week (2.4.-84)) v
- @ 2.4. Worktime 07:00 - 15:00 1
Add/edit entry/exit 1
MONf‘.‘z".é.‘.‘_l.:é‘.‘Lf“.::‘..:i“.zt®
. © 3.4.  Worktime 07:00 - 15:00 1
00:0 TUE Set statistic I [&]]
O 2t V160 018, 4 0200 4 1220 00 2¢
. © 44 Workime07:00-1500 | oot stetistieforperiod 1
00:0 WED Add additional statistic I [&]]
O a2t it V16 18, 4 0200 4 1220 0 028
& ST Viorkime 0700 - 15.00 Add additional statistic for period =

2. In the new pop-up window select the name of the event, the passage, and statistic, then set the entry
and exit time. Click Save.

] . 6
i Add entry/exit

! User: Anders Tamara

i

1 Entry Entry Exit | Exit

\ Passage  Main Entrance v Passage | Main Entrance v

v

1 Statistic | @ 0001 - Worktime - Add automatic intervals

H

| From 02012018 To 02012018

i 17:00 © © HH:mm 01:00 18:00 © O HH:mm

" Entry error (] Exit error []

i |
H 4 1
[l Events

I

| Source | Ignore

Card Button | Location

Main Entrance Hardware ]

Main Entrance 01.02.2018 - 15:00:00 [3] Pass Hardware ]

I

: Cancel m |

Entry The text that will be displayed next to the entry Exit The text that will be displayed next to the exit
event in the List of time registration events in event in the List of time registration events in
the Time attendance editor. the Time attendance editor.

Passage The location where the entry (start of the Passage The location where the exit (end of the
umbrella interval) should be registered. umbrella interval) should be registered.

Statistic The main statistic, which will be set for the day. Add automatic If this setting is enabled all Automatic insert

intervals intervals the user's timetable may contain will
also be added to the day.

From The date and the exact time of the start of the To The date and the exact time of the end of the
umbrella interval. umbrella interval.

Entry error You can manually mark an error at the start of Exit error You can manually mark an error at the end of
the interval. the interval.

Events This link shows all the events the user has registered on different controllers in a selected day.

3. The added daily events will be colored red.

Additionally, the correction of time icon (@) and the correction of statistic icon (%) will also color red,
marking that the day had been manually edited.

You can access the edit day pop-up window at any time by double-clicking the selected day.

. T 2.4.  Worktime (] 1
(08:000 @  Worktime 07:00 - 15:00
[-Entry 07:00
[Exit 15:00
(01:000 @  Worktime 17:00 - 18:00
[-Entry 17:00
[PrExit 18:00
- @ 34 Worktime 07:00- 15:00 on 1
NOTE

An Additional entry/exit can also be set for multiple users simultaneously. Select multiple users on the List of users
by holding down SHIFT or CTRL key on the keyboard, then right-click and select Add additional entry/exit for period
from the menu. In the new pop-up window, enter the necessary data and click Save. Before saving the application will
warn you that you are about to add a new interval to multiple users.
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10.5.3. Set Statistic

Use this function when you want to set a daily statistic for a single day (e.g. holiday leave or sick leave).

EXAMPLE 1 - Setting statistic LEAVE for a single day
1. Right-click on the selected day to display the edit menu and select Set statistic.

30. week(24.7 - 30.7) v
@ 2407 Notpresent| .. it entryfexit
00:00 MON o
4 Add additional entry/exit
@  25.07 Notpresent

. 0
0000 TUE [Commmse | &

2. In the new pop-up window select the statistic you wish to set and click Save.

Date 2472017

Statistic Lea Leave v

Cancel Save

3. The selected statistic will be set for the day and will be colored red. Additionally, the correction of statistic
icon (E3) will also color red, marking that the statistic had been manually added.

30. week(24.7 - 30.7) v
2407 Leave m 0

[ ]
00:00 MON (&)1
- @ 2507 Notpresent 0
-08:00 TUE 0

EXAMPLE 2 - Setting statistic SICK for a single day
1. Right-click on the selected day to display the edit menu and select Set statistic.

14. week (3.4. - 9.4) v
0 3.4. EO000 MNotpresent

0
os00  mon | e, T ©

1 Add/edit entry/exit F
. (1] 44. EO00 Mot present ; L

o
ce00 e [N . ©-

0800 WED Set statistic for period . 2o

2. In the new pop-up window select the statistic which indicates sick leave. The Cover work obligation
setting should be enabled. This will fully cover daily work obligation of the employee. After making the

appropriate entry, click Save.

Date 03.4.2023
Statistic &) Sick Sickness -
Hours 08:00 © HH:mm
Cover work obligation
Cancel Save
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3. The selected statistic will be set for the day and will be colored red. Additionally, the correction of statistic
icon (E%) will also color red, marking that the statistic had been manually added.
14 week (3.4. - 9.4)

|
.« O 3.4. sick Sickness o 0 |
0000 MON @D |

NOTE

You can also set a statistic for multiple users simultaneously. Select multiple users on the List of users by holding
down SHIFT or CTRL key on the keyboard, then right-click and select Set statistic for period from the menu. In the new

pop-up window, enter the necessary data and click Save. Before saving the application will warn you that you are about
to add a new statistic to multiple users.
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10.5.4. Set Statistic for Period

Use this function when you want to set a daily statistic (e.g. holiday leave or sick leave) for multiple
consecutive days.

EXAMPLE 1 - Setting statistic LEAVE for multiple consecutive days
1. Right-click on the selected day to display the edit menu and select Set statistic for period.

29. week(17.7 - 23.7) v
o O 1707 BRI ritedn entry/exit 0
00:00 MON o
4 Add additional entry/exit !

. (1] 18.07 Not present 0
00:00 TUE Set statistic @0

. O 1907 Notpresen IR 0
00:00 WED Add additional statistic @0

2. In the new pop-up window select the start and end date, then also select the statistic you wish to set.
Click Save.

Only when work obligation > 0

If this setting is enabled, the statistic will only be set for days
From 17.07.2017 when the user’s work obligation is greater than 0, i.e. all free
days (e.g. weekends and holidays) will remain unchanged.

L il Do not modify weekends

Statistic Lea Leave v If this statistic is enabled, the system will keep the originally
set statistic for weekends and will not substitute it for the new

Only when work obligation > 0 T one.

Do not modify holidays
If this statistic is enabled, the system will keep the originally
Do not modify holidays v set statistic for holidays and will not substitute it for the new

one.
Cancel

Do not modify weekends

LY

3. The selected statistic will be set for the days and will be colored red. Additionally, the correction of
statistic icon (E®) will also color red, marking that the statistic had been manually added.

29. week(17.7 - 23.7) -
17.07 Leave n 0

[ ]
00:00 MON a0
18.07 Leave n 0

[ ]
00:00 TUE o
19.07 Leave m 0

[ ]
00:00 WED o

EXAMPLE 2 - Setting statistic SICK for multiple consecutive days
1. Right-click on the selected day to display the edit menu and select Set statistic for period.

- (1] 4.4, EO00 Notpresent 0
-os-00ue_ | Cx

(1] 54. EO000 Notpresent Eldloat ey fean Jo

osco wen [ ¢ e Sovion _®0

o 6.4. EO000 Not present Set statistic

oot o e I — O

—~ - a FOANO i m————
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2. In the new pop-up window select the start and end date, then also select the statistic you wish to set.
Click Save.

Cover work obligation

The Cover work obligation setting should be enabled. This
From 04.04.2023 will fully cover daily work obligation of the employee.
Only when work obligation > 0

To 8032023 If this setting is enabled, the statistic will only be set for days

statistic @ Sick Sickness = when the user’s work obligation is greater than 0, i.e. all free
days (e.g. weekends and holidays) will remain unchanged.

Hours 08:00 © HH:mm Do not modify weekends

eV WETEHIGatoR If this statistic is enabled, the system will keep the originally
set statistic for weekends and will not substitute it for the new

only when work obligation > 0 one.
Do not modify holidays

Donotmodify:weekends, If this statistic is enabled, the system will keep the originally

Do not modify holidays set statistic for holidays and will not substitute it for the new
one.

Cancel Save

3. The selected statistic will be set for the days and will be colored red. Additionally, the correction of
statistic icon (E) will also color red, marking that the statistic had been manually added.

e @ 44 sick Sickness o 0
00:00 TUE o
« O 54. Sick Sickness o 0
0000 WED Qo
s O 6.4. Sick Sickness [} 0
0000 THU o
NOTE

You can also set a statistic for multiple users simultaneously. Select multiple users on the List of users by holding
down SHIFT or CTRL key on the keyboard, then right-click and select Set statistic for period from the menu. In the new
pop-up window, enter the necessary data and click Save. Before saving the application will warn you that you are about
to add a new statistic to multiple users.
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10.5.5. Add Additional Statistic

Use the Add additional statistic when setting partial work-from-home or part-time sick leave.

1. Right-click on the selected day to display the edit menu and select Add additional statistic.

7.4. 0001 08:00 - 12:00 Worktime
il ° Add/edit entry/exit ej::
-04:00 FRI 4 I | T | I T O 1 _2 (R | i Ml Py /e g A e an
e O 84 —- Weekend i 0
SAT Set statistic @0
= Q 9.4. -—-- Weekend Set statistic for period 0

| &

2. In the new pop-up window select the statistic you wish to set. The Cover work obligation setting must
NOT be enabled for you to be able to enter hours of additional work performed or part-time sick leave in the

Hours field.
Click Save.
Date 07.4.2023
Statistic @ sSick Sickness v
Hours 04:00 © HHmm
Cover work obligation O
Cancel Save

3. The selected statistic will be set for the day and will be colored red. Additionally, the correction of statistic
icon (E3) will also color red, marking that the statistic had been manually added.

A 7.4. 0001 Worktime m 1

00:00 FRIU|||2|||4|||6\\l-l||14|||15|||18|||ZU|||22|||24©1

(04:00) Q 0001 08:00 - 12:00 Worktime
[ Entry - (Entrance) - 08:00
[ Exit - (Entrance) - 12:00
(04:00) €» Sick Sickness
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10.5.6. Add Additional Statistic for Period

If you want to set an additional statistic for a number of consecutive days (e.g. set a 4-hour sick leave

statistic for a period), use the Add additional statistic for period function.

1. Right-click on the selected day to display the edit menu and select Add additional statistic for period.

Workime 07.00 - 11.00 O

Add/edit entry/exit

Add additional entry/exit
Set statistic

Set statistic for period

Add additional statistic

- - o A e -
Ll Il:l e i =

T o -0 29 24
(1€ 18, 4 20,y 22, 24

18 g -0 PP g
1180 18 20, 22, 24

2. In the new pop-up window select the start and end date and select the statistic you wish to set.

- ° 2.4.  Worktime 07:00 - 11:00
-04:00 MON . .
A T B R |
v O 3.4. Worktime 07:00 - 11:00
-04:00 TUE o -
YrTrrEr 200
« © 44 Worktime 07:00 - 11:00
-04:00 WED . -
e B e e e e B B |
. © 54
Click Save.
From 03.04.2023
To 05.04.2023
Statistic @ Sick Sickness
Hours 04:00 © HH:mm
Cover work obligation (m}
Only when work obligation > 0
Do not modify weekends
Do not modify holidays

Cancel

Cover work obligation

If this setting is enabled, the employee's daily work obligation
will be fully covered. If the employee has already worked a
certain number of hours, then the Cover work obligation
setting must NOT be enabled and the hours of part-time sick
leave must be entered manually in the Hours field.

Only when work obligation > 0

If this setting is enabled, the statistic will only be set for days
when the user’s work obligation is greater than 0, i.e. all free
days (e.g. weekends and holidays) will remain unchanged.
Do not modify weekends

If this statistic is enabled, the system will keep the originally
set statistic for weekends and will not substitute it for the
new one.

Do not modify holidays

If this statistic is enabled, the system will keep the originally
set statistic for holidays and will not substitute it for the new
one.

3. The selected additional statistic will be set for the day and will be colored red. Additionally, the correction

of statistic icon (£3) will also color red, marking that the statistic had been manually added.

14 week (3.4.-9.4)
3.4. 0001 Worktime

b z

00-00
(04:00)
(04:00)

— I 3

00:00
(04-00)
(04:00)

b4 x

00-00
(04:00)
(04:00)

mMoN 4

(T S . B

Q 0001 08:00 - 12:00 Worktime:
@  Sick Sickness
4.4, 0001 worktime

TUE g ,

2 B

1
o 0001 08:00 - 12:00 Worktime
@  Sick Sickness
54. 0001 Worktime

WED |

e S I

Q 0001 08:00 - 12:00 Warktime
@  Sick Sickness

I

S

14y

b4

0o 1

C16 o 1s 20, 22, 2@
[ 1

16 clE 20 220 |2*1®1
o 1

S S e e e
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10.5.7. Add Work Interval

Use the Add interval function to set a daily interval (e.g. a lunch break).

1. Right-click on the selected day to display the edit menu, select Add interval and select the interval you
wish to add.

You can only select an existing General purpose type interval.

31. week(1.8 - 6.8) v
a O 01.08 Worktime 07:00-15:00 eon 1
1

il O O O O | I S _ VIE o 1By 20 0 22 0 24@
[Entry 07-00

[Exit 15:00

Add/edit entry/exit

Add additional entry/exit

- 0 02.08 Not present 0
-08:00 WED Set statistic o
q 0 03.08 Not present Set statistic for period 0
-08:00  THU Add additional statistic o
» [ 1] 04.08 Not present Add additional statistic for period 0

=
=]
(=]
=]

FRI

Delete interval

00:00 SAT Lunch 08:00-10:00 15min ™o

2. A new pop-up window will appear where you can set the start and end time of the selected interval.
Click Save.

:n | T T T B S| B L e N T S 1

d
3l Add interval: Lunch
: User: Anders Tamara Interval  Lunch v
| | Add lateness
;: Entry Lunch Exit ||
d Passage | Main Entrance v Passage | Main Entrance v
d [
| From 01.08.2017 To 01.08.2017
“ 12:00 © Q HH:mm 00:30 12:30 © © HH:mm la
| Entry error [J Exit error [J =
It

| |
d -
4 *
'l Events
I: Card Button Location Time Event Source Ignore
§§ 2315665156 Main Entrance 01.08.2017 - 07:00:00 [3] Pass Hardware 0O
It 2315665156 Main Entrance 01.08.2017 - 15:00:00 [3] Pass Hardware O
k cancal
v 1
118 @ -~

Interval The selected interval is displayed in this field. Add lateness If this setting is enabled, a Late interval will be
You can change the interval to be added by added automatically if the total duration of the
selecting a different one from the drop-down newly added interval exceeds the allowed
menu. duration of the interval.

Entry The text that will be displayed at the start of Exit The text that will be displayed at the end of the
the interval in the List of time registration interval in the List of time registration events in
events in the Time attendance editor. the Time attendance editor.

Passage The location where the start of the interval Passage The location where the end of the interval
should be registered. should be registered.

From The date and the exact time of the start of the To The date and the exact time of the end of the
interval. interval.

Entry error You can manually mark an error at the start of Exit error You can manually mark an error at the end of
the interval. the interval.

Events This link shows all the events the user has registered on different controllers in a selected day.
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3. The newly added interval will be colored red. Additionally, the correction of interval icon (8) will also

color red, marking that the day had been manually edited.

31. week(1.8 - 6.8) v
- © 0108 Worktime 07:00-15:00 [ Ja)= 1
| I Y B | (B e e L | 1 =% 1 [ | 1 [ | 1 | << ) 1 [

[+Entry 07:00
Lunch 12:00 - 12:30 [00:30]
[ Exit 15:00

NOTE

You can also set the same interval for multiple users simultaneously. Select multiple users on the List of users by
holding down SHIFT or CTRL key on the keyboard, then right-click and select Add interval for period from the menu. In
the new pop-up window, enter the necessary data and click Save. Before saving the application will warn you that you
are about to add a new interval to multiple users.

Examples:

- Record of interval entry time - If you only want to set entry time, enter the time in the From field and leave the

end time To undefined. The newly added interval will end when the user registers on the controller (e.g. you can set
the start time of the Lunch interval, and when the user comes back, he will register on the controller and end the Lunch
interval).

/A H HE OB B OEOE N x)

| Addinterval: Lunch B
| User: Anders Tatiana Interval | Lunch v

’ Add lateness I

Entry | Lunch Exit B

[ Passage  Main Entrance v Passage | Undefined - default timetable for group v np

| From 03122018 To 03122018 2

] Eno © O HH:mm 00:00 © © HH:mm e

Entry error () Exit error (]

»
NN

i

[ Events '

| / nt

i card Button | Location Time Event Source Ignore

7 (2315665156 Company / Main Entrance 03.12.2018 - 06:42:00 [3] Pass, Hardware O

4

| [T Add event
{

4

! | cancel save G
] selé
t

- Add lateness - If you enable the Add lateness checkbox when adding a new interval, a Late interval will be added
automatically if the total duration of the newly added interval exceeds the allowed duration of the interval (set by the
interval setting.s in the Timetables editor).

IFA B O

| Addinterval: Lunch A8

| User: Anders Tatiana Interval |Lunch v

I Add lateness I
Entr Lunch Exit "

i tia

i Passage  Main Entrance v Passage | Undefined - defaul timetable for group. v p

4

i From 03122018 To 02122018 e

|

g 12:00 © © HH:mm 00:30 + 00:17 EA? © O HH:mm ¢

1 Entry error [ Exit error [

€

1 N |

[ Events |

€

i card Button | Location Time Event Source Ignore fie

7 2315665156 Company / Main Entrance 03.12.2018 - 06:42:00 [3] Pass Hardvware 0

4

1 Recalculate events Add event hm

4

| o = -

{ sele

4 = - - Cvenmne wane

+ @ 312 Workime 07:00- 1500 ons 1

o MON o I W . 6O

[-Entry 07:00
Lunch 12:00 - 12:30 [00:30]
& Late 12:30 - 12:47 [00:17]
[#Exit 15:00
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10.5.8. Edit Interval

You can edit an existing interval in the day by double-clicking on it or selecting Edit interval from the right-
click menu.

14. week (5.4.-11.4.) A4
- O 54. 0001 06:47 - 15:07 Worktime 1
0020 MON 5, 2, ,,2, . ¢ NI - - 0 22 2@
[-Flexible - (Main Entrance) - 06.47
o Business 11:32 - 14:01 [02:29]

[riexible - (Main Entrance) - 15 O_

(1] 6.4. E000 Notpresent Delete interval I 0

-- rue [ o stousts [ ©°

s O 7.4. E000 Notpresent Recalculate events 0

O e — E——
. !

. (1] 8.4. EO00 Notpresent Ose— ..0

The edit interval pop-up window will appear, where you can make the desired changes to the interval.
F A | A = = =5 B = = H

! Edit interval: Business 11:32 - 14:01 A
User: Anders Tatiana Interval  Business ~
| Entry Business Exit I
Passage | Main Entrance ~ Passage | Main Entrance v tic
| €
From  05.04.2021 To 05.04.2021 E
| 1132 © O HH:mm 02:58 145 © © HH:mm | |
i .
Entry error [ Exit error [ | |
1 Events I
1 [}

1 Button  Location Ignore
1 |2315665156 Company / Main Entrance 05.4.2021 - 06:47:00 [3] Pass Hardware [l
2315665156 1 Company / Main Entrance 05.4.2021 - 11:32:00 [3] Pass Hardware 0
; 2315665156 Company / Main Entrance 05.4.2021 - 14:01:00 [3] Pass Hardware O E
| 12315665156 Company / Main Entrance 05.4.2021 - 15:07:00 [3] Pass Hardware 0O

1 Recalculate events Add event [
4 I
| nr

i

1 Cancel

The changed data, as well as the related correction icon in the upper right part of the daily display, will be
colored red.

14. week (5.4. - 114.) -
. @ 54 00010647 - 1507 Worktime [=] 1

0020 MON o, 2, ,,:,,,s, NG 0 O
[-Flexible - (Main Entrance) - 06:47
OEusimess 11:32 - 14:30 [02:58]

[riexible - (Main Entrance) - 15:07
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10.5.9. Delete Interval

You can delete individual intervals and statistics entries on a day by selecting Delete interval from the

right-click menu.

Events 1.6. - 30.6. (5 weeks)

22. week (1.6. - 3.6.) -
. O 1.6.  Worktime 07-00 - 15:00 1, 00:00
Rt 1

mEORR o, e, -, I s, 2@
[&Entry Flexible 07:00
Lunch 12:00 - 12:40 [00:40]
& Late12:3p - 12:4nna- 101
© Busingss__ Edit interval o
[*Exit Flexiblg
2.6.  Not present Recalculate statistics 0, 00:00

0
Sl [reeweeewy 0 L

3.6.

Not present | Close 0, 00:00

sun . s O

10.5.10. Delete entry or exit

In the right-click menu, you can also find the option to delete the input or output.

Untn®

These two options allow you to delete the user input or. leave the output and time of the event undefined.

This feature is especially useful when you need to edit the user's time registration with an error in event

registration, but you have not yet clarified all the circumstances and determined the correct way to correct

the registration.

1. To delete an entry or exit event, first, right-click on the selected event.

2. Then select the Delete entry or Delete exit option from the right-click menu.

. o s

0200 MON o , , , 2 , , ,
[-Enty - Entrance) .

DExit- (Exi) - 16:00 il gt Bizhod - (Entrang
0001 06:00 - 16:00 ¥

96.

0 TUE ,

106.

0 WED o , , , 2, |
0001 06:00 - 16:00 ¥

0 THU

125.

o R,

o
o
]
0201
. © 1
20
o
0
]

136.

0800 MON o, , 2, ,
[

3. The event will be deleted from the time registration

0001 06:00 - 16:00 Worktime on 1 [ @ 86 0001 06:00-16:00 Workime

0001 06:00 - 16:00 ¥

0001 06:00 - 16:00 ¥

0001 - 16:00 Workiime ‘ on 0 [ @ 86 00010600--

. , I o o W@ 0200 MON G e,
s [-Vhod - (Entrance) - 06:00
96. 0001 06:00- 16:0
0 TE o, , , a2,
106, 0001 06:00 - 16:0
0 WED o , , , 2,
6. 0001 06:00 - 16:0
THU -
126.
0 R,
136,

d &

Ve e v a2 @0 | 0800 MON o, g
[-Vhod - Entran

BExit- (Ext) - 16.00 B -

the deletion of the selected event.

o0

and the daily saldo will be recalculated according to
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10.5.11. Actual Events and Recalculate Events

The intervals listed on the List of time registration events (and displayed on the timeline) are calculated

based on the events the user registers on controllers on a specific day.

Button Location

Matec Finger

...hod / Glavni vhod - prstni odtis 21.5.2018 - 06:40:03

Event IP Camera URL Ignore

Matec Bojan 872451 _.vni vhod / Glavni vhod - kartica 21.5.2018 - 11:07:01 Pass 11.4
Matec Bojan 872451 yni vhod / Glavni vhod - kartica 21.5.2018 - 11:48:11 Pass -
Matec Bojan 872451 i / Glavni vhod - kartica 21.5.2018 - 13:52:43 Pass -2,
Matec Bojan 872451 LG jvhod - kartica | 21.5.2018 - 14:30:06 Pass -?
Matec Bojan 872451 artica 21.5.2018 - 16:10:06 Pass -?

21. week (21.5. - 27.5.)

4

Worktime 07:00

-~ @ 215

0021 MON
L+ Entry 07:00 {Actual time 06:40)
Lumch 11:07 - 11:37 [00:30]
A8 Late 11:37 - 11:48 [00:11]

[=Exit 16:10

b BW., ;\ ﬁ ; 1,00:0
1
D200 %000 8 | |||'—':|||3':'|||22|||:';-®

o Private Unauthorized 13:52 - 14:30[00:38]

=

Whenever a user registers on a time registration controller, a new event is recorded in the day. A list of

events that a user has registered on a single day is accessible through the Events option in the right-click

menu or through the Show events icon

window.

Right-click on the day

(B), and can also be viewed at the bottom of the interval editing

07:43 - 16:17 Worktime

050

=
=
=

« © 51 -——-W

‘oo
z

Add additional statistic for period

Set statistic

Add/edit entry/exit

Add additional entry/exit

Set statistic for period

Add additional statistic

Add work interval

Del

Recalculate statistics.

Recalculate events

Editing intervals

on3 THU

: Redno delo 07:43 - 16:17

User: Smolko David
Entry | Entry
Passage | Main Entrance

Statistic | @ 1 - Worktime

From 01072020

0743

Entry error o

© QHH:mm

Exit  Exit

i Wl foro7. 2020
no
Passage Main Entrance v @
in
Add automatic intervalz B
ud
01.07.2020
1617 © © HH:mm I
iip

S © A
00:11  TUE
. © 87 1 unt
0023 WED
m a7 1
, ® 17 1 07431617 Workime 1,00:00
0027 WED . IS B -

Buttonl ocation

IP Camera
cation | Source
URL

Ignore

Grayson ... Finger mpany / Main Entrance 01.7.2020 - 07:43:18 |[2] Exit =, Hardware 0
Grayson ... |Finger mpany / Main Entrance 01.7.2020 - 11:47:54 |[2] Exit =@, Hardware 0
Grayson 4 Mobile 01.7.2020 - 11:50:17 |[3] Pass | #®, Mobile 0 I
Grayson 5 Mobile 01.7.2020 - 11:50:35 |[3] Pass #@, Mobile 0
Grayson ... Finger mpany / Main Entrance 01.7.2020 - 12:27:33 |[2] Exit | =€, Hardware | (]
Grayson ... Finger mpany / Main Entrance 01.7.2020 - 16:17:29 |[2] Exit =€, Hardware | (]

28 WeRK 16T =12 TY -

Button | Location

,

Finger Company \ Main Entrance
Finger Company \ain Entrance 01.7.2020 - 11:47:54 | [2] Exit o
4 Mobile 01.7.2020- 11:50:17 |[3] Pass 0 big
s Mobile 01.7.2020- 11 s 0O | e
Finger Company \ ain Entrance 01.7.2020 12 . o E
Finger Company \ Main Entrance 01.7.2020 - 16: : 0
Recalcuiate events JYTToo Sh"
0
Cancel
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NOTE remen | YN L P ———— - = o NI 0107.20297
F th c d k Edit entry/exit: Redno delo 07:43 - 16:17
rom the Codeks ‘
User: Smolko David |
10.2007.0.14283 software N . o [ v
version (issued July 7, 2020) &
5 5 Passage Main Entrance v Passage Main Entrance v ca
on the events on which it - n itn
Calculates the registration time Statistic @ 1 - Worktime - Add autematic intervals ":
employees can be created L i
manually in the Time e 1072020 D © HH:mm I
attendance editor via an s | Passage Undsfined - default timstabls fer group v ip
administrator access or the
user access of a head of vents o e - &
department. Card Button | LGS bl hd Source | Ignore =
Finger Con Direction Pass v o Hardval
. Finger Con ® Hardvare
You can read more about this 4 ol [ Cance o A bile n
functionality in chapter Manually ~ a | wtnotie e
. ’—E Finger Company v marm enerarnce VT U TG 2SS T ERIT & Hardware ( Ins
addlng events 14 . Finger Company \ Main Entrance 01.7.2020 - 16:17:29 |[2] Exit o Hardware
i
Cancel [ save |

Recalculations in the Time attendance

The recalculations accessible through the right-click menu,

give different results:

E S I — e p Day editing Description

N o i o™ Recalculate This function enables the recalculation of daily statistics

N W " s - statistics (as well as the daily saldo) and does not delete the

s AT Wekond | Add sddonsl it manual changes made to the selected time period.

e e —— Use this function when: adding a new statistic or editing

"y i ; e an existing one (in the Statistics editor), adding new time

28, week (67.- 12.7) intervals or changing the work obligation of the used

i 2 B tatieice timetable (in the Timetables editor), changing the group

. ® 11 i e and user rights (in the Groups editor), etc.

001 TE:| 3 A e, Recalculate period

- @ & L GB03- 1626 Workimo | oo lnch oo g coom Recalculate events This function recalculates the intervals in the Time

5 '9‘ e | o attendance editor based on the actual registered events.
This process deletes (undoes) all the manual changes
made to the day.

Recalculate period This function enables the recalculation of multiple

(consecutive) days for a selected user:

o If the Reset manual changes setting is enabled,
this function recalculates the intervals based on
the actual registered events and deletes the all
manual changes.

o If the Reset manual changes setting is not
enabled, this setting will recalculate the daily
statistics, daily saldo and daily intervals, without
deleting manual changes.

NOTE

You can also perform statistic, recalculations for multiple users simultaneously. Select multiple users on the List of
users by holding down SHIFT or CTRL key on the keyboard, then right-click and select the appropriate recalculation

option from the menu.

The recalculations you are performing for multiple users will recalculate the entire month, not just a specific day.
Before saving the application will warn you that you are about to perform a recalculation for all selected users for the

entire month.
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10.5.11.1. Manually adding events

In the Time attendance editor, administrators or heads of departments can also manually create a

(missing) time registration event that is required to correctly recalculate users' working hours.

The event is recorded in the list of events in the same way as other time attendance registration events

registered by users via T&A registrators, the T&A registrator simulator in a browser or via the Codeks

Mobility mobile application, with the difference that the tag Manual is written next to it which means that

the event was created manually.

- © 38

00:05

0001 06:47 - 15:00 Worktime (00:13) MR

[&Entry - (Entrance) - 06:47

nt Lunch 12:06 - 12:36 [00:30]

Bution Location

MON o, ,2,,, ¢, ¢« [ NNNNEE .. .- 2,2, @

Statistics overvie]

1

Source

Anders Tamara | 2315665156 Company / 1st floor / Entrance 03.8.2020 - 06:47:11 [3] Pass  Hardware (]
Anders Tamara |2315665156 5 Company / 1st floor / Entrance 03.8.2020 - 12:06:21 [3] Pass Hardware O ke
v RPN L H L Conpanedsifloor Cotance (o8 202012004l lLDass Sacduare
nI Anders Tamara 2315665156 Company / 1st floor / Exit 03.8.2020 - 15:00:00 [3] Pass Manual [ .

1. To manually add time attendance events, first open the interval editing window on the selected day. You

can open the window by double-clicking on the day, or select Add/edit entry/exit from the right-

click menu on the day.

o 3.8. E001 06:47 - —— Only entry 0
08000 MON o . 2, 4 & ——— 2. Q0
[F-Entry - (Entrance) - 06:47
Lunch 12:06 - 12:36 [00:30] et statistic
«@ Lateness 12:36 - 12:54 [00:18] Set statistic for period

E’ S Add additional statistic 1
L] o 48. E000 Not present Add additional statistic for period o
TUE . (1]
. o 5.8. EO000 Notpresent Addworkinn ezval 0
= WED Delete interval B S0

2. In the new window, expand the list of events, and then click the Add event button.

A new window will open.

1024 Production | | 8 Lateness 12:36 - 12:64[00:18]

1Ml @ Lunciftunch °
Edit entry/exit - 03.8.2020

User: Anders Tamara

Entry
Passage

Statistic

From

Entry

Entrance

[ EO1 - Only entry
03.08.2020

Ear © © HH:mm

Entry error ()

Events

Button

Location

-06:47

Exit | Exit
Passage  Undefined - default timetable for group
Add automatic intervals
To 03.08.2020

00:00 © © HH:mm

Exit error (]

2315665156
i 2315665156 |5
2315665156

Cancel

Company / 1st floor / Entrance
Company / 1st floor / Entrance

Company / 1st floor / Entrance

T

Source [

03.8.2020 - 06:47:11 [3] Pass
03.8.2020 - 12:06:21 [3] Pass
03.8.2020 - 12:54:31

Hardware
Hardware

[3] Pass Hardware

snore

Recalculate events [CEEE0

-
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3. In the new pop-up window, set the appropriate event parameters:

_______________ o

Add event
%]
Time 03.08.2020 15:00
| Passage Exit v
Card 2315665156 ~
! Button Without a butten e
. 7
1 Direction Pass v
1 Cancal
Setting Description
Time Set the date and time of the event.
Passage Set the passage at which the event would be registered. (Selecting the appropriate
passage is important because, depending on the selected passage, the corresponding
Timetable for time attendance will be activated according to which the events of the day
will be recalculated.)
Card Select one of the user's cards (i.e. means of identification) with which the user would
register.
Button Specify a button only if the user would also use a specific button to register the event (e.
g. registering Lunch or a Private exit).
Direction Select the direction of the passage. (This event parameters is especially important when

using the anti pass-back or global anti pass-back function.)

4. Then click Add.

5. A new manual event will be added to the list of time registration events.

To apply the added event in the user's time registration, you must recalculate the events of the day.

You can do this by clicking the Recalculate events button in the interval edit window or by selecting
Recalculate events from the right-click menu when clicking on the day.

1024 [production || & Lateness 1236 - 1254100-18) 1M @ tunch Lunch x)
Edit entry/exit - 03.8.2020

User: Anders Tamara

En it | Exit I EEE
Entry Enty Exit Exit . [~ 38  E00L 06:47 - ——Onlyentry reTTE—— 0
Passage  Entrance v Passage | Undefined - defaulttimetable for group v 0800 MON o, 2, ,, ¢, & [diessanae B i aelitoeal ity et 20
Statistic | [ EOO1 - Only entry v Add automat B [E-Entry - (Entrance} - 06:47
Lunch 12206 - 12:36 [00:30] Set statistic
From 03.08.2020 To 03.08.2020 I 8 Lateness 12:36 - 12:54 [00:18] Set statistic for period
y
0647 © O HH:mm 06:47 00:00 © O HHimm B - Add additional statistic
Entry errer O Exit error () « © | 48 | Ebi Notpresent Add additionsl statistic for period 0
G| —— 1o PR
©@ 58  E000 Notpresent Acd work mterval 0
& Delete interval o
elete int
weo ]
2315665156 03.8.2020 - O6:47:11 (3] Pass s © | &8 | O Not present B g
0 2asesstss s 03.8.2020 - 12:06:21 [3] Pass 0 - THU o
2315665156 03.8.2020 - 12:5431_[3] Pass C © 78 E000 Notpresent 0
2315665156 03.8.2020- 15:00:00 [3] Pass O oo B (<))
e i et peo

. © 8& Weekend 0
S Set lunch and drive count o

Jou
c. B . e © 98 - Weskend e 0
| ---- suN —

am e o=

6. The time registration events will now be recalculated and there will be no more errors in the user's time
attendance registration.

= °. 3.8. 0001 06:47 - 15:00 Worktime (00:13) » 1
-00:05 MON o, 2, 2, Ie,_,— O 0 L e SR O O e ,2c_®1
[+Entry - (Entrance) - 06:47
Lunch 12:06 - 12:36 [00:30]
« Lateness 12:36 - 12:54 [00:18]
[>Exit - (Exit) - 15:00
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10.5.12. Set Lunch and Drive Count

By using the Set lunch and drive count you can change the automatically assigned number of drives and
lunches

Set the automatic lunch and drive count with the Timetable settings/ 3.

1. Right-click on the selected day to display the edit menu and select Set lunch and drive count.

. ° 10.5. Worktime 07:10 - 15:19 1,00:00
00:09 THU . . . B Aoo/edit entry/eit | L 2 . L.
2 I I [ L [ [ = I LI R N | S I o =5
[+Entry 07:10 (Actual time 07-10) GE et el
() On location 10:12 - 12:43 [02:31] Set statistic
6 Enroute to client 12:43 - 14:52 [02:09] Set statistic for period
> Exit 15:
LB 1519 Add additional statistic
. © 11.5.  Worktime 07:54 - 15:30 A p—— . 1,00:00
addiional statistic for penos
-00:36 1
s 2 S 2 ot B - . e, CIE 20 22 2‘-®
— i Add work interval
. O 12.5. Weekend ) 0,00:00
. saT Delete interval )
X 135, Weekend | 0,00:00
SUN Recalculate statistics @u
Recalculate events
20. week (14.5. - 20.5.) -t . v
- O 14.5. Worktime 07:28 - 17:19 _ 1,00:00
i 1
o5 TN TR YT ©
[ 15.5.  Worktime 07:52 - 16:13 1.00-00

2. In the new pop-up window select the start and end date and add a check mark next to the setting
you wish to change.
Then enter the desired value (count) of lunches or drives.

Click Save.
Only when work obligation > 0
Set lunch and drive count If this setting is enabled, the value will only be set for days when
the user’s work obligation is greater than 0, i.e. all free days (e.g.
From 10.05.2018
weekends and holidays) will remain unchanged.
To 10.05.2018
Do not modify weekends
Lunch count 1 w2
) If this setting is enabled, the system will keep the originally set
Drive count 1 |2
value for weekends and will not substitute it for the new one.

# Only when work obligation > 0

Do not modify holidays

% Do not modify weekends

@ Do not modify holidays If this setting is enabled, the system will keep the originally set

Canc m

value for holidays and will not substitute it for the new one.

3. The lunch or drive count for the day will now be changed.

B L e - T R I I

& CIE 20 22y 2s
- O 10.5. Worktime 07:10 - 15:19 1)2, 00-00

0005 THU , ‘z...e...e.._‘ ' .12‘_.15‘ VI8 0 20 4 22, 4 L®2
[+Entry 07:10 (Actual time 07-10)
G On location 10:12 - 12:43 [02:31]
@ Enroute to client 12:43 - 14:52 [02:09]
[rExit 15:19
[} 1.5, Worktime 07:54 - 15:30 1 00-00
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10.6. The right-click menu on the List of users

Right-clicking on the list of users in the Time attendance editor opens a menu with various actions that you

can perform for one or more users. You can easily select multiple users by holding down the Ctr/ or
Shift buttons.

BLast name Name Personal ID Department

Anders S O S

Set statistic for period
Brown

Add additional statistic for period
Christmas t
Cooper Add entry exit for period ment
Elder Add additional entry exit for period
Evans Add interval for period
Flanighan

- Set overtime and transfer

Gardiner-B.
Hil Set data for year e
Jameson Recalculate statistics
Knowles Recalculate events
Knowles Recalculate period t
i Recalculate year transfer |
Lin t
Ve Work obligation history [
Martin Filter by user lists ment
McEntyre Close ment
Puerto Mario TTUT7 [Accounting
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10.6.1. Set statistic for period and Add additional statistic for
period

By clicking the Set statistic for period you can set a specific statistic to selected days for all the marked
users.

MlLast name Name Personal ID Department
Anders _‘ § G e
Brown
T~

Cooper Add entry exit for period ment
Elder Add additional entry exit for period
Evans Add interval for period
Flanighan

Set overtime and transfer
Gardiner-B
Hil Set data for year o
Jameson Recalculate statistics
Knowles Recalculate events
Knowles Recalculate period t
Lewis 3

Recalculate year transfer
Lin b
Work obligation history

Mahkovic fnent
Martin Filter by user lists fnent
McEntyre Close fnent
Puerto Mario 1017 TACcounting

A new pop-up window will open, where you can set the duration and select a statistic.

From 01.04.2021

To 30.04.2021

Statistic Select statistic... v
Only when work obligation > 0

Do not modify weekends

Do not modify holidays

Cancel Save

From The start date of the statistic.

To The end date of the statistic.

Statistic The main statistic, which will be set for the day.

Only when work obligation > 0 If this setting is enabled, the statistic will only be set for days when the user’s work obligation is

greater than 0, i.e. all free days (e.g. weekends and holidays) will remain unchanged.

Do not modify weekends If this setting is enabled, the system will keep the originally set statistic for weekends and will not
substitute it for the new one.

Do not modify holidays If this setting is enabled, the system will keep the originally set statistic for holidays and will not
substitute it for the new one.
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10.6.2. Add entry exit for period and Add additional entry exit for

period
You can add an entry and exit or use the second option to add an additional entry and exit for all marked
users.
Anders o T e
Set statistic for period
Brown .
=D Add additional statistic for period
cooper |
Evans Add interval for period
Flanighan
Set overtime and transfer
Gardiner-B
Hil Set data for year o
Jameson Recalculate statistics
Knowles Recalculate events
Knowles Recalculate period t
Eanis Recalculate year transfer !
Lin t
Mahkovic Work obligation history Fnent
Martin Filter by user lists ment
McEntyre Close ment
Puerto Mario 1077 TACCounting
In the pop-up window you can edit the setting of the newly added entry and exit as well as set the time
period.
F MA | Hif = = OE=E B = = ¥ by o
{ Add entry exit for period B
I Entry Entry Exit  Exit
= Passage  Undefined - default timetable for group v Passage  Undefined - default timetable for group v I
Statistic @ 0001 - Worktime v Add automatic intervals tiz
g Only when work obligation > 0 np
E Do not modify weekends 202
] Do not modify holidays ]
From 01.04.2021 To 30.04.2021
€
c © @ HH:mm 00:00 © @ HH:mm I
| Entry error [ Exit error ()
4 ni
| it
i Cancel E
4 _ B H
Entry The text that will be displayed next to the entry Exit The text that will be displayed next to the exit
event in the List of time registration events in event in the List of time registration events in
the Time attendance editor. the Time attendance editor.
Passage The location where the entry (start of the Passage The location where the exit (end of the
umbrella interval) should be registered. umbrella interval) should be registered.
Statistic The main statistic, which will be set for the day. Add automatic If this setting is enabled all Automatic insert
intervals intervals the user's timetable may contain will
also be added to the day.
Only when work If this setting is enabled, the statistic will only
obligation > 0 be set for days when the user’s work obligation
is greater than 0, i.e. all free days (e.g.
weekends and holidays) will remain
unchanged.
Do not modify If this statistic is enabled, the system will keep
weekends the originally set statistic for weekends and will
not substitute it for the new one.
Do not modify If this statistic is enabled, the system will keep
holidays the originally set statistic for holidays and will
not substitute it for the new one.
From The date and the exact time of the start of the To The date and the exact time of the end of the
umbrella interval. umbrella interval.
Entry error You can manually mark an error at the start of Exit error You can manually mark an error at the end of
the interval. the interval.
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10.6.3. Add interval for period

To add an interval for a selected time period to the marked users, select the Add interval for period option.

The displayed list contains intervals set with the interval type General purpose (set in Timetables).

MLast name Name Personal ID Department Events 1.4. - 30.4. (5 weeks)

Anders
Brown
Christmas
Cooper
Elder
Evans
Flanighan
Gardiner-B
Hill
Jameson
Knowles
Knowles
Lewis

Lin
Mahkovic
Martin
McEntyre
Puerto

13. week (1.4. - 4.4.)

S i Gon (1] 14. EO000 Noty
Set statistic for period -
-08:00 THU
Add additional statistic for period . o 24 £000 Not
Add entry exit for period ment -08:00 FRI
Add additional entry exit for period . 34. ---- Wee
Business

Set overtime and transfer Business 07:00-11:00
Business 07:00-13:00
Business 07:00-14:00 ;
Business 1st shift 06:00-14:00 I

Business 2nd shift 14:00-

Set data for year
Recalculate statistics
Recalculate events

Recalculate period

3
22:00 I
Recalculate year transfer
Business 3rd shift 22:00-06:00 I
Work obligation history
Late I
Filter by user lists |
Lunch
close Lunch 08:00-10:00 15 I
- - . uncl :00-10: min
Wario 1077 Accoun 1

In the pop-up window edit the interval settings and set the time period.

MA | E# = &= =5 B = = £\ o

{ Add interval: Lunch e

I Interval  Lunch v Add lateness

= Entry Lunch Exit I
Passage  Undefined - default timetable for group ~ Passage  Undefined - default timetable for group ~ tiz

E Only when work obligation > 0 np

§ Do not meodify weekends 202

: Do not modify holidays 300

1 From 01.04.2021 To 30.04.2021

£

£ © Q HH:mm 00:00 © Q HH:mm I

| Entry error (J Exit error [J

H nt

€

| (o

i 2

Interval The selected interval is displayed in this field. Add lateness If this setting is enabled, a Late interval will be
You can change the interval to be added by added automatically if the total duration of the
selecting a different one from the drop-down newly added interval exceeds the allowed
menu. duration of the interval.

Entry The text that will be displayed at the start of Exit The text that will be displayed at the end of the
the interval in the List of time registration interval in the List of time registration events in
events in the Time attendance editor. the Time attendance editor.

Passage The location where the start of the interval Passage The location where the end of the interval
should be registered. should be registered.

Only when work If this setting is enabled, the interval will only

obligation > 0 be set for days when the user’s work obligation
is greater than 0, i.e. all free days (e.g.
weekends and holidays) will remain
unchanged.

Do not modify If this setting is enabled, the system will keep

weekends the original state of the weekends and will not
modify them.

Do not modify If this setting is enabled, the system will keep

holidays the original state of the holidays and will not
modify them.

From The date and the exact time of the start of the To The date and the exact time of the end of the
interval. interval.

Entry error You can manually mark an error at the start of Exit error You can manually mark an error at the end of

the interval.

the interval.
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10.6.4. Set overtime and transfer

To edit the overtime and hour transfer settings select the Set overtime and transfer option.

BLast name Name Personal ID Department

Anders ow ST EE

Set statistic for period
Brown
PR Add additional statistic for period
Cooper Add entry exit for period ment
Elder Add additional entry exit for period
Evans

Add interval for period

Tl seownmeandunser
Gardiner-B

Hill Set data for year bon
Jameson Recalculate statistics

Knowles Recalculate events

Knowles Recalculate period t
Eevis) Recalculate year transfer i

Lin t
iz Work obligation history fnent
Martin Filter by user lists ment.
McEntyre Close ment
Puerto TM&rio ™OTT TACCounting

In the pop-up window you can edit the Saldo and monthly hour transfer settings.

Set overtime and transfer

() Manual transfer saldo to overtime © HHmm
[ Manual transfer saldo to stimulation o HH:mm
() Manual transfer from prev. month O HH:mm

Cancel

Manual transfer Saldo to The number of hours (from the value of saldo) that will be manually transferred to overtime in the
overtime current period.

Enter the number of hours you wish to transfer and click Save. The value of saldo will be reduced by the
transferred number of hours and the transferred hours will be displayed in the Overtime transfer field.

Manual transfer Saldo to The number of hours (from the value of saldo) that will be manually transferred to stimulation in the
stimulation current period.

Enter the number of hours you wish to transfer and click Save. The value of saldo will be reduced by the
transferred number of hours and the transferred hours will be displayed in the Stimulation transfer field.

Manual transfer from The number of saldo hours that will be manually transferred from the previous period. The transferred
previous period value will be displayed in the Period plus field.
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10.6.5. Set data for year

To set the yearly data for all marked users select the Set data for year option.

ast name Name Personal ID Depai

Anders s o e
Set statistic for period

Brown
PR Add additional statistic for period
Cooper Add entry exit for period ment
Elder Add additional entry exit for period
Evans Add interval for period
Flanighan

Set overtime and transfer
Gardiner-B
o
Jameson Recalculate statistics
Knowles Recalculate events
Knowles Recalculate period t
Eevis) Recalculate year transfer i
Lin t
iz Work obligation history fnent
Martin Filter by user lists ment.
McEntyre Close ment
Puerto TM&rio ™OTT TACCounting

In the pop-up window you can edit the settings of the Year data section.

Set data for year

[ Set leave (days)
[ set old leave (days)
[ Monthly overtime transfer [max]

(] Monthly stimulation transfer

[max]
(] Set max. monthly transfer (hours)
(] Set max. total transfer

[J Allow negative transfer O

Cancel Save
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10.6.6. Recalculate statistics, events, period, and year transfer

You can also select different options for editing data in the Event editor.

BLast name Name Personal ID Department

Anders s o e

Set statistic for period
Brown
PR Add additional statistic for peried
Cooper Add entry exit for period ment
Elder Add additional entry exit for period
Evans Add interval for period
Flanighan

Set overtime and transfer
Gardiner-B
Hill Set data for year o
Jameson
Knowles
Knowles
Lewis
Lin
iz Work obligation history fnent
Martin Filter by user lists ment.
McEntyre Close ment
Puerto TM&rio ™OTT TACCounting

Recalculate statistics This function enables the recalculation of daily statistics (as well as the daily saldo) and does not delete the
manual changes made to the selected time period.
Use this function when: adding a new statistic or editing an existing one (in the Statistics editor), adding new
time intervals or changing the work obligation of the used timetable (in the Timetables editor), changing the
group and user rights (in the Groups editor), etc.

Recalculate events This function recalculates the intervals in the Time attendance editor based on the actual registered events.
This process deletes (undoes) all the manual changes made to the day.

Recalculate period This function enables the recalculation of multiple (consecutive) days for a selected user:
o If the Reset manual changes setting is enabled, this function recalculates the intervals based on the
actual registered events and deletes the all manual changes.
o If the Reset manual changes setting is not enabled, this setting will recalculate the daily statistics,
daily saldo and daily intervals, without deleting manual changes.

Recalculate year The function recalculates the yearly transfer of leave days and Saldo for all the marked users.
transfer
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10.6.7. Filter by userlists

Filters the List of users display by userlists.

Anders
Brown
Christmas
Cooper
Elder
Evans
Flanighan
Gardiner-B
Hill
Jameson
Knowles
Knowles
Lewis

Lin
Mahkovic
Martin
McEntyre
Puerto
Russell

Ruarenn

ast name Name

Set statistic for period

Personal ID Dep:

Add additional statistic for period

Add entry exit for period

ment

Add additional entry exit for period

Add interval for period

Set overtime and transfer

Set data for year

Recalculate statistics

Recalculate events

Recalculate period

Recalculate year transfer

Work obligation history

Close
ILELY
Leo

Frnact

o017
1010
111

3
t
ment

Team

TACCOUN  Team
Produci Theemm
lnrrmEs——

13. week
. o
-08:00
« ©
-08:00
. °
« ©
14. week
L]
-08:00
.
-08:00
« ©

A
B
©

-08-00
Show all users
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10.7. section Hour funds

[HourF] Hour Fund (09:48)
Initial value (%]

Save

Hour funds are special statistics for recording overtime hours, which users can later use for leave days or

early departure from work.
Resetting the initial value of the hour fund

1. To reset the initial value of the hour fund, enter the desired value in the Initial value field, and click

Save.
[HourF] Hour Fund (09:48)
Initial value € [Eo

2. The entered value will be added to the value of the hour fund.

[HourF] Hour Fund

Example:
In the example shown below, the user has filled his hour fund by working on a weekend. He then used a

few hours the following week for an early departure from work.

e saT - : g B .- I ...
I T e S T - ST IR L h 2 Before 7.00 3(00:36)
.« O 10.5. Weekend After 15.00 7(01:24)
- SUN @
20. week (11.5.- 17.5)) -
+ © 15 Workiime 0710 - 15:10 ens 1
mon : - B s s e R R ms———_ e IGERIT e
« @ 125 \orktime 06:33 - 1516 00:22)(00:16) M @M 1 e
OB TE e, I | e e o aS

You can read more about hour funds in chapter Statistics[21%), and you can view an example of the use of the

hour funds in chapter Examples of using statistics[234.
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10.8. Time attendance Reports

In the upper toolbar of the Time attendance editor, you will find several icons for creating different reports

and data exports.

Wl [ T B B E T 8

Statistics Period report Report Error report  Statfistics report Export Reports Custom reports

\Hfi

Time attendance o

Home Back

1. First, select the users you wish to make a report about from the List of users. To select an individual user
just click on him in the List of users on the left. To select multiple users hold down the SHIFT or CTRL key
and click the desired users.

2. Click on the icon of the desired report and set the additional settings.

3. You can save the newly generated report or view it with a suitable program.

The individual types of reports are described in more detail in the following chapters.
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10.8.1. Period Report

E R RE

Report Errorreport  Statistics report Export

B E O

Reports Custom reports Work obligation
history

The Period report displays the recorded hours and the number of iterations of statistics for all users you
have selected in the list of users .

From 01.042018 To | 30.04.2018
Qutput file format Portable document format (.pdf) v
Cancel E

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xIsx), Open document spreadsheet (.ods), Comma
separated values (text document - .cvs)).

Period report
Period: 1. 04. 2018 - 30. 04. 2018

PrivUn

Personal ID

S Robo:

@ [OLea)] OId Leave
©[Priv] Private

(®I[Hou] Using Hours
©[OLoc] On location

[Luni] Lunch
(O [Enr] Enroute to client

(@ [PrivUn] Private Unauthorized

00:00 16:00 157:55
17 Development o 2 19
Sum 173:55 Balance 13:55 Saldo period 05:55 Leave 21/21 Work obligation 168:00 Lunch count 19
Days 19 Transfer 08:00 Overtime 00:00 Stimulation 00:00 old leave 2/9 splittime 0 Drive count 19 Sem:‘;"ﬁ:m n 00:00
Brown Luis 00:00 16:00 118:39 07:15 32:00 08:00 00:00 01:17 01:22 31:41 54:08
12 Field 9 2 14 1 4 1 1 1 1 20 40
Sum 166:39 Balance 06:39 Saldo period -01:21 Leave 28/28 Work obligation 168:00 Lunch count 14
Days 19 Transfer 08:00 Overtime 00:00 Stimulation 00:00 old leave 4/9 splittime 0 Drive count 14 5“"::"]“2“ n 00:00
Sum : 00:00 32:00 276:34 07:15 32:00 08:00 00:00 01:17 01:22 31:41 54:08
18 4 33 1 4 1 1 1 1 20 40
[ Sum 340:34 Balance 20:34 Saldo period 04:34 Leave 49/49 Work obligation 336:00 Lunch count 33
Days 38 Transfer 16:00 Overtime 00:00 Stimulation 00:00 oOld leave 6/18 splittime 0 Drive count 33 5“"1:"::2“ o 00:00
Legend
© -] Weekend 1 [Hd] Holiday ©[001] Worktime ©[0003] No Return

vy

The Period report shows the duration and number of repetitions of statistics recorded in the selected period for all the users
you selected in the list of users.

Next, several values from the Current period summary section are displayed: Total number of hours worked, Number of workdays,
Saldo, Saldo for the period, Transfer of overtime hours, the value of overtime and stimulation, number of remaining days of
annual and old leave days compared to the allocated values at the beginning of the year, Work obligation, number of repetitions
of split working time, the Number of lunches and drives to which each user is entitled.

Following the displays for each user, a summary line is displayed with the sums of the listed values for all the users combined.

Finally, a legend of the all the statistics that appear in the report is displayed at the end of the report.
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10.8.2. Report

OWI!E“

Back Period report Errorreport  Statistics report Export Reports Custom reports Work obligation
history

Use Report when you want to display a detailed list of entries and exits for selected users of the period

currently displayed in the Time attendance editor.

From  01.01.2022 To 31.01.2022

Show user data

Show period summary
Show statistics summary
Show time cuts summary

Show hour funds summary

Show days data
Show subintervals
Show actual event times

Show actual work time if it differs from day statistics summation
[JInclude predicted workdays to the end of period
() Show legend
Write each user on a seperate page

Qutput file format Portable decument format {_pdf) ~

Can Ce' m

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlIsx), Open document spreadsheet (.ods), Comma

separated values (text document - .cvs)).

You can also set these additional settings:

Settings Description
Show user data If this setting is enabled the users' data will be written on the report.
Show period summary If this setting is enabled the period summary data (the statistic, time cuts, and/or

hour funds summaries) will be displayed on the report.

Show statistics summary If this setting is enabled the report for each user will also contain the sums of all
the statistics registered in the displayed period.

Show time cuts summary If this setting is enabled the report for each user will also contain the sums of all
time cuts registered in the displayed period.

Show hour funds summary If this setting is enabled the report for each user will also contain the sums of hour
funds registered in the displayed period.

Show days data If this setting is enabled detailed daily data will be displayed on the report (the
subintervals, actual events, and/or the actual work time).

Show subintervals If this setting is enabled the report will also contain the recorded daily intervals
within the umbrella intervals.

Show actual events If this setting is enabled the actual times (as well as the recorded rounded-up
times) of the time attendance events will be displayed on the report (the actual
events will be marked with an asterisk *).
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Settings

Show actual work time if it
differs from day statistics
summation

Include predicted workdays to
the end of period

Show legend

Write each user on a separate
page

Description

If this setting is enabled, the Total column of the report will display all the user's
recorded hours, and next to these values the hours which actually count for
working hours will be displayed in parentheses. (This setting is used in cases where
the user also records working hours, which are not counted in (obligatory) working
hours, but in different statistics (or fund).)

If this setting is enabled the report for each user will also contain all future days up
to the end of the displayed (payroll) period.

If this setting is enabled the report will also contain the legend of the displayed
statistics.

If this setting is enabled every user will be displayed on a separate page in the
report.

User Anderson Roberto Supervisor
Period 1.04. 2018 - 30. 04. 2018 User
Department C v\ \D Administrator
Registrska tablica USER DATA
Timetable Fixed timetable 7-15
Personal ID 17
User card 2685402 _
Sum 173:55 Statistic 001 Hd =
Overtime 00:00 Time 157:55 00:00 16:00
Stimulation 00:00 Count 19 9 2
Balance 13:55
Saldo period 05:55
Transfer 08:00 PERIOD SUMMARY
Work obligation 168:00
Leave 21/21
0ld leave 2/9
Split time 0
Lunch count 19
Second lunch in hours 00:00
Drive count 19 _—
Day Date Start End Total Statistic
Sun 1. 04. 2018 - i i Weekend
Mon 2. 04. 2018 - - - Holiday
Tue 3. 04. 2018 07:48 Entry 16:00 Exit 08:12 Worktime
Wed 4. 04. 2018 07:46 Entry 16:11 Exit 08:25 Worktime
Thu 5. 04.2018 07:47 Entry 15:56 Exit 08:09 Worktime
Fri 6. 04. 2018 07:50 Entry 16:22 Exit 08:32 Worktime
Sat 7.04.2018 -- -t -t Weekend DAYS DATA
Sun 8. 04. 2018 - i i Weekend
Mon 9. 04. 2018 07:57 Entry 15:26 Exit 07:29 Worktime
Tue 10. 04. 2018 07:50 Entry 16:21 Exit 08:31 Worktime
Wed 11. 04. 2018 07:57 Entry 15:25 Exit 07:28 Worktime
Thu 12. 04. 2018 07:47 Entry 16:05 Exit 08:18 Worktime
Fri 13.04. 2018 07:40 Entry 16:05 Exit 08:25 Worktime .
Sat 14. 04. 2018 - - - Weekend .
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10.8.3. Error Report
O EMWHERE & &

Back Period report Report Statistics report Export Reports Custom reports Work obligation
history

The Error report offers different filtering options that enable you to display customized reports of various
exceptions and deviations in the time attendance registration. Pay close attention to which settings you
have set in each tab because the settings in ALL tabs are taken into account when printing the

report!

The Error report also allows you to preview the errorsli2 found according to the set parameters. Errors

shown in the preview are hyperlinks, and clicking on them opens a new tab, with the Time
attendance editor, with the marked user and the day on which the error was found. This enables

faster search and correction of errors in the employees' time registration.

Before generating the report you can specify the exact period for display and select the output file format (Portable
document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlIsx), Open document spreadsheet (.ods), Comma
separated values (text document - .cvs))

From  01.11.2022 To  23.11.2022 From | 01062020 To 15.06.2020
Output file format Portable document format (.pdf) ol Output file format Portable document format (.pdf) v
Errors | Totals  Intervals and statistics Period  Day of week Errors | Totals | Intervals an
Not present [m] Entry error Show only days with work obligation [
Only entry ) Exit error Sum < o Sum > [x]
Interval < 3 min ) Different locations Overtime < o Overtime > [x)
Unconfirmed T&A o Expired receipt for public transport Stimulation < o Stimulation > [
Unconfirmed drive routes [ No drive route for entry/exit Transfer < o Transfer > o
Saldo < o Saldo > )
Cancel /Add automatic report | Preview Saldo on day < o Saldo on day > (<)
Preview, . Day zaldo < o Day saldo > °
Cancel ‘Add automatic report Preview
Preview v
Errors Description Totals Description
Not present Displays the days when the user did not register his Show only days If this setting is enabled, the report will
work (was not present at work). with work only be set for days when the user’s
. . . obligation work obligation is greater than 0 (e.g.
Only entry D|sp|ays the days when the_user dlq not register an weekends and holidays will remain
Exit (e.g. they forgot to register going home from
unchanged).
work).
- . - . . Sum This setting limits the report display
Interval < 3 min Displays intervals which lasted less than 3 minutes. according to the total number of
Unconfirmed T&A Displays all the payroll periods which have not yet recorded work hours in the day.
E:ae; r?%nrzr;)%tflzvgflfg;gfadepri(/tary?igit:tsi.n(zoi?\ can Overtime This setting limits the report display
) pp 9 according to the number of overtime
chapter Preferences - Time attendance [3083,) hours
Entry error g:zpllgz;ls_ :Zeigfeyrsegvgr?nEi?rezsgrxas recorded when Stimulation This setting limits the report display
9 Y : according to the number of stimulation
Exit error Displays the days when an error was recorded when hours.
(12 UBEL [ SIEEe| &7 EUE G Transfer This setting limits the report display
Different locations Displays the days when the user registered time according to the number of transfer
attendance events at different locations. hours.

Saldo This setting limits the report display
according to the value of Saldo.

Saldo on day This setting limits the report display
according to the value of Saldo on day
(the value of the user's total saldo on a
particular day).

Day saldo This setting limits the report display
according to the value of Day saldo (the
number of hours the user has added to
his total saldo on a particular day).
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From | 01.06.2020

Interval

Selectinterval

To | 15.06.2020

Output file format Portable document format (.pdf) ~

Intervals and statistics P

Statistic

v Select statistic. ~

From | 01.06.2020

Output file format

To 15.06.2020

Portable document format ( pdf) v

Period saldo <

Period sum <

) Period saldo > Py
o Period sum > o

statistics

Interval

Statistics

Displays the days when a user registered a specific
interval (or several intervals).

Displays the days when a user registered a specific
statistic (or several statistics).

Period saldo

Period sum

Cancel Add automatic report || Preview | JZrite e
Cancel Add automatic report || Preview | [JEST Preview v
Preview v
Intervals and Description Period Description

This setting limits the report display
according to the value of Period saldo.

This setting limits the report display
according to the value of Period sum.

From  01.07.2020

Day of week

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Cancel

Preview v

To 02.07.2020

Output file format Portable document format (.pdf) s

Other

Holiday ] Exclusive

Restday ] Exclusive

Add automatic report | Preview | ([t

Day of week

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Holiday
Restday

Description

You can limit the error search to specific day of the
week.

You can limit the error search to only include
holidays or restdays.

The additional option Exlusive enables you to
search for special combinations of days when a
specific day of the week was also a holiday or
restday.

Clicking the Print report button will generate a report in the selected file format. Example of a PDF report:

Date

User:
Mon 9. 04. 2018
Wed 11. 04. 2018
Wed 18. 04. 2018
Thu 19. 04. 2018
Tue 24.04. 2018
Mon 30. 04. 2018

User:

Fri 6. 04.2018
Thu 12. 04. 2018
Thu 12.04. 2018
Thu 12. 04. 2018
Tue 17. 04. 2018
Tue 17.04. 2018
Wed 18. 04. 2018
Thu 19. 04. 2018

Fri 20.04. 2018

User:

Fri 13.04. 2018

Start End Total Day saldo Saldo on day

Anderson Roberto Development Card: 2685402

07:57 Vhod 15:26 Izhod 07:29 -00:31 08:47

07:57 Vhod 15:25 Izhod 07:28 -00:32 08:46

07:52 Vhod 15:07 Izhod 07:15 -00:45 09:51

07:41Vhod 15:16 Izhod 07:35 0025 09:26

07:57 Vhod 15:25 Izhod 07:28 -00:32 10:56

07:48 Vhod 15:36 Izhod 07:48 00:12 13:55
Brown Luis Field Card: 15554393

07:55 Vhod (*07:55) *15:30 Izhod (*00:00) 07:35 0025 10:36

07:43 Vhod 16:20 Samodejni izhod 07:15 -00:45 11:04

09:27 Malica 09:27 (*00:00) 00:00 00:00 00:00

14:57 Napaka 14:57 (*00:00) 00:00 00:00 00:00

07:45 Vhod 15:30 1zhod 07:45 -00:15 11:10

12:24 Delo pri stranki 12:26 (*00:00) 0002 00:00 00:00

07:14 Vhod 17:22 1zhod 10:08 02:08 13:18

13:18 Napaka 13:18 (*00:00) 00:00 00:00 00:00

13:45 Napaka 13:45 (*00:00) 00:00 00:00 00:00
Christmas Maria Development Card: 2338595

08:00 Samodejni vhod (*08:36) 15:13 Izhod 06:37 0123 08:23

Report

Error

Worktime
Worktime
Worktime
Worktime
Worktime

Worktime

Worktime
No Return
Lunch
Absent
Worktime
On location
Worktime
Absent

Absent

Worktime
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10.8.3.1. The display and use of the Error overview

1. First, in the list of users, mark all the users you want to scan with an error report and then click the Error

reporticon.

N1/
-

Time attendance o

Back Period report Report Statistics report

Home

MLast name ~ Name

Personal ID + Department

18 week (15.-35)

Acker David 1018 Field L ™ 15 Holiday
Anders Tamara 1003 Administration 0000  FRI
Brown Luis 1000 Field ® 25 ve
Churchill Maria 1013 Sales P
Cooper Sebastian 1001 Management
Elder Niko 1022 Support b © 35 Weekend
Evans Timathy 1002 Field - .
gain TO0S THee 19 week (4.5 -105)
Garrick Ivan 1011 Development | | @ 45. Worktime 06:48 - 15:05

2. In the new pop-up window, first, select the period for display.
3. Then select the desired parameters depending on

From | 01.052020 To 31052020

the registration errors you want to find. Then click

Output file format

Portable document format ( pdf) v

the Preview button instead of the Print report
button.

Preview v

4. In the lower part of the pop-up window, a

From | 01.05.2020 To 31052020

preview of all errors found according to the selected

Output fle format Portable document format ( pdf) hd

parameters, in the period currently displayed in the

Show only days with work obligation (]

Time attendance editor, will be displayed. wn @ =0 0
Stimulation < [x) Stimulation > (<)
Transfer < o Transfer > o
Saldo < [x) saldo > (<)
Saldo on day < o Saldo on day > o

Saldoonday | Emor

J e 2.05 202010638 Enty (002300 Exit (00.00) 1338 00:00 0000 Sum |

User: Churchill Maria 11598705
Mon 18.05. 2020 |0 500 06:08 Leave
Tue19.05.2020 " 0800 16:08 Leave
Wed 20.05. 2020 0 240 Leav

Thu21.05.2020 |"07:00 Entry (*0_.._|*15:00 Exit (‘00 ) 0800 3208 Leave
Fi22.05.2020 "07:00 Entry (0... "15:00 Exit (00:... 0800 0800 4008 Leave

5. Double-clicking on an individual record will open a new tab displaying the location of the

registration error found. Here you can then easily correct the error.

W O §E E R R E & 8 ER
o Time attendance o4 o=— Q adminEn
e Back Periad report Report Error report Reports Custom reports ~ Work plans  Daily statistic

overview

¥lLastname -~ Name

L 5 125 Workime
Acker David 1018 Field N e
Show 50 v entries  Showing 110 1 of 1 entries (fltered (0838) @  Workime 06:38-15:16

from 28 total entries)
LRNES )
(05:00)

Personal ID - Department Evenis 1.5. - 31.5. (5 weeks)

[-Entry - (Entrance) - 06:38
[PExit - (Entrance) - 15:16
Overtime+ 18:00 - 23:00
[-Entry - (Entrance) - 18:00
[PExit - (Entrance) - 23:00

Standard  TA Weekly table view

User
@ Acker David (Employee 2) [ ]
May v 2020 -

01052020 - 31052020

000
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10.8.4. Statistic Report

O E BREE B & O

Back Period report Report Error report Export Reports Custom reporis Work obligation
history

The Statistics report graphically displays the recorded
daily statistics for the selected period. The report contains a SN oy -, e
practical graphic visualization of the users' time
registration, with which you can easily check, for example,
if several users have leave on the same date.

Show statistics summary [m}
Show daily work hours

Write each user on a seperate page [ ]

Before generating the report you can specify the exact period for Rl Statistic
display and select the output file format (Portable document format £002 Error »
(.pdf), Excel Worksheet (.xlIs), Excel Worksheet (.xIsx), Open

Late Late v
document spreadsheet (.ods), Comma separated values (text
document - .cvs)). aeh
Select statistic. v
Output file format Portable document format (.pdf) L
Cancel Use
You can also set these additional settings:
Settings Description
Show statistics summary If this setting is enabled the report for each user will also contain the sums of all the statistics
registered in the displayed period.
Show day statistic sum If you enable the setting, the report will show the sum of work hours the user has clocked. The

sum contains the values of all daily statistics that count work hours [223,

Write each user on a separate page If you enable this setting, each user will be written on a separate page in the report.

Show only selected statistics This setting enables you to only include the selected statistics in the statistic report, that you
have selected in the additional fields below which have been displayed when you enabled this
setting.

Period: 1. 04. 2018 - 30. 04. 2018
Personal ID  User Department Saldo (Period oy 2 3 4 5 6 9 10, 11 12 13 16 17. 18 19. 20 23 24 25 26 27 30
12 Brown Luis Field 01:21 166:39 2 0 .
- [} 00:00 ™ ([Hd] 16:00 @1001] 118:39 ©1[0003] 07:15 ©|[OLea] 32:00
®[Hou] 08:00 [Luni] 00:00 ©[Privun) 01:17 S [Priv] 01:22 ©l0Loc] 31:41
Olenr] 54:08
18 Christmas Maria Development 03:55 17155 © ™ ©@ © © © © © © 0 &6 06 0 © © 0 06 © 0 0 © © 06 06 0 0o = © © ©
1155 00:00 0800 08:14 0B:10 08:06 0BO1 00:00 0000 089 0843 0828 0845 06:37 00:00 00:00 OB:H1 0B:16 0815 0810 0809 0000 00:00 021 0818 0810 0926 0B00 00:00 0000 08:16
o 00:00 ™ [Hd) 16:00 @1001] 155:55 @ [Priv] 00:36
5 Cooper Sebastian  Management 11:04 17904 © ™ © © © 6 © © © © 0 0 9 © © O 0 0 0 0 © © 0 0 0 o = O
19:04 00:00 0800 1%:01 0800 07:55 0B00 00:00 0000 07:09 0841 0800 0842 O7:57 0000 0000 0837 0729 1019 0750 O7:59 0000 00:00 1248 1140 0747 0539 0B00 00:00 0000 08:00
@ 00:00 ™ [Hd] 16:00 @(o01] 147:04 @IOLea] 08:00 @ [Lat] 00:05
[Lea] 08:00 [Luni] 00:48 ©1Privun] 04:31
Legend
@ 1001] Worktime @ (£000] Not present [ [E001] Only Entry ©10003] No Return @[] Weekend W {Hd] Holiday
ILea] Leave @10Leaj 0ld Leave & [Lat] Late (©)1Bus] Business ) ick] Sickness QHWor] Work from home
(2)[MLea] Materinty Leave (2)[Pa1s] Paternity Leave 15 days 2)[Pa75] Paternity Leave 75 days (®1Hou] Using Hours @ (Blood] Blood donation [Extea] Exceptional Leave
@UnLea] Unpayed Leave @ istud] Students Leave [Luni] Lunch 2 [Priv] Private @ [CarE] Care escort [Exc] Exceptional work
(1unja] Unjustified absence. @ (5ic2] Sickness 2 hours @) (5ica] Sickness 4 hours (©)(Sic6] Sickness 6 hours (©) (BT Business Trip (@ (ROO1] Remote Worktime
(@ (R-001] Remote Worktime without lunch and drivi [Over] Overtime (O (Enr] Enroute to client ©l0Loc] On location [MOver] Monthly Overtime @ (Privun] Private Unauthorized
(@ (BusUn) Business Unauthorized [Man] Management [LeaH] Leave Hours [0003] Using Monthly Overtime (© [Afternoon] Afternoon (©)Nigh] Night
(©Nsun] Night Sunday @ (ChLoc] Changing Location (@ (phar] Pharmacy @ (com] Company @ (£002) Error [+ [E003] Only Exit
@ oo xx
P> The Period Statistics Report displays daily statistics (i.e., icons of daily statistics) for each day in the selected period.
} Optionally, it is also possible to print the sum of hours recorded under daily statistics.
} Additionally, you can also display the totals of statistics recorded by the user in the selected period. It is possible to print

all statistics that are marked to be exported in the Statistic editor, or you can manually specify which statistics should be
exported on the report (e.g. if you only want to export leave and sick leave absences).

—} A legend of the statistics exported in this report is added at the end of the report.
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10.8.5. Export

OsLERERER

Back Statistics Period Report Error Statistics|
report report report

Export  Eniiiiiis
Export

| 1.5.-31.5. (6 weeks) Detail XML

Detail XML work prediction

) 15.  ---- Vikend Statistics Columns Export 0
- sAT ol
y 25 --—-- Vikend Perktime 0

SUN Largo export ®O
ek (3.5.-9.5.) v

Export enables you to export the users’ data into different types of reports that can also be imported and

processed by a third-party program or application (for example, a payroll program).

The following chapters describe the individual types of exports in more detail.

10.8.5.1. Export
The Export exports the same data as the Period report[sh in .csv format.

! GeneratedExports_StatisticsExport.csv - BeleZnica
Datoteka Urejanje ©blika Pogled  Pomod
3;CToud Rosie;3;;5:53;;2;EC00; MOt present; 0:00;103;Cloud Rosie;3;;;33::9; ————;weekend; 0:00; 010

10.8.5.2. Detail XML and Detail XML work prediction

The Detail XML creates an XML report of the current status of presence (the number of hours) for selected
users, and the Detail XML work prediction creates an XML report of predicted presence (number of hours)
for selected users. The work prediction is based on the user's work obligation. In the xml badge <HOURS>,
the presence of the employee is predicted according to his work obligation. This prediction applies to the
coming days of the current month. At the end of the month, it is necessary to check the data and adjust
them in case of discrepancies.

The difference between the Detail XML (first image below) and Detail XML work prediction (second

image below) in the same month, for the same user:

CREFKEY Z2ULDUDUBLUD /D0Y ZLBUUUSS </KEFKEY > = 3 = 3 3 3 f .
<EMPNUMBER /> EMPNUMDER /5 d Description o .Zl(MLftagS : p ded of d
<SUBTYPE=EQ00</SUBTYPE:> CINFOTYPE /> <DETAILS> Detaills o; onhe pell"son , depended o ate
<STARTDATE>20150528 </STARTDATE> <SUBTYPE>0001</SUBTYPE> <REFKEY> Reference Ke
<ENDDATE>20150528 </ENDDATE> STARTDATE>20150528 </STARTDATE> <EMPNUMBER> Employee nzmbe r
<STARTTIME>0000 </STARTTIME> <ENDDATE>20150528 </ENDDATE> b Y s d
<ENDTIME>0000 </ENDTIME> <STARTTIME>0000 </STARTTIME: <SUBTYPE> Subtype or statistic code
RS =0000</HOURS = <ENDTIME>0000 </ENDTIME > <STARTDATE> Start Date of shift

- :’Dz‘i;‘:'sf <HOURS>0800</HOURS> Prediction <ENDDATE> End date of shift
<REFKE‘(>Z[I1?05ﬂslﬂ§7569213[lﬂﬂ34</’REFKE‘(> _ :gzi:ﬁ!f <STARTTIME> Star_‘t time Of shift
izﬁ;wu’wsfsﬂ’;uqsuawDE> <REFKEY>20150508105732031200034 < REFKEY > <ENDTIME> End time of shift|
<STARTDATE>20150529 </STARTDATE > zfm?%’ﬁii’ = <HOURS> sum of <STARTTIME> and <ENDTIME>
<ENDDATE>20150529</ENDDATE > <SUBTYPE>0001</SUETYPE > </DETAI|_5>

<STARTTIME>0000</STARTTIME> <STARTDATE>20150529 </STARTDATE>

<ENDDATE>20150529 </ENDDATE=
<STARTTIME>0000</STARTTIME=>
<ENDTIME>0000+</ENDTIME>

<HOURS >0800</HOURS> Prediction

</Details>

<ENDTIME >0000</ENDTIME>
<HOURS>0000 </HOURS >
</Details>
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10.8.5.3. Statistics Columns Export

The Statistics Columns Export offers several different forms of displaying statistics by columns in .csv text

file format:

Select export type

Statistics Columns Export v

Statistics Columns Export
Statistics Columns Export with stimulation
Statistics Columns Export by hours
Statistics Columns Export by hours and minutes
Compact statistics column export by hours
Statistics Columns Export by days

The Statistics Columns Export displays the values of
statistics by columns in hours and days. The export is
created for those statistics that have the Export setting
enabled in the Statistics editor.

The Statistics Columns Export with stimulation
displays the values of statistics by columns in hours and
days, and also displays the value of stimulation. The export
is created for those statistics that have the Export setting

enabled in the Statistics editor.

The Statistics Columns Export by hours displays the
values of statistics by columns in hours. The export is
created for those statistics that have the Export setting
enabled in the Statistics editor.

ki Okno 2 X
Na®|l@ CR=1E

76 csv 3] Bl StatistosCol.

Datoteka Uredi Najdi Pogled Kodiranje ~Sintaksa jezika Nastavitve Orogja

Py oyl | |8 5| & x| BE

5 StatstiosCokmmsExpor_1551183701564 oov £ |[B Saislestol
Personal 107

Expor_15911 Expor 1591183736703 cov 13| B SatstosCokumnsExpon_15 ¢ |+

period; b1 leave; old leave;Old leave;Lunch count;Drive
count; 0001 h];0001 Workgime [dayl;Ho Holiday [h];Ho Holiday [day];Lea Leave [h];Lea Leave [day];Old
0ld leave [n];0ld Old leave [day];---- Weekend [n];---- Weekend [day];Hour Using hours [n];Hour Using hours
[day];Irrlea Irregular leave [n];Irrlea Irregular leave [day];Unleave Unpaid leave [n];Unleave Unpaid leave

[day];Stud Study leave [n];Stud Study leave [day];Mater Maternity leave [h];Mater Maternity leave [day];Pater
Paternity leave [n];Pater Paternity leave [day];Sick Sick leave [n];Sick Sick leave [day];Blood Giving blood
[n];Blood Giving blood [day];Care_old Care-accompanied (old) [h];Care_old Care-accompanied (old) [day];Care
[n];Care [day] ;BusTr Business trip [h];BusTr Business trip [dayl:Busi
Business [day];Bziy Private [h];Briy Private [day];Exctra Extraordinary work [n];Extra

er Overcime [day];Workil Work from home [n]:Workd Work from home

Business [nl:
Extraordinary work [day];Over Overtime [h];Ove

[day] absence [n] absence [day];Lunch Lunch [h];Lunch

Lunch [day] ;E000 Not present [h];E000 Not present [day];EQ0L Only entry [m];E001 Only entry [day];Late Late
(EDFEES T [EeUie 9 a3t (AU £ s el o Gl (1) = Cwipims L5 B () =
UseHF Use Hour Fund [h];UseHF Use Hour Fund [day]

Tamara;;Administration;3;;0;167;0;-16;0;-15; 07070;0;0;10;0;0;0;0;070;0;0;0;0;0;0

1000;Brown
Luis;;Field;1,

1013;Churchill

Maria;;Sales;d;; 0

8:0:16;40;-23;168;

Normal text ile length: 2314 lines: 6 L1 Col:1 Sel:0]0 Windows (CRLF) _ UTF-8 INS
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pericas b1 Teave: 014 leave;0ld leave;Lunch count;Drive
count; 0001 1170001 Wezkrine (day);Ho Aolidsy (n);Ho Holidsy (dayliLes Leave (n];les Leave (day];Old
0ld leave [h];Old Old leave [day];---- Weekend [h];---- Weekend [day];Hour Using hours [h];Hour Using hours
(day);Irsles Irzegulsr leave (n];lrrles Irregulsr leave (day);Unlesve Unpaid lesve (n];Unlesve Unpaid leave
{day];5cud Study leave (n];Stud Study leave (day);Mater Msternity lesve (n];Mster Maternity lesve (day];Pater
Paternity leave [(n];Pater Paternity leave [dayl;Sick Sick leave [n];Sick Sick leave [day];Blood Giving blood
(n]:5100a Giving blood (day);Care old Care-sccompanied (cld) (n];Care old Care-sccompanied (old) (day];Care
(n);Caze {day);BusTs Business trip [n);BusTr Business trip (dayv]:Busi
Susiness (n]:Busi Business (dayl;Esiy Private (n];Esiy Private [(dayl;Extra Extraordinary work [(n] Excra
Extracrainary work (day];Over Overtime (n];Over Overtime (day];Workil Work from nome (n];Workd Work from home
tday) absence [n] absence [day];Lunch Lunch (n];Lunch
Lunch [day];E000 Not present [h];E000 Not present [day];E00L Only entry [h];E001 Only entry [day];Late Late
[b];Late Late [day];0003 No return (n]70003 No recurn [day];Hourf Hour Fund [n] - Month;HourF Hour Pund [n] -
Total;UseHF Use Hour Fund [h];UseHF Use Hour Fund [day]
1018:Ackex

Pogied Kodimanje Sintaksajezika Nastovitve Orodja Makro Po
g | & & | @] i

B

Tamara;;Administration; 0;070;0;0;10;0;0;0;070;0;0;0;0;0;0

1000;Brown
Luis;;Field;1,

1013;Churchill
Maria;;Sales;d;;

8:0:0;16:40;-23;163;

Normal text ile length:2.334 lines: 6 L1 Col:1 Sel:0]0 Windows (CRLF)  UTF-8 INS
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pericas ; 014 leave;0ld leave;Lunch count;Drive
IR T (DU it T S (oo I A [P (LT s (PN hiiy o
[n]:Irrlea Irregular leave []:UnLeave Unpaid leave [n];Stud Study leave [n];Mater Maternity leave [n];Pater
Paternicy leave [n];Sick Sick leave [n];Blood Giving blood [n];Care old Care-accompanied (old) [n];Caze
Care-accompanied [n]:BusTr Business vrip [n]:Busi Business [n]:Eziy Privace [n];Extra Extraordinary work
[n]:0ver Overcime [B]:Worki Work from home [h]:Unsuthorized Unauthorized absence [n]rLunch Lunch [n]E00 Not
present [n];EQOL Only encry [n):Late Late [n]:0003 No revurn [n):HourF Hour Fund [n] - Month:HourF Hour Fund
[h] - Total;UseHF Use Hour Fund [h]
2
1
Nomal tec e length: 1430 _lines: 6 In:1_Col:1_se:0[0 Windows (CRLA__UTF-8 ns
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The Statistics Columns Export by hours and minutes
displays the values of statistics by columns in hours and
minutes. The export is created for those statistics that have
the Export setting enabled in the Statistics editor.

The Compact statistics columns export by hours
displays the values of statistics by columns in hours. The
export is created for those statistics that have the Export
setting enabled in the Statistics editor. The compact export
of statistics by hours does not export all the user data
(code, personal number, department, etc.), but only the

user's name and statistics values in hours.

The Statistics Columns Export by days displays the
values of statistics by columns in days.The export is
created for those statistics that have the Export setting
enabled in the Statistics editor.

Detoteka Uredi Nejdi Pogled Kodiranje Sintaksajezike Nestavitve Orodja Mskro Podeni Viiéniki Okno 2 %

Pl 38| | |t 2| |0 @ ®|6 B |
5 StatstiosCommsExpor_1591183753273 oo £ |[B 1eislest s 1561 6 csv (1| Bl StatistsCokmnsEpon_1591183755882.sv 3|
T F Personal ID; B ; Sub: ;Bal 1 Salds
pericaiT b1 014 leave;0ld leave;Lunch count;Drive
count;0001 Woskeime (n]iHo Holiday (n];lea Leave (n];0ld Old leave [n]i———— Weekend (n];Hour Using hours

[b];Irrlea Irregular leave [h]:UnLeave Unpaid leave [h]:Stud Study leave [h];Mater Maternity leave [h];Pater
Paternicty leave [h];Sick Sick leave [n];Blood Giving blood [h];Care old Care-accompanied (old) [n];Care
Care-accompanied [n];BusTr Business trip [n]:Bugi Business [n];Bziy Private [n];Extra Excraordinary work
[n];0ver Overcime [n]:Work Work from home [h];Unauthorized Unauthorized absence [n];Lunch Lunch [n];E000 Not
present [n];E001 Only encry [n]:Late Late [n];0003 No return [n]:HourF Hour Fund [h] - Month;HourF Hour Fund
[h] - Total;UseHF Use Hour Fund [h]

111 30;00:00

£00:00;00:12;00:00;
1003;Anders
Tamara; ;Ad

16:24;-00:56;-15:28;168:00;24;2

7575205205159

o
4 1000;Brown
Luis;;Field;1;:0;1 23:52;00:00;-2

£52;168100;22;22:5:5:20:20; 1

0;00:00;00:00;00:00;00:00;00300;00:00
5 1013;Churchill
Maria;;Sales;4;:0:2

8:00700:00;00:00;16:08;40:00;-23:52;168:00;17;2

20320;160:00;08:00;40:00;00:00;00:00;0

0700:00;00:00;00:00;00:00;00300;00:00
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leave [day];Pater Paternity leave (dayl;Sick Sick leave [day];Blood Giving Blood (dayl;Caze_old
Care-accompanied (o1d) [dayl;Care Care-acconpanied [day] ;BusTs Business trip (dey]:Buss Business [dayliEriy
Private [day];Extra Extraordinary work [day];Over Overtime [day];WorkH Work from home [day];Unauthorized
Unauthorized absence [day];Lunch Lunch [day];E000 Not present [day];E001 Only entry [day]:;Late Late
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10.8.5.4. Worktime

The Worktime export displays data on registered intervals for each individual user in the selected period,
and can be printed in any format.

You can also enable some additional settings when exporting:

Show subintervals

Show actual event times

Show daily summaries O

Output file format Portable document format (_pdf) hd

SamE E

Settings Description

Show subintervals If this setting is enabled the report will also contain the recorded daily intervals
within the umbrella intervals.

Show actual event times If this setting is enabled the actual times (as well as the recorded rounded-up
times) of the time attendance events will be displayed on the report (the actual
events will be marked with an asterisk *).

Show daily summaries If this setting is enabled, the report for each user will also include the totals of all
statistics that they registered in the slected period.

Output file format Before generating the report you can specify the exact period for display and
select the output file format (Portable document format (.pdf), Excel Worksheet (.
xls), Excel Worksheet (.xlsx), Open document spreadsheet (.ods), Comma
separated values (text document - .cvs)).

An example of the report in PDF format:

Period report

Personal IExport ID | External IfEmployee [Day Date [Day of wedStart Start desci|Start locat]Start locatiEnd End descrifEnd locati
1018 Acker Davi 1)1.05. Zcngn’ 0|

1018 Acker Davil 2|2.05. 202Q5at 0

1018 Acker Davi 3[3. 05. 20205un 0

1018 Acker Davil 4|4. 05. 202QMon 06:48 Entry Company 5[15:05 Exit Company
1018 Acker Davi s|s.05. 202qTue 06:58 Entry Company 5[15:20 Exit Company
1018 Acker Davi 6/6. 05. 202qWed 07:00 Entry Company 5[15:02 Exit Company
1018 Acker Davil 7(7.05. 202QThu 07:00 Entry Company 5[15:14 Exit Company
1018 Acker Davi 7(7.05. Zﬂzé | Thu 12:33 Lunch Company 5/13:03 Company
1018 Acker Davi 7|7.05.202qThu 13:03 Lateness |Company 5[13:15 Company
1018 Acker Davi 8[8. 05. ZGZQFH 07:02 Entry Company 5/15:10 Exit Company
1018 Acker Davi 9|9. 05. 2025at 10:23 Entry Company 5|22:58 Exit Company
1018 Acker Davi 10{10. 05. 204Sun 0

1018 Acker Davil 11{11. 05. 204Mon 07:10 Entry Company 5[15:10 Exit Company
1018 Acker Davi 11[11. 05. 20dMon 12:23 Using Houd Company 5[15:10 Company
1018 Acker Davi 12[12. 05. 203 Tue 06:38 Entry Company 5[15:16 Exit Company
1018 Acker Davil 13|13. 05. 203Wed 06:41 Entry Company 5[15:04 Exit Company
1018 Acker Davi 14/14. 05. 204Thu 06:48 Entrance |Company 5[16:23 Exit Company
1018 Acker Davi 14[14. 05. 204 Thu 10:04 Private und Company 5[11:23 Company
1018 Acker Davi 15]15. 05. 204Fri

1018 Acker Davil 16/16. 05. 204Sat 0

1018 Acker Davi 17]17. 05. 2035un 0|

1018 Acker Davi 18]18. 05. 203Mon 0|

1018 Acker Davi 19[19. 05. 203 Tue 0

1018 Acker Davi 20/20. 05. 203Wed 0

1018 Acker Davil 21|21. 05. 202Thu 0

1018 Acker Davil 22(22. 05. 203Fri 0

1018 Acker Davi 23|23. 05. 202Sat 0

1018 Acker Davi 24|24, 05. 2035un 0|

1018 Acker Davil 25(25. 05. 202Mon 13:20 lllegal entr|Company 5
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10.8.5.5. Largo export

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

|| StatisticsColumnsExport_1590159411658.csv £ 1

1 knde:ﬂsers:?ersnnal ID;Department;Department code;Subunit;Subunit code:;Sum [h] ;Overtime [h]:;Balance [h]:5aldo
period [h];Transfer [h];Work obligation [h];Remaining leave;Leave;Remaining old leave;0ld leave;Lunch
count;Drive count;0001 [h];0001 [day];Ho [h];Ho [day]l;Lea [h];Lea [day];0ld [h];0ld [day]l;--—- [h];———-

[day] rHour [h];Hour [dav]:;IrrLea [h];IrrLea [day];UnLeave [h];UnLeave [day]:Stud [h];Stud [day]:Mater
[h] ;Mater [day]:;Pater [h]:;Pater [day]:;5ick [h]:;Sick [day]:;Blood [h]:;Blood [day]:;Care old [h]:Care_old
[day] ;Care [h];Care [day]:BusTr [h]:BusTr [dav]:Busi [h]:Busi [day]:Briy [h]l:Priy [day];Extra [h];Extra
[day] ;Over [h];Over [dav];WorkH [h];WorkH [day];Unauthorized [h]:;Unauthorized [day];Lunch [h];Lunch
[day] ;EQ00 [h];E000 [daw]:;E001 [h]:;EQ001 [davy]:Late [h]:Late [day]:;0003 [h];0003 [dav];HourF [h] - Month;HourF
[h] - Total:UseHF [h]:UseHF [day]
2  1018;3gker
Dawvid;;Field;1;;0;114:08;00:00;-298:52;-05:52;-24:00;120:00;24;24;5;9;9;9

You can adjust the values of the displayed statistics using the formulas in the Largo Export section of the
Time Registration[s06) tab in the Preferences menu.
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10.8.6. Reports

OLJEERAEE

Back Statistics Period Report Error Statistics Export
report report report

Reports

Leave report

Day report

eek (15.-2.5.)

- 15. ---—- Vikend
SAT

- ne [

Monthly Saldo Report

Monthly hours report

Through the Reports icon you can access special reports:

Leave report,

Day report,

Monthly Saldo Report,

Monthly hour report.

Utn®
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10.8.6.1. Leave report

The Leave report displays the current state of used and available leave and old leave days for all selected
users.

If you are printing the Leave report for the current month, the report will display the status of leave
days on the current day.

If you are printing the Leave report for any month in the past, the status of leave days on the last
day of the month will be displayed. It is not possible to create a report showing the status of holidays on
a particular day in the past for any month in the past.

Before generating the report you can select the output file format (Portable document format (.pdf), Excel Worksheet (.
xls), Excel Worksheet (.xIsx), Open document spreadsheet (.0ods), Comma separated values (text document - .cvs)).

Output file format Portable document fermat (pdf) v
Cancel w
User Department Saldo Sum Leave 0Old leave

Anders Tatiana Administration 255 112:55 24/24 6/22

Jameson Boris Field 1:20 111:20 23/ ojo

Brown Luis Field 0:01 110:01 2/ 22

Spring Dave Field 523 115:23 15/24 o/23

Smith Frank Production 212 12:12 25/25 /28
108/117 16/93

10.8.6.2. Day report

The Day report will display all Entry and Exit events as well as the daily statistics on a particular day for all
selected users. To generate a Day report, first, set the date to be displayed (From).

If the Show subintervals setting is enabled the report will also contain the recorded daily intervals within the umbrella
intervals.

If the show actual event times setting is enabled the actual times (as well as the recorded rounded-up times) of the
time attendance events will be displayed on the report (the actual events will be marked with an asterisk *).

From 03.04.2018

Show subintervals [«
Show actual event times

Output file format Portable document format (_pdf) v

Brvzs E

Before generating the report you can select the output file format (Portable document format (.pdf), Excel
Worksheet (.xls), Excel Worksheet (.xlsx), Open document spreadsheet (.ods), Comma separated values
(text document - .cvs)).

@ Day report

3.04. 2018
User Department Start Stop Total Statistic
Brown Luis Field 07:29 Vhod 16:09 Izhod 08:40 Worktime
Brown Luis Field 10:33 Cas na poti 11:50 01:17 Enroute to client
Brown Luis Field 15:13 Cas na poti 15:56 00:43 Enroute to client
Christmas Maria Development 07:00 Vhod (*06:36) 15:14 Izhod 08:14 Worktime
Cooper Sebastian Management *08:00 Gibljivo vhod (*19:01) *19:01 Gibljivo Izhod 11:01 Worktime
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10.8.6.3. Monthly Saldo Report

The Monthly Saldo Report will display the value of Saldo for each month as well as the total (sum) value of
the period saldo for the selected period.

Before generating the report you can specify the exact period for display and select the output file format
(Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document
spreadsheet (.ods), Comma separated values (text document - .cvs)).

Period start January T 2018 v

Period end April v 2018 v

Qutput file format  Portable document format (.pdf) v
Cancel E

@ Monthly Saldo Report

Work obligation and real hours
Employee: Brown Luis
Department: Field

Month Work obligation Period sum Saldo period

01.2018 184:00 186:59 02:59

02.2018 160:00 157:31 -02:29

03.2018 176:00 179:49 03:49

04.2018 168:00 166:39 -01:21
Sum 688:00 690:58 02:58
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10.8.6.4. Monthly hours report

For each selected user displays, the report Monthly hours report displays all the statistics recorded in a
given period, including their duration and number of repetitions, additionally it also displays the number of

lunches and drives in the given period.

When generating the report, you must first specify the date, then you can also select the output file format
(Portable document format (.pdf), Excel Worksheet (.xls), Excel Worksheet (.xlsx), Open document

spreadsheet (.ods), Comma separated values (text document .cvs)).

From | 01.04.2021 To | 30.04.2021

QOutput file format Portable document format ( pdf) v

@ Monthly hours report

Period: 1. 04. 2021 - 30. 04. 2021

Name [ER4LEN T Code Statistic Time Count

Tatiana Anders £002 Error 00:00 1
0001 ‘Worktime 88:55 10

Ho Holiday 08:00 )

old old leave 16:00 2

Weekend 00:00 2

ConD Consecutive days of work 17:12 2

Lunch count 11

Drive count 10

Boris Jameson 0001 Worktime 16:20 2
Ho Holiday 08:00 1

Weekend 00:00 4

Busi Business 02:58 1

£000 Not present 00:00 8

Lunch count 2

Drive count it 7

Luis Brown Ho Holiday 08:00 1
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@Mm®
10.8.7. Custom report

Custom reports enable you to create a completely customized output report or export data, that can be used

for further data processing in third-party programs and applications.

ATTENTION!
Defining a new custom report is a very complex process that demands a detailed knowledge of
the data structure within the Codeks database. In addition, you must also understand the

process of report generating and the elements used in the custom report definition.

1. In the Time attendance editor select all the users you want to include in the report. Set the period

to be used in the report in the User section on the right side of the editor.

2. To use a custom report, select the Custom Report icon in the
menu of the Time attendance editor. (
A list of all the saved custom reports will be displayed, as well as Custom reports Work ot

Ly

the link Edit custom reports that leads to the Custom reports
Template Report

editor.

Edit custom reports

3. Select the desired custom report from the drop-down
menu. A new window will appear, where you can limit the Department code Al 5
report to a specific company department by selecting the ﬂ

. Cancel
appropriate department code.

4. The system will display the custom report.

Custom reports enable you to create a completely customized output report, that can be used for further
data processing. Custom reports can be used to prepare:

e data used in payroll programs,

e customized reports for calculating bonuses and incentives for employees,

e customized reports of leave absences and sick leave,

e spreadsheet reports suitable for use in other reports, etc.

Custom reports are created in the Custom reports editor.
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10.8.7.1. Add Custom Report

The Custom reports editor can be accessed through the Edit custom reports link of the Custom reports
icon in the Time attendance editor. You can use the editor to add and edit custom reports.
All added custom reports will later be displayed and accessible in the drop-down menu of the Custom reports

icon.

1. To add a new custom report select the Edit custom reports link from the drop-down list of the Custom

reports icon.

W ¢

Custom reports Work ok

Loy

Spreadsheet
Manual TXT

Template Report

The Custom reports editor will open. Here you can add, edit and erase custom reports.

‘!” Custom report o ‘ ‘ ‘

Back Add custom Edit custom  Delete custom

Home

report report report

Name Owner Type
Template Report Admin Admin Public
Spreadsheet Admin Admin Public
Manual TXT Admin Admin Public

2. Click the Add custom report icon to add a new custom report.
i <Yz 3%
\./f Custom report 0 ‘ ‘
Add custom
report

Back Edit custom Delete custom
3. A pop-up window will appear where you can create a new custom report. In the Report definition[178! field,

Home

report report

you can determine which data will be included in the report and how this data will be displayed. The process
of writing a custom report definition is described in the following chapters.
Click Save when you are done with writing your report definition.
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General information

Name Export

Report definition (Report] A
hWode=rmonth
File=ure_{DATEQY Y Y Wb L tut
DecimalSeparator=,
ExportZeroDays=0
#This line is used for standard statistics
Line={USER_EXTERMNAL_ID()S}STAT(3.0}  {HOURS(3.0}
LineForCalculatedvalues={USER_EXTERMAL_IDOSHSTAT(3.0} {DAYS(3.0}
Lunch=303
Drive=304
Formula_1={SUM_MINUTES{+Must\iark;-4,-160;-207,-201,-206,;-203;-221,-239;-6,-5;-205}
Line_B3={USER_EXTERNAL_ID)5YSTAT(3.0} {DAYS(3.0}
HnnrSnm= e

Owner Admin Admin 3

Type Fublic v

Report Upload || Choose File | Mo file chosen

template

Cancel

Add custom report

Name

Report definition

Owner

Type

Report template

Upload

Description

The name of the report will be displayed in the drop-down list of the Custom reports icon in the Time
attendance editor.

The code of the report definition, written in the .ini file syntax. The following chapters describe how to create
a custom report definition.

Select a user that will be the owner of the report. The report's owner has unlimited preview and editing
rights for the report.

Set the report to be public or private.
Public reports can be accessed and used by all Codeks administrators. Private reports are only available to
the report.

The attached spreadsheet report template for the current report will be displayed in the field.

Enables you to upload a spreadsheet report template.

4. All newly added custom reports will be displayed in the drop-down list of the Custom reports icon in the

Time attendance editor.
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10.8.7.2. Report Definition

The structure of the report definition is primarily determined by the .ini file syntax rules. Specially
defined elements, in the .ini file syntax (INI file), are used to determine which data will be displayed in the
custom report and also what form they will be displayed in.

This file format was chosen in order to enable easier import of reports, that were created in the Jantar V7
program, to Codeks. This means that the content of the Codeks custom reports is usually compatible with

the Jantar V7 program, although in some cases differences could not be avoided.

ATTENTION!

Defining a new custom report definition is a very complex process that demands a detailed knowledge of
the data structure within the Codeks database. In addition, you must also understand the process of report
generating and the elements used in the custom report definition.

This process should only be done by the system administrator or another equally professionally qualified

person. You can also contact the Jantar support/ 133 for help with defining a custom report.

10.8.7.2.1 Before writing the report definition
Before writing the report definition you have to determine the report output file format and the type of

data required in the output.

Two different data sources can be used when generating a report:

e Day events data, which are displayed in the List of events of the Time attendance editor. With this
Mode setting, it is possible to display all recorded intervals in a selected time period, without any
cumulative statistic sums.

e Statistic sums, which are displayed in section Statistics overview and Current period summary of
the Time attendance editor. This mode enables the display of cumulative statistic sums.

The system differentiates between the two data sources and will display different data in the rows or

columns of a report depending on the selected source. The data source is defined by the Mode element in

the report definition. Read more about the Mode element and its use in the following chapters and the Table

of elements/208,

The selected data can be exported into different file formats:

o text files,
with the .txt and .csv file extensions. The data for all selected users is displayed in separate rows (lines) in
a text file report. Read more about text format reports in chapter Text files[185,

e spreadsheets,
with the .xls, .xIsx and .ods file extensions. The data for all selected users is displayed in the columns of
the spreadsheet report. Read more about spreadsheet reports in chapter Spreadsheets/187,

e * spreadsheet with row display,
is a special report in the form of a spreadsheet (with the .xls, .xlsx and .ods file extensions), which is
generated based on the logic of text files. The data for all selected users is displayed in separate rows, and
the individual values in the rows are each separated into individual cells within the spreadsheet. Read

more about spreadsheet reports with row display in chapter Spreadsheets with row display/[190.
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¢ structured XML files,

that display the desired user data in an XML structure. The data for all selected users is displayed in the
desired hierarchy using the XML structure. Read more about structured XML files in chapter Structured
XML files[193.
The structure of the report definition depends on the selected file format. The export file format is defined
by the ExportFormat element in the report definition. Read more about the ExportFormat element and its

use in the following chapters and the Table of elements|[200),
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10.8.7.2.2 Definition structure

The first element in every report definition is the [Report] section.

In .ini files, the elements written in square brackets [ ] are called sections. The use of sections is not
required in .ini files, as they do not determine any actions, but are only used to logically group together the
content in a .ini file. In Codeks report definitions, however, the section [Report] is mandatory, because it
marks the starting point of the custom report definition.

The section [Report] is then followed by different types of elements:

REQUIRED GENERAL ELEMENTS are elements that must be used in all types of report
definitions, regardless of the selected data source or export
file format.

OPTIONAL GENERAL ELEMENTS are elements that affect the display of data in the report
and can be used in all types of report definitions, regardless
of the selected data source or export file format.

REQUIRED ELEMENTS FOR TEXT FILES are elements that must be used in report definitions for text
file reports.

OPTIONAL ELEMENTS FOR TEXT FILES are elements that can be used in report definitions for text
file reports.

REQUIRED ELEMENTS FOR SPREADSHEETS are elements that must be used in report definitions for
spreadsheet reports.

OPTIONAL ELEMENTS FOR SPREADSHEETS are elements that can be used in report definitions for
spreadsheet reports.

REQUIRED ELEMENTS FOR SPREADSHEETS WITH are elements that must be used in report definitions for

TEMPLATES spreadsheet reports that use a spreadsheet template.

OPTIONAL ELEMENTS FOR SPREADSHEETS WITH are elements that can be used in report definitions for

TEMPLATES spreadsheet reports that use a spreadsheet template.

REQUIRED ELEMENTS FOR XML FILES are elements that must be used in report definitions for
structured XML file reports.

OPTIONAL ELEMENTS FOR XML FILES are elements that can be used in report definitions for
structured XML file reports.

REQUIRED ELEMENTS FOR SPREADSHEETS WITH are elements that must be used in report definitions for

ROW DISPLAY spreadsheet reports with row display.

OPTIONAL ELEMENTS FOR SPREADSHEETS WITH are elements that can be used in report definitions for

ROW DISPLAY spreadsheet reports with row display.

The use of specific elements is dependent on the selected data source and export file format. You
can read more about elements in the following chapters and the Table of elements/zo8.

Elements consist of the element name and element value, which are separated by an equals sign "=".

Element

Element name Element value

ExportFomat = Spreadsheet
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An element can contain values that affect how the data will be displayed or it can also contain data

selectors which enable selected data to be retrieved from the database.

Element

Element name Element value

Line = { DATE () yyyyMM } ; { USER_CODE () 10} ; { STAT () }; { DAYS () 5.2 }; { HOURS () };
| Il |
| |

Data selector name  Data display parameter

I_I_I

Data selector

Example 1: DecimalSeparator =,

The element DecimalSeparator defines which punctuation mark will be used as the decimal separator. In
this example, the defined decimal mark is a comma (,). This is an example of an element that contains a
value that affects the display of data.

Example 2: Line = {USER_ID() 10};{STAT() 5};{HOURS() 4}

The element Line defines which user data will be retrieved from the database and will be displayed in
each line of the report. In this example the element defines that first the user's ID number should be
displayed, followed by the code of the statistic and finally the duration of the statistic in hours. This is an
example, of an element that contains data selectors which enable selected data to be retrieved from the
database.

Data selectors consist of the data selector name and data display parameters, which are used to set
how the data will be displayed in the output file. The data names coincide with the naming of certain
information within the Codeks database, which enables the information to be retrieved and displayed in the
final output file. The data selectors available for use in Codeks custom reports are listed in the Table of data

(2081,

Data display parameters are used to set how a specific piece of information will be displayed in the output
file. Parameters differ depending on the data type (text, time, counter and date). You can read more about
data display parameters in chapter Data display parameters[209.

ATTENTION!

When writing the names of data or data display parameters pay attention to the letter case.
Codeks can differentiate between lowercase and uppercase letters, and consequently, the use of
the correct letter case use is essential.

Comments can also be added to the report definition. To mark a row of text as a comment put a semicolon
(;) or a number sign (#) at the beginning.

Example:
; This is a comment.

# This is also a comment.
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USING ELEMENTS TO RETRIEVE DIFFERENT TYPES OF DATA

The use of some elements, which enable the retrieval, formatting, and recalculation of data from the

database, is dependent on the type of data. It is important to know the difference between certain types of

data in order to use the elements correctly:

general information - referring to individual information such as the user name, the date, user ID
number, etc.

General information can be retrieved by using the Line and LineForCalculatedValues elements and can
be formatted with the Formula_XXXX and Line_XXXX elements. Read more about the use of the Line,
LineForCalculatedValues, Formula_XXXX and Line_XXXX elements in the following chapters (writing
definitions for different file formats).

statistics - are the statistic data sums defined in the Codeks application and are displayed in the
Statistics overview section of the Time attendance editor. They contain two types of content: the time
duration of a specific statistic and the repetition counter.

Statistics can be retrieved by using the Line element and can be formatted with the Line_XXXX
element, where XXXX is the code of the statistic. Read more about the use of the Line and
Line_XXXX elements in the following chapters (writing definitions for different file formats).

The default statistics set automatically when installing Codeks are:

Code Statistic Name
0001 Worktime

(=0]0]0] Not present
EOO01 Only entry

0003 No return

---- Weekend

PR Holiday

Dop Leave

Lan Old leave

Zam Late

You can check all the defined statistics in your system in the Statistic editor (Main menu -> Settings

-> Statistics).

additional values - are additional data sums, that are not defined as statistics, and are displayed in the
Current period summary and the Year data sections of the Time attendance editor. They contain only one
type of content.

Additional values can be retrieved by using the LineForCalculatedValues element and can be formatted
with the Line_XXXX element, where XXXX is the name of the additional value. Read more about
the use of the LineForCalculatedValues and Line_XXXX elements in the following chapters (writing

definitions for different file formats).

10.8.7.2.2.1 Table of additional values
Name of additional value Description Content type
MustWork Work obligation expressed in hours and in days. Time and counter

(depending on the selected Mode setting it will display:
month - monthly work obligation,
day - daily work obligation)

SplitTime The number of days, when split working hours were registered (more than one Counter

entry/exit was registered).
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Name of additional value Description Content type
Lunch The number of lunches Counter
* when the Two Types lunch option is enabled, it counts the first lunch type.
Lunch2 The number of lunches Counter
* when the Two Types lunch option is enabled, it counts the second lunch type.
Lunch2Minutes The time duration of lunches in minutes Time
Drive The number of commutes to work. Counter
HourSum Hourly sum of completed work hours Time
(includes the sum of all statistics)
DaySum Hourly sum of completed work hours Time
(includes the sum of all statistics)
Saldo Saldo of user's hours for the selected time period Time
SaldoTotal Total saldo of user's hours Time
Overtime Overtime in hours Time
PeriodPlus The number of hours transferred from the previous period (month) Time
Stimulation The number of hours that are used as the basis for calculating incentives and Time
stimulation
DayNumber Returns the number of the day in the month Date
(e.g. if the date is July 13th, 2014, the displayed output will be »13«)
EntryTime Returns the recorded time of an entry Time
* when more than one entry a day has been recorded, it displays all individual
entry times
ExitTime Returns the recorded time of an exit Time
* when more than one entry/exit a day has been recorded, it displays all
individual exit times
Leave Returns the total amount of leave days that a user is entitled to in the current Time
year (in minutes or in days).
OldLeave Returns the total amount of old leave days that a user is entitled to in the Time
current year (in minutes or in days).
UsedLeave Returns the number of leave days the user has already used (in minutes or in Time
days).
UsedOldLeave Returns the number of old leave days the user has already used (in minutes or in | Time
days).
RemainingLeave Returns the number of leave days the user still has available (in minutes or in Time
days).
RemainingOldLeave Returns the number of old leave days the user still has available (in minutes or in | Time
days).
Returns the number of ordered lunches for a user in the selected time period.
%
LunchAppOrdered * Only when using the Codeks Lunch additional application. Counter
LunchAppServed * Returns the number of served lunches for a user in the selected time period. Counter
* Only when using the Codeks Lunch additional application.
LunchAppNotEaten * Returns the number of lunches that were ordered but not eaten (claimed) for a Counter
user in the selected time period.
* Only when using the Codeks Lunch additional application.
LunchAppCanceled * Returns the number of lunches that were canceled for a user in the selected time | Counter
period.
* Only when using the Codeks Lunch additional application.
LunchAppNotOrdered * Returns the number of lunches that were server but were not ordered Counter
beforehand for a user in the selected time period.
* Only when using the Codeks Lunch additional application.
LunchAppChanged * Returns the number of lunches that were served, but were changed at the Counter
serving site (change of menu) for a user in the selected time period.
* Only when using the Codeks Lunch additional application.
ComparativeMustWork Returns the work obligation according to the comparative time attendance Time and counter
timetable. This data is used primarily for comparison with the actually clocked
work hours and for custom recalculations.
DriveRoute_XXXX Returns the recorded mileage and the counter of repetitions to a specific Time and counter
workplace (location), with XXXX being the location code[258 assigned to the
selected location in the Hardware editor.
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« subsequent recalculations - are additional calculations that can be executed prior to generating the

desired report. The element is used to calculate a value you wish to display in the report, and
that is not yet calculated or written within the database.

Subsequent recalculations can be performed by using the FORMULA_XXXX element. All available
mathematical operations are listed in the following Table of formulas/178. Read more about the use of

the Formula_XXXX element in the following chapters (writing definitions for different file formats).

10.8.7.2.2.2 Table of formulas

Formula name Description Use Example
SUM This formula is used when recalculating a FORMULA_XXXX = Formula_0001={SUM()
statistic from other statistic values and {SUM()~VALUES~} +0001;+0003;-PR}

constants.

Supported mathematical operations:

o addition (+),

e subtraction (-),

o multiplication (*).

The formula will be calculated following the
written order of operations, it will not follow
the mathematical order of operations.
When using the SUM formula both content
types the statistic contains are recalculated.

e XXXX is the code of the statistic,
which we wish to recalculate.

e The ~VALUES~ contains the
mathematical expression.

The mathematical expression contains

listed statistic codes and constants.

Each code or constant is preceded by a

mathematical operator and the

individual statistic codes or values are

separated by a semicolon ; .

The value of the 0003 statistic
will be added to 0001, and
then the PR statistic value will
be subtracted.

FLOOR_TO_HOUR
S

This formula rounds the time duration
component of a statistic to whole hours but
leaves the counter component unchanged. The
formula is similar in function to the
HOURS_FLOOR, but it can also be used as an
integrated formula.

FORMULA_XXXX =
{FLOOR_TO_HOURS() XXXX}

e XXXX is the code of the statistic,
which's time duration content will be
rounded to whole hours.

Formula_0001={SUM()
+{FLOOR_TO_HOURS()
0001};+0003;-PR}

The formula sets a new value
to the 0001 statistic. First the
embedded formula
FLOOR_TO_HOURS rounds
the time duration content of
0001 to whole hours and then
the value of 0003 is added
and the value of PR

subtracted.
CONST This formula sets a constant value to the to a |a) FORMULA_XXXX = {CONST[A]}, Formula_310={CONST
specific statistic. [480,1]}

A constant can be set:

a) only for the time duration content of the
statistic,

b) for both the time duration and repetition
counter contents of the statistic.

The constant value for time duration is
specified in minutes and the constant for the
repetition counter is specified in the number of
repetitions.

e XXXX is the code of the statistic,
which's time duration content will be
reset,

e A s the new constant value for the
time duration content, defined in
minutes

b) FORMULA_XXXX = {LIMIT[A,B]},

e XXXX is the code of the statistic,
which's content will be reset,

e A s the new constant value for the
time duration content, defined in
minutes

e B is the new constant value for the
repetition counter, defined by
number of repetitions

A maximum of two constant values can
be set, written after the CONST
formula name in square brackets [ ]
and separated by a comma, .

The values are set to 480
minutes and one repetition.

Formula_0001={SUM()
+0001;+0003;+CONST
[480,1]}

480 minutes and one
repetition is added to the sum
of statistics 0001 and 0003.
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Formula name

Description

Use

Example

NOTOCONST This formula sets a constant value to the to a |a) FORMULA_XXXX = {NOTOCONST Formula_310={NOTOCONST
specific statistic, but only if the original value [A]}, [480,1]}
of the statistic is not 0. . . The values are set to 480
A constant can be set: ° XXXX,'S t_he stk o_f i statlst|c_, minutes and one repetition,
a) only for the time duration content of the which's time duration content will be but only if the original value

statistic, re_set, of the statistic's time duration
b) for both the time duration and repetition ° A s e new SSTSENLE valu_e for_the content is grater than 0.
counter contents of the statistic. time duration content, defined in
minutes
The constant value for time duration is
specified in minutes and the constant for the b) FORMULA_XXXX = {NOTOCONST[A,
repetition counter is specified in the number of BI},
repetitions. o XXXX is the code of the statistic,
which's content will be reset,
e A s the new constant value for the
time duration content, defined in
minutes
e B is the new constant value for the
repetition counter, defined by
number of repetitions
A maximum of two constant values can
be set, written after the NOTOCONST
formula name in square brackets [ ]
and separated by a comma, .

LIMIT The LIMIT formula is used when setting a limit | a) FORMULA_XXXX = {LIMIT[A]}, Formula_0001={LIMIT[480]}
for the highest value of a statistic . . The highest value for time
The valuegcan be set to: ¢ XXXXF the code Pf the_st_atlstlc, duratign of the statistic 0001
e a numeric value, expressed in minutes and Wh'Ch s contept .W'” be limited, ) is limited to 480 minutes. The

repetitions; + Als the new limit Vall_Je fo'r the_ time | -sunter value remains
o the value of the work obligation, by using duration content, defined in minutes unchanged.
A “t;?tic;iltgzn:ét\:/alue »MustWork«. b) FORMULA_XXXX = {LIMIT[A,B]}, Formula_0001={LIMIT
a) only for the time duration value of the * XXXXis the code of the statistic, (480,11} )
statistic, which's content will be limited, The highest value for time
b) for both the time duration and repetition + Als the new limit value for the time | duration of the statistic 0001
counter values of the statistic. duration  content,  defined in|is limited to 480 minutes and
minutes, the counter value is limited to
The limit value for time duration is specified in |« B is the new limit value for the one repetition.
minutes and the constant for the repetition repetition counter, defined b _
counter is specified with the number of nup:nber of repetiti’ons, Y [F&Ln;:\)\?&?((])gl—{LIMIT
repetitions. X .
A maximum of two limits can be set, | The highest value for the time
written after the LIMIT formula name | duration value of the 0001
in square brackets [ ] and separated statistic is limited to the value
by a comma, . of work obligation
(MustWork).

MINLIMIT The MINLIMIT formula is used when setting a | a) FORMULA_XXXX = {MINLIMIT[A]}, | Formula_Efek={MINLIMIT[O]
limit for the lowest value of a statistic . . {SUM()+HourSum;-CONST
The valuecan e st e cote et |y
e a numeric value, expressed in minutes and . L o In the example above, the

repetitions; e Ais the new limit valge for the_ time U VAR 6 Hhe FermulE [
o the value of the work obligation, by using allrmitton) et deiliee) Ly minlies calculated first. Then the
the additional value »MustWork«. b) FORMULA_XXXX = {MINLIMIT[A, value is checked and if it is
A limit can be set: B}, less than or equal to zero, it is
a) only for the time duration value of the ) L set to zero.
statistic, . XX?(X is the code gf the_stgtlsnc,
b) for both the time duration and repetition which's content will be limited,
counter values of the statistic. e A is the new limit value for the time
duration content, defined in
The limit value for time duration is specified in minutes,
minutes and the constant for the repetition e B is the new limit value for the
counter is Specified with the number of repetition counter, defined by
repetitions. number of repetitions,
A maximum of two limits can be set,
written after the MINLIMIT formula
name in square brackets [ ] and
separated by a comma, .
COUNTOF The formula COUNTOF substitutes the time FORMULA_XXXX = {COUNTOF[XXXX]} | Formula_0001={SUM()

duration content of a statistic with the
repetition counter content of the same
statistic.

ATTENTION! The formula COUNTOF is
usually used when preparing the content
of a certain statistic for further
calculations.

e XXXX is the code of the statistic,
which's time duration content will be
substituted with the repetition
counter content.

+COUNTOF[0001]; *CONST
[480]%

The time duration content of
the 0001 statistic will be
substituted by its repetition
counter value. This step is
taken so that in the next step
the value can be multiplied by
a constant.
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The process of writing the report definition primarily differs depending on the desired export file format.

10.8.7.2.3 Writing the report definition

Further, the use of certain elements differs depending on the selected data source (Mode element).

The following chapters describe how to write report definitions for text file reports, spreadsheet reports, and
structured XML file reports. The required and optional elements for each report type are listed and the
process the system uses to generate a report, depending on the selected data source, is described. Finally,
examples of reports are provided for each report type.
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Text file reports have a .txt or .csv file extension. They are usually used to prepare user data in a form
suitable for import into a third-party program or application (e.g. importing data into a payroll program).
The user information is displayed in separate rows in a text report file. The report definition for a text report
defines which user data will be displayed in each row of the final report.

10.8.7.2.3.1 Text files

Every report definition must start with the [Report] section.
REQUIRED GENERAL ELEMENTS
The [Report] section is followed by the required general elements that must be used in every report definition:

Mode=month/day Defines the data source to be used in the report. The month value displays the statistical sums for
the defined period and the day value displays the desired data for each day.

When generating the report the system first determines the selected data source. Then the system

displays the user data defined by the Line element. The displayed data in each line differs

depending on the selected data source:

e if Mode=day is selected, the system will check the daily time attendance events for each user
and will display each day (and each recorded statistic in a day) in a separate row.

o if Mode=month is selected, the system will check the monthly statistic sums and display each
sum in a separate line.

ExportFormat=TXT or defines the file format of the report to be a text file.
ExportFormat=CSV

File sets the suggested name of the generated report.
OPTIONAL GENERAL ELEMENTS

DecimalSeparator, ExportEncoding, ExportTimeCuts, ExportStatsIntervals,
ExportZeroDays, ExportZeroAny, ExportStatsIntervalsIignoreWeekendHoliday *
* Read more about specific elements and data selectors in the Table of elements [208,

REQUIRED ELEMENTS FOR TEXT FILES

Line The Line element is the main required element for a text file report, that defines how user data will
be displayed in each row. The Line element defines the display, order, and formatting of general
information and statistics.

Example: The Line command is set to
Line={USER_NAME()-20};{USER_ID()6};{DATE()dd.MM.yyyy};{STAT()4};{HOURS()
6.2};{TIME() } .

For the user Franci Mlakar we wish to display all recorded statistics in the time period from
the 1st to the 7th February 2014.

The output of the user information is displayed like this:

Mlakar Franci ; 23;01.02.2014;----; 0;00:00
Mlakar Franci ; 23;03.02.2014;0001; 25,45;25:27

Several rows will be displayed for each user because the selected data source ate the daily
recorded events. A separate row will be displayed for each day of the month (for each
user). If a user has two or more recorded statistics in the same day, each statistic in the
day will be displayed in a separate row.

OPTIONAL ELEMENTS FOR TEXT FILES

LineForCalculatedValues The LineForCalculatedValues is not required for a text file report, however, it is necessary to
include it, if you want to display additional values, which can not be displayed using the Line
element.

ATTENTION!
The LineForCalculatedValues will display all additional values with their default values.
If you explicitly do not want an additional value to be displayed in the output you must
define the value as empty.
Example:
MustWork=
Lunch=
Using these setting the additional values MustWork and Lunch will not be displayed in the
output file.

Line_XXXX The element Line_XXXX, where XXXX is the code of the statistic or the name of the
additional value, can assign a new name or define the formatting of a specific statistic or additional
value.

ATTENTION!

The names of regular statistics and additional values must not be the same.

Make sure that any manually set names (for example set by Line_XXXX command) do not coincide
with existing names of statistics and additional values. The name repetition will subsequently cause
the repetition of information in the output file.

Formula_XXXX The Formula_XXXX element, where XXXX is the code of the statistic or the name of the
additional value, can be used to include a subsequent recalculation of selected user data into the
generated report.

StatInfotypeLine_XXXX, StatInfotypeSickLine_XXXX,StatGroupLine_XXXX, UserHeaderLine_X and Line_DriveRoute_XXXX,
Line_DriveRouteCount_XXXX, Formula_DriveRouteCount_XXXX

* Read more about specific elements and data selectors in the Table of elements[208 and Table of data selectors [206y.
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The CSV or TXT values for the ExportFormat command are used to generate a plain text report. In the report
example shown below, monthly statistic sums have been displayed for several users. Each statistic for a
selected user is displayed in a separate row. The user's name, user's ID number, the code of the statistic
and the statistic's value are separated by a semicolon ; .

EXAMPLE OF .CSV AND .TXT DEFINITION AND OUTPUT REPORT

1 Ahec Jani ;578 ; RD1;00000000000;

2 AheclJani ;578 ;---—-;00000000000;

3 Ahec Jani ;578 ;050D;00000000800;
4 AhecJani ; 578;Delo;00000001600;

5 Bajde Ludvig ;975 ; RD1;00000000000;
6  Bajdeludvig ;975 ;E000;,00000000000;
7 Bajde Ludvig ;975 ;-—-;00000000000;

8  BajdelLudvig ;975 ;050D;00000000000;
9 Bajde Ludvig ; 975;Delo;00000001600;

10 Benkovi¢Tilen ;127 ; RD1;00000000000;
11 Benkovi¢Tilen ;127 ;E000;00000000000;
12 Benkovi¢Tilen ;127 ;----;,00000000000;
13 Benkovi¢Tilen ; 127;Delo;00000001600;
14 Gregori¢ Marija ;688 ; RD1;00000000000;
15 Gregori¢ Marija ;688 ;----;00000000000;
16  Gregori¢ Marija ;688 ;050D;00000000800;
17 Gregori¢ Marija ; 688;Delo;00000001600;

[Report] section marks the beginning [Report]
of the report definition.

The set source of information are the total Mode=month
sums of statistics.

The suggested filename placeholder text File=mesecne_ure_{DATE()yyyyMM}.txt
in the browser.

The ExportFormat command is not
specified, so the default value is used
that creates a plain text file (.csv or .

txt).

The set character encoding standard. ExportEncoding=Unicode

The set decimal mark is a comma. DecimalSeparator=,

The main command used in plain text Line={USER_NAME ()-20};{USER_ID()-5};{STAT()4.4};{HOURS()$!9.2};
files to set the display of each row.

This command defines the display of
regular statistics.

The command for the display of additional LineForCalculatedValues={USER_NAME ()-20};{USER_ID()5};{STAT()4.4};
values. fABS DAYS()$!9.2};

The command for the display of the Line_Delovna obveznost={USER_NAME ()-203};{USER_ID()5};{STAT()4.4};
statistic named Delovna obveznost. {HOURS()$!9.2};

Do not display a null value (statistics ExportZeroDays=0
which have not been recorded in the
selected time period).

An additional calculation for the statistic Formula_0001={SUM()+MustWork}
0001 (work obligation).
Additional values that are defined as HourSum=
empty, will not be displayed in the output g51do=

file. DaySum=

RemaininglLeave=
RemainingOldLeave=
Leave=
OldLeave=
UsedLeave=
UsedOldLeave=

Only the additional values Lunch, Drive, Lunch=306

and MustWork, which have been assigned pr4ye=309

a value will'be displayed. MustWork=Delovna obveznost

Codeks TA Kit application 186



Utn®

Spreadsheet reports can have a .xls, .xlsx or .ods file extension. Spreadsheet reports are usually used to
easily display assorted user data, that can be used in different reports, exported in PDF form and even used
for further data processing. User data is, by default, displayed in separate columns in spreadsheet reports.

10.8.7.2.3.2 Spreadsheets

Every report definition must start with the [Report] section.
REQUIRED GENERAL ELEMENTS
The [Report] section is followed by the required general elements that must be used in every report definition:

Mode=month/day Defines the data source to be used in the report. The month value displays the statistical sums for
the defined period and the day value displays the desired data for each day.

When generating the report the system first determines the selected data source. Then the system

displays the user data defined by the XMLColumnOrder element in the columns of the

spreadsheet for each selected user. The displayed data in the columns differs depending on the
selected data source:

o if Mode=day is selected, the system will check the daily time attendance events for each user.
The individual days will be listed in rows, and the events and data for each day will be displayed in
the correct column of the row.

o if Mode=month is selected, the system will check the monthly statistic sums and display each
data in a separate column.

ExportFormat=Spreadsheet defines the file format of the report to be a spreadsheet.
File sets the suggested name of the generated report.
OPTIONAL GENERAL ELEMENTS

DecimalSeparator, ExportEncoding, ExportTimeCuts, ExportStatsIntervals,
ExportZeroDays, ExportZeroAny, ExportStatsIntervalsIignoreWeekendHoliday *
* Read more about specific elements and data selectors in the Table of elements [208,

REQUIRED ELEMENTS FOR SPREADSHEETS

XMLColumnsOrder The XMLColumnsOrder element is the main and required element, that defines which data will be
displayed in the spreadsheet report and what order it will be in. The value of the element consists of
listed codes of statistics and names of additional values, separated by semicolon marks (;). Only
statistics and additional values listed in this element will be displayed in the spreadsheet
report.

Example: The XMLColumnsOrder element is:

XMLColumnsOrder = DayNumber;CustomColumn1;EntryTime;ExitTime;DaySum;0001;----;Lea .

All recorded statistics in May 2015 should be displayed for the selected user Franci Makar.

The data source are the daily time attendance events (Mode=day), thus 31 rows (one for each day)
will be displayed in the spreadsheet for the selected user. The statistics and additional values defined
by the XMLColumnsOrder element will be displayed in the columns of the spreadsheet.

OPTIONAL ELEMENTS FOR SPREADSHEETS

The Line, LineForCalculatedValues, Line_XXXX and Formula_XXXX elements in the spreadsheet report definitions are only used to
format the display of user data. The XMLColumnsOrder element defines which user data will be displayed in the report and what order it
will be in.

LineForCalculatedValues The LineForCalculatedValues element defines the formatting of additional values.

Line_XXXX The element Line_XXXX, where XXXX is the code of the statistic or the name of the
additional value, can assign a new name or define the formatting of a specific statistic or additional
value.

ATTENTION!

The names of regular statistics and additional values must not be the same.

Make sure that any manually set names (for example set by Line_ XXXX command) do not coincide
with existing names of statistics and additional values. The name repetition will subsequently cause
the repetition of information in the output file.

Formula_XXXX The Formula_XXXX element, where XXXX is the code of the statistic or the name of the
additional value, can be used to include a subsequent recalculation of selected user data into the
generated report.

PageOrientation, XMLFontSize, ColumnWidth, XMLReportTitle, ExportMonthSums (the use of this element is only sensible when
the selected data source are the daily time attendance events - Mode=day), XMLMaxUsersPerPage (the use of this element is only
sensible when the selected data source are the monthly statistic sums - Mode=month), ExportColumnHeaders, HeaderStyle,
Header_XXXX, ExportLegend, Legend_XXXX, PrintGridlines, ExportUserHeaders (the use of this element is only sensible when the
selected data source are the daily time attendance events - Mode=day), CompanyName, CompanyAddress, CompanyIDNumber,
ExportPageHeaders, CsvValueSeparator (*EXCEPTION - (the use of this element is only sensible when generating a Spreadsheet
report with the .csv file extension in the name), CsvAlwaysQuoteValues (*EXCEPTION - (the use of this element is only sensible when
generating a Spreadsheet report with the .csv file extension in the name), PrintMarginLeft, PrintMarginRight, PrintMarginTop,
PrintMarginBottom, PrintAdditionalEntryExits and Line_DriveRoute_XXXX, Line_DriveRouteCount_XXXX,
Formula_DriveRouteCount_XXXX

* Read more about specific elements and data selectors in the Table of elements[208) and Table of data selectors [2083,
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EXAMPLE OF SPREADSHEET DEFINITION AND OUTPUT REPORT

The Spreadsheet value of the ExportFormat command is used to generate a spreadsheet report suitable for
all newer spreadsheet editing programs. The example report that is shown below consist of:

- the report header, where company information and the export time period are displayed,

- the core of the report, where the users' daily information is displayed in separate columns,

- the bottom of the spreadsheet, where the monthly statistic sums are displayed.

3 | c o | e e | s [

1 |Podjetie
Uli¢na cesta 2000 Obdobje 1. 01. 2016 - 31. 01. 2016

512345678

4 Dnevni izpis
5 [Dan Vhod zhod SeStevek urv dnevs | 0001 T Lea

i

6 [o1 0000 0000 8 0
0000 0000 0
3 Jo3 0000 0000 0

9 Jos o714 1535 835
10 |05 o700 1558 897
1 Jos o701 1550 882

2 [or ) 1500 615
1 [os a0 1502 502
T e 0000 o000 0
1 |10 0000 o000 0
% |11 o748 1600 )
[ a0 1501 792
® |13 a0 0 o
a0 1505 a0
a0 50 a1
0000 o000 o
0000 0000 0
) 007 ass
ooz e a8
a0 = s
a0 w00 "
a0 5 s
0000 o000 o
0000 0000 0
a0 1610 ot
a0 02 o2
) 1509 785
a0 1519 sas
0000 o000 o
EES 0000 o000 0
% |31 0000 0000 0

37 | siupaj 186,92

38 | Delo po umitu 15855

[Report] section marks the beginning [Report]
of the report definition.

The set source of information are the Mode=day
recorded day events.

The suggested filename placeholder File=Place{DATE()yyyyMM}.xls
text in the browser.

The set decimal mark is a comma. DecimalSeparator=,

All statistics will be displayed, including ExportZeroDays=1
statistics with a null value (statistics which
have not been recorded in the selected
time period).

The set character encoding standard. ExportEncoding=windows-1250

The output file format is ExportFormat=Spreadsheet
Spreadsheet.

Monthly sums of recorded statistics will be ExportMonthSums=1
displayed in the lower part of the
spreadsheet for each user individually.

Column width in millimeters. XMLColumnW-idth=20
Font size. XMLFontSize=6
Page orientation is set to landscape. PageOrientation=Landscape

The report title that will be displayed in XMLReportTitle=Dnevni izpis
the spreadsheet.

The order in which the columns will XMLColumnsOrder = DayNumber ;EntryTime;ExitTime;DaySum;0001;----;Lea
be displayed in the output file (the
main command for spreadsheet-type
output file formats).

Horizontal alignment of the spreadsheet HeaderStyle=Horizontal
header.

The legend will not be displayed. ExportLegend=0
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Company information.

The Line command determines how the
regular statistics will be displayed.

The LineForCalculatedValues command
determines how the additional values will
be displayed.

List of commands that set the display of
each statistic or additional value
individually.

An additional calculation for the statistic
0001 (set to 480 minutes and one
repetition).

The column names as they will be
displayed in the head row of the
spreadsheet.

Descriptions of used codes and names
displayed in the legend

Additional values that are defined as
empty, will not be displayed in the output
file.

CopmanyName=Podjetje d.o.o.
CompanyAddress=Ulicna cesta 2000
CompanyIDNumber=12345678

Line={TIME() }

LineForCalculatedValues={TIME() }

Line_DayNumber={DATE ()dd}
Line_EntryTime={DATE ()HH:mm}
Line_ExitTime={TIME()}
Line_DaySum={HOURS()6.2}
Line_0001={HOURS()6.2}
Line_----={DAYS()6.2}
Line_Lea={HOURS()6.2}

Formula_0001={LIMIT[480,1]}

Header_DayNumber=Dan
Header_EntryTime=Ulaz
Header_ExitTime=Izlaz
Header_DaySum=Dnevna suma
Header_0001=0001
Header_----=To
Header_Lea=Lea

Legend_DayNumber=Dan v mesecu
Legend_EntryTime=Cas vhoda
Legend_ExitTime=Cas izhoda
Legend_DaySum=Skupen dnevni delovni
Legend_0001=Delovni cas
Legend_----=Vikendi
Legend_Lea=Letni dopust

Lunch=

Drive=
MustWork=
HourSum=

Saldo=

DaySum=
PeriodPlus=
Overtime=
SplitTime=
RemaininglLeave=
RemainingOldLeave=
Leave=
OldLeave=
UsedLeave=
UsedOldLeave=

ATTENTION!

When writing a report definition for the Spreadsheet file format it is necessary to set a value for the File command or at
least determine the file extension. If the file name or file extension is not set, the web browser will report an error and
will be unable to save the generated report.
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Spreadsheet reports with row display can have a .xls, .xlsx or .ods file extension. Spreadsheet reports are
usually used to easily display assorted user data, that can be used in different reports, exported in PDF form
and even used for further data processing. In spreadsheet reports with row display the user data is, similarly
to text file reports, displayed in rows and the individual vales are additionally separated into individual cells
of the spreadsheet.

10.8.7.2.3.3 Spreadsheets with row display

Every report definition must start with the [Report] section.
REQUIRED GENERAL ELEMENTS
The [Report] section is followed by the required general elements that must be used in every report definition:

Mode=month/day Defines the data source to be used in the report. The month value displays the statistical sums for the defined
period and the day value displays the desired data for each day.

When generating the report the system first determines the selected data source. Then it starts to generate the

user data defined by the Line element in the rows of the spreadsheet for each selected user. The

individual data values, defined to be displayed within each row by the Line element and separated

by the set separator, will be divided into separate cells. The displayed data in the rows of the spreadsheet

differs depending on the selected data source:

o if Mode=day is selected, the system will check the daily time attendance events for each user and will
display each day (and each recorded statistic in a day) in a separate row.

o if Mode=month is selected, the system will check the monthly statistic sums and display each sum in a
separate line.

ExportFormat=  defines the file format of the report to be a spreadsheet.
Spreadsheet

File, sets the suggested name of the generated report.
OPTIONAL GENERAL ELEMENTS

DecimalSeparator, ExportEncoding, ExportTimeCuts, ExportStatsIntervals,
ExportZeroDays, ExportZeroAny, ExportStatsIntervalsIgnoreWeekendHoliday *
* Read more about specific elements and data selectors in the Table of elements [208,

REQUIRED ELEMENTS FOR SPREADSHEETS WITH ROW DISPLAY

SplitLineToCells This element activates the function of displaying the output data in individual cells of the spreadsheet and is one
of the required elements when generating a spreadsheet report with row display.

Line The Line element is the main required element for a spreadsheet report with row display, that defines how user
data will be displayed in each row of the spreadsheet. The Line element defines the display, order, and
formatting of general information and statistics.

OPTIONAL ELEMENTS FOR SPREADSHEETS / OPTIONAL ELEMENTS FOR SPREADSHEETS WITH ROW DISPLAY

LineForCalculatedVal The LineForCalculatedValues is not required for a spreadsheet report with row display, however, it is
necessary to include it, if you want to display additional values, which can not be displayed using the Line
element.
ATTENTION!
The LineForCalculatedValues will display all additional values with their default values. If you
explicitly do not want an additional value to be displayed in the output you must define the value
as empty.

Example:

MustWork=

Lunch=

Using these setting the additional values MustWork and Lunch will not be displayed in the output file.

ues

Line_XXXX The element Line_XXXX, where XXXX is the code of the statistic or the name of the additional value,
can assign a new name or define the formatting of a specific statistic or additional value.

ATTENTION!

The names of regular statistics and additional values must not be the same.

Make sure that any manually set names (for example set by Line_XXXX command) do not coincide with
existing names of statistics and additional values. The name repetition will subsequently cause the repetition of
information in the output file.

Formula_XXXX The Formula_XXXX element, where XXXX is the code of the statistic or the name of the additional
value, can be used to include a subsequent recalculation of selected user data into the generated report.

SplitLineColSeparato Defines separator (typographic character) which will be used to separate data to individual cells of the
r spreadsheet.

PageOrientation, XMLFontSize, ColumnWidth, XMLReportTitle, ExportMonthSums (the use of this element is only sensible when
the selected data source are the daily time attendance events - Mode=day), XMLMaxUsersPerPage (the use of this element is only
sensible when the selected data source are the monthly statistic sums - Mode=month), ExportColumnHeaders, HeaderStyle,
Header_XXXX, ExportLegend, Legend_XXXX, PrintGridlines, ExportUserHeaders (the use of this element is only sensible when the
selected data source are the daily time attendance events - Mode=day), CompanyName, CompanyAddress, CompanyIDNumber,
ExportPageHeaders, CsvValueSeparator (*EXCEPTION - (the use of this element is only sensible when generating a Spreadsheet
report with the .csv file extension in the name), CsvAlwaysQuoteValues (*EXCEPTION - (the use of this element is only sensible when
generating a Spreadsheet report with the .csv file extension in the name), PrintMarginLeft, PrintMarginRight, PrintMarginTop,
PrintMarginBottom, PrintAdditionalEntryExits and Line_DriveRoute_XXXX, Line_DriveRouteCount_XXXX,
Formula_DriveRouteCount_XXXX

* Read more about specific elements and data selectors in the Table of elements[208) and Table of data selectors [2083,
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EXAMPLE OF SPREADSHEET REPORT WITH ROW DISPLAY DEFINITION AND OUTPUT REPORT

To generate a spreadsheet report with row display use the Spreadsheet value for the ExportFormat element.
The report below displays the daily hour sums for each user. Each daily statistic is displayed in a separate
row and the individual data values (the date, time of entry and exit, the day total, etc.) are distributed into

separate cells.

A B C D E F G P Q R s
1 Company

2 Period 1. 04. 2018 - 30. 04. 2018
3

4 Name and lastname Roberto Andersor Personal ID "7

5 Department Development

6

7

8

5 0204 |00:00 |00:00 |Hd 02.04.2018

10 03.04 0748 (1600 (001  03.04.2018
11 .04.04 0746 (1611 (001 | 04.04.2018
12 0504 (0747 (1556 (001 | 05.04.2018
13 0604 0750 (1622 (001 | 06.042018
14

15

15 09.04 (0757 (1526 (001 | 09.04.2018
17 10.04 (0750 (1621 (001  10.04.2018
18 1104 0757 (1525 (001 11042018
15 1204 0747 (1605 (001 12042018
20 13.04 0740 (16:05 (001  |13.04.2018
21

22

22 1604 (0752 (1622 (001 | 16.042018
22 1704 0752 (1629 (001 | 17.042018
25 1804 0752 (1507 (001 | 18.04.2018
26 19.04 0741 (1516 (001 |19.04.2018
27 2004 0751 (1634 (001 | 20.04.2018
28

29

30 2304 0737 (1656 (001 23042018
312404 0757 (1525 (001 |24.04.2018
32 2504 0732 (1644 (001 | 25.04.2018
33 2604 0745 (1744 (001 | 26.04.2018
22 2704 0000 |00:00 |Hd 27.04.2018
35

36

37 30.04 (0748 |15.36

r

001 30.04.2018

[Report] section marks the beginning
of the report definition.

The set source of information are the
recorded day events.

The suggested filename placeholder
text in the browser.

The set decimal mark is a comma.

Statistics with a null value (statistics
which have not been recorded in the
selected time period) will not be
displayed.

The output file format is
Spreadsheet.

Statistics that are repeated several days
in a row will not be grouped.

Displays the header cells in the upper part
of the spreadsheet for each user.

This element activates the function of
displaying the output data in
individual cells of the spreadsheet.

The separator (typographic character) to
be used for separating values which must
be displayed in individual cells of the
spreadsheet.

This element defines which user data
will be displayed in each row of the
spreadsheet, how it will be formatted
and in what order it will be displayed.
(It is one of the required elements
for spreadsheets with row display.)

[Report]
Mode=day
File=Statistics{DATE()yyyyMM}.ods

DecimalSeparator=,

ExportZeroDays=0

ExportFormat=Spreadsheet
ExportStatsIntervals=0
ExportUsersHeaders=1

SplitLineToCells=1

SplitLinecolSeparator=;

Line={DATE()dd.MM}; {DATE()HH:mm} 3 {DATETO()HH:mm} ; {STAT()4}; {DATE()dd.
MM.yyyy
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Additional values that are defined as HourSum=
empty, will not be displayed in the output g51do=

me'DaySum:

PeriodPlus=
Overtime=
SplitTime=
Lunch=
Drive=
MustWork=

ATTENTION!

When writing a report definition for the Spreadsheet file format it is necessary to set a value for the File command or at
least determine the file extension. If the file name or file extension is not set, the web browser will report an error and
will be unable to save the generated report.

Codeks TA Kit application 192




Utn®

Structured XML report files are generated with an .xml file extension. Reports structured using XML tags are
usually used to import user data into another program or application and can be easily read by third-party
software. The XML reports contain data from the Codeks database hierarchically structured within specially
defined XML tags.

10.8.7.2.3.4 Structured XML files

Every report definition must start with the [Report] section.
REQUIRED GENERAL ELEMENTS
The [Report] section is followed by the required general elements that must be used in every report definition:
Mode=month/day Defines the data source to be used in the report. The month value displays the statistical sums for

the defined period and the day value displays the desired data for each day.

When generating the report the system first determines the selected data source. Then the system
displays the defined user data for each selected user according to the XML structure defined in the
[XSLT] section of the report definition.

ExportFormat=XML defines the file format of the report to be a structured XML file.
File sets the suggested name of the generated report.
OPTIONAL GENERAL ELEMENTS

DecimalSeparator, ExportEncoding, ExportTimeCuts, ExportStatsIntervals,
ExportZeroDays, ExportZeroAny, ExportStatsIntervalsIgnoreWeekendHoliday *
* Read more about specific elements and data selectors in the Table of elements [208,

REQUIRED ELEMENTS FOR XML FILES

ATTENTION!
Defining a structured XML file demands a detailed knowledge of the data structure within the Codeks database as well as
the syntax needed to design the custom XML data structure. Read more about XML at http://www.w3schools.com/xsl/default.asp.

XMLRootElementName defines the name of the hierarchically highest root XML element used in the output file.
[XSLT] The instructions for the data structure within the report are written in the [XSLT] section.

~ Other elements ~ are not used for structured XML files. The formatting of the data display is instead done by the code
written within the [XSLT] section.

* Read more about specific elements and data selectors in the Table of elements[208 and Table of data selectors [208,.
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EXAMPLE OF XML DEFINITION AND OUTPUT REPORT

The XML value of the ExportFormat command generates a structured | - E‘“ e
XML output file. In the report example shown below, the user's s enietio T
information and monthly statistic sums are displayed in the form of a s e S
tree structure. The exact form of the tree structure is set by the XML : e o
code in the [XSLT] section of the report definition. S i
T e
<StatDescription>Vikend</StatDescription>
<Stat5um>0</StatSum>

<StatCount>10</StatCount>
</statisticsum>
=] <statisticsum>
<Statld»6</Statldy
<StatName>PR</StatName>
<StatDescription>Praznik</StatDescription>
<STatsum>480</Stacsum>
<StatCount>1</StatCounty
</statisticsum>
<statisticsum>
<Statld>10</Stacld>
<StatName>Posl</StatName>
<StatDescription>Poslovno</StatDescriptions
<StatSum>396</StatSum>
<StacCounc>3</StacCount>
</statisticsum>
=] <statisticsum>
<StatlId>21¢/StatId>
<StatWame>Mali</StatName>
<StatDescription>Malica</StatDescription>
<5tatsum>428</Statsums
<StatCount>16</StatCount>
</statisticsum>
& <statisticsum>
<5tatld»22</Stacldy
<StatName>Priv</StatName>
<StatDescription>Privatno</StacDescription>
<STatsum>309</Statsum>
<StatCount>6</StatCounty
</statisticsum>
</USERDATA>
L</payrollbata>

[Report] section marks the beginning [Report]
of the report definition.

The set source of information are the total Mode=month
sums of statistics.

The suggested filename placeholder text File=ure_{DATE ()yyyyMM}.xml
in the browser.

The output file format is XML. ExportFormat=XML
The set character encoding standard. ExportEncoding=Unicode

The name of the root XML element XMLRootElementName=PayrollData
used in the output file.

An additional calculation for the statistic Formula_0001={LIMIT[MustWork]}
0001 (work obligation).

The section [XSLT] marks the [XSLT]
beginning of the XSLT code. <xsl:stylesheet xmlns:xsl="http://www.w3.0rg/1999/XSL/Transform" version="1.0">

Read mora about xml at <xsl:template match="userattendancedata'>
http://www.w3schools.com/xsl/default. <USERDATA>
asp <xsl:attribute name="Name">

<xsl:value-of select="user/LastAndFirstName"/>
</xsl:attribute>
<xsl:attribute name="PersonalId">
<xsl:value-of select="user/@personalid"/>
</xsl:attribute>
<xsl:apply-templates select="statisticsums"/>
</USERDATA>
</xsl:template>
<xsl:template match="statisticsums">
<statisticsum>
<StatId><xsl:value-of select="@statisticid"/></StatId>
<StatName><xsl:value-of select="@name"/></StatName>
<StatDescription><xsl:value-of select="@description"/></
StatDescription>
<StatSum><xsl:value-of select="@statsum"/></StatSum>
<StatCount><xsl:value-of select="@statcount"/></StatCount>
</statisticsum>
</xsl:template>
</xsl:stylesheet>

ATTENTION!
When writing an XML report definition the use of the [Report] and [XSLT] sections as well as the
ExportFormat=XML and XMLRootElement=~any name commands is absolutely necessary.

Codeks TA Kit application 194



Utn®

Spreadsheet templates make it possible to customize the design of the spreadsheet report in advance using

10.8.7.2.4 Reports with a spreadsheet template

a spreadsheet generating program, such as Microsoft Excel. With such a template you can define exactly
which user data will be displayed and how it should be formatted in the spreadsheet. All spreadsheets with
the file extensions .xls, .xIsx and .ods can be used as report templates.

1. To define a new custom report with a spreadsheet template click the Add custom report icon.

- >
! < = B
‘.,/ Custom report
Add custom
report

Back Edit custom Delete custom
2. A new window will open. Here, enter the necessary General information

Home

report report

information to define a new custom report. tame | Sproadshest roport vilh templete

Report | [Report]

3. Fill out the Name, Owner and Type fields. gefinition | Mods=cay

ExportFormat=Spreadsheet
File=Template report xls

4. You must enter the following in the Report UseSpreadsheetTemplate="
definition field:

the section [Report],

the selected data source using the Mode element,
the ExportFormat element set to Spreadsheet, @
the name of the file with the appropriate file
extension using the File element and

e the UseSpreadsheetTemplate element with the i (G Upload | Goose Fils | No s chosen
set value of 1, which enables the use of the template
attached template.

L]
L]
L]
L]

Owner Admin Admin

Type Public

You can also use any other element to display or format data in the Report definition. However, keep in
mind that elements written in the Report definition can, by default, overwrite the elements
written in the report template. Also, the use of some elements may be pointless in combination with the
selected data source.

5. Click the Choose File button next to the Upload field and find the prepared spreadsheet report template.
The process of preparing spreadsheet report templates with various spreadsheet generating software is
described in chapter Designing the spreadsheet templatel19é.

6. Finally, click the Save button.
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To successfully use the report template function you must correctly form the Report definition and the
spreadsheet report template. The template can be prepared in any software capable of generating
spreadsheets with file extensions .xls, .xIsx or .ods.

10.8.7.2.4.1 Designing the spreadsheet template

Writing the Report definition:

Every report definition must start with the [Report] section.

REQUIRED GENERAL ELEMENTS
The [Report] section is followed by the required general elements that must be used in every report definition:

Mode=month/day Defines the data source to be used in the report. The month value displays the statistical sums for
the defined period and the day value displays the desired data for each day.

When generating the report the system first determines the selected data source. Then the system
displays the user data defined by the XMLColumnOrder element in the columns of the
spreadsheet for each selected user. The displayed data in the columns differs depending on the
selected data source:
o if Mode=day is selected, the system will check the daily time attendance events for each user.
The individual days will be listed in rows, and the events and data for each day will be displayed in
the correct column of the row.
o if Mode=month is selected, the system will check the monthly statistic sums and display each
data in a separate column.

ExportFormat=Spreadsheet defines the file format of the report to be a spreadsheet.
File sets the suggested name of the generated report.

*DayStatPerLine It is necessary to use this element (with its value set to 1) when generating a report with a
spreadsheet template displaying the value of the main statistic per day (only when using the
Mode=day).

OPTIONAL GENERAL ELEMENTS

DecimalSeparator, ExportEncoding, ExportTimeCuts, ExportStatsIntervals,
ExportZeroDays, ExportZeroAny, ExportStatsIntervalsIignoreWeekendHoliday *
* Read more about specific elements and data selectors in the Table of elements [208,

REQUIRED ELEMENTS FOR SPREADSHEETS WITH TEMPLATES

UseSpreadsheetTemplate=1 ATTENTION!

The Report definition for a report with a spreadsheet template must contain the
UseSpreadsheetTemplate element, set to value 1. If the Report definition does not contain

this element, the report template will not be used when generating the report, even though it is
attached in the custom report form.

OPTIONAL ELEMENTS FOR SPREADSHEETS WITH TEMPLATES

ATTENTION!
Any element used to display or format data, that can be used in a spreadsheet report definition, can also be used in

definitions of reports with a spreadsheet template. However, keep in mind that elements written in the Report definition,
by default, overwrite the elements written in the report template.

XMLColumnsOrder The XMLColumnsOrder element is the main and required element, that defines which data will be
displayed in the spreadsheet report and what order it will be in. The value of the element consists of
listed codes of statistics and names of additional values, separated by semicolon marks (;).

The Line, LineForCalculatedValues, Line_XXXX and Formula_XXXX elements in the spreadsheet report definitions are only used to
format the display of user data. The XMLColumnsOrder element defines which user data will be displayed in the report and in what order.

LineForCalculatedValues The LineForCalculatedValues element defines the formatting of additional values.

Line_XXXX The element Line_XXXX, where XXXX is the code of the statistic or the name of the
additional value, can assign a new name or define the formatting of a specific statistic or additional
value.

ATTENTION!

The names of regular statistics and additional values must not be the same.

Make sure that any manually set names (for example set by Line_XXXX command) do not coincide
with existing names of statistics and additional values. The name repetition will subsequently cause
the repetition of information in the output file.

Formula_XXXX The Formula_XXXX element, where XXXX is the code of the statistic or the name of the
additional value, can be used to include a subsequent recalculation of selected user data into the
generated report.

PageOrientation, XMLFontSize, ColumnWidth, XMLReportTitle, ExportMonthSums (the use of this element is only sensible when
the selected data source are the daily time attendance events - Mode=day), XMLMaxUsersPerPage (the use of this element is only
sensible when the selected data source are the monthly statistic sums - Mode=month), ExportColumnHeaders, HeaderStyle,
Header_XXXX, ExportLegend, Legend_XXXX, PrintGridlines, ExportUserHeaders (the use of this element is only sensible when the
selected data source are the daily time attendance events - Mode=day), CompanyName, CompanyAddress, CompanyIDNumber,
ExportPageHeaders, CsvValueSeparator (*EXCEPTION - (the use of this element is only sensible when generating a Spreadsheet
report with the .csv file extension in the name), CsvAlwaysQuoteValues (*EXCEPTION - (the use of this element is only sensible when
generating a Spreadsheet report with the .csv file extension in the name), PrintMarginLeft, PrintMarginRight, PrintMarginTop,
PrintMarginBottom, PrintAdditionalEntryExits and Line_DriveRoute_XXXX, Line_DriveRouteCount_XXXX,
Formula_DriveRouteCount_XXXX
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* Read more about specific elements and data selectors in the Table of elements[208y and Table of data selectors[206,,

Designing the spreadsheet template:

When designing the spreadsheet template, always keep in mind, which data source you will be displaying:

e When displaying data from daily events (Mode=day), the user data for each day will be displayed in
a separate row, which means that a number of rows will be needed to display the desired data for a single
user.

e When displaying data from monthly statistic sums and additional values (Mode=month), the
display of user data for a single user will require less space/rows.

You can set completely custom cell borders and fills for the cells in the spreadsheet template. The text that
will not vary and will be constant (e.g. the spreadsheet header) can be simply entered and styled in the
desired cells.

The variable parts of the spreadsheet template, that contain the elements used to retrieve the desired data
from the database, are marked by a specific symbol combination. Each variable part must begin with a
double percent sign (%%).

When generating the spreadsheet report with a report template, the Codeks system scans the report
template searching for parts beginning with the %% sign. The template can contain several types of
elements starting with the %% sign:
o elements that display general information
an element with the form %% {~NAME OF DATA SELECTOR~()~DATA DISPLAY PARAMETERS~},
enables the display and formatting of specific general information.

Example: The element %% {PERIOD_START()MM} written in the spreadsheet template will display
the start month of the period to be displayed, and the %% {USER_NAME()20} element will display
the name of the user.

o the element that defines the row to be repeated depending on the selected data source
(Mode=day - the row is repeated for each day, Mode=month - the row is repeated for each user)
the element %%DATAROW marks the beginning of the row to be repeated in the spreadsheet for each
day or each user.

« elements that display a specific statistic or additional value
an element with the form % %STATDATA(~CODE OF STATISTICS / NAME OF ADDITIONAL VALUE~
){~NAME OF DATA SELECTOR~()~DATA DISPLAY PARAMETERS~} enables the display and data
formatting of a selected statistic.

Example: The element %%STATDATA(0001){TIME()} written in the spreadsheet template will
display the duration of the statistic with the code 0001.

o the element to display (statistic) sums
the %%SUMDATA(DaySum){TIME()} element will display:
- the sum of each column, if it is used at the end of a row containing the %%DATAROW element,
- the monthly sum, if it is used in the report header or separately elsewhere in the spreadsheet.

e the element to display the drive and lunch count
the elements %% STATDATA(Drive){~NAME OF DATA SELECTOR~()~DATA DISPLAY
PARAMETERS~} and %% STATDATA(Lunch){~NAME OF DATA SELECTOR~()~DATA DISPLAY
PARAMETERS~} will display the number of drives and lunches, respectively.

From Codex version 10.2112.0.15840, it is possible to specify the format of the data to be displayed
in individual table cells in the spreadsheet template in the spreadsheet formatting program (e.g.,
Microsoft Excel, LibreOffice Calc, OpenOffice Calc), and to calculate new values from values printed in the
same spreadsheet line with basic Excel formulas (addition, subtraction, multiplication, and division).

You can read more about setting the data format in chapter Data format specified by Excel data
format/[212.

You can read more about the use of Excel formulas to calculate new values in the same row in
chapter Example of a report with a template with Excel formulas /195,
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To generate a spreadsheet report using a report template you must correctly form the Report definition and
the spreadsheet report template. The example report shown below displays the presence report for a
selected user in a selected month. The used Report definition and spreadsheet report template are also
shown below.

10.8.7.2.4.2 Example of a spreadsheet report with a spreadsheet template

A B c D
1
2 User presence report
3
4 Month: 01 Year: 2017]
5
6 Name and last name  Glavan Sebastjan ‘
7
8 Date Start End sum |
9
10 01 00:00 00:00
11 '02 00:00 00:00
12 '03 07:00 15:00 08:00
13 '04 07:00 15:00 08:00
14 o5 0700 1500 0800
15 06 0700 1500 0800
16 o7 0000 0000
17 '08 00:00 00:00
18 '09 07:00 15:00 08:00
19 '10 07:00 15.00 08:00
20 '11 07:00 15:00 08:00
2112 07:00 1500 08:00
22[13 0700 1500 0800
2314 0000 0000
2415 0000 0000
25 '16 07:00 15:00 08:00
26 '17 07:00 15.00 08:00
27 '18 07:00 15:00 08:00
28 '19 07:00 15:00 08:00
29 [20 0700 1500 0800
30 [21 0000 0000
312 0000 0000
32 '23 07:00 15:00 08:00
33 '24 07:00 15:00 08:00
34 '25 07:00 15.00 08:00
35 '25 07:00 15:00 08:00
36 27 07:00 1500 08:00
3728 0000 0000
38 29 0000 0000
39 '30 07:00 15:00 08:00
40 '31 07:00 15:00 08:00

- the report definition with the attached spreadsheet report template

General information

Name  Spreadsheet report with template

Report | [Report]

definition | \ode=day
ExportFormat=Spreadsheet

File=Template report.xls

UseSpreadshestTemplate=1

Owner Admin Admin T

Type Public v

Report template xlsx Upload || Choose File | No file chosen
template

- spreadsheet template
A B

G D

1

2 User presence report

3

4 Month: {PERIOD_START(dd} Year: PEROD_STARTOWWY |
5

6 Name and lastname: %%{USER_NAME()20} ‘
7

8 Date Start [End [sum |
9

%%DATAROW()% %STATDATA ~ %%STATDATA(Entry Time)TIME() %% STATDATAExitTime){TIME()} %%STATDATA(000 )TIME()
0 |(DayNumber{DATE(dd)

=
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The following is an example of a report with a spreadsheet template that contains cells in which data is
written in the format specified by Excel (or another spreadsheet editing program) and a basic (Excel)
formulas for calculating new values from printed values in the same row.

10.8.7.2.4.3 Example of a report with a template with Excel formulas

- the report definition with the attached spreadsheet report template

General information

Name  Spreadshest report with template

Report | [Repor(]

definition | Mode=day
ExportFormat=Spreadsheet
File=Template report xis

UseSpreadsheetTemplate=1

e
Owner  Admin Admin A
Type Public v
Report template xIsx Upload | | Choose File | No file chosen
template

The report definition does not contain specific settings, as all detailed instructions for data printing are given
in the table template.

- report template

A B & D E F G H 1 J K E M N o P Q
1 Name and last name Regular hours Warm meal Overtime Trensport costs Sick leave wo Else Total
%% STATDATA(Ov} 5,9, STATDATA(Bol)| 4% STATDATA(WO)
% %DATAROW %] | %6%STATDATA(Clocked) 96%6STATDATA(Lunch) {HOURS()EXCEL_N %% STATDATA(Drive) {HOURS()EXCEL_N |{HOURS()EXCEL_NU
2 1|USER_NAME(20) |{HOURS(EXCEL NUM} 10 ol{DAYS()EXCEL_NUM} 7,00 0,00jum} 0,00 0] {DAYS(EXCEL_NUM) Ui} M} 0,00| 0,00}

Excel functions

In the report template, the line with %% DARTAROW can also contain Excel formulas.

Where you want the data from the current row to be used to calculate the new value according to the Excel
formula, use the form X999999, where X is the letter of the column, necessarily followed by 6
nines. 6 nines tell the program that it must take the values from the defined column in the current
row to calculate.

You can use basic Excel formulas: addition, subtraction, multiplication and division.

Examples:
A B [ D E F G H 1 ¥ K 4 M N o P Q
1 Mame and |ast name Regula) 'm meal Overtime Trensport costs Sick leave WO Else Total
9% STATDATA(Ovt) %% STATDATA(Bol) | #%STATDATA(WO)
%3%DATAROW%%( | %%STATDATA(Clocked) unch) {HOURS{)EXCEL_N %% STATDATA(Drive) (HOURS(EXCEL N |{HOURS({)EXCEL_NU|
2 1|USER_NAME()20} {HOUE]EXCEL NUM 1, 0EDAYS()EXCEL NUM! 7,00 0,00luM} 0,00 DJ_{DAVS()EXCE\:NUM} UM} M} 0,00] 0,00

The written function =SUM(C999999*D999999) will be changed to =SUM(A1*B1) for the first line, =SUM(A2*B2) for
the second line and so on for the others.

Qz 83 e I' =SUM(E999999+H395999+K999995+M399959+P999995) I_ k
A B € D E F G H 1 ] K L M N o [ a §
i Name and last name Regular hours. Warm meal Overtime Trensport costs Sick leave wo Else Total
%%STATDATA(OVE) 549 STATDATA(Bol)| %HSTATDATA(WO)
%2 DATAROW % %( | %%S TATDATA(Clocked) 2696STATDATA(Lunch) {HOURS()EXCEL_N %% STATDATA(Drive) {HOURS(JEXCEL_N |{HOURS()EXCEL_NU)
2 1|USER_NAME()20) |{HOURS()EXCEL_NUM} 10 0l{DAYS()EXCEL_NUM} 7,00 0,00{un} 0,00 0] (DAYS(EXCEL _NUM}| uny M} 0, 0,00

The written function =SUM(E999999 + H999999 + K999999 + M999999 + P999999) will be changed to =SUM(E1 +
H1 + K1 + M1 + P1) for the first line, =SUM(E2 + H2 + K2 + M2 + P2) for the second line and so on for the rest.
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Element name

‘ Description

Mode

Format

REQUIRED GENERAL ELEMENTS

Default value

Allowed values

browser. The user has the option of
using the offered file name or entering
a different name.

The file name can also be defined to
generate the export date by using
dynamic functions.

OPTIONAL GENERAL ELEMENTS

[Report] The [Report] section marks the beginning of the report and must necessarily be the first element in each report
definition. Only comments can be inserted before the [Report section].

Mode Defines the data source to be used in the CSV or TXT Mode = month month
report. Spreadsheet day
More about Mode settings in chapter Before XML
writing the report definition [1763,

ExportFormat Sets the output format of the report month |\ ExportFormat = TXT CSV or TXT
file. More about setting the export day ExcelXML
format in chapter Spreadsheet
Before writing the report definition [176) XML

File This element defines the name of the | month | CSV or TXT File = ~ custom text and
report file that is suggested to the day Spreadsheet CustomReport_{DATE()yyyy- |dynamic function
user when saving the report in a web XML MM-dd}.txt for generating the

export date

in chapter Definition structure[178,.

ATTENTION! It is obligatory to use this
element, when defining a plain text
report. If the Line element is not
explicitly defined, the output file will
only display the values set in the default

value for this element.

DecimalSeparato | Defines the decimal mark used with month | CSV or TXT DecimalSeparator =, ~ custom mark
r decimal values. day Spreadsheet (comma) (e.g. , . ; :etc)
XML
ExportEncoding | Sets the character encoding standard | month | CSV or TXT ExportEncoding = Unicode Unicode
day Spreadsheet windows-1250
XML windows-1251
windows-1252
windows-1257
ExportTimeCuts | Enables the display of Time cuts in the | month | CSV or TXT ExportTimeCuts = 0 (disabled) | O (disabled)
output file. day Spreadsheet 1 (enabled)
XML
ExportStatsInter | Groups the display of intervals, that day CSV or TXT ExportStatsIntervals = 0 0 (disabled)
vals are repeated several days in a row. Spreadsheet (disabled) 1 (enabled)
Example: Instead of displaying XML
E000;02.11.2016 : 02.11.2016
E000;03.11.2016 : 03.11.2016
E000;04.11.2016 : 04.11.2016
the display is
E000;02.11.2016 : 04.11.2016
ExportStatsInter | Groups the display of intervals or day CSV or TXT ExportStatsIntervalsIgnoreWe | 0 (disabled)
valsIgnoreWeeke | statistics, that are repeated several Spreadsheet ekendHoliday = 0 1 (enabled)
ndHoliday days in a row without weekends and XML (disabled)
holidays.
ExportZeroDays | When enabled, it also displays month | CSV or TXT ExportZeroDays = 0 0 (disabled
statistics, which's either content is day Spreadsheet (disabled display) display)
equal to 0. XML 1 (enabled
display)
ExportZeroAny When enabled, it does not display month | CSV or TXT ExportZeroAny = 0 0 (enabled
statistics, which's either content is day Spreadsheet (enabled display) display)
equal to 0. XML 1 ((disabled
display)
PredictWorktime | It also enables the display of days in month | CSV or TXT PredictWorktime = 0 0 (disabled
the future up to the end of the (billing) | day Spreadsheet (disabled display) display)
period. XML 1 (enabled
display)
| REQUIRED ELEMENTS FOR TEXT FILES ‘
Line The Line element determines how the | month | CSV or TXT Line = {DATE()yyyyMM}; ~ a description of
regular statistics will be displayed. You | day Spreadsheet {USER_ID()10};{USER_NAME | the Line element
can read more about the Line element XML ()103};{STAT()};{DAYS()5.2}; | can be found in

{HOURS()5.2};

chapter Definition

structure[178

~ Table of data
20
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Element name

Description

Mode

Format

Default value

Allowed values

*UserPrefixLine

This element defines the basic data of
each user that will be displayed before
displaying the actual T&A data, defined
by the Line element, in the report
which conforms to the RILPRE6
specification (in Italy).

*ATTENTION! It is obligatory to use this
element in combination with
Line=RILPREG6, when defining a plain
text report that conforms to the
RILPREG6 specification. If this
combination of elements is not thus
defined, the output file will not display
the values as desired.

day

CSV or TXT

UserPrefixLine =

(empty value - if the value is
not set, it will not be
displayed)

OPTIONAL ELEMENT FOR TEXT FILES

~ the element can
contain the same
kind of content as
the Line element

LineForCalculated | This element defines how the month | CSV or TXT ~ the same display as in the ~ a description of
Values additional values will be displayed. You | day Spreadsheet Line element. the
can read more about the XML LineForCalculated
LineForCalculatedValues element in Values element
chapter Definition structure [178. can be found in
chapter Definition
structure [178
~ Table of data
20
~ Table of
additional values
18
Line_XXXX Sets the display of a specific statistic month | CSV or TXT ~ the same display as in the ~ a description of
or user information defined in the Line | day Spreadsheet Line element. the Line_ XXXX
element. XML element can be
found in chapter
Definition
structure[178
~ Table of data
20
Formula_XXXX Adds an additional calculation for a month | CSV or TXT Formula_XXXX = ~ @ description of
specific statistic or additional value. day Spreadsheet (empty value - if the element | the Formula
XML is not set, no additional element can be
calculations are performed) found in chapter
Definition
structure [178
~ Table of
formulas [182
StatInfotypeLine | This element specifies how statistics month | CSV or TXT StatInfortypeLine_XXXX = ~ the element can
_XXXX with the same infotype will be day (empty value - if the value is | contain the same
displayed, with XXXX being replaced not set, it will not be kind of content as
by the corresponding statistics displayed) the Line element
infotype.
StatInfotypeSick | This element specifies how statistics month | CSV or TXT StatInfortypeSickLine_XXXX = | ~ the element can
Line_XXXX with the same infotype that mark sick | day (empty value - if the value is | contain the same
leave will be displayed, with XXXX not set, it will not be kind of content as
being replaced by the corresponding displayed) the Line element
statistics infotype.
StatGroupLine_X | This element specifies how statistics in | month | CSV or TXT StatGroupLine_XXXX = ~ the element can
XXX the same statistic group will be day (empty value - if the value is | contain the same
displayed, with XXXX being replaced not set, it will not be kind of content as
by the corresponding code of the displayed) the Line element
statistics group.
UserHeaderLine_ | The element specifies how rows of month | CSV or TXT UserHeaderLine_X = ~ the element can
1 user data, which will be listed before day (where X is the sequential contain the same
UserHeaderLine_ | the user's registration data, will be number in which the user's kind of content as
2 displayed. The element data will be printed; the Line element
UserHeaderLine_ | UserHeaderLine_1 determines the empty value - if the value is
3 display of data for one (the first) line not set, it will not be
UserHeaderlLine_ | of the user's data display, the element displayed)
4 UserHeaderLine_2 determines the
itd. display of data for the next (the
second) line of the user's data, and so
on.
ExportColumnHe | Displays the column headers. month | Spreadsheet ExportColumnHeaders = 0 0 (disabled
aders day (disabled display) display)
1 (enabled
display)
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Element name | Description Mode | Format Default value Allowed values
Line_DriveRoute | The element specifies the display of month | CSV ali TXT ~ the same display as in the ~ a description of
_XXXX the line with the data on the mileage day Spreadsheet Line element. the Line_XXXX
of the route traveled to a specific element can be
workplace. In the element, XXXX is found in chapter
replaced with the corresponding Definition
Location Code [25 assigned to the structure [178
location in the Hardware editor. The ~ Table of data
item is relevant and can only be used 208
when using the Codeks Distance Table
add-on.
Example of use:
Line_DriveRoute_xyz={DISTANCE()8.
3
Line_DriveRoute | The element specifies the display of he | month | CSV ali TXT ~ the same display as in the ~ a description of
Count_XXXX line with information on the number of | day Spreadsheet Line element. the Line_ XXXX
repetitions of transports to a specific element can be
workplace. In the element, XXXX is found in chapter
replaced with the corresponding Definition
Location Code[258 assigned to the structure[178
location in the Hardware editor. The ~ Table of data
element is relevant and can only be 20
used when using the Codeks Distance
Table add-on.
Example of use:
Line_DriveRouteCount_xyz={DAYS()3.
0
Formula_DriveRo | The element allows you to add an month | CSV ali TXT Formula_DriveRouteCount_XX | ~ a description of
uteCount_XXXX | additional recalculation for the counter | day Spreadsheet XX = the Formula

XMLColumnsOrde
r

of the number of drives made to a
specific workplace, where XXXX is
substituted by the appropriate
Location Code of the workplace.
Example of use:
Formula_DriveRouteCount_xyz={SUM
()+DriveRoute_xyz; }

REQUIRED

Lists all the statistics and additional
values, which will be displayed in the
columns of the spreadsheet. It also
sets the order in which they will be
displayed in the output file.

ATTENTION! It is obligatory to use this
element when defining a spreadsheet-
type report. If the XMLColumnsOrder
element is not defined, no data will be
displayed in the output file. Each
individual statistic or value separated
by a semicolon ; , will be displayed in a
separate column.

month
day

Spreadsheet

(empty value - if the element
is not set, no additional
calculations are performed)

ELEMENTS FOR SPREADSHEETS

XMLColumnsOrder =

(empty value - if the value is
not set, it will not be
displayed)

element can be
found in chapter
Definition
structure [178

~ Table of
formulas [182%

~ the element
value consists of
listed codes of
statistics and
additional values,
separated by a
semicolon ;

All (displays all
statistics and time
cuts)

Statistics (displays
all statistics)
ExportableStatistic
s (displays all
statistics marked for
export)

TimeCuts (displays
all time cuts)
ExportableStatistic
sAndTimeCuts
(displays all statistics
marked for export
and all time cuts)
DriveRouteData
(displays counters
and distances for all
drive routes specified
in user settings;
available only when
using the Codeks
Distance Table add-
on)

spreadsheet.

| OPTIONAL ELEMENTS FOR SPREADSHEETS ‘
XMLFontSize Sets the font size. month | Spreadsheet XMLFontSize = 6 ~ number value
day
ColumnWidth Column width month | Spreadsheet XMLColumnWidth = Autofit ~ number value in
day millimeters
XMLReportTitle Sets the title of the report, which is month | Spreadsheet XMLReportTitle = ~ custom title
displayed in the header of the day (empty value - if the title is

not specifically defined, it is
not displayed)
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Element name

Description

Mode

Format

Default value

Allowed values

XMLMaxUsersPer
Page

Enables the display of multiple users
per page.

month
day

Spreadsheet

XMLMaxUsersPerPage = 1

~ number value

PageOrientation

Sets the page orientation of the output
report.

month
day

Spreadsheet

PageOrientation = Portrait

Portrait
Landscape

ExportMonthSum
s

Displays the monthly sums of statistics
in the lower part of the spreadsheet
for each user.

day

Spreadsheet

ExportMonthSums = 0
(disabled)

0 (disabled)
1 (enabled)

HeaderStyle

Sets the text orientation of the
spreadsheet header.

month
day

Spreadsheet

HeaderStyle = Horizontal

Horizontal
Vertical

Header_XXXX

Changes and defines the display of the
column name. XXXX represents the
code of a specific statistic. The
element is used similarly to the
Line_XXXX element.

month
day

Spreadsheet

Header_ XXXX =
~ the name of a statistic of
additional value

~ custom column
name

ExportLegend

Displays the legend of all used codes
and names, at the bottom of the
spreadsheet report. It is used in
combination with the Legend_XXXX
element.

day

Spreadsheet

ExportLegend = 0
(disabled)

0 (disabled)
1 (enabled)

Legend_XXXX

Sets the description of the codes and
names, displayed in the legend. To
enable the display of the legend the
ExportLegend element must be
enabled.

day

Spreadsheet

Legend_XXXX =

(empty value - if the value is
not set, it will not be
displayed)

~ custom
description of the
value

PrintGridlines

Enables the cell borders to be printed
when generating a PDF or Excel
spreadsheet report.

month
day

Spreadsheet

PrintGridlines = 0
(disabled)

0 (disabled)
1 (enabled)

[Custom column]

A custom column can be added to the
column display in spreadsheet type
output files. First, add the new custom
column to the column order, in the
XMLColumnsOrder element. Next,
using the Line_XXXX element, define
what kind of information will be
displayed in the custom column.
Example:
XMLColumnsOrder=DayNumber;
NamelLastname;DaySum
Line_NamelLastname={USER_NAME
0)s

In the example shown a column
containing the user's name and last
name has been added to the
spreadsheet, using the custom column
functionality.

month
day

Spreadsheet

~ custom content,
similar to Line
element value

ExportUserHeade
rs

Displays the header cells of the
spreadsheet, which contain the
company name, address and VAT
number, the name, ID number and
department of the user, the report
title and the export period.

ATTENTION! Do not use
ExportUserHeaders and
ExportPageHeaders simultaneously. The
elements display similar information
and would consequently cause repeated
display of the same information when
exporting to PDF or printing.

day

Spreadsheet

ExportUsersHeaders = 1
(enabled)

0 (disabled)
1 (enabled)

CompanyName

Sets the company name that will be
displayed in the header of the
spreadsheet.

month
day

Spreadsheet

CompanyName =
~ the company name saved in
the Codeks' settings

~ company name

CompanyAddress

Sets the company address that will be
displayed in the header of the
spreadsheet.

month
day

Spreadsheet

CompanyAddress =
~ the company address saved
in the Codeks' settings

~ company
address

CompanyIDNum
ber

Sets the VAT identification number of
the company that will be displayed in
the header of the spreadsheet.

month
day

Spreadsheet

CompanyIDNumber =

~ the VAT number of the
company saved in the Codeks'
settings

~ the VAT (Value
Added Tax)
identification
number of the

company
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Element name

Description

Mode

Format

Default value

Allowed values

ExportPageHead
ers

Writes the Company name and
address, the report title and the time
period to the document header.

ATTENTION! The information will not be
displayed in the spreadsheet, but only
in the document header. The headers
will only be displayed when exporting
the spreadsheet to PDF or when
printing the spreadsheet.

ATTENTION! Do not use
ExportUserHeaders and
ExportPageHeaders simultaneously. The
elements display similar information
and would consequently cause repeated
display of the same information when
exporting to PDF or printing

day

Spreadsheet

ExportPageHeaders = 0
(disabled)

0 (disabled)
1 (enabled)

CsvValueSeparat
or

ATTENTION! The use of this element is
only sensible when generating a
Spreadsheet report with the .csv file
extension in the name.

Puts a custom separator mark
between the displayed values in the
report.

Example:
CsvValueSeparator=;
Display: Janez
Novak;08:00;123,45;03:00

month
day

Spreadsheet

I file extension: .
csv

CsvValueSeparator= ;
(semicolon)

~ custom mark
(e.g. , . ; :etc)

CsvAlwaysQuote
Values

ATTENTION! The use of this element is
only sensible when generating a
Spreadsheet report with the .csv file
extension in the name.

Puts quotation marks around each
displayed value in the report.

Example:
CsvAlwaysQuoteValues=1
Display: "Janez Novak"; "08:00";
"123,45"; "03:00"

month
day

Spreadsheet

I file extension: .
csv

CsvAlwaysQuoteValuess = 0
(disabled)

0 (disabled)
1 (enabled)

PrintMarginLeft
PrintMarginRight
PrintMarginTop
PrintMarginBotto
m

Defines the borders of the page, when
the report will be printed.

month
day

Spreadsheet

PrintMarginLeft = 0.7
PrintMarginRight = 0.7
PrintMarginTop = 0.7
PrintMarginBottom = 0.7

~ number value in
inches

* the default
decimal separator
depends on the
localization
settings of the
system where the
Codeks software is
running.

PrintAdditionalEn
tryExits

UseSpreadsheetT
emplate

Turns on the display of additional
entries and exits on the same day.

If the setting is enabled, any additional
entries and exits will also be displayed
in the spreadsheet. The time of the
second entry or exit of the day will be
recorded in the same table cell as the
first entry or exit of the day, only in
the second line below the first record.
Any potential additional entries and
exits will also be listed lower in the
same cell.

day

Spreadsheet

PrintAdditionalEntryExits = 1
(by default the display of
additional entries or exits is
enabled)

REQUIRED ELEMENT FOR SPREADSHEETS WITH TEMPLATES

Enables the use of the spreadsheet
report template that is added to the
report's definition.

The element must always be included
in the report definition if you want to
generate a spreadsheet report using a
spreadsheet report template.

month
day

Spreadsheet

UseSpreadsheetTemplate = 0
(disabled)

0 (disabled)
1 (enabled)

0 (disabled)
1 (enabled)
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XMLRootElement
Name

with a spreadsheet template and the
setting Mode set to day.

This element displays the value of the
main statistic in a separate row for
each day when the user's assigned
work obligation is not 0. (In order for
the element to display the values
correctly, the brackets of the %%
STATDATA element in the spreadsheet
template must be left empty - e.g. %
%STATDATA(). )

The name of the hierarchically highest
root XML element used in the output
file. This element includes all other
elements that contain user information
of the selected users.

ATTENTION! It is obligatory to use this
element when defining a structured XML
output file.

month | XML

day

Element name | Description Mode | Format Default value Allowed values
DayStatPerLine | ATTENTION! The use of this element is day Spreadsheet DayStatPerLine = 0 0 (disabled)
only sensible when generating a report (disabled) 1 (enabled)

REQUIRED ELEMENTS FOR XML FILES

XMLRootElementName =
(empty value - if the value is
not set, it will not be
displayed)

~ the name of the
root XML element
in the output file

[XSLT]

SplitLineToCells

The [XSLT] section marks the
beginning of the XSLT code written in
the XSLT 1.0 syntax.

You can read more about XML at
http://www.w3schools.com/xsl/
default.asp.

ATTENTION! It is obligatory to use this
element when defining a structured XML
output file.

REQUIRED ELEMENTS

This element activates the function of
displaying the output data in individual
cells of the spreadsheet.

*ATTENTION! It is obligatory to use this
element when defining a spreadsheet
report with row display. It must be
used in combination with the Line,
LineForCalculatedValues or Line_XXXX
elements that define which data and in
what form it will be displayed in the
spreadsheet report with row display.

OPTIONAL ELEMENTS

month | XML

day

FOR SPREADSHEETS WIT

month
day

Spreadsheet

FOR SPREADSHEETS WIT

H ROW DISPLAY

SplitLineToCells = 0
(disabled)

H ROW DISPLAY

0 (disabled)
1 (enabled)

SplitLineColSepar | Defines separator (typographic month | Spreadsheet SplitLineColSeparator = ; ~ custom mark
ator character) which will be used to day (semicolon) (e.g. , . ; :etc)
separate data to individual cells of the
spreadsheet.
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% - When the % sign is used in combination with a statistic name, a list of all intervals that contain that statistic will be
displayed, instead of the content value of the statistic.

Other form elements

Use:

e It can only be used along with the following settings: Mode = day, and ExportFormat = ExcelXML or
Spreadsheet

e It is written in front of the statistic code (%XXXX, where XXXX stands for the code of the statistic).

Example:

XMLColumsOrder = Break;%Break
The first column will display the daily sum of the Break statistic and the second column will display a list of all
recorded intervals containing this statistic.

1 - When the ! mark is used in combination with the code of a statistic or additional value, the value will only be displayed
for the first user in a row.
Use:
- It can only be used along with the following settings:
Mode = day
ExportFormat = ExcelXML or Spreadsheet
XMLMaxUsersPerPage is greater than 1 (this means that more than one user per page/row is displayed).
- The exclamation mark ! is written in front of the statistic code (IXXXX, where XXXX stands for the code of the
statistic).
Example: XMLColumnsOrder=!DayNumber;0001;DaySum
The value of DayNumber will only be displayed for the first user. It is unnecessary to repeat it for other users on
the same page.

10.8.7.2.6 Table of data selectors

Data selector name Description Content type

USER DATA SELECTORS

USER_CODE Displays the user code. * This data is only used when exporting user data originally created | Text

in the Jantar V7 program.

USER_CARD Displays the user's card number. Text

USER_ID Displays the user's personal identification number. Text

USER_EXTERNAL_ID Displays the user's external identification number. Text

USER_EXPORT_ID Displays the user's export identification nhumber. Text

USER_NAME Displays the user's name and last name. Text

USER_FIRSTNAME Displays the only the user's name. Text

USER_LASTNAME Displays the only the user's last name. Text

USER_DEPARTMENT Displays the code of the organization unit. Text

USER_DEPARTMENT_NAME Displays the name of the organization unit. Text

USER_GROUP_ID Displays the internal number of the user's main group. Text

USER_GROUP_NAME Displays the name of the user's main group. Text

USER_EMAIL Displays the user's email address (that is entered in the Codeks application). Text

USER_CUST_FIELD1 Displays the user's information entered in the first additional custom field. * The Text

information must be entered subsequently for each separate user. The fields can be
accessed when adding or editing a user on the Additional fields tab.

USER_CUST_FIELD2 Displays the user's information entered in the second additional custom field. * The Text

information must be entered subsequently for each separate user. The fields can be
accessed when adding or editing a user in the Additional fields tab.

USER_CUST_FIELD3 Displays the user's information entered in the third additional custom field. * The Text

information must be entered subsequently for each separate user. The fields can be
accessed when adding or editing a user in the Additional fields tab.

*RILPRE6 Displays the user's information for the whole month according to the RILPRE6 specification. | ~ predefined
user data
according to
the RILPRE6
specification ~

‘ INTERVAL DATA SELECTORS ‘

DATE month: Displays the period start date. Date

day: Displays the interval start date.
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Data selector name Description Content type

DATETO month: Displays the period end date. Date
day: Displays the interval end date (important when displaying night shifts).

PERIOD_START() Displays the start date of the report period. Date

PERIOD_END() Displays the end date of the report period. Date

PERIOD_WO Displays the work obligation period within the same row as another statistic value. Time
(Example: Line{USER_NAME()};{USER_ID()};{STAT()4};{HOURS()6};{PERIOD_WO()

6.2} )
‘ INTERVAL STATISTIC DATA SELECTORS ‘

STAT The data displays the statistic code (set in the statistic settings) when using the Line_XXXX | Text
command, or the name of the additional value, when using the LineForCalculatedValues
command.

HOURS The data displays the statistic time duration in hours. Minutes are converted to decimal Time
values.

HOURS_FLOOR The data displays the statistic time duration in hours, rounded to the lower whole-hour Time
limit. This data can also work with negative values.

ABS_HOURS_FLOOR The data displays the statistic absolute time duration in hours, rounded to the lower whole | Time
hour limit. This data always displays only positive values.

HOURS_ROUND(15) The data rounds the time duration content of a statistic to half hours, using 15-minute Time
increments.

If the time value is from 0 to including 15 minutes past the last whole hour, the data will
round the time value down to the last whole hour value. If the time value is from 16 to
including 45 minutes past, the value will be rounded to half past (half hour mark). If the
time value is from 46 to including 59 minutes past, the value will be rounded up to the next
whole hour.

Examples: The value of a statistic is 7 hours and 15 minutes. Using the HOURS_ROUND
data the value will be rounded down to 7 hours.

The value of a statistic is 7 hours and 37 minutes. Using the HOURS_ROUND data the value
will be rounded to 7 hours and 30 minutes (7,5 hours).

The value of a statistic is 7 hours and 46 minutes. Using the HOURS_ROUND data the value
will be rounded to 8 hours.

HOURS_ROUND(30) The data rounds the time duration content of a statistic to half hours, using a 30-minute Time
increment.

If the time value is from 0 to including 30 minutes past the last whole hour, the data will
round the time value down to the last whole hour value. If the time value is from 31 to
including 59 minutes past, the value will be rounded to half past (half hour mark).
Examples: The value of a statistic is 7 hours and 30 minutes. Using the HOURS_ROUND
data the value will be rounded to 7 hours.

The value of a statistic is 7 hours and 31 minutes. Using the HOURS_ROUND data the value
will be rounded to 7 hours and 30 minutes (7,5 hours).

DAYS Displays the repetition counter content of the statistic. Time

ABS_DAYS The data displays the absolute value of the number of days. Time

MINUTES The data displays the time duration of a statistic in minutes. Time

HOUR_MINUTES The data displays the remainder of minutes, after rounding the time duration content of a | Time
statistic to whole hours.

Example: The time value of a statistic is 8 hours and 5 min, that is 485 minutes. In this
case, the data would return the value of 5.

TIME The data displays the time duration of a statistic in hours and minutes (hh:mm), unlike the | Time
HOURS data, which converts the minutes into decimal values. The data does not support
any additional data display parameters.

SIGN The data displays if the value of the statistic is positive + or negative - . In some cases. the | Mathematical
output file must contain the absolute value of the statistic and the mathematical sign operator
associated with it is written in a different column. Any sign can be set to display if a value
is positive or negative. The data can contain up to two signs: the first sign displays that the
value is positive and the second that it is negative.

Example 1: {SIGN()+-} Example 2: {SIGN()PN}

MINUTES2DAYS The data displays the quotient between the recorded work hours and the work obligation. If | Number
the user worked exactly the same length of time as set by his work obligation, then the
data will display the value 1.

INTERVALFIRSTDAY The data displays the start date of the statistic for period. Date

By default, the INTERVALFIRSTDAY() will display the start date of the statistic for period
but within the set period for display.

If the INTERVALFIRSTDAY(#) is used the absolute start date of the statistic for period will
be displayed, but only if the date is not contained within the set period to be displayed.

Example: If you are creating a report of statistics for period in April for a user who already

started his sick leave in March: Primer:

o to display the absolute start date of the statistic for period use INTERVALFIRSTDAY(#).

o To display the start date of the statistic for period within the set period to be displayed
use INTERVALFIRSTDAY()
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Data selector name Description Content type
STAT_DESCRIPTION The data displays the description of the statistic, which is specified in the statistics settings. | Text
1 DAY_STAT The data displays the code of the main daily statistic, which is specified in the statistics Text
settings.
1 DAY_STAT_DESCRIPTION | The data displays the description of the main daily statistic, which is specified in the Text
statistics settings.
1 DAY_STAT_INFOTYPE The data displays the infotype of the main daily statistic, which is specified in the statistics | Text
settings.
EVENTIN_EVENTID The data displays the entry event type id if EVENTIN_EVENTID is used, and the exit event | Number
EVENTOUT_EVENTID type id if EVENTOUT_EVENTID is used.
EVENTIN_EVENTID_NAME The data displays the entry event type name if EVENTIN_EVENTID_NAME is used, and the | Text
EVENTOUT_EVENTID_NAME | exit event type name if EVENTOUT_EVENTID_NAME is used.
DISTANCE The data displays the recorded distance in kilometers for commuting to different Number
workplaces.
‘ ADDITIONAL DATA SELECTORS ‘
SKIP Skips a selected statistic.
When you want to exclude a certain statistic from the current report, you can use the data
SKIP.
Line_XXXX = {SKIP()}
The statistic XXXX can keep the option "statistic for export" in the statistic settings enabled,
because the SKIP data excludes its export only in the current report.
EMPTY Inserts the desired number of blank rows. Blank row
Line = ... {EMPTY()A}... , where A is the number of blank rows.
SPACE Inserts the desired number of single spaces. Single space
Line = ... {SPACE()A}... , where A is the number of spaces.
\t (Tab) Inserts a tab space. Tab space
1 these selectors only work with the mode=day.
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Data display parameters are used to determine the form, in which the data will be displayed in the output

10.8.7.2.7 Data display parameters

file. The use of parameters differs depending on the content type (text, time, counter and date) contained
by the data. For more about content types see the Table of data selectors[208,

Keep in mind that Codeks distinguishes between uppercase and lowercase letters. When using the display
parameters the parameter hierarchy and order must be followed. In the following examples, the main
parameters for each data type are colored dark blue and the are colored

WARNING!
The use of display selectors is always required when displaying numeric data and it is also highly
recommended when displaying text and other types of data.

WARNING!
The order of the data display parameters is important. The order and hierarchy of the parameters
must be followed in order to accurately form a data display.

Text:
Line_ XXXX = {DATA_NAME() X >
X X = minimum length. If the data consists of fewer characters, single spaces are added.
Y = maximum length. If the data consists of more characters the surplus characters are not
displayed.

The leading zeros are displayed.
The text is left-aligned. By default the text is right-aligned.

Examples:

Line = {USER_CARD()10} The display parameter is "10".

If the number of the user's card is 5678, the Line will display:
5678.

6 single spaces followed by the card number.

Line = {USER_NAME()-10.20} The display parameter is "-10.20".

If the user's name and last name are shorter than 10 characters, spaces will be added at the end, but
if they are longer, the last letters will be cut off. The name "Rok Semic" will be displayed with an
addition of 11 single spaces and the name "Ferdinand Semprimoznik" will be shortened to "Ferdinand

Semprimozn".
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Time and counters:
Line_ XXXX = {DATA_NAME() X .Y}

X X = the total number of characters used to display the data (including decimal numbers). If the data

consists of fewer characters, single spaces are added.
Y = the number of decimal spaces. If this value is not set, whole humbers are displayed or the

values are rounded to whole numbers.

ATTENTION!
When displaying time, the values are converted to decimal format. This means that the minutes are

displayed as decimal values.

The leading zeros are displayed.
The text is left-aligned. By default the text is right-aligned.
The exclamation mark ! subtracts the decimal mark from the display.

Examples:

Line = {HOURS()5} In this case, the display parameter "5". It represents the total length of the
display. If a statistic had a time duration content of 12 hours and 20 minutes, the data would display
the value " 12", the number 12 preceded by three single spaces. No decimal values would be
displayed.

Line = {HOURS()5.2} In this case the display parameter is "5.2". The total length of the display is
set to 5 characters, two characters are used for decimal values and one for the decimal mark. If a
statistic contained the value 12 hours and 20 minutes, the display would be 12,33.

If the statistic contained the value 6 hours in 15 minutes, the display would be 06,25.

A problem would arise if the statistic had more than 99 whole hours. The display would be incorrect
in this case.

Line = {HOURS()-7.2} In this case the total length of the display is "7", of which two characters are
used to display decimal values and one character is used to display the decimal mark. If the statistic
consisted of 12 hours and 20 minutes, the display would be 12,33 . The display would be left-aligned
and two single spaces would be added at the end.

Line = {DAYS()3} In this case the display parameter is "3" and it represents the full length of
the repetition counter. If the statistic contained the value 22, the display would be 22. The number

22 preceded by a single space.
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Date:

Example: Line_XXXX = {DATE()dd }
The date consists of individual elements, which enable a completely custom date display. The parameters

Utn®

used to form a date are listed in the table below. The date display is also dependant on the regional setting

of the server and user account, where Codeks service in running.

Table for date formatting

Parameter
d

dd

ddd

dddd

MM

MMM
MMMM

HH

Description

Day of the month, without the leading zero. 1 - 31

Day of the month, with the leading zero. 01 - 31

Abbreviated weekday name. Mon, Tue ...

Full weekday name. Monday, Tuesday ...

Month, without the leading zero. 1 - 12

Month, with the leading zero. 01 - 12

Abbreviated name of the month. Jan, Feb ...

Full name of the month. January, February ...

Year, written with two characters and without the leading zero. 0 - 99
Year, written with two characters and the leading zero. 00 - 99
Year, written with three characters and leading zeros. 001 - 999
Year, written with four characters and leading zeros. 0001 - 1999
Minutes, without the leading zero. 0 - 59

Minutes, with the leading zero. 00 - 59

Hours, written in a twelve-hour format and without the leading zero.
0-12

Hours, written in a twelve-hour format and with the leading zero.
00 - 12

Hours, written in a twenty-four-hour format and without the leading zero.

0-24

Hours, written in a twenty-four-hour format and with the leading zero.
00 - 24
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* Data format specified by Excel data format [for reports with a spreadsheet template[195]:

For spreadsheet template reports, the format of the data that will be displayed in individual cells of
the spreadsheet can be specified in the spreadsheet formatting program (e.g., Microsoft Excel,
LibreOffice Calc, OpenOffice Calc).

By default, all data is written to the reports as plain text (i.e., General in Excel).

In the selected program for spreadsheets, specify the format in which you want the data to appear in the
report. You can choose between data types: Time (day time), Date and Number.

C D | E F G H 1 il K L M N
x Cut

Bz Copy

‘Number! Alignment  Font  Border  Fill  Protection

[ Paste Options: Category:

Sample
INumber I

General format cells have no specific number format,
|Date

Time
Fraction
Seientific

Text
Clear Contel Special

e Custom
Format Cells...
Column Width...
Hide

Unhide

Then you need to set the data type in the element for the display of this data in the spreadsheet
template. To specify the data type write one of these data display parameters in the element:

- EXCEL_TIME for data type Time (day time),

- EXCEL_DATE for data type Date,

- EXCEL_NUM for data type Number.

Example of an element with an Excel time format:
%%STATDATA(Saldo){HOURS()EXCEL_TIME?}

You can view an example of this kind of report in chapter Example of a report with a template with Excel

formulas[198.
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10.8.7.3. Edit Custom Report

You can change existing report's settings in the Custom report editor. Select the report you wish to edit
from the List of reports. Click the Edit custom report icon, edit report's data and save the changes. You can
also edit the report with double click on it or through the menu which appears with the right-click on the
report.

iy
L]

Delete custom
report report report

Custom report

Back Add custom Edit custom

Home

Template Report Admin Admin Public
Spreadsheet Admin Admin Public
Manual TXT Admin Admin Public

10.8.7.4. Delete Custom Report
On the list of reports select the report you wish to delete and click the Delete custom report icon. New
window pops up in which you need to confirm deletion of the report. This will delete the report from the list

of reports.

‘L’.f, Custom report o ‘ ‘

Back Add custom Edit custom
report

Home

Template Report dmin Admin Public
Spreadsheet Admin Admin Public

Manual TXT Admin Admin Public
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10.9. Work Obligation History

Changes in the work obligation of an individual user (e.g. reduced work obligation, maternity leave, end of

employment, etc.) are recorded in the Work obligation history.

1. To display the user's work obligation history, first, select the desired user on the List of users.
Then right-click to open the menu and select Work obligation history or click the Work obligation

history icon in the toolbar of the editor.

Iy
-

Time attendance

Anders
Brown

Christmas
Cooper
Elder Add additional entry exit
Evans) Add interval for period
Flanighan

N Set overtime and transfer
Gardiner-
Hill Set data for year
Jameson Recaleulate statistics
Knowles Recalculate events
’ Knowles | gecalculate period
Lewis
Lin
Mahkovis
Martin e sy e e it .

Recalculate year transfer

McEntyre|  Close it
Puerto Waris 1077 | counting o &

2. The user's work obligation changes will be displayed in a new pop-up window.

Date Type Name Notes X
User Anders Tatiana Initial revision Edit
01.3.2020 Group Flexible 24 hours SPRING work Edit
01.6.2020 Group Flexible 24 hours SUMMER work Edit
05.11.2020 |Group Flexible 24 hours AUTUMN work Edit
16.2.2021 User Anders Tatiana Maternity leave Edit

3. The Edit link displayed next to each entry will open the user or group revision in the Groups editor with
which the change to the users work obligation was made. You can read more about revisions in chapter

Revisions/ &,
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10.10. Confirming statistics

When using the confirming statistics function, some statistics recorded by users in the time registration
are not automatically accepted, but must first be confirmed by the relevant head of department before they
are taken into account in the recalculation of hours or for the salary payment. This feature is typically used

to validate extraordinary work, such as overtime hours.

NOTE Code Count statistic as
To create statistics that need the confirmation of a head of s _OA; v
. S - ame (JAdd to statistic
department, you will have to create new statistics in the o O Gountwrk hours
Statistics editor, that have the Statistic needs confirmation P—— B oy o g
2251 setting enabled. S Tl Gountin standby
Hours [ Count drive
[ Count statistics
Real s () Count only once daily
Work obligation by default Export
Ovenwrite
Statistic infotype Count lunch
[ Count leave
O Count old leave
b Show statistic in reports
(| #895CD3 Show statistic in statistics overview
a g a A A A atistic validity {8 Show statistic in statistics menus
This type of statistics will be displayed with an icon next to e B (0 Tissaftic ndiatas sbscnce
them in the Time attendance editor, which indicates that the e
statistics require confirmation. The statistics will be taken into
account when recalculating the time attendance data only after D) Allow users edit in table view
they have been confirmed by the head of the department. founs nammE e

Manage statistics groups

(O Don't count into statistics group sum

a Z 4.5.  Worktime 2

000 MON o, I . © Day
(08:00) @  Worktime 07:00 - 15:00 None v Notify
[-Entry - (Entrancs) - 07:00 Weekly
[+Exit - (Entrance) - 15:00 None v Notify
(04:00) Overtime+ 18:00 - 22:003 Monthly
[-Entry - (Entrancs) - 18:00 None I Notify
[+Exit - (Entrance) - 22:00 Yearly

None v Notify

You can read more about statistics in chapter Statistics[21%\.

Statistic’s icon
Select existing icon

[ Choosefile | No file chosen

o

NOTE

Statistics that need confirmation can only be confirmed by:
- super administrators and
- heads of departments, who have the rights to edit the users' time attendance.

Settings for the head of department
To create a head of department, who can edit the time attendance of users, you have to set the following settings in the
Users editor:

- in the user's settings in the Department admin tab,

enable the View time attendance and Edit time e T
attendance settings for each user designated to be a " . ————— Visitor announce
head of department. Additianal cards Tl

Department admin

pEs e
b Al a (mim}
» Administration [m} (mim}
» Accounting [m} (mim}
» Bookkeeping [m} (mim}
» Support. a (mim}
» Sales a (mim}
» Production omo0
» Development omoO0
» Field omo0
» Management omOo0
Cancol [ sov |

You can read more about managing the users' rights to edit time attendance in chapter Department Admin[ 42,
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1. In the Time attendance editor, first, select the user who has recorded a statistic that needs confirmation.

Confirm statistic

Next to the statistic that needs the confirmation of a head of department, an orange question mark icon (")
will be displayed.

2. Then, right-click on the question mark icon. A drop-down menu will open in which you can find and click
the Confirm statistic option.

a Z 4.5.  Worktime 1
0o won oo, I ., . O
(08:00) @  Worktime 07:00 - 15:00
[Entry - (Entrance) - 07-00
[*Exit - (Entrance) - 15:00
(04:00) Overtime+ 18:00 - 22:0004
[FEntry - (Entrance) - 18:0(
[>+Exit - (Entrance) - 22:00

Add/edit entry/exit

Add additional entry/exit

- z 5.5.  Worktime Set statistic 1
0000 TUE o 5., 4., e, | setstatisticfor period .
08:00) @  Worktime 07:00-15:00 Add additional statistic
(04:00) Overtime+ 18:00 - 22:00E]  Add additional statistic for period

- Z 6.5. Worktime Add work interval @1
0000 RAED Do 2ot gy l Delete interval :_2' A
(08:00) @  Worktime 07:00 - 15:00
; . ) Events
(04:00) Qvertime+ 18:00 - 22:001 )

- z 75.  Worktime Recalculate statistics 1
00-00 Recalculate events 1
i THU -:‘,,2,,,4,,‘5,l : '-_Zuuz-f@
(08:00) @  Worktime 07:00 - 15:00 ezt et
(04:00) Overtime+ 18:00-22:00E]  Set lunch and drive count

-, s oun Ccommnme 1
00.00 1
S FRI :\||2|||‘1||\E|l Close '—_2|\|34®

08:00y @ Warktima 07-00- 1500
3. A new window will open, where you can edit the data related to the statistic.
For the final confirmation of the statistic, click Use.

Settings Description
Statistic confirmation User The name of the user.

Shift The shift in which the user is assigned. If the user

is not assigned to any shift, the field is empty.
Shift * Users can only be assigned to shifts using the
Codeks add-on Codeks Shifts.

Date The date the statistic that requires confirmation
Duration 04:00 was recorded.

User Garrick Ivan

Date 04/05/2020

Duration The recorded duration of the statistic, that requires

Reason . .
confirmation.

Reason In this field, you can enter any comment about the
Travel cost 0 confirmed statistic (e.g. the reason for the
overtime).

D f ord 06/05/2020
SERELEHNSE Travel cost In this field, you can the travel cost that may have

occurred as a result of the recorded statistics.

Lo m Date of order The date when the head of department confirmed
the statistic (e.g. the date when the order for
overtime hours was confirmed).

4. In the daily display, a green OK icon (E) will be displayed next to the statistic.

~3 45. Worktime 2
0400 MON oy, [N -
(08:00) @  Worktime 07:00 - 15:00

[+Entry - (Entrance) - 07:00
[+ Exit - (Entrance) - 15:00
(04:00) Overtime+ 18:00 - 22:00EX
[-Entry - (Entrance) - 18:00
[+ Exit - (Entrance) - 22-00
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Edit confirmation data

1. To subsequently edit the confirmation data, first, right-click the green OK icon (EX).
A new window will open in which you can find and click the Edit confirmation data option.

a X 4.5.  Worktime

2

04:00 MON-'_‘,,‘2,,.4...E._l'—‘f-‘lll'—_:""24®1

(08:00) @  Worktime 07:00 - 15:00

[-Entry - (Entrance) - 07-00

[ Exit - (Entrance) - 15:00

(04:00) Overtima+ 18:00 - 22-00E%
[-Entry - (Entrance) - 18:00

[ Exit - (Entrance) - 22:00
55. Worktime | Set statistic

Add/edit entry/exit

Add additional entry/exit

- X o .
0000 R St gy l Sebstatistic oy period —_4| 1128 ®1
(08:00) ° Worktime 07-00 - 15:00 Add additional statistic
(04:00) Overtime+ 18:00-22:0001 Add additional statistic for period

< 6.5.  Worktime Add work interval 1
00:00 : 1

uED "-'||\2|||4|||E|l Delete interval '—_2|||3‘1®
08:00) €@  Worktime 07-00-15:00 e
(04:00) Overtime+ 18:00 - 22:0001 g
S 1 Recalculate statistics

- Z 7.5.  Worktime 1
nn-n0 Recalculate events 1
000 Uy ] e O

ecalculate perio:
(08:00) Q Worktime 07:00 - 15:00 e
(04:00) Overtime+ 18:00 -22:00E]  Set lunch and drive count

Sz e v T ;
00:00 FRI - AN R l Cancel confirmation '__4, |24 ®1
(08:00) €@  Worktime 07:00 - 15:00 Close
(04:00) Overtime+ 18:00 - 22:000%

2. In the new pop-up window, you can edit the statistic's data.

3. When you have finished editing, click Use.

Statistic confirmation
User Garrick Ivan
Shift
Date 04/05/2020
Duration 04:00
Reason
e

Travel cost 0
Date of order 06/05/2020

Cancel m
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Cancel confirmation

1. To cancel the statistic confirmation, first, right-click the green OK icon (EX).

A new window will open in which you can find and click the Cancel confirmation option.

-

z

04:00

(08:00)

(04:00)

(08:00)
(04:00)

4.5,
MON

o

53.
TUE

o

6.5.
WED

o

7.a.
THU

o

8.5.
FRI

o

Worktime 2

O
ovnzceno s NN N -

Worktime 07:00 - 15:00
[Entry - (Entrance) - 07:00
[ Exit - (Entrance) - 15:00
Overtime+ 18:00 - 22:00E e e
[-Entry - (Entrance) - 18:0(
: Add additional entry/exit
[Exit - (Entrance) - 22:00
Worktime | Set statistic 1
1
Coraa 2 020008y I Sl SR (T (3 '-_2-| ||34®
Worktime 07-00 - 15:00 Add additional statistic
QOvertime+ 18:00 - 22:000] Add additional statistic for period
Worktima Add work interval 1
1
0|||2w||‘1|||"=|l Delete interval '—_2|||34®
Worktime 07:00 - 15:00
Events
Overtime+ 18:00 - 22:00[]
1 Recalculate statisti §
Womime £calculate statistics 1
Recalculate events 1
ST Bt _— O
R 1d
Worktime 07:00 - 15:00 i s
Qvertime+ 18:00 - 22:000] Set lunch and drive count
Worktime Edit confirmation data 1
1

Warktime 07-00 - 15:00
Overtime+ 18:00 - 22:00/%

Close

2. A notification will appear asking you to confirm the statistic cancellation.

Click OK to un-confirm the statistic.

Codeks says:

Do you really want to cancel statistic confirmation?

“ Cance‘

3. In the daily display, an orange question mark icon (i) will again appear next to the statistic.

-

z

04:00

(08:00)

(04:00)

4.5,
MON

o

Worktime 1
sz e, NN B O
Worktime 07:00 - 15:00

[+Entry - (Entrance) - 07:00

[Exit - (Entrance) - 15:00

Overtime+ 18:00 - 22:00

[+Entry - (Entrance) - 18:00

[2Exit - (Entrance) - 22:00
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11. Statistics

Statistics are used to describe the type of work hours the employees of the company are clocking in, as well
as the different types of employee absences from work. Statistics are used to categorize the clocked

employee work hours in order to prepare them for further data processing in different payroll programs.

You can access the Statistics editor through the Statistics icon in the toolbar of the Time attendance

editor.

1 Olall @ ® B B BE & &
‘. Time attendance 4
Home Back Statistics Period report Report Error report  Statistics report Export Reports Custom reports Work obligation

history
Jy w O x
- Statistics AdminEN
Home Back Add statistic
code Courl statistic 23
~ 001 RegularSaldo
@ o001 Worktime Name Add to statistic
@eE000 Mot present Waorktime SounL Sk
L Count in work obligation
[- E001 Only Entry Bt position Count in time cut
@ 0003 No Return 0 Count in standby
@ — Weekend Hours Count drive
'L- Hd Holiday Real Count statistics
Lea e Count only once daily
HH:mm Export
@O0Llea  Old Leave o
L Lat Statistic infotype s
‘_Q 2 2e Count lunch
(&) Man Management Count leave
@E002  Emor Statistic's color Count old leave
#53af37 Es
. . . — - ipw sty stics overview
List of statistics e iy Edltlng statistics stics menus
From 5 absence
T " 'Decrease presence bonus
O Sick SRR Statistic needs confirmation
@ sicD  Sickness Days Daity
QHwor  Work from home
~ None Notify
MLea Materinty Leave
@ Pal5  Patemity Leave 15 days Weekly
(Z)Pars  Patemity Leave 75 days None Notify
@ Hou Using Hours Monthly
@) Blood  Blood donation — Notity
Exlea Exceptional Leave
@ UnLea Unpayed Leave Yearly
’ © Stud Students Leave None Motify
i Lunch
L] u.nc @ Statistic’s icon
S Priv Private

@ Privun  Private Unauthorized
@ caE Care escort

Exc Exceptional work
© Unja Unjustified absence
O sic2 Sickness 2 hours
© Sic4 Sickness 4 hours

Prebrskaj ... | Datoteka ni izbrana.

In the Statistic editor you can view and edit statistics.

ATTENTION!

You MUST NOT DELETE any system statistics (!) or statistics that were used to record time attendance at
any time in the past. This could cause errors or inconsistencies when recalculating past events or displaying data in
the Time attendance editor.

Remove the statistics that are no longer suitable for use by disabling the Show statistic in statistics menus (more in
chapter Statistics settings[222)). This will remove the statistics from all menu lists for settings statistics. The statistic will
remain archived in the database, enabling any event recalculation to be performed correctly, but users will no longer be
able to use it for future time registration.

Codeks TA Kit application 219



Utn®

11.1. Statistics review

Statistics in the Codeks application are used to record the duration of different types of work hours and
different types of absences.

Depending on their use, statistics can be categorized into several groups: Statistics for daily intervals are
used in the time attendance to record daily events within the umbrella intervals (more in chapter The
structure of the dayled®) and usually only last a few hours. Statistics for period are used to categorize the

type of day and are usually set for the entire day.

1. STATISTICS FOR DAILY INTERVALS are statistics that are added to the List of daily events in the Time
attendance editor, when users register different events (activate different daily intervals/9h during the

day).
» @ 08.01 Thu 07:17 - 15:42, +00:21, 0001 | Workhours
[ Good morning UMBRELLA INTERVALS

Lunch11:00 - 11:30, 00:30
S Private 11:30 - 11:34, 00:04
[ Have a nice day! 15:42

Statistics for daily intervals are used to record the duration and repetition of intervals such as a Lunch

DAILY INTERVALS

break or Business exit. The statistic starts recording when a user activates the appropriate daily interval
by registering at a controller for time attendance (more in chapters Interval hierarchy/e?) and Editing and

use of controller buttonss2y).
2. STATISTICS FOR PERIOD are statistics that are used to categorize the type of day, e.g. the statistic
Holiday used for holidays, the statistic Worktime used to record work hours on regular work days, and the

statistic Leave used for recording the employees' leave days. The statistics for period are further
categorized into System statistics, which are necessary to ensure that the Codeks time attendance
works correctly, and additional Users' statistics that are not necessarily used in employee time
registration and which you can edit completely arbitrary.

A. SYSTEM STATISTICS are the statistics that are necessary in order for the Codeks time attendance
system to work correctly. These statistics are already added during the installation of the Codeks
software and are used as default statistics for period to categorize the type of days in the time
attendance system. They are marked with a red exclamation mark (!) on the list of all statistics and
can not be deleted.

e The Codeks application originally differentiates between three types of days in the year:

= holidays, by default categorized with the system statistic Holidays,

= weekends, by default categorized with the system statistic Weekend, and

= work days (when the work obligation is >0), by default categorized with the system statistic
Not present. A user overwrites the Not present statistic when he registers his arrival at work
(Entry event).

e When a user registers his departure form work (an Exit event), he concludes the recording of his
work hours and stores the value into the system statistic Worktime. The system statistic
Worktime records the hours used to cover the user's defined daily work obligation. The recording
of the hours that cover the user's work obligation is successfully concluded when the user registers

his departure from work (an Exit event).
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e The system statistics Leave and Old leave are used for days when the user is using his yearly

leave days or old leave days. The statistics enable the system to correctly reduce the number of
available leave and old leave days that the user has left.

e The system statistic No return is used to describe the state, when a user has left his work place
using the functionality of a daily interval (e.g. Business exit) but has not registered an exit event
to conclude his work day, and the system has automatically concluded the users day.

e The system statistic Only entry is used to record the state when the user has registered his entry
event but has not yet registered an exit event as his workday is still in progress.

e By default users' tardiness is recorded in the system statistic Late.

B. USERS' STATISTICS are additional statistics that are not necessarily used in employee time
registration and which you can edit completely arbitrary. You can read more about adding and editing
statistics in the following chapters.

3. STATISTICS FOR HOUR FUNDS are used to record work hours into special separate hour funds. Users
can later use the accumulated hours for personal days or early departure from work. Statistics for hours
funds are always used in pairs, where the first statistic records hours into a special hours fund and the

second statistic enables the accumulated hours in the fund to be used (Example of the use of hour funds).

ATTENTION!

You MUST NOT DELETE any system statistics (!) or statistics that were used to record time
attendance at any time in the past. This could cause errors or inconsistencies when recalculating past
events or displaying data in the Time attendance editor.

Remove the statistics that are no longer suitable for use by disabling the Show statistic in statistics
menus (more in chapter Statistics settings|2221). This will remove the statistics from all menu lists for

setting statistics. The statistic will remain archived in the database, enabling any event recalculation to be
performed correctly, but users will no longer be able to use it for future time registration.

Codeks TA Kit application 221



Utn®

11.2. Statistic settings

This chapter describes all the settings for statistics. The examples of practical use of these settings are

shown in the following chapters.

Code
0001
Name
Waorktime
Print position
1
Hours

Real

Count statistic as
RegularSaldo v

() Add to statistic

[CJ Count work hours

Count in work obligation
Count in main day statistic
Count in time cut

() Count in standby

Count drive

Count statistics

Count only once daily

Work obligation by default Export

Statistic infotype

Statistic's calor
H#53AF3T

[

Statistic validity

From To

Daily

None v
Weekly

MNone v

Monthly

None v
Yearly
None v

@ Statistic’s icon

Select existing icon

| Choose File | No file chosen

Overwrite

Count lunch

[CJCount leave

[CJCount old leave

Show statistic in reports

Show statistic in statistics overview
B Show statistic in statistics menus
[C) This statistic indicates absence

() This statistic indicates sickness
[C)Decrease presence bonus

() Statistic needs confirmation

Notify
Notify
Notify

Notify

Cancel m
Code A custom set, unique code for each statistic. The statistic's code is used to display the
recorded data in exports and reports.
Name The full name of the statistic used to describe the statistic in more detail.

Print position
Hours

Statistic infotype

Statistic's color

Statistic validity

The order in which the statistics will be displayed in the exports and reports.

The setting defines how the work hours will be recorded. Read more about this setting in the
Hours[223) table.

HH:mm
The additional field is used to set the fixed nhumber of hours when using the values
FixedHours and FixedAndRealHours.

The setting enables you to set an additional code (or infotype). This setting is not necessary
and is only used when an additional code is needed in reports to identify each statistic.

The color of the statistic that will be used to color the status bar of the day in the Time
attendance editor.

This setting limits the validity of the statistic according to the set day and month, however, it
does not take into account the year. This means that a statistic is recurringly valid for a
specific period each year.
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~ additional settings for
hour count ~
Statistic limits

Statistic's icon

Select existing icon

Upload new icon

you can find a detailed description of the additional settings in chapter Additional settings for
hour count[224,

The settings enable a limit to be set to a statistic. You can find a detailed description of the
settings in chapter Statistic limits[228).

The icon of the statistic that will be displayed in the Time attendance editor and in certain
reports.

Enables you to chose one of the pre-installed statistic icons.

Enables you to chose and upload a new statistic icon from your computer.

The Hours setting defines how the statistic will record the work hours (e.g. it sets whether the statistic will

record only the actually registered work hours or if it will record a fixed number of hours. The following table

contains the descriptions of the different values of the setting. You can see examples of practical use of

these settings in the following chapters.

Hours

None

Real

WorkObligation
LeaveDayHours

RealPlusWorkObligation

FixedHours

AskHours
RealAtMostWorkObligation

FixedAndRealHours

WorkObligationPlusSaldo

WorkObligationOrReal

WorkObligationMinusReal

Description

The statistic does not record anything (does not record the duration nor repetitions).

This setting is used when you wish to mark the time of a certain statistic during the work
hours but you do not want to record or store the duration. The setting is used e.g. for the
Private exit statistic when you want to mark the user's exit as private time, but do not
need to record exactly how long the private exit lasted.

The statistic will only record the actual registered amount of work hours (the amount of
clocked in work hours according to the registered time attendance events).

The statistic will always record a number of hours equal to the set work obligation.

This setting is only used for special cases of recording leave days when the users have
varying amounts of work obligation hours depending on the day of the week. Using this
setting you can set a fixed number of leave hours to be recorded for each leave day.

This statistic setting is only used for holidays. The statistic will record the number of hours
equal to the set daily work obligation plus the actual amount of clocked in work hours.

The statistic will always record the fixed number of hours, set in the additional field next to

the setting.

If this setting is enabled the system will always ask you to enter the desired number of
hours whenever setting this statistic.

The statistic will record the actual registered amount of work hours, but it will only record
up to the maximum value equal to the daily work obligation.

The statistic will always record the fixed number of work hours set in the additional filed
next to the setting. If a user exceeds the entered fixed number of work hours the statistic
will also record any excess work hours that have been actually registered.

This setting is used for recording work hours of regular work days. The statistic will always
record the number of hours equal to the set daily work obligation and also record any
additional hours that have been actually registered (overtime hours).

If the user has not registered his arrival at work (Entry event) the statistic will record the
number of hours equal to the set daily work obligation. If the user has registered his
arrival at work (Entry event) the system will only record the actual registered amount of
work hours.

This statistic setting is only used for holidays. The statistic will record the actual registered
amount of work hours, and, in the event the user has not yet fulfilled his work obligation,
add the Holiday statistic up to the full value of the user's daily work obligation.
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ADDITIONAL SETTINGS FOR HOUR COUNT

Setting
Count statistic as

Add to statistic

Count work hours

Count in work obligation

Count in main day statistic

Description

This setting defines what the clocked hours of the current statistic will be recorded
as. It is possible to set the hours to be recorded in the value of the saldo (default),
directly as overtime or in a special hours fund, which the users can later use as
private hours.

VALUES:
The clocked hours are recorded in the value of the saldo
Regular Saldo (as by default).
Overtime The clocked hours are recorded (directly) as overtime.
HoursFund The clocked hours are recorded in a separate hours fund.
NOTE
Statistics set with this setting, which record hours into a
special hours fund, can only be used in combination with
statistics, which enable the accumulated hours in the fund
to be used.
Additionally, you can set how many months the hours will
be stored in the fund and how long they will be available to
be used. After this period the recorded hours will be
removed from the fund and erased.
Count statistic as
HoursFund v
| Limit fund hours transfer
Validity of fund hours (months)
1
UseHoursFund The recorded hours in a separate hours fund will be used.

Select the hours fund to be used by this statistic in the field
underneath this setting.

Count statistic as

UseHoursFund v

Use fund
Fond ¥

NOTE

Statistics set with this setting, which enable the
accumulated hours in the fund to be used, can only be
used in combination with statistics, which record hours
into the same hours fund.

The work hours in this statistic will also be recorded to another statistic, defined in
the additional field next to this setting.

The work hours recorded by this statistic are taken into account when assigning
lunches and drives.

Usually, employees must register their arrival at work and clock a certain number
of work hours, to be assigned a lunch or drive to work. However, this setting, in
combination with settings Count drive and Count lunch, enables a drive or lunch to
be assigned only based on a sufficient number of work hours, without the users
having to register their arrival at work. This setting is used mostly for special cases
and exceptions, e.g. for statistic Working from home, which is usually manually
added to a day at some later date.

The work hours recorded by this statistic are used to cover the defined work
obligation.

The work hours recorded by this statistic will also be recorded in the statistic of the
main daily interval (e.g. in the Worktime statistic).
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Setting Description

Count in time cut This setting can only be used in the full Codeks TA software, in the Codeks TA Kit
it has no effect on recording statistics.
The work hours recorded by this statistic are taken into account when using time
cuts.

Count in standby This setting can only be used in the full Codeks TA software, in the Codeks TA Kit
it has no effect on recording statistics.
The work hours recorded in this statistic are counted as standby hours.

Count drive The work hours recorded by this statistic are taken into account when assigning
drives.
Count statistics The setting enables the repetitions of the statistic to be counted (in addition to the

duration of the statistic, as additional data within the statistic). If the setting is
disabled the statistic repetition is not recorded.

Count only once daily The setting enables only one repetition of the statistic to be recorded per day,
regardless of the actual number of repetitions. This setting must be used in
combination with the Count statistic setting.

Export The setting enables the statistic to be displayed in the statistic exports in the Time
attendance editor.

Overwrite The setting enables the statistic to be overwritten by another statistic. )this setting
is usually used for leave day statistics, where the Leave statistic can be overwritten
if the user comes to work during his vacation).

Count lunch The work hours recorded by this statistic are taken into account when assigning
lunches.

Count leave The work hours recorded in this statistic are counted as used leave days.

Count old leave The work hours recorded in this statistic are counted as used old leave days.

Show statistic in reports Tzis setting enables the statistic to be displayed in reports in the Time attendance
editor.

Show statistic in statistic overview This setting enables the statistic to be displayed in the Statistic overview section in
the Time attendance editor.

Show statistic in statistics menus  This setting enables the statistic to be displayed and selected in the menu lists for
setting statistics.

! This statistic indicates absence  This setting can only be used in the full Codeks TA software, in the Codeks TA Kit
it has no effect on recording statistics.
This setting enables the statistic to be selected when announcing absences.
1 The setting can only be set when using the Codeks Leave Announces Add-on.

This statistic indicates sickness The work hours recorded in this statistic are counted as sick leave.

Decrease presence bonus This setting can only be used in the full Codeks TA software, in the Codeks TA Kit
it has no effect on recording statistics.
This setting enables the recording of hours which decrease the value of the
employees' presence bonus (a salary bonus). This setting is usually enabled for
recording absences such as leave or sick.

Statistic needs confirmation The statistic must be confirmed[215 by an administrator or a department manager.
Unconfirmed statistics are not recorded anywhere.
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STATISTIC LIMITS

You can set a limit to the hour cont of each statistic. The set limits can be daily, weekly, monthly or yearly.

Diaily

Mane v Matify
YWeekly

Mane v Matify
Monthly

Mane v Matify
Yearly

Mane v Matify

To set a desired limit, first, select how the work hours will be recorded:

None v

WorkObligatien
WorkObligationPlusFixedHours

FixedHours
Hours Description
None The statistic limit is not set.

The maximum amount of hours the statistic can record is equal to the set work obligation

Aieietligaden for the selected time period.

WorkObligationPlusFixedHo The maximum amount of hours the statistic can record is equal to the set work obligation
urs for the selected time period plus a fixed number of hours. The additional fixed number of
hours is entered in the field next to the setting.

FixedHours The maximum amount of hours the statistic can record is equal to the fixed number of
hours entered in the field next to the setting.

By choosing one of the options for recording work hours, the next drop-down list is activated. Here you can
specify how the system will record any excess of hours. You can choose one of four options: None, Discard,
AddToStat or AddToOvertime.

Action Description

None Nothing is done with the excess hours.

Discard The excess hours are erased.

AddToStat The excess hours are added to the statistic selected in the third column.
AddToOvertime The excess hours are recorded as overtime hours.

The third drop-down list is only activated when the AddToStat option is selected. The last column enables
you to set the statistic that will record the excess of hours.

Daily

YWorkOhbligation A4 AddToStat ¥ Ot - Owerime hd Motify

Weekly

0007 - ‘roktime

The Notify option enables e-mail notifications to be sent when a set statistic limit is exceeded.

Example: Exceeding the maximum overtime hours

The department manager wants to be notified every time a worker exceeds the maximum number of daily overtime
hours.

The daily limit for the statistic is set to WorkObligationPlusFixedHours and the value in the additional field is set to 2. This
means workers can clock up to 2 overtime hours each day. The excess hours are discarded (the second column is set to
Discard). Finally, the Notify option is checked to enable e-mail notification to be sent to the department manager.

Daily
WorkObligationPlusf ¥ 02:00  Discard v | Notify

Codeks TA Kit application 226



Utn®

11.3. Examples of using statistics

This ¢

explai

hapter contains descriptions of some typical statistics used by most companies. Each statistic setting is
ned in detail, and the use of the statistic in the Timetables and Time attendance editor is shown.

11.3.1. Worktime statistic

Code
0001
Mame
Worktime
Print positi
1

Hours

Real

Statistic infotype

Statistic’s color

Count statistic as
RegularSalde A

[JAdd to statistic
[ Count work hours
Count in work obligation
on [ Count in main day statistic
[ Count in time cut
[ Count in standby
& Count drive
[ Count statistics
[ Count only once daily
Work obligation by default I Export
Overwrite
& Count lunch
[JCount leave
[ Count old leave
[ Show statistic in reports

-~

#B3AF3T [ Show statistic in statistics overview

]

Statistic validity (

From

Daily
None
Weekly
None
Monthly
None
Yearly

None

4 Show statistic in statistics menus
[ This statistic indicates absence

] This statistic indicates sickness

| Decrease presence bonus

] Statistic needs confirmation

To ::

v Motify
v Notify
hd Notify
v Notify

@ Statistic's icon

Select existing icon

[ Choose

Cancel

File | No file chosen

The Worktime statistic is a system statistic which records how many work hours users have clocked in each

day.

This statistic has the Hours setting set to Real which means that it will only record the actual registered

work

hours - from the time the employee registered his arrival at work (Entry) at a controller up to his

departure (Exit).

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count drive defines that the work hours recorded by this statistic are taken into account when assigning drives.
Count statistics enables the repetitions of the statistics to be counted.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Count lunch defines that the work hours recorded by this statistic are taken into account when assigning lunches.

Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.
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The use of the statistic in the Timetables editor:

Interval data

Interval description

Fixed exit

Text

Fixed exit

From
16:00 ° HH:mm

Interval color
() 2000000

Stop at

Use fixed time v

Max
00:00 €

Statistic
@ 0001 Worktime

Cancel

Interval type

Exit N
Button (Edit)

Choose v
To

23:59 o HH:rmm

16:00 €

Max count
0

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Holiday [ Exclusive
[JRestday  [JExclusive
[ +1 day (night work)

Utn®

The Worktime statistic is usually assigned to an Exit interval when defining timetables. This means the statistic is added

in the time attendance only after the user registers his departure (Exit) from work.

The statistic is assigned to exit intervals in order to enable the system to mark any potential time attendance errors. If a
user, for example, only registers an arrival (Entry) and forgets to register his departure (Exit) the system will mark the
day in with the Only entry statistic. The employee's work hours will still be recorded, the system will only mark the
employee's error when exiting from work. The Entry only statistic is overwritten by the Worktime statistic only when the
employee correctly registers his departure (Exit) at a controller. The recording of the employee's work hours is then
concluded and the value is stored in the Worktime statistic.

The use of the statistic in the Time attendance editor:

- O 15.5. Worktime

00-30
2 TUE'«'lllzlll‘]lllil_lE

07:00 -15:30

[Entry 07:00 (Actual time 06:19)
PExit 1530

v 1B 20, 22y g 2s

The Worktime statistic is marked with a green icon in the Time attendance editor. It is displayed in the day when the user

registers his departure from work - Exit.
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11.3.2. Sick Leave statistic

Code Count statistic as
Sick RegularSalde ~
Naie [JAdd to statistic
[ Count work hours
Sick leave Count in work obligation
Print position Count in main day statistic
1 [JCount in time cut
[JCount in standby
Hours O Count drive
AskHours & Count statistics
Count only once daily
‘u".’urk obligation by default Export
o Overwrite
Statistic infotype [ Count lunch
[JCount leave

Statistic's color

[ Count old leave
[ Show statistic in reports

#F9BO1D [ Show statistic in statistics overview

B Show statistic in statistics menus
[] This statistic indicates absence

Statistic validity B4 This statistic indicates sickness

From

Daily
None
Weekly
None
Manthly
MNone
Yearly

None

To I:
U

| Decrease presence bonus
] Statistic needs confirmation

" Notify
w Notify
" Notify
- Notify

@ Statistic's icon

Select existing icon

| Choose File |No file chosen

Cancal

Save

The Sick leave statistic is used to record days when users are absent from work because of sickness or
injury.

Statistics has the Hours setting set to Ask Hours, which means the system always asks how many hours of
statistics you want to set when you add statistics to the employees' time registration.

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count statistics enables the repetitions of the statistics to be counted.

Count only once daily enables only one repetition of the statistic to be recorded per day, regardless of the actual
number of repetitions. This setting must be used in combination with the Count statistic setting.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.

This statistic indicates sickness defines that the work hours recorded by this statistic are counted as sick leave.

The use of the statistic in the Time attendance editor:

This statistic is usually manually added in the Time attendance editor using the Set statistic or Set statistic for period
functions. It is marked with a red icon and records a humber of hours equal to the defined daily work obligation.

¢ 0 FRI 0

23. Sick leave m 0, 00:00
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11.3.3. Leave days statistic

Code
Lea
Name

Leave

Count statistic as

RegularSaldo ~
[JAdd to statistic

[ Count work hours

Count in work obligation

Count in main day statistic

Print position -
[JCount in time cut
4 [JCount in standby
Hours [ Count drive
RealPlusWorkCbligation v Count statistics
Count only once daily
Work obligation by default Expart
o Ovenwrite
Statistic infotype O Count lunch

Statistic's color

Count leave
[JCount old leave
B4 Show statistic in reports

#BEDDBA [ Show statistic in statistics overview

Statistic validity [

From

Daily
None
Weekly
None
Monthly
None
Yearly

None

B3 Show statistic in statistics menus
[] This statistic indicates absence

] This statistic indicates sickness
[[JDecrease presence bonus

[ Statistic needs confirmation

To

v Notify
- Notify
" Notify
- Notify

Statistic's icon

Select existing icon

| Choose File |No file chosen

Cancel

The Leave days statistic is used to record days when users are on vacation.

This statistic has the Hours setting set to RealPlusWorkObligation which means that it will record the
number of hours equal to the set daily work obligation but any actual clocked in work hours will also be
added to the day (e.g. if the user came to work during his vacation).

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count statistics enables the repetitions of the statistics to be counted.

Count only once daily enables only one repetition of the statistic to be recorded per day, regardless of the actual
number of repetitions. This setting must be used in combination with the Count statistic setting.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Count leave defines that the work hours recorded by this statistic are counted as used leave days.

Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.

The use of the statistic in the Time attendance editor:

This statistic is usually manually added in the Time attendance editor using the Set statistic or Set statistic
for period functions. It is marked with a yellow icon and records a number of hours equal to the defined daily
work obligation.

8.11. Leave 0, 00:00

00:00 WED o
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11.3.4. Old leave days statistic

Code
OldL

Name

Old Leave

Count statistic as

RegularSalde ~
0 Add to stafistic

(] Count work hours

Count in work obligation

Print position Count in main day statistic

4

Hours

RealPlusWorkObligation

Statistic infotype

O Count in time cut
[J Count in standby
O Count drive

o Count statistics
Count only once daily
\Work obligation by default Export
Ovenwrite

O] Count lunch
U] Count leave
Count old leave

Statistic's color Show statistic in reports
#BEDDBA Show statistic in stalistics overview

Show statistic in statistics menus
O This statistic indicates absence

Statistic validity O This statistic indicates sickness
[ Decrease presence bonus
From 1. January Te 30 June O Statistic needs confirmation
Daily
None A4 Notify
Weekly
None e Notify
Monthly
None A4 Notify
Yearly
None hd Notify

@ Statistic’s icon

Select existing icon

| choose File | Mo file chosen

Cancel

The OId leave days statistic is used to record days when users are using their old leave days.

This statistic has the Hours setting set to RealPlusWorkObligation which means that it will record the
number of hours equal to the set daily work obligation but any actual clocked in work hours will also be
added to the day (e.g. if the user came to work during their vacation).

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count statistics enables the repetitions of the statistics to be counted.

Count only once daily enables only one repetition of the statistic to be recorded per day, regardless of the actual
number of repetitions. This setting must be used in combination with the Count statistic setting.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Count old leave defines that the work hours recorded by this statistic are counted as used old leave days.

Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.

The use of the statistic in the Time attendance editor:

This statistic is usually manually added in the Time attendance editor using the Set statistic or Set statistic for period
functions. It is marked with a brown icon and records a number of hours equal to the defined daily work obligation.

9.4. 0OldL Oid Leave 0
FRI (<11
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11.3.5. Lunch statistic

Code

Count statistic as

Lun RegularSalde ~
Name [JAdd to statistic
[ Count work hours
Lunch Count in work obligation
Print position Count in main day statistic

63

Hours
Real

Statistic infotype

Statistic’s color

[JCount in time cut
[ Count in standby
® Count drive
[ Count statistics
[ Count only once daily
Wark obligation by default Export
Qverwrite
& Count lunch
[JCount leave
[JCount old leave
[ Show statistic in reports

-

#F9EA1D [ Show statistic in statistics overview

Statistic validity (

From

Daily
None
Weekly
None
Monthly
None

Yearly

None

[ Show statistic in statistics menus
[ This statistic indicates absence

] This statistic indicates sickness

] Decrease presence bonus

] Statistic needs confirmation

To ::

" Motify
" Motify
" Notify
v Motify

Statistic’s icon

Select existing icon

| Choose File | No file chosen

Cancel

Save

The Lunch statistic is used to record the time users spend on their lunch breaks during the work day.
This statistic has the Hours setting set to Real which means that it will only record the actual time spent on
the lunch break, from the time the user registers his departure to the time he returns back to the workplace.

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count drive defines that the work hours recorded by this statistic are taken into account when assigning drives.
Count statistics enables the repetitions of the statistics to be counted.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Count lunch defines the work hours recorded by this statistic are taken into account when assigning lunches.
Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.
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The use of the statistic in the Timetables editor:

Interval data
Interval description Interval type & Monday
Lunch General purpose v Tuesday
. B Wednesday

Text Button (Edit) [ Thursday
Lunch Chaose ~ | EFriday

4 Saturday
F T
o ° H Sunday
09:00 /@) HH:mm 13:00 |@ HHmm B Holiday [ Exclusive
Valid, if day sum is more / less than ORestday  (JExclusive
00:00 € HH:mm 00:00 € HH:mm [J+1 day (night work)
Interval color
|Il| #000000
Start at Stop at
Use actual time Use actual time ~
Auto from Auto to
Use actual time  + Use actualtime
Max Max count Repeat lateness after
00:30 € 1 time exceded

(]
Statistic
Mali Malica A

Ee m

The Lunch statistic is used to record the time the users spend on their lunch breaks.

The use of the statistic in the Time attendance editor:

- O 8.11.  Worktime 07:11 - 16:51 1, 00:00

01-3; 1
01:36 QMIED T |2|||4|||E||_'—_| V1B 20 22y |2;-®

[FEntry 07:11 (Actual time 07:11)
Lunch 11:36 - 12:06 [00:30]

The daily interval with the Lunch statistic is added within the umbrella interval in the Time attendance editor and is
marked with an orange icon. The interval is added to the day when the user registers at the controller.
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11.3.6. Statistics for hour funds

Statistics for hours funds are always used in pairs, where the first statistic records hours into a special hours

fund and the second statistic enables the accumulated hours in the fund to be used.

Code
000P

Name
Fund

Print position

1

Hours
Real

Count statistic as Code Count statistic as

HoursFund ~ 0000 UseHoursFund -
(OLimit fund hours transfer N Use fund

= o ame

[DAdd to statistic Fond ur v

Count work hours Uit

[JAdd to statistic

[ Gount work hours

(O Count in work obligation
) Count in main day statistic

Count in work obligation Print position
[DJCount in main day statistic
(JCount in time cut
(JCount in standby Hours
Count drive Real -
Count statistics

1

) Count in time cut

v O Count in standby

P Count drive
Work obligation by default 2 Count only snce dally Work obligation by default 2 Count statisics
Statistic infotype Sf,inrr:m P T St At
ven & Export
Count lunch Ovpervrite
— [ Count leave Statistics color Count lunch
[JCount old leave [ Countleave
#33B3CC I Show statistic in reports #fb300 O

(JCount old leave
[ Show statistic in statistics overview -

[ Show statistic in reports
) 2 Show statistic in statistics menus - a e )
iam = ) istic validi [ Show statistic in statistics overview
Statistic validity [ This statistic indicates absence Statistic validity SN
) This statistic indicates sick [ Show statistic in statistics menus
From To bl e From To () This statistic indicates absence
(D Decrease presence bonus = N
i . (D) This statistic indicates sickness
(O Statistic needs confirmation =
(JDecrease presence bonus
Daily [ Statistic needs confiration
None v Notify Daily
Weekly None v Notify
Nene v Notify Weekly
Monthy None ~ Notify
None v Notify Monthly
Yearly None v Notify
None ~ Notify Yearly
None ~ Notify
@ Statistic's icon
Select existing icon © statistic’s icon

[ choose File | No file chosen

Cancel

Select existing icon

| Choose File | No file chosen

(-]

Save

The statistics have the Hours setting set to Real which means that they will only record the actual recorded

time.

The Fund statistic has the Count statistic as setting set to HoursFund, which means that it will store the
recorded hours in a special hours fund.

The Use fund statistic has the Count statistic as setting set to UseHoursFund, which means that it will use
the hours accumulated in the hours fund by the Fund statistic.

The statistics also have the following additional settings enabled:

Count work hours defines that the work hours recorded by this statistic are taken into account when assigning
lunches and drives.

Count drive defines that the work hours recorded by this statistic are taken into account when assigning drives.
Count statistics enables the repetitions of the statistics to be counted.

Count only once daily limits the count of this statistic to once daily.

Export enables the statistic to be displayed in the statistic exports in the Time attendance editor.

Overwrite enables this statistic to be overwritten by another statistic.

Count lunch defines the work hours recorded by this statistic are taken into account when assigning lunches.
Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.
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The use of the statistics in the Timetables editor:

Interval data Interval data
Interval description Interval type Monday Interval description Interval type Mnndav
B 2 Tuesd
Overtime FUND Generalpurpose | A Tuesday T ihveto FUND General purposs V:f:jn::day
G
Text Button (Edit) & Wecnesday Text Button (Edit) 2 Thursda
Thursday y
QOvertime FUND 6 - Nadure v Friday Private FUND 2 - Privatno Friday
Saturday
From ™ (O saturday From To O Sunda
[ Sunday 00:00 @ HH 2359 @ HH: .
0000 @ HH:mm 2359 @ HH:mm [OHoliday — [JExclusive mm : A OHoliday [ Exclusive

Valid, if day sum is more / less than

[JRestday  [JExclusive

Valid, if day sum is more / less than

(ORestday  [JExclusive
(O +1 day (night work)

Untn®

[0 +1 day (night work)

@ HH:mm © HH:mm © HHmm @ HHmm
Interval color Interval color
] [ ]
Start at Stop at Start at Stop at

Use actual time  + Use aciualtime v

Use actual time~ ~ Use actual ime  ~

Auto from Auto to il il
Use actual time ~ w Use actual time v

Use actual time ~ ~ Use actual time

Max Max count Repeat lateness after Max Max count Repeat lateness after
(+] time exceded (+] time exceded
(] O
Statistic Statistic
& 000P Fund - (© 0000 Use fund -

Cancel Cancel Save

In timetables the statistics are used for two time intervals: the first interval enables work hours to be recorded in an
hours fund and the second one enables the hours to be used.

The use of the statistic in the Time attendance editor:

- O 3.5, Worktime 07:00 - 19:00 l

Ll it :I\I2II\L-IIIEI_—IECIIIZZIII24®1
[-Entry 07:00
Lunch 11:50 - 12:12 [00:22]
@CJvertime FUND 15:00 - 15:00 [04:00]
[>Exit 19:00
Worktime 07:00 - 15:00 1

00:00 R ERI TP _2, MR (15, 18, (20, 22, ,24®1
[-Entry 07:00
@ Private FUND 12:00 - 15:00 [03:00]
[Exit 15:00
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11.3.7. Statistic that requires confirmation

Caode

Busi+

Name

Business requires confirmation
Print position

57

Hours
Real v

‘Work obligation by default

Statistic infotype

Statistic’s color
#58CEFC

=1
|l df

Statistic validity

From To
Daily

Nane hd
Weekly

None -

Monthly

MNone v
Yearly

Nane v
© Statistic's icon
Select existing icon

| Choose File | Mo file chosen

Cancal

Count statistic as

RegularSaldo A

[JAdd to statistic

[ Count work hours

B Count in work obligation

B Count in main day statistic

[ Count in time cut

[ Count in standby

[ Count drive

[ Count statistics

(JCount only once daily

& Export

2 Overwrite

[ Count lunch

[JCount leave

[ Count old leave

[ Show statistic in reports

[ Show statistic in statistics overview
[ Show statistic in statistics menus
[ This statistic indicates absence
[ This statistic indicates sickness
((JDecrease presence bonus

[ Statistic needs confimation

Notify

Notify

Notify

Notify

Save

Utn®

The Business requires confirmation (Busi+) statistic is used to record business exits during the working
hours that require the approval of a head of department).

This statistic has the Hours setting set to Real which means that it will only record the actual time spent on
the business exit, from the time the user registers his departure to the time he returns back to the
workplace.

The statistic also has the following additional settings enabled:

Count in work obligation defines that the work hours recorded by this statistic are used to cover the user's
defined daily work obligation.

Count in main day statistic defines that the work hours recorded by this statistic will also be recorded in the
statistic of the main daily interval.

Count drive defines that the work hours recorded by this statistic are taken into account when assigning drives.
Count statistics enables the repetitions of the statistics to be counted.

Export enables this statistic to be printed in time attendance exports.

Overwrite enables this statistic to be overwritten by another statistic.

Count lunch defines the work hours recorded by this statistic are taken into account when assigning lunches.
Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.

Statistic needs confirmation defines that the statistics must be confirmed by a head of department before they
are aknowledeged recognized by the user and taken into account in the time registration.
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The use of the statistic in the Timetables editor:

Interval data
Interval description Interval type Monday
Business requires confir | General purpose - Tuesday
Wednesday
Text Button (Edit) Thursday
Business requires confir 1 - Business ~ Friday
Saturday
From To
Sunday
06:00 |@ HH:mm 17:00 €) HH:mm Holiday [ Exclusive
Valid, if day sum is more / less than URestday  [JExclusive
O+ y (night w
00:00 | @ Htmm 00:00 € HHmm LJ+1 day (night work)
Interval color
I 000000
Start at Stop at
Use actual time v Use actual time ~ +
Auto from Auto to
Usefixedtime  ~  07:00 € Use fixed time ~ 1500 @
Max Max count Repeat lateness after
00:00 € 0 time exceded
(m]
Statistic
(3 Busi+ Business requires confirmation -

Cancel Save

In the timetables, the Business requires confirmation statistic is used to record a business exit.

The use of the statistic in the Time attendance editor:

- O 4.5.  Worktime 07:00 - 15:00 1

00:00  MON [T S S A _I | ,14. y16, 18, 4 420, , 22, , ,2—{®1
[Entry - (Entrance) - 07:00
e Business requires confirmation 12:23 - 14-17 [01:54]
[ Exit - (Entrance) - 15:00

The Business requires confirmation statistic is recorded within the daily umbrella interval in the Time attendance
editor. An an orange icon with a question-mark is displayed next to the interval, which indicates that the statistic needs to
be confirn’lg%d. You can read more about statistics that require confirmation of a head of department in chapter Confirming
statistics 2151
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11.3.8. Statistic that records overtime directly

Code
QverD

Name

Qvertime Direct

Count stafistic as

Overtime -
[DAdd to statistic

Count work hours

[ Count in work obligation

Print position [J Count in main day statistic

60

Hours
Real

Statistic infotype

Statistic's color

[JCountin time cut
[ Count in standby
Count drive
Count statistics
(D Count only once daily
Work obligation by default Export

Qverwrite

Count lunch

[J Count leave

[J Count old leave

4 Show statistic in reports

v

#3895CD3 Show statistic in statistics overview

Statistic validity [

From
Daily
None
Weekly
Neone
Monthly
None

Yearly

Neone

[ Show statistic in statistics menus
[] This statistic indicates absence
[ This statistic indicates sickness
[0 Decrease presence bonus

[ Statistic needs confirmation

- Notify
- Notify
- Notify
- Notify

e Statistic's icon

Select existing icon

| Choose File | Mo file chosen

Cancel

The statistic Overtime Direct (OverD) is used to record overtime hours directly. (Usually, employees
record overtime when they work more than their work obligation per day. Using this Overtime Direct
statistic, however, overtime can be recorded directly, regardless of the number of the user's recorded
working hours in the current day.)

This statistic has the Hours setting set to Real which means that it will only record the actual time spent,
from the time the user registers his arrival to the time they register their departure from the workplace.

The statistic has the Count statistic as set to the Overtime value, which means that all working hours
recorded under this statistic are counted directly in overtime.

The statistic also has the following additional settings enabled:

Count work hours defines that the work hours recorded by this statistic are taken into account when assigning
lunches and drives.

Count drive defines that the work hours recorded by this statistic are taken into account when assigning drives.
Count statistics enables the repetitions of the statistics to be counted.

Export enables this statistic to be printed in time attendance exports.

Overwrite enables this statistic to be overwritten by another statistic.

Count lunch defines the work hours recorded by this statistic are taken into account when assigning lunches.
Show statistic in reports enables the statistic to be displayed in reports in the Time attendance editor.

Show statistic in statistic overview enables the statistic to be displayed in the Statistic overview section in the
Time attendance editor.

Show statistic in statistics menus enables the statistic to be displayed and selected in the menu lists for setting
statistics.
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The use of the statistic in the Timetables editor:

Interval data

Interval description
Overtime Direct
Text

Overtime Direct
From

00:00 | @ HHmm

Valid, if day sum is more / less than

00:00 | @ HHmm
Interval color

(W] 000000

Start at

Use actual time v

Interval type Monday
General purpose v Tuesday
— Nednesday
Button (Edi) Thursday
11 - Overtime Direct Friday
Saturday
To
Sunday
00:00 | @ HH:mm Holiday  [JExclusive
ORestday  [JExclusive

0000 €@ HHmm 3+1 day (night work)

Stop at

Use actual time ~

Auto from Auto to
Usefixedtime v  07:00 @ Usefixedtime v 1500 €
Max Max count Repeat lateness after
0000 @& 0 time exceded
m]

Statistic

@ OverD Overtime Direct -

ool [ 5ovo |

In the timetables, the Overtime Direct statistic is used to record work hours in an overtime interval.

The use of the statistic in the Time attendance editor:

N ¥ 55.
0442 TUE
(0g:00) @
0442y @

Worktime (04:42) 2

soe e, NN - D ©
Log g Fog o0 0By g0 o oS 2
Worktime 07:00 - 15:00

[-Entry - (Entrance) - 07-00

[Exit - (Entrance) - 15:00

Overtime Direct 18:51 - 23:33

[Entry - (Entrance) - 18-51

[Exit - (Entrance) - 23:33

The Overtime Direct statistic is recorded in the Time attendance editor as a new daily umbrella interval, as the user
returned to work after having already completed working hours on that day.
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11.4. Edit Statistic

You can edit an existing statistic in the Statistic editor.

1. Select the statistic you wish to edit from the List of statistics and click the Edit statistic icon or double
click the selected statistic.

‘!” Statistics o

Home Back

a

Edit statistic]

Code Name Code
001

° 001 Worktime 1
Warkdi
FeTpresenT Worktime

2. The edit statistic window will be enabled and you will be able to make changes to the selected statistic.

3. Click Save when you are done editing.
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12. Hardware

The Hardware editor contains tools for connecting devices for access control and time attendance
with the Codeks software as well as tools for defining their settings.

\U// ° ' E — Tools for adding locations and hardware devices .
- Hardware — as well as displaying the communication status dminEN
e Back | Addlocation  Add hardware Communication Ref
status communication
4 4 v
Locations A Hardware “%& Device settings (uifITARTE @A iy
Enter search keyword Enter search keyword Basic settings  Options
4 [ Company 4 & Main entrance Type Teplp v
4 B Mail a ’ 4 o [1] RegisT
List of locations Name . Main entrance
f (1 List of hardware Settings for the currently
[ Main entrance - finger IP address selected communication 1192 1168.1110. 121
line or device
Port s
Location Disconnect location | Assign location | Main entrance

You can also recreate the physical layout of the company premises (buildings, floors, etc.) in the

Hardware editor and define the entry points - passages, which are used to assign access rights to

roups and users/ 7.

a @ Employees Flexible group a @hﬂnﬂt OO group
Headquarters Entrance ‘ Headquarters Entrance
+ Main Entrance “ Main Entrance
v Side Entrance Side Entrance
User A
¥ Underground Entrance Undearground Entrance

Storage room Entrance +  Storage room Entrance

e @

v Headquarters Entrance
Main Entrance
Side Entrance
Underground Entrance

Storage room Entrance

All user and group access rights can only be defined for passages.
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o controllers/2t and communication lines(257 can be connected with organization, building, floor, and

The added devices can be connected to specific location types:

room location types*, however, connecting controllers and communication lines to locations is not
necessary.
o readers/2oh, on the other hand, must always be connected to passage* location types to enable the
correct operation of access control or time attendance registration at the company entry points.
* (read more in chapter Locations[24)

Locations Hardware

B Organization

4 Building a ¥ Communication line
4 [T Floor o @ Controller
4 [ Room 7 Reader

\3
W
(%

N\

| Passage

NOTE:
We recommend that you connect al the installed devices with the Codeks system via the Add

hardware wizard, which you can access by clicking the Add hardware icon.

‘H// Hardware o ' E‘ %

Home Back Add location | Add hardware | Communication
status

The wizard will help you to add new devices in the correct structure (communication line >

controller > reader) and also at the same time create (only) the necessary locations.
The Add hardware wizard also ensures that the added devices will have an active and functioning

communication, as it can only find those devices with which it can communicate.

ATTENTION!

When you are finished with editing the hardware and locations you must return to the Main
menu to trigger the send tables process. Otherwise, the hardware will not work correctly in
combination with the Codeks application.

Codeks TA Kit application 242



Utn®

12.1. Adding new hardware

1. To add a new device with the Add hardware wizard, first, select the Add hardware icon in the toolbar of

E- =
Tt
Add hardware | Communication

status

the Hardware editor.

“il/ Hardware o '

Home Back Add location

2. A new window will open where you will, first, add a new communication linel2s% which will lead to

the new device (or devices).

3. To automatically find all available communication lines click Discover all communication lines.

Select communication line

Choose b Add communication line

Discover all communications lines

If you want to add a device to an existing

communication line select the desired Select communication line

communication line from the Select Choose T Add communication line

- P - _ Teplp (192.168.110.23) Discover all communications lines
communication line drop-down. Then kit s b
. . . . Teplp (192.168.110.28)
click Next and continue with adding the Teplp (192,168 10.29) Noxt
i Teplp (192 168 110.30)
controller device. Teplp (192 168.7.12)

Teplp (192.168.7.3)

If you want to manually add a new

Select communication line

communication line for a new device

(e.g. if the connection is weak or slow) GHowss z

Discover all communications lines

click the Add communication line (258
button.

4. The automatic search can take a few moments.

5. Next, the table containing all communication pareare diseovery - communieaions Lines
. . . Transport IP Address Port USB Serial Port
lines, which connect the access control or time number
. . . . Socket 192.168.110.27 100
attendance devices (Jantar devices) will be displayed e prerr—r
I Socket 192.168.7.11 1001 I
> 192100 T ZT TOUT
Socket 192.168.3.102 1001
NOTE Socket 192.168.110.28 1001
When installing the devices you must note the type
(TCP/IPI Sel’ial or USB) and SPeCification number Is communication line you are searching for not on the list?
(IP address, COM port, etc.) of the communication
line connecting the devices.
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6. Find and click the desired communication line.

Communication line information

Name Teplp (192.168.7.11)

Type Teplp 4

IP address 192.168.7.11

Port 1001

Protocol Ve "

Connect to location Storage hall v
Add

Cancel

A new window will open, where the details of the
communication line will be displayed and where you
can edit some of the basic settings of the
communication line.

You can read more on communication line settings in

chapter Communication lines[25h,

7.* At this point you can also connect the communication line to a specific location, if you want.

However, it is not necessary to connect a communication line to any location (only readers must necessarily

be connected to passage type locations). You can connect the communication line to:

- an existing location, which you can select from the drop-down menu.

Communication line information

Name Teplp (192.168.7.11)

Type Teplp

IP address 192.168.7.11

Port 1001

Protocol Vo

Connect to location  Storage hall
Choose
Company
Company/Main entrance
Company/st floor

Cancel Company/1st floor/Keymanager I

Company/1st floor/Development
Company/1st floor/Production

- a new location which you can

Communication line information

Name Teplp (192.168.7.11)
Type Teplp

IP address 192.168.7.11

Port 1001

Protocol \%]

Connect to location _ Storage hall

Cancel

Save

create and add by clicking the Add button.

Locations

»

4 Company
4 B Main entrance
I Main entrance - card
J| Main entrance - finger
4 1st floor
4 @ Keymanager
|| Keymanager Reader
F Slot 1
I Slot 2
! Slot 3
| Slot4
[ Slot 5
[ Slot 6 -

Adding new location
Name Storage hall

Location Building

IP Camera URL

8. After checking and setting all the desired settings for the communication line, click Save.

Communication line information

Name Teplp (192.168.7.11)
Type Teplp

IP address 192.168.7.11

Port 1001

Protocol Vo

Connect to location  Storage hall

Add

Cancel

ATTENTION!

The process of adding and saving the new
communication line may take some time -
meanwhile, DO NOT close any pop-up windows or
the browser window!
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9. When the process of adding a new communication line is finished the wizard will return to the previous

pop-up window.
The newly added connection line will now be displayed in the Select communication line field. Click Next to

proceed with adding controllers to the new communication line.

Select communication line

Teplp (192.168.7.11) ¥ Add communication line

Discover all communications lines

Close Next

10. A new window will open for adding controllers[27h to the newly added communication line.

11. To automatically find all controllers on a selected communication line, click available communication
lines click Discover controllers.

The process of discovering controllers can take a few moments.

Controllers on communication line Tcplp (192.168.7.11)

Choose i Add controller

Discover controllers

Add reader

If you want to manually add a new controller to the
communication line click the Add communication line[258

Controllers on communication line Teplp (192.168.7.11)

i Add controller

Choose

button. Read more about adding controllers in chapter Controller brccover conrollore
271, Add reader
Back

At this point you can also add readers to a selected controller

Controllers on communication line Teplp (192.168.7.11)

by clicking the Add reader button.

Choose 4 Add controller

You can read more about adding readers to controllers in chapter Diecover confrollere
Controller[27h or read about the reader's settings in chapter Reader
291

12. A new pop-up window will open where all controllers on the selected communication line will be

displayed.
13. Next, double-click each controller to connect it to the Codeks system and define the specific

settings. A new window will open where you can edit the basic settings for the selected controller.

Controllers on communication line

Socket 192.168.7.11

Controller Type Model Version
address
a1 Donplyc\/a 1D4 O v
[62 Populus4 2P4 9.8.00 I
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14. The upper part of the pop-up window for editing the (selected) controller contains basic settings for the

controller.

NOTE

The controller's settings vary depending on the type of controller and the number of readers connected to
it.

You can read more about controllers and readers in chapters Controller[27h and Reader[29%.

Controller information

Name Populusd

Type Populus4

Use controller Yes

Controller address 62

Connect to location Choose

Add

Create passages and connect readers @

4 [61] Passage 1 Door 1 v Reset v Pass v |RID v
v [61] Passage 2 Door 2 v Reset v Pass v |RID
v [61] Passage 3 Door 3 v Reset v Pass v RID
v [61) Passage 4 Door 4 v Reset v Pass v |[RID

15.* At this point you can also connect the controllers to specific locations, if you want. However, it is
not necessary to connect a controller to any location (only readers must necessarily be connected to passage
type locations).

You can connect the controller to:

- an existing location, which you can select from the drop-down menu.

Controller information
Name Populus4
Type Populus4
Use controller Yes
Controller address 62
Connect to location Choose v
ohoose |
| Company
Company/Main entrance
Create passages and connect readers Company/1st floor
Company/1st floor/Keymanager
Passage EVNEll Company/st floor/Development l
Company/1st floor/Production
4 [61] Passage 1 ‘ Restaurant
| Storage hall
< [61] Passage 2 Door Z v Reser v Pass YR
v [61] Passage 3 Door 3 v Reset v Pass v RID
v [61] Passage 4 Door 4 v Reset v Pass v RID
Ganc

a new location which you can create and add by clicking the Add button.

Locations P
Controller information
Name Populus4 4 Company
. - 4 & Main entrance
. opulus
o 3 ! Main entrance - card
Use controller Yes v T Main entrance - finger
Controller address 62 8 Latfioor
c I + @ Keymanager
onnect to location .
Choose ' Keymanager Reader
¥
cre ers 7 N Sot2
T slot3
a e A Invert Open Enable by Direction Type Address PO P1 F Slot4
¢ [ilPasseger Door 1 v Reset * Pass * RID v i Sht5
¢ [ilPassage? Door2 * Reset " Pass v RID B ste
¢ [ilPassages Door3 * Reset " Pass v RiD
v [61] Passage 4 Door 4 v Reset v Pass v RID ARG ICRtion
Name
Cancel
Location Room

Location for Codeks Lunch

1P Camera URL
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16. In the lower part of the pop-up window for editing the (selected) controller all he readers connected to

the controller are displayed.

NOTE

The pop-up window will display the maximum number of readers which can be connected to a specific
type of controller, even if, in reality, only some of the readers are connected (e.g. the Populus 4 access controller
has the potential to connect to up to 4 readers, but in reality it may only have 2 readers actually connected). Itis,
therefore, essential to note the following during the device installation itself:

- the number of readers connected to each controller,

- the door number of each reader connected to a specific controller, and

- the address number of each reader.

Controller information

Name Populusé
Type Populus4
Use controller Yes
Controller address 62
Connect to location Choose

Add

CTERTe PASEA0eT AN COnMectTeaden
Passage TA Invert Open Enable by Direction Type Address PO P1

v [61) Passage 1 Door 1 v Reset v Pass * RID

v {61] Passage 2 Door2 v Reset v Pass * RID

¢ BiPassages Door3 v Reset v pass v R

¢ BlPassages Door v Reset v pass v R

Cancel Save

17. Click Save when you are done editing the controller settings. The wizard will then take you to the
previous window where all the controllers on the selected communication line are displayed. Here you can:
- continue and connect other controllers found on the same communication line (all controllers which have

already been connected are marked with a green check-mark Q?)

Controllers on communication line

Socket 192.168.7.11

Controller Type Model Version
address

61 PopulusV9 1P4 9.7.54 U4
62 Populus4 2P4 9.8.00

or

- stop adding controllers and click the 0 icon to close the current dialog box.

Controllers on communication line

Socket 192.168.7.11

Controller Version
address
61 PopulusV9 1P4 9.7.54 4
62 Populus4 2P4 9.8.00 L 4

18. The Add hardware wizard will take you back to the previous pop-up window. To conclude the process
of adding a new hardware device click Finish.

Controllers on communication line Teplp (192.168.7.11)
Choose ¥ Add controller
Discover controllers

Add reader
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12.2. Locations
The locations used in the Codeks application illustrate the physical structure of your company's facilities and
are mainly necessary to define passages - the entry points to the company - which are used to define the

user and group access rights.

Depending on the specific structure of your company's premises, then you create a tree structure of
Locations with the help of different types of locations that hierarchically follow: organization, building, floor,

room, and passage.

You can connect the company locations to the devices:
o controllers/2t and communication lines(257 can be connected with organization, building, floor, and

room location types*, however, connecting controllers and communication lines to locations is not
necessary.

o readers/2oh, on the other hand, must always be connected to passage* location types to enable the
correct operation of access control or time attendance registration at the company entry points, as all

user and group rights are assigned to passage type locations.

Locations Hardware

B Organization

4 Building a ¥ Communication line
4 7 Floor Py & Controller
4 71 Room 1'6,;,’ Reader
| Passage
NOTE

We recommend that you create any new locations when adding new hardware to the Codeks
system using the Add hardware wizard. This way you will avoid creating unnecessary locations

as well as connect the proper locations with devices at the same time.

In the Hardware editor you can add, edit and delete locations as well as set the necessary settings for some

of the Codeks add-ons and additional applications.
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12.2.1. Add Location

1. To add a new location you can click the Add location icon n the toolbar of the Hardware editor

"‘.’.” Hardware o ' E‘ %

Home Back Add location | Add hardware Communication
status

or select the appropriate type of location from the right-click menu on the "parent" location.

forations # Types of locations and sub-locations:

Enter search keyword

P — M - Organization: you can add a building, floor,
| Add Organization
_i Add Building room or passage to an organization.

4 Add Floor

- Building: you can add a floor, room or passage

I [2549] Add Room

e LR to a building.
[ [255]  Edit location
B [255]  pefete location T - Floor: you can add a room or passage to a
Close
floor.

- Room: you can add a passage to a room.

F - Passage: you cannot add any sub-locations to a

passage.

2. A new window will open where you can add a new

Locations %
location and set the additional settings for the B

location. , H“

Read more about the additional settings for different EHZ

Codeks add-ons and applications at locations in the

Name Warehouse

following chapters and separate Codeks add-on user 5

manuals.
[ <o |
3. When you are done with editing, click Save.
4. The new location will be displayed in the tree tione %
structure of the List of locations. Enter search keyword
4 [ Company
4 Building
M 1st floor
] and floor
I !Warehouse} I

I [255] Passage 1
[l [255] Passage 2
[l [255] Passage 3
[l [255] Passage 4
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12.2.1.1. Location code

The Location code is an additional data or identifier of the location and is used primarily for exporting
data to reports and exports to payroll programs.
You can enter any number or letter code that will identify the location in the Location Code field. Different

locations may have the same location code.

Location

Name YORK - Main Entrance

Location Passage hd

Location code 012 I
Example:

For example, the Location Code is used in Largo Export[168, to export data by individual locations (different workplaces).
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 displayed summed up under the same output column in

Largo Export.
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12.2.1.2. Enable Time Registration

The Enable time registration setting must be enabled on all locations where the users will register their

work hours. (If this setting is not enabled the users' work hours will not be registered even if they are
assigned the correct timetable on the location.)

Location

Name Main entrance - card

Location Passage v
Enable time registration O /_\

Save

12.2.1.3. IP Camera settings

The Codeks IP Camera add-on enables static photos to be taken at the precise moment when a user
registers at a location.

To add a security camera to the Codeks system using the Codeks IP Camera add-on, you must enter the IP
address of the camera to the location where the camera is installed.

Location

Name Main Entrance - card

Location Passage ¥
Enable time registration v

IP Camera URL https://192.168.7.20/api/video?framerate=0

Save

Read more about setting up the Codeks IP Camera add-on in a separate user manual.
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12.2.1.4. * Geolocation

* When using the Codeks Virtual Controller add-on, additional settings are available for Passage type
locations with which you can determine the geographic coordinates of a virtual controller and the area of

maximum distance from the point of the virtual controller.

NOTE

All newer Codeks systems whose main Codeks license (Codeks TA Kit, Codeks TA or Codeks TA Advanced)
was first activated AFTER October 1, 2021,WILL REQUIRE at least one Codeks Virtual Controller license to
enable mobile T&A registration through the Codeks Mobility app.

The Codeks Virtual Controller license enables mobile registration, additionally, it also enables the
geographical restriction of the area around the point of the virtual controller, where employees are still
allowed to register their working hours via mobile app.

All older Codeks systems whose main Codeks license (Codeks TA Kit, Codeks TA or Codeks TA Advanced)
was first activated BEFORE October 1, 2021, will NOT REQUIRE for the basic operation of mobile T&A
registration. Owners of such systems will be able to purchase the additional Codeks Virtual Controller
license if they wish to upgrade their system with the functionality of geographically restricting mobile
registration. Older systems without a Codeks Virtual Controller license will continue to operate as before.

NOTE

The new functionality of the Codeks Virtual Controller license is only possible when using at least the
version Codeks 10.2110.0.15840 of the main software or later.

You can also read more about the Codeks Virtual Controller in the separate instruction manual for the add-on (Codeks
Virtual Controller EN Instructions for ADMINISTRATORS. pdf).

To activate the functionality of the virtual controller, it is necessary to assign a Codeks Virtual
Controller license to the selected location in the Hardware editor and adjust the location settings

accordingly.

1. In the Hardware editor, create a new Passage location
for the virtual controller, or use an existing location (to Lesion

Name Headquarters ENTRANCE

which no device has yet been assigned) and open the Loction Passage v

window to edit the location settings.

2. Enable the Geolocation setting. New location settings will o

Auto unlock & lock No auto unlock & lock v

Location tag

Open " Allow opening via Bluetooth o
3. First, select the Codeks Virtual Controller license for this e pening i Wi v
Allow protocol card recovery [m] A
location from the License settings drop-down list. ol
I License Users: 20 - YR6BH-UHSM7-ACQ82-2250k v I
Latitude r Choose @
Longitude
Permitted radius (meters)
Enable software counter ]
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4. * If you enable the Unlimited setting, the virtual controller
will not have specific geographical coordinates and the area
where employees are allowed to register mobile will not be
restricted - employees will be able to register mobile
anywhere.

5. To limit the virtual controller area enter the
geographical coordinates to which you want to bind the
controller in the Latitude and Longitude settings fields.
You can also set the coordinates with the graphic selector by
clicking the Choose button cre=9,

6. Then set the Permitted radius (meters) from the selected
geographical coordinates, where users will still be allowed to
register their T&A. The minimum possible distance is 10 m.

7. Finally, click Save.

8. A new virtual controller with a virtual reader already
connected to the newly added location will appear in the

hardware list.

Location

Name Headquarters ENTRANCE
Location Passage A

Location code

Enable time registration

Auto unlock & lock No auto unlock & lock. v
Location tag

Allow opening via Bluetooth @]

Allow opening via WiFi 8]

Allow protocol card recovery u]
Geolocation

License Users: 20 - YR6BH-UHSMT-ACQ32-2250K v
unlimited u]
Latitude 46.265963688515605 | Choose g
Longitude 14.323911813145497

Permitted radius (meters) 10

Enable software counter [m]

Additionally you can read chapter Virtual cardsl4s" for more information on mobile registration.
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12.2.2.

Edit Location

1. To edit a location double-click the desired location or select the Edit location option from the right-

click menu.

Locations

Enter search keywo

4 [ Company
4 Building
B st floor
F [255
F [255
# 2nd
4 [ Warehe
® Prod
® Qual
[ [255] Past
[ [255] Pas
4 M Restaural..

%

rd

Add Organization
Add Building
Add Floor

Add Room

Add Passage

Delete location

Close

@ Private Dining Room

2. A window, similar to the add

additional

setting for the location.

Location

Name

Location

1st floor

Floor v

IP Camera URL

When you

are done editing click Save.

location window, will open where you can edit the basic information and

3. To edit the position of the location within the tree structure use the "drag-and-drop" technic -

just click the desired location and drag it to the proper position in the List of locations.

Locations

Enter search keyword

4 [ Company
4 1] Building
# 1st floor

@S

*

[ [255] Passage 1
[l [255] Passage 2

& 2nd floor

4 [ Warehouse

25 ~duc
% drlZSSOfPaasage 3
® Quality contril-)

FI [255] Passage 3
[l [255] Passage 4

4 M Restaurant
[ Private Dining

Room

Locations *
Enter search keyword

L

4 @ Company

Building

M 1st floor

[ [255] Passage 1
| [255] Passage 2
 2nd floor

Warehouse

4 [ Production
Il [255] Passage 3

® Quality control

[ [255] Passage 4
4 M Restaurant
@ Private Dining Room
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12.2.3. Delete Location

ATTENTION
You MUST NOT delete a location which has assigned user and group rights to it.

ATTENTION
You CANNOT delete locations which have sub-locations without first deleting all the sub-

locations.

1. To delete a location select the Delete location option from the right-click menu.

-
Locations f

Enter search keyword

¢ [ Company
4 ] Building
M 1st floor
| [255] Passage 1
[’ [255] Passage 2
® 2nd floor
4 [ Warehouse
4 @ Production
| [ Add O;gamzat\'cn
® Quality
[1 [255] Passag
4 [ Restaurant
@ Private Dir  Edit location

Close

Add Building

Add Passage

2. The system will warn you, that you are about to delete a location.
To confirm the deletion click OK.

| localhost:9090:

Do you really want to delete this location?

!
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12.2.4. Assigning locations to devices and communication lines

Assign the corresponding location to the devices or communication lines when adding devices through
the Add hardware wizard.

Communication line information
Name Teplp (192.168.7.11)
Type Teplp v
IP address 192.168.7 11
Port 1001
Protocol V9 M
Connect to location Storage hall w
Choose
Company
Company/Main entrance
Company/1st floor
Cancel Company/1st floor/Keymanager
Company/1st floor/Development
Company/1st floor/Production

Subsequently, you can also add a location to a piece of hardware through the settings tabs on the right side
of the editor:

1. In the Basic settings tab, click the Assign location link.

- ; #| Automatic communication refreshin m
Hardware ‘# Device settings 9

Enter search keyword

Type Populus4 v
4 [255] Populus4
Fassage Name Populus4
[2] Passage 2 Use controller Yes v
[3] Passage 3
(4] Passage 4 Controller address 255
Location Controller is not assigned

2. A new window will open where you can chose the appropriate location from the drop down menu.

Location

Choose

| Company
Company/Building

c | Company/Building/1st floor m
anee Company/Building/2nd floor

Company/\Warehouse
Company/\Warehouse/Production
Company/\Warehouse/Quality control
Restaurant

Restaurant/Private Dining Room

3. When you are done editing, click Save.

Location Company/Building/1st floor i

Add

(o
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12.3. Communication Line

The Communication line (leading to controllers) is the first necessary component of a hardware (device)
entry in the Codeks software.

Communication
line

The Codeks software communicates with different hardware devices through communication lines.

The (physically) installed hardware devices can be connected with the Codeks software through one of three
types of communication lines:

- TcpIP - an IP communication line, using the TCP communication protocol.

- Serial - a serial communication line connects the hardware devices with the server by using a COM Port
connection. This type of communication line is used also to connect devices via USB connector to the server.
- USB - a communication line that connects devices to the server using a USB interface is only designed to
connect older Jantar devices (which still use the FTDI chip)

By right-clicking on the communication line you can access the action menu for communication lines.

A
Hardware A‘.‘

Enter search keyword

< Serial (COM1)

Qf TCDI[) (192.1cn 7 ANAN
Discover all communications lines

4 o Toplp (192.
+ & [51) pop IR
[1] Passac Delete communication line

[2] Passag Discover controllers

4 o Tcplp (192. Add controller
4 o [249] Reg
[1] Passage'T

Close

Individual actions are described in the following chapters.
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1. To manually add a new communication line select the Add communication line from the right-
click menu.

12.3.1. Add Communication Line

L
Hardware “"

Enter search keyword

& Serial (COM1)

Q? TCDID (192.1.:0 T 404N
Discover all communications lines
4 o Tcplp (192.

. ¢ 1611 o R
[1] Passag Delete communication line

[2] Passag Discover controllers

4 o Tcplp (192. Add controller
4 of [249] Rec
[1] Passage™T

Close

2. A new window will open for adding a new communication line.

In the new window define the name, communication protocol and type of communication line.
Depending on the selected type of communication line you will require different information to
add the communication line to the system:

Tcplp:
i g jEn : - IP address
Communication line information
- Port - the port, which will be
Name Teplp (192.168.100) . .
used to communicate with the
Type Tcpl .
iR i connected devices (the default
IP address 192.168.100 value is 1001).
Port 1001
Protocol Va9
Connect to location Choose
Add
Cancel
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Name
Type
Port

Protocol

Connect to location

Cancel

Name

Type
USB Serial number

Protocol

Connect to location

Cancsl

Communication line information

Serial (COM1)
Serial
COM1

V9

Choose

Add

Communication line information

USB (null)

USB

V9

Choose

Add

UD1an®

- Port - the COM port number,
which will be used by the

communication line.

USB:

- USB Serial number - The
serial USB number of the
connected device (only for
older Jantar hardware
devices).

3.* You can also connect the communication line to a specific location if you like. However, it is not

necessary to connect a communication line to any location (only readers must necessarily be connected to

passage type locations.

4. When you are done with adding the new communication line, click Save.

The new communication line will now be displayed in the List of hardware devices.

Hardware

Enter search keyword

o Serial (COM1)

%

& Tcplp (192.168.100)

Tcplp (192.168.7.101)

@ o Tcplp (192.168.7.11)
4 o [61] Populusvo

11 Daceans 1
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12.3.1.1. Basic Settings for communication lines

In the Basic settings tab, you can edit the basic settings, necessary to establish an active communication
connection with devices, which are connected to the server through the selected communication line.

Some settings are dependant on the selected Type of communication line.

Hardware # Device settings m
Basic settings  Options

} o Podjetje registracija

Ve Tepl
» o [245] RegisT-1 Ll el
@ [1] Glavni vhod Name Podjetje registracija
o [2] Prst IP add 192.168.110.51
» /A Podjetje access s i
b o We Port 1001
¥ o SpiderKM ) I T e———
}Q?Tcplp“gz 168, 11029) Location AsSIgr Iocation Communication is not ass
» o Teplp (192.168.110.28)
» o Serial
Type The communication line type, according to the technology used (TcpIp, Serial or USB).
Name The (custom) name of the communication line.
* IP address The IP address of the communication line.
(* only for TcpIp type
communication lines)
* Port The number of the primary port, through which the communication line will connect with the

(* only for TcpIp type Codeks software.
communication lines)

* USB Serial number The identification humber of the USB connection (USB type lines only).
(* only for USB type
communication lines)

* COM port The COM port number (Serial type lines only).
(* only for Serial type
communication lines)

Location (optional) The selected location, from the Locations three view, to which the communication line is
connected.
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12.3.1.2. Communication Line Options

In the Options tab, you can edit advanced settings for communication lines. Some settings are dependant
on the selected Type of communication line.

; ; Save
Hardware # Device settings

Basic settings | Options

» & Podjetje registracija

b o [245] RegisT-1 General settings
o [1] Glavni vhod Keyword Value
o [2] Prst Communication timeout (ms) 2000
e e acess Delay between receiving and sending (ms) 2
» o We
» & Spiderki Event fetching delay (ms) 250
» o Teplp (192.168.110.29) Protocol \'E] A
» o Teplp (192,168 110.28) eI true v
» o Serial
Encrypt communication
TCP port2 (mobile) 1002
Offline address 0
Enable push events )
Keep alive interval 20000
Key for data encryption Default factary crypto k v
Communication The amount of time set in milliseconds the system will wait before reporting a no connection
timeout (ms) status if a controller does not respond.
Delay between The elapsed time period between two sent messages, set in milliseconds.

receiving and
sending (ms)

Event fetching delay Sets the periodic time sequence when Codeks sends an event query to the controllers, in
(ms) milliseconds.

Protocol The Set communication protocol between the device and Codeks (V7 or V9).
The setting is dependant on what kind of communication protocol the controllers in the system
support. (Older controllers only support the V7 communication protocol. Newer controllers with
firmware version 9.2 or higher can also support V9 communication).

Secure protocol {obsolete}
Encrypt {obsolete}
communication

TCP vrata2 (mobile) The number of the secondary port, through which the communication line (device) will connect
with the Codeks software.

Offline address {obsolete}

Enable push events Enables Push communication[26% between controllers and Codeks.

Keep alive interval The elapsed time period after which Codeks refreshes the connection with a controller.

Key for data This functionality does not work in the Codeks TA Kit software, you need the full
encryption Codeks TA or Codeks AC software to use this feature.
Enabling the use of custom encryption keys for the encryption of communication between
controllers and Codeks. This setting must be enabled to use a custom generated, V9 encryption
key.

* the table above displays setting found in the Options tab for communication line types TcpIp
and USB.
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The device type Serial also has the following additional settings in the Options tab: Baud rate, Parity and
Stop bits.

Hardware # Device settings m

Baszic settings = Options

» « Podjetje registracija

b o [245] RegisT-1 General settings

o [1] Glavni vhod Keyword Ul
» [2] Prst Communication timeout (ms) 2000
b A jetj
il cdisielceesy Delay between receiving and sending (ms) 0
+ o We
b o SpiderkM Event fetching delay (ms) 500
» o Tcplp (192.168.110.29) Protocol Ve v
b o Toplp (192.168.110.28) Secure transfer true v
¥ o Serial
Encrypt communication
TCP port? (mobile) 1002
Offline address 0
Enable push events
Keep alive interval 20000
Key for data encryption Default factory crypto k v

Serial interface

Keyword Value
Baud rate 19200 v
Farity None v
Stop bits 1 v
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By default Codeks communicates with all the active controllers in the network by sending regular periodic

12.3.1.2.1 Push communication

event queries. The controllers always send an answering message about the event status back to Codeks,
even if no new events were registered since the last event query. This kind of communication, also known as
pull communication, creates a lot of traffic on the communication lines, especially in systems with a large
number of controllers.

The traffic on the communication lines can be considerably reduced by enabling the push communication
option within Codeks. When push communication is enabled, Codeks no longer sends regular event queries
to active controllers. Instead, the active controllers send a message to the server, only when they register
an event. Thus the communication lines are considerably less occupied, as data transfer only runs when an
actual event occurs.

To enable push communication you need a Codeks software package, version 9.0.1.58 or higher and

controllers that have their own inbuilt network interface and firmware version 9.7.8 or higher.

12.3.1.2.1.1 Enabling push communication

Push communication can be enabled for every communication line individually.

1. To set push communication to a specific communication line, mark the selected communication line in
the List of hardware.

2. In the Device settings section select the Options tab.

Find Enable push communication in the list below and check it.

Hardware # Device settings m

Basic settings =~ Options

» & Podjetje registracija

¥ o [245] RegisT-1 General settings
o [1] Glavni vhod Keyword Value
®[2] Prst Communication timeout (ms) 2000

}» & Podjetje access

Delay between receiving and sending (ms) 2
» & [255] Podpora
 [1] Commercial department Event fetching delay (ms) 500
® [2] Podpora Protocol Ve M
» 34] RegisM
@ [34] Regish Secure transfer true A
o [1] Reader1
 [2] Reader? Encrypt communication
» @ [33] RexF TCP port2 (mobile) 1002
o [1] Readert SHline addr
b o We Offline address 0
» @ [90] PopulusVg WC I Enable push events % I
»[2] We Keep alive interval 20000
® [1] test Key for data encryption Custom crypta key v
¥ & SpiderkM
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It is essential, that the connection between Codeks and the controllers is kept active, in order to ensure

3. The last step is to set the setting Keep alive interval setting.

successful communication. Codeks keeps the connection to a selected controller alive by periodically
sending "keepalive" packets to it. The recurring time period for sending the "keepalive" packets is defined
by the Keep alive interval setting.

Keep in mind that the value of the Keep alive interval setting must be lower than the value of the Timeout
setting. Timeout is a setting defined for each controller individually (for Jantar controllers the default
setting is usually 1 min). If the controller does not exchange any messages with Codeks, before the time
period set by Timeout has passed, it ends the connection.

WARNING!

The value of the Keep alive interval setting must not exceed the value of the Timeout setting, set for the
controller (see the Codeks Device Manager documentation to learn how to set the Timeout setting). If the
Keep alive interval value exceeds Timeout, the controller will end the connection. The broken connection
will first have to be reestablished, before any further messages between the controller and Codeks can be
exchanged. This cycle is repeated every time the Timeout time period is exceeded, which interrupts

communication and is very time consuming.

WARNING!

With push communication enabled, data transfer between the controllers and Codeks is less frequent.
Consequentially, a broken connection with a controller is only registered when the next "keepalive" packet
is send to the controller (i.e. after the Keep alive interval time period has passed).

This time delay can be problematic in instances when real-time warnings of broken connections are

important (e.g. break-in attempts).
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1. To edit an existing communication line, first, click the line you wish to edit on the List of hardware.

12.3.2. Edit Communication Line

Hardware - #

Enter search keyword

« Serial (COM1)
« Tcplp (192.168.100)
« Tcplp (192.168.7.101)
4 o Tcplp (192.168.7.11)
4 « [61] Populusv9
[1] Passage 1

L1

[2] Passage 2
4 & TrnIn (197 1R 7 7M
2. On the right side of the Hardware editor, the windows for editing the Basicl2661 and Advanced settings /26t
of the communication line will be enabled.

Enter the desired changes.

. ! ¥ Automatic communication re m
Device settings

Basic settings  Options

Type Tcplp v
Name Teplp (192.168.100)

IP address 192.168.100

Port 1001

Location Assign location | Communication is not ass

3. When you are done editing the communication line, click Save.
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12.3.3. Discover All Communication Lines

1. If you want to solely add a communication line (which leads to a Jantar device) and then later on
manually add the controllers and readers, select the Discover all communication lines option from the

right-click menu on a random communication line.

Hardware -~ 4

Enter search keywaord

o Serial (COM1)
&’ Tcplp (192. 149 1001

i

s o [61] Pop Add communication line
[1] Passa Delete communication line

[2] Passa  Discover controllers

4 o Tcplp (192 Add controller
4 o [249] Re

[l] Passage-r

Close

2. A new window will open displaying the table containing all communication lines, which connect the
access control or time attendance devices (Jantar devices).
Find the desired communication line on the list and click it.

Hardware discovery - Communications Lines
Transport IP Address Port USB Serial Port
number
Socket 192.168.110.27 100
Socket 192.168.110.22 1001
Socket 192.168.110.194 | 1001
Socket 192.168.1.13 1001
Socket 192.168.110.24 1001
Socket 192.168.1.30 1001
Socket 192.168.3.89 1001
Socket 192.168.1.17 1001
Socket 192.168.1.14 1001
Socket 192.168.1.12 1001
Socket 192.168.1.11 1001
Socket 192.168.3.151  |1001
Socket 192.168.110.29 1001
Socket 192.168.1.15 1001
.Sockel 192.168.7.101 1001
Socket 192.168.3.200 1001
Socket 192.168.110.21 1001
Socket 192.168.110.231 | 1001
Socket 192.168.3.102 1001
Socket 192.168.3.10 1001
Socket 192.168.110.28 1001
Is communication line you are searching for not on the list?
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3. A new window will open, displaying the communication line's data. Here, you can also change some basic

settings of the communication line and connect the line to a location.
You can read more about the individual settings for communication lines in chapters Basic settings for

communication lines[268 and Communication line options[z6h

Communication line information

Name Teplp (192.168.7.101)

Type Tcplp v

IP address 192.168.7.101

Port 1001

Protocol V7 v

Connect to location Choose X
Add

Cancel

4. When you are done editing the communication line, click Save.
The new communication line will be displayed on the List of hardware.

Hardware - #

Enter search keyword

w Serial (COM1)
& Tcplp (192.168.100)
« Tcplp (192.168.7.101)
4 & Tcplp (192.168.7.11)
a o [61] Populusvo
[1] Passage 1

[2] Passage 2
4 & Tcplp (192.168.7.20)
4 " [249] RegisT
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12.3.4. Delete Communication Line
NOTE
When deleting a communication line, all controllers and readers connected to the communication line will

also be deleted.

1. To delete an existing communication line, first, select the communication line on the List of hardware.

2. Then, right-click on it and select Delete communication line from the menu.

Hardware A#

Enter search keyword

« Serial (COM1)
o Tcplp (192.168.100)
‘&f’ TCDID (19'} 160 7 1043
Discover all communications lines
4 o Tcplp (1¢
e o [61] Pt
[1] Pas

[2] Pas Discover controllers

Add communication line

4 o Tcplp (18  Add controller

1Y [249] | Close
[11 Passager

3. The system will warn you that you are about to delete the communication line.

To confirm the deletion click OK.

localhost:9090 sporoca:

Do you really want to delete this device?
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12.3.5. Discover Controllers

The Discover controllers function initiates an automatic search for all controllers connected to the selected
communication line. Use this function, when you wish to add a new controller to an existing communication
line within the Codeks system, e.g. as the continuation of the Add communication line or Discover

communication lines functions.

1. To add a (new) controller to an existing communication line, click the Discover controllers option in the
right-click menu.

Hardware - %

Enter search keyword

o Serial (COM1)
o Toplp (107 152 100y
o Teplp (1 Discover all communications lines
2 o Toplp (1
4 o [61]1F Delete communication line
[1] Pag
[21Pat  Add controller
ez lcnpi(e Close
4 o [249] weyrst

Add communication line

2. A new window will open displaying all the controllers connected to the selected communication line.

Controllers on communication line

Socket 192.168.100

Controller Type Model Version
address
62 PopulusV9 1P4 9754
| 61 Populus4 2P4 9.8.00 |

3. To connect the controllers (on this line) to the system, double-click each entry.
A new window will open, where you can edit the basic settings of the controller.

Controller information

Name Populus4
Type Populusd
Use controller Yes
Controller address 61

Connect to location Choose

Add

Create passages and connect readers B

Passage A Invert Open Enable by Direction Type Address PO P1
4 [255] Passage 1 Door 1 v Reset v Pass v RID
w 1255] Passage 2 Door2 v Reset v Pass v RID
04 [255] Passage 3 Door 3 v Reset v Pass v RID
v [255] Passage 4 Door 4 v Reset v Pass v RID

Cancel Save

4. When you are done editing the controller, click Save and close the previous pop-up window.

Controllers on communication line

Socket 192 168.100

Controller Type Version
address

PopulusV9

Populus4
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12.3.6. Add Controller

The Add controller function enables you to manually add a controller to a selected communication line. Use
this function, when you wish to add a new controller to an existing communication line within the Codeks
system, e.g. as the continuation of the Add communication line or Discover communication lines

functions.

1. To manually add a (new) controller to an existing communication line, select the Add controller option

from the right-click menu.

L
Hardware “

Enter search keyword

o Serial (COM1)
o Teplp 10 120 10m

Discover all communications lines
o Tl

4 o Toplp
2 o [6] Delete communication line

Add communication line

[1] Discover controllers
[2]
¢ & Toply Close
4 o [249rreysT

2. A new window will open where you can edit the basic settings for the controller.

Name Populus4

[255] Passage 1 Reset P RID

4 D
@ esspessage2 Door
v Do
v D

[255] Passage 3

AR
3
-3
=

[255] Passage 4

NOTE
To be able to manually add a new controller, you will require the following information, which you must note during the
(physical) installation process:

- the type of controller

(you can choose between: Focus, Focus?7, Focus_Kit, KeyManager, KeyManagerV9, KayMangerV9PLC, Lockart, Populus1,
Populus2, Populus4, PopulusA, PopulusF, PopulusH, PopulusK, PopulusO, PopulusX, PopulusNec, PopulusV9,
PopulusV9Relay, PopulusV9Slimline, Regis, RegisF, RegisH, ReisM, RegisR, RegisT, RegisS, RegisZ, Regis_NT, Rex,
RexF, RexV9, Trigger, StandaloneReader, ZK_TF1700_BW, ThirdPartyVirtual, etc.)

- the data of the communication line which leads to the controller (IP address, COM port or USB serial number),

- the location, where the controller is installed,

- the address of the controller (you can use the following values: from 1 to 249 and 255)

- * the layout of the controller - vertical (portrait) or horizontal (landscape) - only when using the Regis H,
Regis M or Regis T T&A controllers.

3. When you are done editing the controller, click Save.
The new controller will be displayed under the selected communication line on the List of hardware.

Hardware = %

Enter search keyword

o Serial (COM1)
4 « Tcplp (192.168.100)
4 o [61] Populus4
[1] Passage 1

[2] Passage 2
[3] Passage 3

[4] Passage 4
« Tcplp (192.168.7.101)
4 o Tcplp (192.168.7.11)
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12.4. Controller

The Controller is the second component of a hardware (device) entry in the Codeks software.

“ I

Server Communication Controller Reader
(Codeks software) line

W

Controllers are connected to the server, where the Codeks software is installed, through a communication

line. Controllers, in turn, serve ass the connection points for readers.

By right-clicking on the controller you can access the action menu for controllers.
Hardware ‘#
Enter search keyword

« Serial (COM1)
4 o Tcplp (192.168.100)

4 61] F v
¥ [61] 1 Manage controller
[1] Pas
Delete controller
o [2] Pas
[3] Pag Device status

[4] Pat Add reader

o Teplp (1 close
4 o Tcplp (192.168.7.11)

Individual actions are described in the following chapters.
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12.4.1. Settings for controllers

12.4.1.1. Controller Basic Settings
The first tab, Basic settings, contains the basic settings for controllers.

Device settings

Basic settings = Options Doors Times Anti pass back Advanced

Type RegisF v
Name RegisF
Use controller Yes v
Controller address 22
Keypad model Numeric v
Device Type Online controller v
Controller submode Normal v
Location Assign location | Controller is not assigned
Type The type of controller.
Some controller settings are dependant on the defined type of controller.
Name The name of the controllers, to be displayed in the List of hardware.
Use controller This setting determines whether this controller will be actively connected with the Codeks

application, or not:
- if it is set to Yes, the controller will send and receive data as usual,
- if it is set to No, the controller will not send or receive data.

Controller address The controller's address is one of the key settings of controllers, as it defines the address
through which the controller communicates with the Codeks software.

NOTE

All controllers which are connected through the same communication line must be
assigned unique addresses (on the communication line). This is because the Codeks
software cannot communicate with controllers using the same address on the same
communication line.

NOTE

The address of the controller (i.e. the numerical value between 1 and 249 or 255) must
already be assigned to the controllers during the installation process itself.

If you choose to manually add the controller to the Codeks application, you must carefully
record this device information.

If you add the controller using the Add hardware wizard, the wizard will automatically find
and insert the correct controller address.

* Keypad model This setting defines which keypad will be sent to a controller with a touchscreen.
(* only for touchscreen You can choose between keypads already integrated into the software and custom keypads.
controllers) (Custom keypads can only be created with the Codeks Screen Keypad editor add-on.)
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* Device type

(* only for Populus F,
Populus H, Populus K,
Populus O, Populus X,
Populus V9, Populus
V9 Relay, Populus V9
Slimline, Regis F,
Regis H, Regis M,
Regis R, Regis T, Regis
S, Regis Z, Rex F, Rex
V9, Trigger)

* Controller
submode
(* only for Populus X)

Only change this setting if you want to change the controller's Operation mode, otherwise,
leave the default value of this setting Online controller.

You can choose between the following values:

Wiegand - single key - this setting changer the operation of the controller to that of a
reader. (When a user registers at this controller, it only registers the card number and forwards
the information. If a user enters a PIN on this controller each individual number is immediately
forwarded.)

Wiegand - key code after enter - this setting changer the operation of the controller to that
of a reader. (When a user registers at this controller, it only registers the card number and
forwards the information. If a user enters a PIN on this controller, the number is only forwarded
when the Enter key is pressed.)

Online controller - normal/default

Electronic purse - the function of this setting is yet to be defined (TBD)

Electronic purse set value - the function of this setting is yet to be defined (TBD)

This setting defines whether this controller will operate as a regular card reader (Normal) or
as a card holder (Card holder).

Location The location, to which the controller is connected.
It is, however, not necessary to connect a controller to any location (only readers must
necessarily be connected to passage type locations).

NOTE

To be able to manually add a new controller, you will require the following information, which you must

note during the (physical) installation process:

- the type of controller

(you can choose between: Focus, Focus?7, Focus_Kit, KeyManager, KeyManagerV9, KayMangerV9PLC, Lockart,
Populus1, Populus2, Populus4, PopulusA, PopulusF, PopulusH, Populusk, PopulusO, PopulusX, PopulusNec, PopulusV9,
PopulusV9Relay, PopulusV9Slimline, Regis, RegisF, RegisH, ReisM, RegisR, RegisT, RegisS, RegisZ, Regis_NT, Rex,
RexF, RexV9, Trigger, StandaloneReader, ZK_TF1700_BW, ThirdPartyVirtual, etc.)

- the data of the communication line which leads to the controller (IP address, COM port or USB serial

number),

- the location, where the controller is installed,

- the address of the controller (you can use the following values: from 1 to 249 and 255)

- * the layout of the controller - vertical (portrait) or horizontal (landscape) - only when using

the Regis H, Regis M or Regis T T&A controllers.
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12.4.1.2. Controller Options

The Options tab, contains some advanced controller settings. The exact number of settings may differ

according to the type of controller.

BASIC SETTINGS (OPTIONS tab)

Device settings

Basic settings

Options

Doors

Times  Anti pas

General settings

Keyword Value
Silent pre break
Silent break
Sensor event
Tamper switch
Door switch event
Roll code check
Link cards
Disable overload protection
Controller buzzer Ld
Card record length (only for V7 communication) CardlLen24 v
Start Macro Choose v
10 reset macro Choose v
Counter margin value 0
Counter value reset time 0 HH:mm
People count less or equal Macro Choose v
People count greater Macro Choose v
Interval of time adjustment in seconds 600

Silent pre break
Silent break
Sensor event

Tamper switch

*Door switch event
(* only for
KeyManagerV9,
KeyManagerV9PLC,
PopulusA, PopulusF,
PopulusH, Populusk,
PopulusO, PopulusX,
PopulusV9,
PopulusV9Relay,
PopulusV9SlimLine,
RegisF, RegisH,
RegisM, RegisR,
RegisT, RegisS,
RegisZ, RexF, RexV9,
Trigger)

Roll code check

Link cards

Disable overload
protection

If this setting is enabled, the pre-break-in alarm will be silent.
If this setting is enabled, the break-in alarm will be silent.

If this setting is enabled, an event will be recorded each time the status of the sensor (door
switch) changes.

If this setting is enabled, the controller's tamper switch will be turned on. This means that an
alarm will be triggered if the device is physically moved or tampered with (vandalized).

If this setting is enabled, an event will be recorded each time the status of the door switch
(push button) changes.

If this setting is enabled the roll-code (shifting bytes) option for communication will be turned
on. This feature prevents intrusions into the system by eavesdropping to the communication
between devices (i.e., sniffing).

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, two users (who have linked cards through the Link code users'
setting) must register at the controller, one after the other, within a defined time frame, in
order to enable access through the passage.

If this setting is enabled, the controller's protection against overload is turned off.
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Controller buzzer If this setting is enabled, the controllers buzzer (sound) will be turned off and the controller will
operate without any sound indicators.

Card record length  This settings defines the amount of data used to save a simgle user card on the controller (only
(only for V7 meant for older Jantar controllers using the V7 communication).
communication) You can chose between the following settings:

- 4 (only the card number and time restrictions),

- 11 (the card number, time restrictions, anti pass-back, link code settings, etc.) and

- 24 (all functions).

Start Macro This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.
The macro, which will be executed whenever a controller reset occurs (e.g. when the controller
unexpectedly loses power).

* IO reset macro This functionality does not work in the Codeks TA Kit software, you need the full

(* only for Codeks TA or Codeks AC software to use this feature.

KeyManagerV9, The macro, which will be executed whenever a controller IO reset is triggered. (An IO reset is
KeyManagerV9PLC, purposely triggered through the Codeks application, e.g. when sending tables, and resets the
PopulusA, PopulusF, controllers default values yet does not erase the controller's memory or settings.)

PopulusH, PopuluskK,
PopulusO, PopulusX,
PopulusV9,
PopulusV9Relay,
PopulusV9SlimLine,
RegisF, RegisH,
RegisM, RegisR,
RegisT, RegisS,
RegisZ, RexF, RexV9,

Trigger)
Counter margin This functionality does not work in the Codeks TA Kit software, you need the full
value Codeks TA or Codeks AC software to use this feature.

If the controller is set to record the number of entries an exits (counter), you can set the
margin value here, which will determine the execution of either the People count less or
equal Macro or People count greater Macro.

Before you can set a custom macro, you must however, create an appropriate macro in the
Macro editor.

Counter value reset This functionality does not work in the Codeks TA Kit software, you need the full

time Codeks TA or Codeks AC software to use this feature. If the controller is set to record the
number of entries an exits, you can set the time of day when the counter value will be reset to
0.

* People count This functionality does not work in the Codeks TA Kit software, you need the full

value Codeks TA or Codeks AC software to use this feature. [the same as Counter margin value]

(* only Rex) If the controller is set to record the number of entries an exits (counter), you can set the

margin value here, which will determine the execution of either the People count less or
equal Macro or People count greater Macro.

Before you can set a custom macro, you must however, create an appropriate macro in the
Macro editor.

People count less or This functionality does not work in the Codeks TA Kit software, you need the full

equal Macro Codeks TA or Codeks AC software to use this feature.
The macro which will be executed if the counter value is less or equal to the Counter margin
value.

Before you can set a custom macro, you must however, create an appropriate macro in the
Macro editor.

People count This functionality does not work in the Codeks TA Kit software, you need the full
greater Macro Codeks TA or Codeks AC software to use this feature.
The macro which will be executed when the value of the counter exceeds the Counter margin
value.

Before you can set a custom macro, you must however, create an appropriate macro in the
Macro editor.

Interval of time This setting defines after how many seconds the server sends data about the exact (system)
adjustment in time to the controller.
seconds
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BLOCKING (OPTIONS tab)

Device settings

Basic settings = Options

Doors Times  Anti pass back Advanced

Blocking
Keyword

NC External 1
NC External 2

e

Value

e

NC External 1
NC External 2

If this setting is enabled, the reader on the first input will be blocked.

If this setting is enabled, the reader on the second input will be blocked.

BUTTON (OPTIONS tab)

Device settings

Basic settings | Options

Doors Times Anti pass back Advanced

Button
Keyword Value
Button 1 Default v
Button 2 Default v
Button 3 Default v
Button 4 Default v
Button 5 Default v
Button 6 Default v
Button 7 Default v
Button 8 Default v
Button 9 Default v
Button 10 Default v
Button 11 Default v
Button 12 Default v
Button 13 Default v
Button 14 Default v
Button 15 Default v
Button 1 This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.
In the Button section, you can set a custom macro to be executed when one of the (first 15)
. buttons is pressed. Alternatively, you can also block a button by selecting the disable button.
Button 15 Before you can set a custom macro, you must however, create an appropriate macro in the

Macro editor.
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12.4.1.3. Controller Doors

In the Doors tab you can manage the inputs and outputs of the controller. The number of doors depends on
the Type of controller.

INPUTS ENABLED (DOORS tab)

Device settings

Basic settings Options | Deors Times  Anti pass back Advanced

Inputs enabled

Keyword Value
Input 0 enabled
Input 1 enabled
L
L

Input 2 enabled

48 &S

Input 3 enabled

"o

Input O enabled If this settings are enabled then the controller's inputs are active and can be used. By default all
Input 1 enabled inputs are enabled.
etc.

SENSOR AND SWITCH POLARITY (DOORS tab)

Device settings

Basic settings Options | Doors Times Anti pass back Advanced

.
.
L]

Sensor and switch polarity

Keyword Value
NC Sensor Door 1
NC Push button Door 1
NC Sensor Door 2

NC Push button Door 2

"o

NC Sensor Door 1 Enable these settings if you are using a door sensor which has a closed contact when in idle
NC Sensor Door 2 mode (when the doors are closed).

etc.
NC Push button 1 Enable these settings if you are using a push button sensor which has a closed contact when in
NC Push button 2 idle mode.

etc.
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DOUBLE DOOR DIRECTION (WITH ENTRY AND EXIT READER/BUTTON) (DOORS tab)

Device settings

ttings Options | Doors | Times Anti pass back Advanced

Double door direction (with entry and exit reader/button)
Keyword Value
Negate output Door 1
Double Door 1
Negate output Door 2
Double Door 2

Negate output Door Enable these settings, if you are using such a device (e.g. a magnet or door strike) on a

1 particular controller output that needs energy (a pulse) in the closed (locked) state, and
Negate output Door requires the energy to be cut to open the door.
2
etc.
Double Door 1 [This setting is only applicable when using older Jantar devices with V7 communication]
Double Door 2 If these settings are enabled, the double door control is turned on, which first checks the door
etc. status of another reader, before the selected doors can be allowed to open.

(Example: Trap door

The entrance to a high-security room is protected by a double door. A user can enter this room
by first, registering on the reader for the first door, and then, closing the first door before he
can register at the reader for the second door and open the second door. The second reader
must receive a signal that the first doors are closed before ti will allow the user access through
the second doors.)
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12.4.1.4. Controller Times

In the Times tab, you can set different time definitions which affect the operation of the controller. Some
time setting are dependant on the Type of controller.

Device settings

Basic settings Options Doors | Times | Anti pass back Advanced

Durations, delays...

Keyword Value
Energy for (sec) 3
Open in (sec) 2]
Open for (sec) 3
Alarm in (sec) 3
Unblock for (sec) 3
Alarm delay line (sec) 3
LCD Time (sec) 3
Last card time (sec) 2]
Alarm pulse (sec) 3
Input delay (sec) 3

Exit time

Keyword Value

Enable Exit time

Exit time (min) 1

Eco mode in (min) 1

DURATION, DELAYS ... (TIMES tab)

Energy for (sec) The time duration (in seconds) of the energy pulse when the door lock is unlocked.

Open in (sec) [This setting is only applicable for older Jantar systems for key management]
The time duration (in seconds) when the user can remove a key (from the keymanager).
Also, the time duration (in seconds) of the energy pulse, which can be longer than the Energy
for (sec) setting, when using an impulse lock.

Open for (sec) The time period (in seconds) when the doors are allowed to b open, before the pre-alarm or
alarm is triggered.
Also, the timeout the controller waits for the registration of the second user when the Link
cards function is enabled. (When using the Link cards function two users must register at the
controller one after the other within a limited time period in order to enable access at the
passage.)

Alarm in (sec) The time period (in seconds) after which the alarm is triggered if the doors are still open.

Pre alarm for (sec) The time duration (in seconds) of the short pre-alarm sounds.
The pre-alarm is triggered after the Open for (sec) time transpires.

Input delay (sec) The timeout (in seconds) after the last controller input status change when the controller checks
the input status again.

Unblock for (sec) [This setting is only applicable for older Jantar devices with V7 communication]
If the controller is blocked and an Unblock command is purposely triggered, this setting defines
the time duration (in seconds) when the reader is unblocked).

Alarm delay line [This setting is only applicable for older Jantar devices with V7 communication]
(sec) The time period (in seconds) after which the alarm is triggered.
LCD Time (sec) The time duration (in seconds) when the users data is displayed on controllers with screens,

before the display returns to its original (standby) status.
Also the time a user has to enter the PIN number after registering with a card at the controller
(when using the Card + PIN function).

Reader unblock time If the controller is blocked and an Unblock command is purposely triggered, this setting defines
(sec) the time duration (in seconds) when the reader is unblocked).

Last card time (sec) The timeout (in seconds) after which a controller allows the same user card to be read in the
same reader again.

Alarm pulse (sec) [This setting is only applicable for older Jantar devices with V7 communication]
The time duration (in seconds) of the alarm.
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Key manager open [This setting is only applicable for older Jantar systems for key management - KeyManager

in (sec) VOPLC]
The time duration (in seconds) when the user can remove a key (from the keymanager).
Also, the time duration (in seconds) of the energy pulse, which can be longer than the Energy
for (sec) setting, when using an impulse lock.

Key manager open [This setting is only applicable for older Jantar systems for key management - KeyManager
for (sec) VOPLC]
The time duration (in seconds) when the doors of the controller are allowed to be open before
the pre-alarm is triggered.

Magnet holding time The time (in seconds) when the magnet holding the key (in a key manager) is disabled and the
(sec) user can remove the key.

Keyboard level The time period (in seconds) after which the display of touchscreen (Regis) controllers returns
returning time (sec) to the primary level (by default the primary level is level 1).

EXIT TIME (TIMES tab)

Enable Exit time If this setting in enabled, the Exit time function is turned on.

Exit time (min) This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.
The period of time (in minutes) the user is allowed to stay in the room. The user must vacate
the room before the time transpires, otherwise, the controller will not allow him to exit.

The time, after which the controller switches to idle (Eco) mode and reduces the screen

e s L ) brightness to save energy.
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12.4.1.5. Controller Anti pass-back

ATTENTION!
The Anti pass-back functionality does not work in the Codeks TA Kit software, you need the full Codeks TA
or Codeks AC software to use this feature.

In the Anti pass-back tab, you can edit the settings for preventing unauthorized passage through certain
passages within the system.

The Anti pass-back function records the status of the users (employees) as to whether they are located
inside or outside a certain room. This function then prevents an employee from entering a room twice if he

has not yet registered an exit from the room.

Device settings

Basic settings Options Doors Times | Anti passback | Advanced

Settings for antipass back
Keyword Value
After reader
After door switch
Reset clears
Clear at 00:00
Global antipass back

After reader The users status is changed every time a user registers at a reader (set accordingly as an entry
or exit).
After door switch The users status is changed when a change of the door switch sensor is detected, after the user

has already registered at the controller. The appropriate hardware to detect the door switch
status is required in order for the anti pass-back function to work correctly using this setting.

Reset clears If this setting is enabled, all users' statuses will be changed to undefined (i.e. not defined if they
are in or out of a room) when a reset of the controller will be (purposely) triggered, e.g. when
sending tables.

Clear at 00:00 If this setting is enabled, all users' statuses will be set to undefined every day at midnight.
Global anti pass- If this setting is enabled, the anti pass-back feature among several controllers will be turned on.
back All readers on all controllers included in the global anti pass-back must have a defined direction

(entry or exit). Each time a user registers on a controller's reader, his status on the controller
changes, and at the same time his status is transmitted to the Codeks server, which ensures
that the change of the user's status is transferred to other controllers included in the global anti
pass-back.

ATTENTION!

In order for the global anti pass-back function to work properly, the Codeks service must be running, otherwise, the
controllers are unable to get the correct status of the users, thus, all users will be able to freely pass through al
passages.
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12.4.1.6. Controller Advanced

The Advanced tab, contains some advanced controller settings. The exact number of settings may differ
according to the type of controller.

CLOCK CALIBRATION (ADVANCED tab)

Device settings

Basic settings Options Doors Times Anti pass back | Advanced

Clock calibration

Keyword Value
Clock accuracy Acurate v
Time difference in 24h (seconds) 0

Clock accuracy This setting defines whether the local clock of the controller is accurate or if it lags or

overtakes. (Empirical test data is needed to determine whether a controller's internal clock is
accurate or not.)

The time difference The number of seconds a day on average the controller's clock lags or overtakes with regard to
in 24h (seconds) the server clock (according to the empirically gathered data).

CONTROLLER LANGUAGE (ADVANCED tab)

Device settings

Basic settings Options Doors Times Anti pass back | Advanced
-
L]
L]

Controller language

Keyword Value

Controller language English v

L]
L]
L]

Controller language This setting defines the default language which will be used to display messages on controllers

with screens.
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DISPLAY (ADVANCED tab)

Device settings

Basic settings

Options

Doors

Times  Anti pass back | Advanced

Display

Keyword Value
Brightness g v
Eco mode brightness 3 v
Border on buttons Cd
Font thickness for keypad text box 0 v
Font thickness for keypad buttons 0 v
Minimum time to register touch button (ms) 50

Transparent display

Brightness

Eco mode
brightness

Border on button

Font thickness for
keypad text box

Font thickness for
keypad buttons

Minimum time to
register touch
button (ms)

Transparent display

This setting defines the screen brightness when the controller is activated (i.e. a user registers
on it). You can choose values between 1 (the least bright) and 9 (the brightest).

This setting defines the screen brightness when the controller is inactive (i.e. in standby mode).
You can choose values between 1 (the least bright) and 9 (the brightest).

If this setting is enabled, all keypad buttons will have a gray outline.

This setting defines the font thickness (in pixels) for the text box of the keypad. You can choose
values between 0 and 20.

This setting defines the font thickness (in pixels) for the buttons of the keypad. You can choose
values between 0 and 20.

This setting determines the minimum amount of time (in milliseconds) the user has to hold a
finger on the screen button so that the controller detects the action as a button selection. The
recommended value is 50 milliseconds.

This setting enables a special effect of a transparent keyboard. If this setting is enabled the
background of the keypad may be seen through the keypad.

PROTOCOL CARDS (ADVANCED tab)

Device settings

Basic settings

Options

Doors

Times Antipassb

Protocol cards
Keyword

Value for subtraction

Address where data is recorded

Value

512

Value for
subtraction

Address where data
is recorded

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

[this setting is applicable only when using the Codeks Electronic purse add-on]

This setting defines, how many units of credit will be subtracted from the users' card every time
they register at this controller.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

[this setting is applicable only when using the Codeks Electronic purse add-on]

This setting defines the location in the memory of the user's card, where the information about
the user's credit is stored. Please, do not alter this setting and leave the default value of 512.
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OPERATION MODE (ADVANCED tab)

Device settings

Basic settings

Options

Doors

Times  Anti pas

Operation mode
Keyword

Offline master mode
Spider mode

Read card number from card memory

Value

Use card serial number if 3PRO not present

Require TA key before card is read

Write event when auto function is executed g

Controller submode

Normal v

Offline mode

Spider mode

Read card number
from card memory
(3PRO)

Use card serial
number if 3PRO not
present

Require TA key
before card is read

Write event when
auto function is
executed

Controller submode

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, this controller will be set as the master controller of the offline system
of smart wireless door handles and locks (Lockart). By registering at this controller users will
gain and update their access rights for the offline system on their user cards.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, the selected controller will operate similarly to the (Spider)
communication converter, enabling other controllers to be connected through it to the same
communication line.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, the controller will not read the card's default serial number, but will
instead search for an encrypted card number located within the cards internal memory.

If this 3PRO setting is enabled on a controller, you must also enable it on all the
readers connected to this controller.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

This setting can only be used if the previous setting Read card number from card memory
(3PRO) is also enabled.

If this setting is enabled, the controller will first attempt to read the encrypted 3PRO card
number (which is stored in a specific location within the card's internal memory), and if this
fails, it will use the default serial number of the card.

If this setting is enabled, users must first press a button (on the controller's keypad) before
they can register their work hours.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, the controller will send an event to the (Codeks) server every time an
automatic function (for door opening or locking) is executed. (This functionality is dependant on
the use of the Auto unlock & lock function at a specific passage type location.)

This setting defines how the controller will respond to receiving an input from a user:

- Normal - when a user registers the controller either beeps or not, depending on the
controller's default operation mode and the buzzer settings,

- Beep on enter - the controller will beep every time a button is pressed on its keypad (this
setting is applicable mostly when the controller setting Device type in set to Wiegand -
single key or Wiegand - key code after enter.
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12.4.1.7. Macros on event

ATTENTION!
The Macro functionality does not work in the Codeks TA Kit software, you need the full Codeks TA or Codeks
AC software to use this feature.

In the Macro on event tab, you can set a macro for each event (defined in the Events editor) that is
triggered when the event is registered on the selected controller. You can prepare macros in the Macro

editor.

Device settings

Basic settings Options Doors Times L dvance Macros on event

Events

Keyword Value
Entry Open Cutput 1 v
Et Alarm v
Pass Choose

T T & F start macro
Automatic function on e
Automatic function off Open Output 1
Alarm

Power off ChooaE e
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12.4.2. Edit Controller

1. To edit an existing controller, first, select the controller you wish to edit on the List of hardware.

Hardware - #

Enter search keyword

« Serial (COM1)
4 « Tcplp (192.168.100)
4 o [61] Populus4

M1 DPaccana 1
2. In the right part of the Hardware editor, the window for editing the selected controller's settings will be

enabled.

Enter the desired changes.

evice settings L i a&eeeﬂmml-m:f.ng
Basic settings ¢ ns rs imes acl
Type Populus4 v
Name Populus4
Use controller Yes v
Controller address 61
Location Assign location | Controller is not assigned

3. When you are done editing, click Save.
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12.4.3. Manage Controller

You can also access some configuration settings for controllers from the right-click menu.

1. First, select the controller you wish to re-configure on the List of hardware and select Manage controller
from the right-click menu.

2
Hardware “.‘

Enter search keyword

« Serial (COM1)
4 o Tcplp (192.168.100)
4 o Tcplp (192.168.7.11)
4 o [61] Populis
—
[2] Passag| Delete controller
s o Teplp (192.1 Device status
4 o [249] Regl  Add reader
[11Passagi  close
[2] Passage 2

2. A new window will open where you can manage and reset certain controller settings:

3T4-98.28

Set controller address

Current address 255

New address

Set controller address
D T

Set controller This function enables you to change the controller's address. (This functionality is especially
address useful when you must subsequently change the controller's address because you are adding a
new controller on the same communication line.)
The Current address field displays the address that is currently assigned to the controller.
Enter the new value for the controller address in the New address field and click set

controller address.

Set time By clicking Set time you can send the accurate server time to the selected controller.

Reset controller By clicking Reset controller you will reset the controller's inputs and outputs to their default
values.

Factory defaults By clicking Factory defaults you will erase the controller's entire memory (readers, users,

etc.). Also, the controller's address will be set to 255.

3. When you are done, click Close.
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12.4.4. Delete Controller

NOTE

When deleting a controller, all readers connected to it will also be deleted.

Untn®

1. To delete an existing controller, first, select the controller you wish to delete on the List of hardware.

2. Then, select Delete controller from the right-click menu.

Hardware - %

Enter search keyword

o Serial (COM1)
4  Tcplp (192.168.100)

= T
v |[61] P Manage controller

1 o

[2] Past

[3] Pas¢ Device status

[4] Past Add reader
o Tcplp (19  Close

- s Famm amm = e

3. The system will warn you that you are about to delete the controller.

To confirm the deletion click OK.

localhost:9090 sporoca:

Do you really want to delete this device?
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12.4.5. Device Status

The Device status open a new window under the Device settings section.

1. To display the Device status window for the desired controller, first, select the controller form on the List
of hardware and click Device status from the right-click menu.

Hardware ‘“,.\‘

Enter search keyword

« Serial (COM1)
4 o Tcplp (192.168.100)

4 "
o [6110y Manage controller
[1] Past
Delete controller
[2] Pase

31 7o

[4] Past Add reader
o« Tcplp (19 Close

4 ol Traln (100 142 7 110

2. A new window will open under the Device settings section, displaying the status of the selected controller.

¥ Automatic communication refreshing
Device settings

Options Doors Times Antipass back Advanced

Type Populus4 v

Name Populus4

Use controller Yes v

Controller address 61

Device Type Online controller v

Location Disconnect location | Assign location | 2nd floor

Inputs -

Outputs -

Reader block

Break in

Model 1P4

Version 9754

Date/Time 27.11.2018 14:57:00

Present 0

Inputs All currently active inputs will be colored green.

Output All currently active outputs will be colored green.

Reader block All currently blocked readers will be colored green.

Break in All door sensors where a break in has been presently detected will be colored green.

Model Machine name of the controller

Version The version of the controllers firmware

Date/Time Displays the current date and time of the controller (the controller's Real-Time Clock)

Present The number of people currently present at the controller's location (this will only be accurate if
entry and exit readers are correctly set for all passages to this location).
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12.4.6. Add Reader

The Add reader function enables you to manually add a reader to a selected controller. Use this function,
when you wish to add a new reader to an existing controller within the Codeks system, e.g. as the
continuation of the Add controller function.

1. To manually add a (new) reader to an existing controller, select the Add reader option from the right-
click menu.

Hardware = #

Enter search keyword

[2] Passage 2 &
4 /& Tcplp (192.168.7.20)
4 o [249]Reg ~
[1] Passag
4 /& [255] Pop
[1] Passag Device status

e

[4]Passag  close

L2} [ W=

Manage controller

Delete controller

2. A new window will open where you can set the basic setting of the reader.

Reader information

Name Passage 2

Type Direct

Direction Pass

Reader number 2

Connect to passage Choose

Add
Create passage and connect it to reader e
Passage TA Invert Open Enable by Direction Type Address PO P1
[249] Passage 2 None v Reset v Pass v Direct
o

NOTE

To be able to manually add a new reader, you will require the following information, which you must note during the
(physical) installation process:

- the type of reader

(you can choose between: Direct, Direct_C4, Finger, Hid,Hid_4B, Lockart, Protocol, R1D, R1W, R1W_K, R4W,
R4W_26bit, RAD, Relay, Wiegand, Wiegand_custom, Wiegand_26bit, Finger_Zk, PopulusF_reader, RexF_reader,
RegisF_reader, ANPR)

- the information about the controller to which the reader is connected to,

- the reader number (the sequential number of the reader of this controller),

- the location, where the reader is (physically) installed, as well as the direction (entry, exit, pass).

3. When you are done editing the reader's information, click Save.
In the List of hardware, a new reader will be added to the selected controller.

Hardware ‘#

Enter search keyword

[2] Passage 2 2.
4 « Tcplp (192.168.7.20)
4 o [249] RegisT
[1] Passage 1
[[2] Passage 2|
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12.5. Reader

The Reader is the third component of a hardware (device) entry in the Codeks software.

S| ]

Server Communication Controller Reader
(Codeks software) line

Readers are always connected to controllers and all controllers are connected to the server, where the
Codeks software is installed, through communication lines.

Through the right-click menu you can access the Delete reader action.

Hardware = *

Enter search keyword

& Serial (COM1)
4 o Tcplp (192.168.100)
4 o [61] Populus4

[1] Pag Delete reader
[2] Pas
[3] Pat Close

[4] Passage 4

The process of deleting a reader is described in chapter Delete Reader /298,
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12.5.1. Settings for readers

12.5.1.1. Reader Basic Settings
The first tab Basic settings contains the basic settings for readers.

Device settings

¥ Automatic communication refreshing Save

Basic settings Options

Type

Name

Direction
Reader address

Reader number

Protocol v
Passage 1

Pass v
255

1 v

Location Disconnect location | Assign location | [255] Passage 1
Type The type of reader.
Some reader settings are dependant on the defined type of reader.
Name The name of the reader, to be displayed in the List of hardware.
* Direction This setting defines the direction of the reader at the passage. You can choose between the

(* only for Direct,
Direct_C4, Finger, Hid,
Protocol, R1D,
RexF_reader, Wiegan,
Wiegand_custom,
PopulusF_Reader)

* Communication
line

(* only for
RexF_reader and
PopulusF_Reader)

* Reader address
(* only for Protocol)

* Device address
(* only for
RexF_reader and
PopulusF_Reader)

* Parameter O
(number of bits)
(* only for
Wiegand_custom)

* Parameter 1 (shift
to right)

(* only for
Wiegand_custom)

following values:

- Passage - the users can freely move through the passage, regardless of the direction.

- Entry - by registering at the reader the users record that they are entering the room (i.e.
they register an Entry event).

- Exit - by registering at the reader the users record that they are leaving the room (i.e. they
register an Exit event).

The communication line (IP address) for sending user's fingerprint templates to fingerprint
controllers that are set to operate as readers in the system.

The address of a protocol reader is one of the key settings for the communication between a
protocol reader and the controller to which it is connected. In the setting's field insert a number
between 1 and 255.

NOTE

Protocol readers connected to the same controller must be assigned unique reader
addresses. The controller is not able to communicate with readers assigned with the same
address.

NOTE

The protocol reader address (i.e. the numerical value between 1 and 255) are already
assigned to the readers during the installation process itself.

Therefore, you must carefully record this device information.

The controller address of the controllers which operates as a reader within the system (i.e. has
been subsequently set to operate as a reader).

[this setting is meant to define how third-party wiegand readers will read user cards]
The information about how many bits are used for the user card within the reader response
(string).

[this setting is meant to define how third-party wiegand readers will read user cards]
The number of bits to shift in the reader response (string) to locate the place where the user
card number begins.
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Reader number The sequential number of the reader of the controller. The number of readers that can be
connected to a controller differs depending on the type of controller. All readers connected to
the same controller must have a different reader number assigned.

Location The location, to which the reader is connected.
Readers can only be connected to passage type locations. Passages must be connected to
readers to enable the correct operation of access control or time attendance registration at the
company entry points.

NOTE

To be able to manually add a new reader, you will require the following information, which you must note during the
(physical) installation process:

- the type of reader

(you can choose between: Direct, Direct_C4, Finger, Hid,Hid_4B, Lockart, Protocol, R1D, R1W, R1W_K, R4W,
R4W_26bit, RAD, Relay, Wiegand, Wiegand_custom, Wiegand_26bit, Finger_Zk, PopulusF_reader, RexF_reader,
RegisF_reader, ANPR)

- the information about the controller to which the reader is connected to,

- the reader number (the sequential number of the reader of this controller),

- the location, where the reader is (physically) installed, as well as the direction (entry, exit, pass).
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12.5.1.2. Reader Options

GENERAL SETTINGS

Device settings

Basic settings = Options

General settings
Keyword
Last card for controller
User + PIN

Value

Don't end pulse on output (sensor switch off) £

Don't report unknown card events

Enable key functions
Invert card number
Enable reader sound
3PRO mode

Use serial mode if 3PRO mode fails

Energy for (sec)

Controller submode

MNormal T

LN

Last card for
controller

User + PIN

Don't end pulse on
output (sensor
switch off)

Don't report
unknown card
events

Enable key functions
(Enable actions on
buttons)

Invert card number

Enable reader sound
3PRO mode

Use serial mode if
3PRO mode fails

* Energy for (sec)
(* only for Protocol)

* Controller
submode
(* only for Protocol)

After reading a specific card, the reader is set to wait a certain amount of time (timeout) before
it can read the same user card again.

If this setting is enabled, the same time (timeout) is copied to all the readers connected to the
same controller. This means that a user cannot register at any of the readers on the same
controller until the timeout has transpired.

If this setting is enabled the User + PIN function will be turned on for this reader.
When using the User + PIN function users must first register at the reader with their card and
then also type in a PIN code on the readers keypad.

By default the energy pulse to open the door terminates as soon as the user physically opens
the door.

If this setting is enabled, the doors stay open (the pulse persists) for the entire time set by the
Energy for (sec) setting regardless of the door status sensor.

If this setting is enabled, the controller will not report unknown card events from this reader to
the server.

If this setting is enabled, users can trigger basic actions at passages (basic actions: Open, Lock,
Unlock, Toggle, Enable, Disable, Unblock, Disable PIN and Enable PIN) by pressing a button on
the controller.

If this setting is enabled, the reader will invert the reading of the card number (reverse the
order of bytes).

If this setting is enabled, the controller's buzzer (sound) will be turned on.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

If this setting is enabled, the reader will read the encrypted 3PRO card number located within
the cards internal memory.

This setting must be enabled for all readers connected to a controller using the 3PRO
functionality.

This functionality does not work in the Codeks TA Kit software, you need the full
Codeks TA or Codeks AC software to use this feature.

This setting can only be used if the previous setting 3PRO mode is also enabled.

If this setting is enabled, the reader will first attempt to read the encrypted 3PRO card number
(which is stored in a specific location within the card's internal memory), and if this fails, it will
use the default serial number of the card.

The time duration of the energy pulse (in seconds) when the door lock is unlocked.

This setting defines if a reader will be used as a regular card reader (Normal) or as a
cardholder (Card holder) or if it will forward the change of status to a specified output
(LED output).
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BLOCKING AND ENABLING

Device settings

Basic settings
8

Options

Blocking and enabling
Keyword
Blocked

Value

Also block keypad when reader is blocked td

Do not release blocking status at 10 reset

Enabled by input 0
Enabled by input 1
Enabled by input 2
Enabled by input 3
Enabled by input 4
Enabled by input 5
Enabled by input 6
Enabled by input 7

L LN

Blocked

Also block keypad
when reader is
blocked

Do not release
blocking status at
IO reset

Enabled by input 0

Enabled by input 7

If this setting is enabled the reader will be blocked and it will not read cards.

(A reader in this condition can be unblocked in various ways: (1) by clicking the Unblock button (in the Monitor
or Layouts viewer) for the a time period set by the Unblock for (sec) setting in the Controller Times[27%; (2) by
clicking the Enable button (in the Monitor or Layouts viewer); (3) with a specially created Macro; (4) condition
the action of unblocking with a signal that has to be sent from one of the inputs (set below - input 1 to input
7), etc.)

If this setting is enabled, and the reader has a keypad (for manually entering a PIN), the
readers keypad will also be blocked.

If this setting is enabled the reader will not be unblocked even if an 10 reset is triggered.

If this reader is blocked, it can be unblocked if a signal is detected at a specific input.
To enable this kind of operation, enable (add a checkmark to) the appropriate (controller) input,
which will unblock the reader.
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DOOR CONTROL

Device settings

Basic settings
8

Options

Door control

Keyword
Door 1
Door 2
Door 3
Door 4
Door 5
Door 6
Door 7
Door 8
Door 9
Door 10
Door 11
Door 12
Door 13
Door 14
Door 15
Daor 16

Value

Options 1

Options 16

This settings define which outputs will be activated when users register at this reader. (e. g.
Door 1 is marked as O0 on the controller's circuit board.)
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12.5.2. Edit Reader

1. To edit an existing reader, first, select the reader you wish to edit on the List of hardware.

Hardware - #

Enter search keyword

« Serial (COM1)
4 « Tcplp (192.168.100)
4 o [61] Populusd

M1 Paccana 1

2. In the right part of the Hardware editor, the window for editing the selected reader's settings will be

enabled.

Enter the desired changes.

evice settings Lt an
Type Populus4 v
Name Populus4
Use controller Yes v
Controller address 61
Location Assign location | Controller is not assigned

3. When you are done editing the reader, click Save.
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12.5.3. Delete Reader

1. To delete an existing reader, first, select the reader on the List of hardware.
2. Then right-click on it and select the Delete reader from the menu.

Hardware ‘%

Enter search keyword

« Serial (COM1)
4 o Tcplp (192.168.100)
4 o [61] Populusd
o
[2] Passa
[3] Passa e

3. The system will warn you that you are about to delete the reader.

To confirm the deletion, click OK.

localhost:9090 sporoca:

Do you really want to delete this device?
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12.6. Communication status

The List of hardware itself already offers a quick preview the Communication status. The symbols next to

each communication line and controller mark whether the communication is active or perhaps broken.

‘_# « The communication through the communication line or with

Hardware ) )
e . the controller is active and works properly.
Enter search keyword

4 @ [1] Focus -

v, There is no communication through the communication line
[1] Passage 1
o7 g or with the controller, or the communication is not working

[2] Passage 2
z ~ properly.
4 A [2] Focus?
[1] Passage 1
[2] Passage 2 @ The controller is not in use (The controller setting Use

4 o [3] Focus_Kit

[1] Passage 1

controller is set to No.)

M Dacecana 7

However, you can access a more detailed communication status overview by clicking the Communication
status icon in the toolbar of the Hardware editor.

‘!” Hardware o ' E‘ %

Hikii Back Add location Add hardware Communication
status

A new window will open, where the status of communication for each device will be displayed in more detail.

The numbered value displayed next to each device (controller)

Communication status

R shows the number of successfully sent data packets per device

i e compared to unsuccessfully sent packets. If the communication

e e is working properly, then the number of successfully sent

T packets is constantly increasing, and the number of

«E}}ZDG;K unsuccessfully sent packets is very low. If the number of
:gg:gzigzxim unsuccessfully sent data packets is very high, this indicates that
SO there is a problem with the communication between the server
- iy and the device.

ATTENTION!

When you are finished with editing the hardware and locations you must return to the Main
menu to trigger the send tables process. Otherwise, the hardware will not work correctly in
combination with the Codeks application.
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13. Holidays

In the Holidays editor, you can view all the defined holidays, which are work-free days and apply to all the
users within the same Codeks system.

Here you can also edit, add or delete defined holidays.

‘!” Holidays 0 \...- \,- \,‘- s

Home Back | Add holiday Edit holiday Dellete
holiday
Holiday Recurring
Mew Year 01.1.2012 Yes
St. Patrick's Day 17.3.2013 Yes
Good Friday 06.8.2018 No
Christmas Day 2512.2018 Yes
Boxing Day 26.12.2018 Yes

13.1. Add Holiday

1. To add a new holiday click the Add holiday icon in the toolbar.

‘!/’ Holidays 0 \...- \,- \,‘- s

Home Back JAdd holiday | Edit holiday Dellete
holiday
Holiday Recurring
Mew Year 01.1.2012 Yes
St. Patrick's Day 17.3.2013 Yes
Good Friday 06.5.2018 No
Christmas Day 2512.2018 Yes
Boxing Day 26.12.2018 Yes

2. A new pop-up window will open where you can specify the name and date of the holiday (in the
current year). If the holiday takes place on the same date each year, also enable the Recurring setting.
(Holidays which take place on a different date each year e.g. Easter Monday, must be defined separately for

each year.)

General information

Holiday Easter Monday
Date 02.04.2018
Recurring

3. Finally, save the entry by clicking Save.

Codeks TA Kit application 300



Utn®

13.2. Edit Holiday

1. To edit an existing holiday, first, select the desired holiday on the list of all defined holidays.
2. Next, click the Edit holiday icon or double-click the selected holiday.

Holidays o \+- \I- \x- Admin

Back | Add holiday | Edit heliday Delete
holiday

Recurming

New Year 01.1.2012 Yes
I St. Patrick's Day 17.3.2018 Yes I
Good Friday 06.8.2018 MNo
Christmas Day 2512.2018 Yes
Boxing Day 26.12.2018 Yes

3. A pop-up window will appear where you can change the holiday information and its settings.

General information

Holiday St. Patrick's Day
Date 17.03.2018
Recurring '

4. Finally, save the entry by clicking Save.
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13.3. Delete Holiday

1. To edit an existing holiday, first, select the desired holiday on the list of all defined holidays.
2. Next, click the Edit holiday icon or double-click the selected holiday.

Holidays o \+- \I- \x-

Back | Add holiday Edit holiday Delete
holiday

Admin

New Year 01.1.2012 Yes
| St. Patrick's Day 17.3.2018 Yes I
Good Friday 06.8.2018 MNo
Christmas Day 2512.2018 Yes
Boxing Day 26.12.2018 Yes

3. A pop-up window will appear where you can change the holiday information and its settings.

localhost:9090 :

Do you really want to delete this holiday?
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14.

Preferences

The Preferences editor enables you to define and edit general settings affecting the entire Codeks system.

The preference settings are distributed to different tabs depending on the functionality they regulate. The

total

number of preference tabs depends on the number of added Codeks Add-ons and additional

applications:

the Program settings tab contains general settings, which affect the entire Codeks system,

the Time attendance tab contains settings that regulate the recording of work hours and other user
data in the time attendance,

the TA screen tab contains tools for adjusting the display of data on controllers with a touchscreen
display when users register different types of events on them,

the Mail settings tab contains settings for sending e-mail notifications,

the Export tab enables the export of the defined statistics and timetables in the Codeks application.
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14.1. Program Settings

In the Program settings tab you can set the general application settings:

Program settings

The Admin settings section contains the login data (username and password) for the Codeks TA Kit
administrator.

The Language settings define which language will be used to display all text in the Codeks
application. This setting will be enabled at the next login.

The Company data section contains the general company information that is also displayed in reports
and exports.

In the Codeks service host name section enter the name of the computer where the Codeks service
is running. Additionally, you can also set the authentication settings for Active Directory.

The Login section contains additional and advanced settings for the user and administrator login to
the Codeks application.

The Advanced section contains some advanced settings that are used primarily to enable

compatibility.

TA screen

Mail settings  Export

Time attendance

Administrator settings

Username
Password
Name

Last name

admin

Admin
Admin

Language

Language

English ~

Company data
Company
Company address
VAT ID

Registration number

Company

Codeks service host name

Codeks service host name

DOCUMENTATION

Login

Authenticate users with Active directory

If AD authentication fails use standard Codeks authentication
windows domain for AD authentication

Iandatory encryption of passwords when logging in

The time after which the user is automatically logged out, if not
active

@
03:00 | @ HH:mm

Advanced

Enable access revisions

Administrator settings

Username The username of the administrator of the Codeks TA Kit application.

Password The password for the administrator of the Codeks TA Kit application.

Name The administrator's name.

Last name The administrator's last name.

Language

Language The language in which the application will display texts in the user interface

Company data
Company
Company address

of the Codeks application.

The name of the company.

The company address.
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VAT ID The company VAT ID number.
Registration number The company registration number.
Codeks service host name

Codeks service host name The name of the computer where the Codeks software is installed (i.e. where
the Codeks service is currently running).

Login
Authenticate users with Active directory If the setting is enabled the Active Directory will be used to authenticate
users.

If AD authentication fails use standard If the setting is enabled the Codeks system will use the Codeks user login

Codeks authentication information (entered in the advanced settings[4™ tab)for user
authentication, in the event that the Active Directory is not available (e.g.
because there is currently no connection).

Windows domain for AD authentication The name of the server or computer where the Active Directory is running.
This setting must be set if you want to use Active Directory for user
authentication.

Mandatory encryption of passwords when If this setting is enabled the users' and administrators' passwords will be

logging in additionally encrypted.

The time after which the user is The setting determines the time after which the user will be logged out of the
automatically logged out, if not active Codeks application if they are not active during this time.

Advanced

Enable access revisions If this setting is enabled the functionality of user revisions and group

revisions| 64 will be turned on.
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14.2. Time Attendance

In the Time attendance tab you can set the general and default setting to be used for recording and

display of the time attendance.

Program settings | Time attendance | TAscreen  Mail settings Export
Night shift

Might work start 20000 € HH:mm

Might work end 1200 | @ HH:mm
Time attendance

Lock editing of TA data to including month (YYY'Y-MM) 2010-01

Automatically lock editing of previous month O

Day of month to automatically lock editing 15

Count second lunch

Codepage for exported files

Require exact mobile location
Use strict mode for entries and exits

Show presence counter on terminal

Central European (Wincw

Largo Export
Statistic formula 1
Statistic formula 2
Statistic formula 3
Statistic formula 4

Statistic formula 5

Night shift

Night work start
Night work end

Time attendance

Lock editing of TA data to
including month (YYYY-MM)

Automatically lock editing of
previous month

Day of month to automatically
lock editing

Count second lunch
Codepage for exported files

Required percent of presence for
time cut is calculated from work
obligation

Use strict mode for entries and
exits

Start time of night work.

End time of night work.

The night work settings affect how and when the day will be concluded for
employees working in the night shift. Unlike other workers, whose day is concluded
and calculated every day at midnight, the night shift workers' day is concluded and
calculated at the end of the night shift usually sometime in the morning on the
following day.

The time attendance data will be locked up to and including the entered month.
Editing the time attendance data before this date is no longer possible.

If the setting is enabled the editing of the previous month is automatically locked on
the 15th of the new month.

The day in the new month when the editing of the previous month is automatically
locked.

This setting can only take effect if the Automatically lock editing of previous month
setting is enabled.

If this setting is enabled the application will assign users an additional lunch after the
number of work hours set by the Minimum time to count second lunch setting.

This setting sets the coding table to be used for encoding font characters. The
setting is used when exporting the names of users or company organization units.

If the setting is enabled the required percent of presence set on specific Time cut
intervals is calculated depending on full value of the defined daily work obligation.

If this setting is enabled the strict mode function is turned on, which means that the
users must first press an appropriate button before registering at controllers to
specify the exact type of registered event.

Codeks TA Kit application 306




Utn®

Show presence counter on
terminal

Largo Export

Statistic formula 1
Statistic formula 2
Statistic formula 3
Statistic formula 4
Statistic formula 5

If this setting is enabled, the number of users currently present at work will be
displayed on the time registration controllers with a screen.

In this section, you can customize the printout of the values that appear in the Largo
Export[168 report.

In each of the lines you can enter a formula[18% with which you can adjust the
calculation and the resulting value for a particular statistic or additional value.

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[O0,0]{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 in the chapter Table of formulas[182,
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14.3. TA screen

In the TA screen tab, you can

customize the display of data

Displayed data on entry registration

on controllers with a screen

Line 1 User o
when users register different P — »
types of events on them. The Line 3 Saldo v
data display settings for En=t Empty %

Line 5 Empty -

controllers with screens you

Displayed data on exit registration

set here will apply by default

to all controllers in your U:n“ L hd
Line 2 Interval text A
system. Line 3 Saldo v
Line 4 Sum hd
Line 5 Empty v

Displayed data on start of general interval registration

Line 1 User v
Line 2 Intarval text v
Line 3 Saldo v
Line 4 Empty A
Line 5 Empty v

Displayed data on end of general interval registration

Line 1 User v
Line 2 Intarval text v
Line 3 Saldo v
Line 4 Sum v
Line 5 Empty v

Displayed data on registration info when user is present

Line 1 User v
Line 2 User presence v
Line 3 Saldo hd
Line 4 Leave v
Line 5 Empty v

Displayed data on registration info when user is not present

Line 1 User v
Line 2 User presence v
Line 3 Saldo hd
Line 4 Sum v
Line 5 Empty v
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The controller response depends on the type of event the user registers on the controller. This
allows you to customize the data view for the following event types:

registration

registration

user is present

user is not present

Displayed data on entry registration The display on the screen when a user registers an Entry event.
Displayed data on exit registration The display on the screen when a user registers an Exit event.

Displayed data on start of general interval The display on the screen when the user registers the start of a general interval, such as
Displayed data on end of general interval The display on the screen when the user registers the end of a general interval, such as
Displayed data on registration info when The display on the screen when a user checks their registration data by registering an

Displayed data on registration info when The display on the screen when a user checks their registration data by registering an

Lunch, Private Exit, or Business trip.

Lunch, Private Exit, or Business trip.

Info event and is present at work.

Info event and is not present at work.

It is possible to customize the display of up to 5 lines, but the display of five lines of text is
only supported by some of the newer Jantar controllers with a screen. Older controllers can only
display 4 rows, this means that the last (fifth) row will not be displayed on these controllers.

You can choose to display the following values for each data line:

Empty

User

User presence
Interval text

Sum

Saldo

Balance + overtime +
stimulation

Leave

A blank row will be displayed.

The user's name and last name will be displayed.

Displays whether the user is currently present or absent from work.

Displays the text of the interval which was activated by registration (e.g., Entrance, Lunch, etc.).

If the user registers an Entry or Exit, this value displays the sum of the working hours of the current
day up until the moment of registration.

If the user registers the end of the general purpose interval, this value displays the duration of the
interval or the delay time if the user has exceeded the maximum allowed duration of the interval.

In cases where the user registers the start of the general purpose interval, this value does not make
sense, as it will only display a zero time value.

Displays the value of the saldo for the current period (month).

Displays the sum of the saldo for the current period (month), overtime and stimulation values.

Displays the remainder of leave and old leave days the user still has available.
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14.4. Mail Settings

In the Mail Settings tab you can set the connection between Codeks and your e-mail provider as well as set

the general setting for sending e-mail notifications within the Codeks system:

e SMTP server Settings enable you to set the connection with your e-mail service provider. You will

get the necessary connection information from your e-mail provider (or internet provider).

¢ Mail settings enable you to set the general settings for sending e-mail notifications.

Program settings  Time attendance

SMTP Server Settings
SMTP port
SMTP host
Username
Password

SMTP use 551

587
smpt.email.com

codeks-ta-kit@email_com

Mail settings

Sender
Name

Do not send links in email

Ignore whether user is present when notify by email
Send mail on request

Send mail on approval or rejection

Send mail when statistic limit exceeded

codeks-ta-kit@email_com

Codeks TA Kit

<< <IN«

Test email settings

Send test email

SMTP Server Settings
SMTP port

SMTP host

Username

Password

SMTP use SSL

Mail settings

Sender

Name
Do not send links in email

notify by email

Ignore whether user is present when

SMTP port
SMTP host
Username
Password
SMTP uses SSL

The e-mail address all emails will be sent from. The e-mail address must really
exist and must be prepared for use.

The name of the sender.

If the setting is enabled, the sent e-mails will not contain any hyperlinks (e.g.
link to editing leave announces).

If the setting is not enabled, the e-mails will contain hyperlinks.

USE:

Exceeding statistic limits

If the setting is enabled, the application will not take into account the presence
of the department managers when sending e-mail notifications. The e-mail
notification will be sent to all e-mail recipients.

If the setting is not enabled, the application will take the absence of department
managers into account when sending e-mail notifications. If the department
manager is not present the system looks for the next deputy in command
following the organization hierarchy. If none of the department managers and
deputies are present, the system sends e-mail notifications to all the e-mail
recipients.

USE:

Exceeding statistic limits
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Send mail on request
(* only for the Codeks TA program)

Send mail on approval or rejection
(* only for the Codeks TA program)

Send mail when statistic limit
exceeded

Test email settings

Send test email

* If the setting is enabled an e-mail notification will be sent to the department
manager when a user sends a request for leave.

If the setting is not enabled, no e-mail notification shall be sent.

USE:

ePermits, LeaveAnnounces

* If the setting is enabled the user, who announced a leave request, will be sent
an e-mail notification about the confirmation or rejection of this request.

If the setting is not enabled, no e-mail notification shall be sent.

USE:

ePermits, LeaveAnnounces

If the setting is enabled the department manager will be sent an e-mail
notification when a user exceeds a set statistic limit.

If the setting is not enabled the department manager will not be sent an e-mail
notification, when a user exceeds a set statistic limit.

USE:

Exceeding statistic limits

By clicking on the Send button, you will send a test message to an arbitrary e-
mail address, which serves to verify the correctness of the entered settings for
the e-mail and the SMTP server.

Testing email settings

m 1. To test the entered email settings, click the Send

SMTP Server Settings

button next to the Send test email setting.

SUTP port. 7 7 Tod 7 7 4

L T T 2. A new window will open where you can enter an
Username || codeks-ta-kit@email com

(Pt : arbitrary email address where you want to receive the
SITP use SSL / A

s test message.

Sender 7 7 ; ‘-cud_e!saa:ki(@er;?i!:mr-n C||Ck Send

‘Mame Codeks TA Kit

oo potsend inisinemal @ o~ & 0 7o o 0o o008

|lgnore whether user is present when notify by emil

|Send mail on request T . .
ARG AA T AT I 3. At the end the system will inform you if the sending
|Send mail when statistic limit exceeded

Tosl el sttt was successful or not.

'send tast email r

_ -
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14.5. Export

In the Export tab, you can export certain defined data and structures in the Codeks system. They are
exported into a structured XML file, suitable to be imported into another program or application.

Program settings Time attendance  Mail settings

Export

Export

Export timetables, intervals and statistics

Export

Export statistics The setting enables the export of all entered statistics in the Codeks system

into a structured XML file that can be imported into another program or
application.

Export timetables, intervals and statistics The setting enables the export of all entered timetables, intervals, and

statistics in the Codeks system into a structured XML file that can be
imported into another program or application.
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15. Additional tools and functions

15.1. Jantar Import GUI

The Jantar Import GUI additional program enables you to import data directly into the Codeks

database.

& Import utility

Open file

l_;lll_;lll_;lll_;lll_;lll_;lll_;lll_;lIl_;IIl_;lll_;lIl_;lIl_;lIl_;lIl_;lIl_;lll_;lll_;lll_;lll_;lll_;lll_;lll_;lll_;lll_;lll_;ll

It was designed to import data from our older Jantar V7 program into the Codeks software. It is mainly
used when installing the Codeks system to import various data from existing (V7) systems or to

import users and their data into new Codeks systems.

The Jantar Import GUI program is installed on your server simultaneously with the Codeks software.
You can run the program only on the server (computer) where your Codeks software is installed, so you

need (direct or indirect) access to the Codeks server to use the program.

Via the Jantar Import GUI program you can therefore import:
o full system exports from the Jantar V7 program in .xml file format/[3th. The export of the Jantar V7

system includes users and their data, statistics, timetables and time intervals, hardware and locations,
access rights of groups and users at locations, holidays, etc. Therefore, the import of such data is usually
made only when the customer switches from using the Jantar V7 program to the newer Codeks software.
Read more about exporting from Jantar V7 in the chapter * Export data from Jantar V7[32h,

« users and their data in a spreadsheet in .csv, .xls, and .xlsx formats[316. You must, however,

manually create the spreadsheet for import using a spreadsheet editing program of your choice (e.g.
Excel, LibreOffice Calc, OpenOffice Calc, Google Spreadsheets, etc.). This kind of import is appropriate

when establishing a completely new Codeks system.

Codeks TA Kit application 313



Untn®

15.1.1. Import data in XML form from Jantar V7

NOTE

To import data exported from the Jantar V7 program into the Codeks V9 software, you must have at least version
Codeks V9 9.0.1.57 or newer installed, however, data import into our latest software generation Codeks V10 is possible
with any version of Codeks V10 software.

With the Jantar Import GUI, you can import the entire system export from the Jantar V7 program in .
xml file format. The export of the Jantar V7 system includes users and their data, statistics, timetables and
time intervals, hardware and locations, access rights of groups and users at locations, holidays, etc. This
kind of import is usually made only when the customer switches from using the Jantar V7 program to the
newer Codeks software.

The process of exporting data from Jantar V7 software is described in chapter * Export data from Jantar V7

[32h.

1. Before starting the import process make sure the Codeks Service is stopped!

W, a
\. 09.)

is currently Codeks service is currently

r T

Open Codeks application Open Codeks application

Codeks server port  [3] Change port Codeks server port Y Change port
Codeks start mode Codeks start mode
Log level DEBUG_3 v Log level DEBUG_3 v

Enable local login || Check for updates Licenses Enable local login || Check for updates

V 10.4.15.13841 Comm security SSL certificates V 10.4.15.13841 Comm security

2. You can find the Jantar Import GUI program either in the Codeks folder on your server (.../Codeks/
JantarImportGUI.exe) or through the search in the Start menu.

NOTE
You must run the Jantar Import GUI program as administrator. To launch the program as administrator right-click
on the file and select Run as administrator or select the Run as administrator option on the right side of the Start

menu.

Best match

! o CodeksImport
B e

Search the web,
Codeks Import

P Codeks import - s >

7 open

[ T Run as aeminsrator I

T
= pintostar
<= pin'to taskbar

W uninstall

© shareuith Sype
Toublshoat compatiiy
Pinto st
zp >
cresHa >
[ et with Notepade+
EE Sean it MicrooftDefender.
B e

v mepuo tan

6items 1 item slected 480KB O Codeks jmport

3. The main window of the program will open.

4. Click the Open file button to upload the text document you created when exporting data from the

Jantar V7 program (e.g. Text_document.xml). Then select Open.

4 [l > Dokumentacis > TANJA » nslogs IMPORT GUI » v o

Organiziraj v Novamapa Ezv m @

Ime Datum spremembe Vrsta Velikost

[ test ENxml 26.04.2021 00:29 Datoteka XML 25K

Dekumenti
D Glasba

B Videoposnetki
i, Lokalni disk (C:)
= public (\192.168.110.226) (P:)

e Omreje

Ime datoteke: [test ENxml v‘ Allimport data files (*.csv*xm v
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Check and, if necessary, set the data type for EACH column by selecting the appropriate data type

5. The data from the file will be loaded in the table in the upper part of the window.

from the drop-down list above each column.

¥ Import utility
Open file
E:dj Mame ;I Lastnarr;l Card ;I GrouLI Dep: = | Pers-;l Les
~
- - Leave =
= - OldLeave
— Saldo
: SubunitName
- SuburitCode
- - Email
. TotalLeave v
EY -

6. Then also check and adjust the additional import settings accordingly.

Additional setting Description

Import Macros If you enable this option, exported macros from Jantar V7 will be imported.

Import Users If you enable this option, exported users from the Jantar V7 program will be imported.

Import AccessCollections If you enable this option, the exported access rights of groups and users from the Jantar V7 program will
be imported.

Import timetables If you enable this option, the exported timetables and time intervals from the Jantar V7 program will be
imported.

Import locations If you enable this option, exported locations from the Jantar V7 program will be imported.

Hardware If you enable this option, exported devices (hardware) from the Jantar V7 program will be imported.

Importing statistics If you enable this option, exported statistics from the Jantar V7 program will be imported.

Import holidays If you enable this option, exported holidays from the Jantar V7 program will be imported.

ImportTaStartDate If you enable this option, the start date of the time and attendance will be set for all imported users into
the Codes system. Set the date you want to assign to users in the additional field of this setting.

Clear table before import If you enable this option, the program will delete all existing data in those database tables where you are

about to import new data before importing data.
Import V7 code as external ID If you enable this option the user's ID code from the Jantar V7 program will be imported as the user's
External code into the Codeks system.

Import Subunit to Custom Field If you enable this option the Subunit data from the Jantar V7 program will be entered in the first additional
1 custom field * in the user's settings.
* Available only in the full software versions Codeks TA or Codeks TA Advanced.

Allow negative transfer Enabling this option will allow the transfer of a negative saldo value (i.e. shortage of hours) from month to
month for all imported users.

Set max. transfer (hours) If you enable this option, a monthly limit on the transfer of hours (ie, excess hours) from month to month
will be set for all imported users. Set the maximum number of transfer hours in the additional field of this
setting.

Create groups If you enable this option, the system will create all the access groups that users have defined in the import
file and add them to the appropriate users.

1 Create group for TA users 2 This option is only used when importing .xml exports from the Jantar V7 program into the Codeks system.

If you enable this option, the system will create new time attendance groups, that are defined by the user
data, for all users marked as time attendance users (TA users) in the export file and assign these groups
to users.

2 Leave in minutes 3 This option only appears if the values of leave and old leave are defined in minutes (this is how the values
in the Jantar V7 program were sometimes recorded).
If you enable this option, your leave values will be imported in minutes, not days.

7. Finally, click the Import from data button. The Jantar Import GUI program will import the prepared
data.

Y I s e AL A " [TELTY (0

£

[__mportfromdae [NV

. Iv|
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15.1.2. Import user data into a new Codeks system

With the Jantar Import GUI, you can import users when installing a new Codeks system, but you must
first manually create the spreadsheet of users and their data (in .csv, .xsl, or .xIsx format). You can
read more about creating a file for importing users in chapter Preparing the user data spreadsheet for import

(3201,

1. Before starting the import process make sure the Codeks Service is stopped!

Change port

Enable local login | Check for updates | Licenses |

start mode

5050
[T

Enable local login || Check for updates

V 10.4.15.13841 Comm security V 10.4.15.13841

2. You can find the Jantar Import GUI program either in the Codeks folder on your server (.../Codeks/
JantarImportGUI.exe) or through the search in the Start menu.

NOTE
You must run the Jantar Import GUI program as administrator. To launch the program as administrator right-click

on the file and select Run as administrator or select the Run as administrator option on the right side of the Start

menu.

Best match

! o CodeksImport
= e

Search the web,
Codeks Import

£ Codeks import - see web results >

7 open

= hipe
30 Objecs

© shareuith Sype
Toubleshoat compatiiy

Pinto st
zp
cRCSHA

[ et with Notepad++

......

T Run as aeminsrator I

T
= pintostar
<= pin'to taskbar

W uninstall

0 cosets|mport om O m B ™

3. The main window of the program will open.
4. Click the Open file button to upload the ready-to-import file. A new window will open where you can find

the file. Then select Open.

> Dokumentacija »

€« o ova

Organiziraj ¥ Novamapa

IMPORT GUI > test v o

8 30-predmeti
Dokumenti

) Glasba

B Namizje

& Prenosi

=] Slike

[B Videoposnetki
i, Lokalni disk (C:)
P Omresie

Ime datoteke: | test_SLxml

v‘ Allimport data files (*.csv;*xm
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5. The data from the file will be loaded in the table in the upper part of the window.

Check and, if necessary, set the data type for EACH column by selecting the appropriate data type

from the drop-down list above each column.

% |mport utility

Open file

Name LI IF‘ersonaIId LI Department LI LI LI

o ~|

Personalld A

Department_|vl_2
Department_Ivl_3
Department _|vl_4
Department_Ivl_5
Group

Extemnalld

Card

| Frstnane Losnane

Additional setting
Ignore first row

Separator
Name order

Import TaStartDate

1 Update TaStartDate

Clear table before import

Update fields by identifier

Allow negative transfer

Set max. transfer (hours)

Create groups

2 Create group for TA users

3 Leave in minutes

Description

If you enable this option the program will ignore the first row of the import file and will not import it. This
setting is usually used when the file includes the table header row.

You can select the separator character that separates the different data columns in the file.

In this field, you can select the format of the name and surname. The names and surnames of the users
can be written in separate columns in the import file or they can be written together in the same column.
For proper data import, it is, therefore, necessary to define the specified name format.

If you enable this option, the start date of the time and attendance will be set for all imported users into
the Codes system. Set the date you want to assign to users in the additional field of this setting.

1 This option is only displayed if the Update fields by identifier option, which allows you to update the data
of already imported users, and the Import TAStartDate option, which allows users to register the time and
set the T&A registration start date, are enabled at the same time.

This option allows you to set or reset the T&A registration date. The setting only works when you are
updating the data of existing users. The setting uses the date defined in the additional field of the Import
TaStartDate setting.

If you enable this option, the program will delete all existing data in those database tables where you are
about to import new data before importing data.

Use this option when you want to update the user data that you have previously imported into the Codeks
database (for example, assign users a current saldo value or leave days).

When you enable this option, a new window will appear next to the setting, where you can select which
user information the system should use to identify users so that it can add relevant additional information
to them. You can identify users by Personal ID, Card number, or External ID.

Enabling this option will allow the transfer of a negative saldo value (i.e. shortage of hours) from month to
month for all imported users.

If you enable this option, a monthly limit on the transfer of hours (ie, excess hours) from month to month
will be set for all imported users. Set the maximum number of transfer hours in the additional field of this
setting.

If you enable this option, the system will create all the access groups that users have defined in the import
file and add them to the appropriate users.

2 This option is only used when importing .xml exports from the Jantar V7 program into the Codeks
system.

If you enable this option, the system will create new time attendance groups, that are defined by the user
data, for all users marked as time attendance users (TA users) in the export file and assign these groups
to users.

3 This option only appears if the values of leave and old leave are defined in minutes (this is how the
values in the Jantar V7 program were sometimes recorded).
If you enable this option, your leave values will be imported in minutes, not days.
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7. Finally, click the Import from data button. The Jantar Import GUI program will import the prepared
data.

] Iv | Personalld -

Examples of use:

- the name and last name written in the same column

When preparing a user import file, you can write the first and last names together in the same column. In
this case, you must set the value Name for the joint name and last name column in the table in the upper
part of the program window and set the appropriate value for the Name order additional setting below (i.e.
specify which data is written first - first or last name).

= a
Department - - - - - - - - - - - - - - - - - - - - i
Oddelek Pristo.. Zunan.. Stevi.. Dopust Lanski. Preno.. Enota  Gfae. Epoda Skupn.. Upora.. Koda.. FPole .. Pole.. Pole
Field Access 78569.. 22 5 8 2 luis
Management Access 46579.. 27 5 8 27 test
Field Access 26554.. 23 [ 8 23 tim
Administration Access 56658.. 24 7 8 24 tatiana
en Sales Access 23655.. 20 L] 8 20 boris
Wz Garg Access 35698... 21 1 8 21 maia
o i Field Access 54793.. 24 10 8 2 jemy
Frank Smith 1007 Production 22 85698.. 24 2 8 24 test2
Philipps Sham 1008 Development Access 13456.. 26 0 8 26 phiippe
Dave Spring 1009 Development Access 86 23 0 8 23 dave
Leo Russell 1010 Production Access 5 8 25 lea
Emest Ryerson 1011 Development Access 24 8 24 r
Dario Mahkovic 1012 Developmert Access 22 4 8 22 dario
Maria Christmas 1013 Sales Access 22 7 3 22 maria
Cleo Lin 1014 Support Access 20 4 8 20 lin
Merida Sheldon 1015 Sales Access 2 [ 8 2 merida
Andy Flanighan 1016 Field Access 23 7 8 23 andy
Mario Puetto 1017 Accounting Access 30 12 8 30 mario
Michasl Tumer 1018 Field Access 24 9 8 24 mike
Jemy Knowles 1019 Support Access 20 2 8 20 jemy.
Tamara Martin 1020 Development Access 20 [] 8 20 tamara
Jeffery Hill 1021 Production Access 20 1 8 0 hill
Joan Lewis 1022 Support Access 26 [ 8 jean
Niko Eider 1023 Field Access 21 12 8 2z niko
Bruce McEntyrs 1024 Development Access 29 12 8 29 bruce
Matt West 1025 Support Access 2 3 8 2 att
v
< >
\

Firsiname Lastname
| o Personalld _~ Lastriame Firstriame
Tiws columns

- empty columns or columns you do not want to import

In case you have columns in the import file that are empty or which you simply do not want to import into
the Codeks system, set the Ignore column value for this column.

% Import utility

Open file
IName ;I |Ignore column LI |Department 54
G f——

Polne ime {Ime Priim. .. Name

Luis Erown Lastname

Sebastian Cooper Em::rilgrt[:o de ent
Timothy Evans D$ it

Tatiana Anders Department_Ivl_2 ion
Boris Jameson Department_lvl_3 v

Maia Gardiner-Boyle L1157 Sales
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Use the terms DepartmentCode, Department, Department_Ivl_2, Department_Ivl_3, Department_Ivl_4, and
Department_Ivl_5 to define the structure of departments (company organizationls7™) and at the same time
assign the user to the appropriate department. This way you can create a company structure with up to 5
levels of departments. When assigning a department to a user, all higher levels of departments must also
always be entered, not just the last one. The term DepartmentCode always specifies the code for the last-
level department (e.g. if the user is assigned to the Accounting department which is under the parent
Administration department in the Jantar company (i.e. Jantar -> Administration -> Accounting), the code for
the Accounting department will be entered). Upon import, the system continuously checks whether a
department with such a description already exists, otherwise, it creates a new one.

- department structure and department codes

Example of an import spreadsheet:

Name Lastname Card DepartmentCo Department Department_lv Department_lv Department_Ilv
de I_2 I_3 I_4

Tatiana Anders 1234567 2000 Company Management

Sebastian Cooper 7895462 2000 Company Management

Frank Smith 1564885 2101 Company Production Installation

Luis Brown 1685415 2102 Company Production Warehouse

This kind of department structure would result from the example import spreadsheet:

Company
|

--- Management

--- Production

--- Installation

--- Warehouse
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15.1.2.1. Preparing the user data spreadsheet for import
To prepare a user import file, just arrange different user data in columns.

For each user you can import their name and last name, personal ID, code and name of the department,
group, external code, card number, leave, total (first year) leave, old leave, current saldo, e-mail address,
username, export code, the value of the first custom field, VATnumber, EMSO number, and social security

number.
A B c D

1 |Name Lastname Personalld Group
2 |Luis Brown 03 Access
3 |Sebastian Cooper 7001 Access
4 | Timothy Evans 1000 Access
5 Tatiana Anders 1002 Access
6 Boris Jameson 1001 Access
7 Maia Gardiner-Bc 7002 Access
8 |Jerry Knowles 7014 Access
9

Frank Smith
10 Philippe  Sharp
11 |Dave Spring

7021 Access
7015 Access
7020 Access

Extemalld Card

F G H 1 J K L M N o P Q R s T u v w X
Department Department Department Department
DepatmentCode Department .2 W3 e M5
2315665156 Field
2319291396 Management 27
2458599940 Field =
2317758724 Administration 24
2319088388 Sales 20
2319145220 Sales 21
2318548228 Field 24
1383036676 Production 24
2318685444 Development 26
2318560004 Development 23

Leave OldLeave Totalleave Saldo Email Usemame Exportid CustomField! VATNumber EMSONumber SocialSecurityNumber UserReferenceld
2 2 luis
test

tim

tatiana

boris

maia

ey

test2

philippe

dave

condRiew~o oo

You can prepare the file in any spreadsheet program (e.g. Excel, LibreOffice Calc, OpenOffice Calc, Google
Spreadsheets, etc.). Then export the prepared file to .csv, .xls or .xlsx file format.

You can leave a table header in the file, as you can easily turn off the import of the first line of the file in the
Jantar Import GUI by enabling the optional Ignore first row setting.

NOTE

When preparing a file for import, you can also use keywords in the table header, which the program itself
recognizes as a specific type of data.

These defined keywords are:

Keywords
Name

Lastname
Personalld
DepartmentCode

Department
Department_lIvl_2
Department_Ivl_3
Department_lIvl_4
Department_Ivl_5
Group

Externalld
Card
Leave

OldLeave

Saldo
Email
TotalLeave

Username
ExportId
CustomField1

VATNumber
EMSONumber
SocialSecurityNumber
UserReferenceld

Description

The employee's first name. You can also enter both the user's first and last name in the column under this
value. In such cases, you must then set the additional Name order[318 setting accordingly.

The employee's last name.
The employee's personal ID.

Specifies the code for the last-level department (e.g. if the user is assigned to the Accounting department which
is under the parent Administration department in the Jantar company (i.e. Jantar -> Administration ->
Accounting), the code for the Accounting department will be entered).

The name of a 1st level department.

The name of a 2nd level department. It must always be preceded by the name of its parent department in the
Department field.

The name of a 3rd level department. It must always be preceded by the name of its parent departments in the
Department, and Department_Ivi_2 fields.

The name of a 4th level department. It must always be preceded by the name of its parent departments in the
Department, Department_Ivi_2, and Department_Ivl_3 fields.

The name of a 5th level department. It must always be preceded by the name of its parent departments in the
Department, Department_Ivi_3, and Department_Ivl_4 fields.

The name of the group to which the user is assigned. The system only creates new groups with this name in the
Codex database if the additional Create groups setting is enabled at import.

The user's external ID.
The user's card number.

The number of (annual) leave days that the user still has available. (You can also enter the data in minutes, but
you must enable the additional setting Leave in minutes when importing.)

The number of old leave days (i.e. last year's leave) that the user still has available. (You can also enter the
data in minutes, but you must enable the additional setting Leave in minutes when importing.)

The current value of the user's saldo.
The users e-mail address.

The total number leave days granted to the user for the current year. (You can also enter the data in minutes,
but you must enable the optional Leave in minutes setting when importing.)

The username of the employee to use to log in to the Codeks.
The Export ID allocated to the user.

The value that is entered in the first additional custom field * in the user's settings.
* Available only in the full software versions Codeks TA or Codeks TA Advanced.

The user's VAT number (or tax number).

The user's Registration number (sl. Enotna mati¢na Stevilka obéana (EMS0)).
The user's social security number.

This function has yet to be defined (TBD).
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15.1.3. * Export data from Jantar V7

To export data from the Jantar V7 program, you will need the IzvozV7.exe (dated 23 August 2016).

1. Start by creating a new text document with an .xml extension (e.g. Text_document.xml).
2. Run the IzvozV7.exe file as administrator.

NOTE
You must run the IzvozV7.exe file as administrator. To launch the program as administrator right-click on the file
and select Run as administrator or select the Run as administrator option on the right side of the Start menu.

3. In the new window select the same order of the =10l

name and last name as they are used in Jantar V7 from | 2

|
the drop-down menu. T — :

. : W Users Marmes are wititen EW
Click Izvozi (Export). P Comunicatiors

W Timstables
W Accesses

i lzwozi

4. In the new window select the text document you =
Look n: | B Deskicp =z ¢ ek -
Name = |v| Size |v| Item type |v| Date modified |v|

created in step 1 (e.g. Text_document.xml).
5. Click Open.

=l Libraries
#dHomegroup

A support
78 computer
9!_! Netwark

Desktop File folder 4.10.2016 13:46
J New folder 3 File folder 10.10.2016 8:35
, SEGHRT D PAC File folder 27.8.2016 3:49
0KB XML Document 10.10.2016 15:53

Fie name: New Text Documertmi = ([ open
=

Flles of type: [xML Datoteke

6. When the export is finished the "izvoz koncan" P

("export finished") window will appear.
izvoz kondan

7. All of the exported data is now written in the new text document (e.g. Text.document.xml).

The differences between the old and new controllers in reading and inverting the card number:

New V9 controllers with R1D reader will read the card number inversely compared to the old controllers.

Example:

Old controller New V9 controller
Not inverted 3560267 7129810
Inverted 7129810 3560267

New V9 controllers with wiegand reader take into account "Inverted" setting, while the old controllers don't.
In Jantar V7 application, for invert reading of the wiegand reader it's "Parameter 0" had to be set to "99".
Codeks has two wiegand readers: wiegand_custom and wiegand.

o With "wiegand_custom" reader the user can set "Parameters 0 and 1" on his own.

o With "wiegand" reader the Codeks will set "Parameter 0" to "26" and "Parameter 1" to "0".

* If "wiegand" reader is connected to the old controller (which does not take into account "Inverted" setting for
wiegand), then "Parameter 0" is set to "99" to ease the user's work.
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15.2. Encrypted data transfer

The main advantage of using the HTTPS (HyperText Transfer Protocol Secure) communication is the
encryption of data transferred between the client and server. The use of SSL (Secure Sockets Layer)
certificates guarantees that the user is truly communicating with your server and that all the data sent
is protected against unauthorized viewing.

When establishing HTTPS communication, the data exchange between your server and the user's
(client's) computer is encrypted with an encryption key stored in an SSL certificate. Such
encrypted data is unreadable without the decryption key, which only the server knows.

Codeks software also allows HTTPS communication using SSL certificates. To use an SSL certificate in Codex
software, you must:
1. Obtain a domain name for Codeks software on your server;
You need to obtain a domain for your Codeks server, which will later be used to issue an SSL certificate
for your Codeks server (we suggest you use a subdomain of your website). Obtain a domain for your
Codeks server from your domain registrar (often also your web host provider), and then edit the DNS
server settings so that the selected domain points to the entry point of your local network (router)
where the Codeks software.
2. Obtain_an_SSL_certificate for the domain on_the server where the Codeks software is
running; /325
Codeks software allows you to use any paid SSL certificate, as well as free SSL certificates created with

Let's Encrypt (https://letsencrypt.org/).

3. Import the certificate to the Codeks software server;[32h

The obtained SSL certificate must be imported (installed) on the Codeks server.

4. Configure the firewall settings at the entry point of your local network accordingly (router);

325,

You must allow access through the firewall of the entry point (router) of your local system, which allows

external queries to access the server where the Codeks software is running within the local network.

5. Configure the firewall settings on the Codeks software server accordingly;[325

You must allow access through the server's firewall, where the Codeks software is running, which allows
external queries to access the Codeks application on the server.

6. Turn_on_HTTPS communication_and_edit HTTPS_communication_settings_in_the_Codeks

software; [32
You need to enable the use of the installed SSL certificate in the Codeks software and edit some
additional settings in order for the Codeks software to work properly.
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15.2.1. Obtaining the certificate

Obtaining a commercial SSL certificate

Commercial SSL certificates are issued by a world-known and accredited Certificate Authority institution,
and can be purchased from a SSL certificate vendor of your choice. The selected vendor will guide you
through the process of obtaining your certificate, and, at the end of the process, issue you an SSL certificate
created for installation on your server. By using a SSL certificate when communicating with a client, your
server presents itself as safe and guarantees that all the data transferred by the client is encrypted. The
most important advantage of commercial SSL certificates is the longer validity of the certificate, as
commercial certificates are usually issued for at least one year, and the validity of an individual free Let's

Encrypt certificate is limited to 90 days.

Obtaining a Let's encrypt SSL certificate

SSL certificates obtained through the online service Let's Encrypt are free and accredited by Let's Encrypt,
which is a free, automated, and open digital certificate authority (Certificate Authority). You will have to
conduct the process of issuing the certificate yourself by using the tools provided by Let's Encrypt, also, you
will have to make sure that you regularly replace your SSL certificate (each Let's Encrypt certificate is valid
for 90 days, then a new SSL certificate must be created). More about Let's Encrypt certificates and
instructions for using them can be found on the official website https://letsencrypt.org/.

After obtaining the SSL certificate for your Codeks domain, you need to add the SSL certificate to the

Codeks server/32h, edit the firewall settings of the entry point of your local network and the Codeks software

server/328), and edit the HTTPS communication settings in Codeks[32h.
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15.2.2. Adding the certificate to the server

1. To add the SSL certificate to you Codeks server write mmc into the Start menu search box.
Start the mmc program (Microsoft Management Console).

2. In the console window chose File -> Add/Remove snapp-in ...

3. In the new window chose Certificates and click Add >.

4. In the new window chose Computer account and click Next.

5. Chose Local computer and click Finish.

Click OK to close the window.

6. In the console window double-click Certificates (Local Computer).

Double-click Personal.

7. Click More actions -> All actions -> Import ...

8. In the Certificate Import Wizard click Next.

9. Select Browse ... and navigate to your SSL certificate (*.pfx).

Above the Open and Cancel buttons select the Personal information exchange (*pfx) file type.
Select your certificate and click Open. Click Next.

Now enter the certificate password and click Next.

10. Select the option Place all certificates in the following store and in the Certificate store field
select Personal.

Click Next and then Finish. At the end the system informs you that the import was successful.

Close the console window.

Thus you have successfully added the SSL certificate to your server. Next you still have to edit the firewall
settings_of your network entry point and the Codeks serverl3?? as well as enable HTTPS communication
protocol using the program Codeks Service Manager/s2h,
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15.2.3. Firewall settings of your network entry point and the
Codeks server

Setting the firewall of your local network entry point (router)

You must allow access through the firewall of your local system's entry point (router), which will allow
external queries to access the server where the Codeks software is running within your local network.

You must, first, enable access of external queries to the router via TCP port 443, and then also, provide a
redirect to the appropriate channel and enable access to the Codeks server via the TCP port designated for
access to the Codeks application within your local network.

a

Wiy,
=%
V 10.2101.5.14897

Codeks service is currently m
Open Codeks
Onan Cadale annlicatinn

Codeks start mode

Log leve
T
Manage system SSL certificates

The TCP port through which you access the Coderks server within your local network can be viewed in the

Codeks Service Manager.

Example 1: Standard configuration

USER ROUTER CODEKS SERVER

Request
https://codeks-company.com

Redirection
192.168.1.1:9090

With the standard system configuration, external HTTPS requests to access the Codeks application (e.g. https://
codeks-company.com) come to the router (router) of your local network via the TCP port 443, which is
designated by standard for the secure encrypted SSL communication. When the router receives an external request
to connect to the Codeks application on port 443, it forwards it on the local internal network to the appropriate
server where the Codeks software is installed, on to its TCP port 9090, which is the default port for accessing the
Codeks application.
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Example 2: Custom configuration

USER ROUTER CODEKS SERVER

Port 443

Request m Port 9091
https://codeks-company.co °

Redirection
192.168.1.1:9080

If external HTTPS requests for the same domain, that is also specified to access the Codeks application, already
access another application via the standard TCP port 433 (e.g. a web page), you must specify another TCP port
on the router to access the Codeks application (e.g. 9091). In such cases, users who want to access the Codeks
application will have to add the appropriate TCP port to their request in addition to the domain address (e.g.
https://codeks-company.com:9091). Only then will the router redirect the request to the correct server where
the Codeks software is installed. The router redirects the query to the TCP port of the Codeks server, which you

specify in the Codeks Service Manager program.

Setting the firewall of your Codeks software firewall

On the server where the Codeks software is running, you must allow access through the server's firewall
which will allow external queries to access the Codeks application on the server.

@ Apsche HTP Server
@ Apache HTTP Server
@ Codels

Protocols and Pots ~ Scope  Advanced  Local Pmcipals  Remote Users View
Gener Prgons o Sevces Rancte Conptes
Programs. s Export List.
O Aprogams st eet e ecid condtans B e
@ This program:

Fopkcaton Packages ¥ ca
‘Specty the appication packages to which
o, e appes S
Servces
Specfy the services to which this e =
L, s s B Hep
Conpatmerts
0T ® Al conpatmerts tht meetthe specied condions
= O This compartment:

[

Next, you also need to set the HTTPS communication settings in the Codeks software[327,
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15.2.4. Enabling safe communication using Codeks Service
Manager and additional settings

Enabling safe HTTPS communication

To enable communication encryption between the server and the user, the SSL certificate must be
imported into Codeks and HTTPS must be set as the communication protocol.

1. Launch the Codeks Service Manger program and n
stop the Codeks service by clicking the Stop '9% V 10.2101.5.14897
button.

) . Codeks service is currently m
2. Then click the SSL Certificates button.

Codeks start mode

Log level DEBUG_3 ~
Enable local login Check for updates
Manage system SSL certificates

Open Codeks application

3. In the new pop-up window select your SSL W
L1

certificate from the list. SSL Certificates - Codeks service

4. Then select HTTPS from the drop-down below Jseued to Expiration Date
and click Save.s

Protocol mode H'I'I'PS | ce
Manage syst HWFS S5L certificates

5. Two notifications will inform you of a successful certificate installation:
~SSL certificate successfully deleted." in ,,SSL certificate successfully added.™

W ..

SSL Certificates - Codeks service b = Certificates - Codeks service

lssued to lssued By Expiration Date lssued to Issued By Expiration Date

S5L Certificate successfully deleted 55L Certificate successfully added
Protocol mode [HrTPS Sa\re Protocol mode HTTPS [ S ]

Manage system SSL certificates Manage system 8SL certlf‘cates
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6. With this, you have successfully enabled safe communication between the client and server.

The change in the used communication protocol can be seen in the browser address bar:
& https://

From now on https:// (instead of http://) will always be displayed in the address bar when using the

Codeks client application.

ATTENTION!

If you have enabled safe HTTPS communication sometime after installing the Codeks software, inform your users of
the Codeks application URL change. The previous URL address, with http://, will no longer display the Codeks client
application as it must be replaced with the new URL starting with https://.

ATTENTION!

If you are unable to establish safe (HTTPS) communication with your server using a mobile device, change the
communication port setting in the Codeks Mobility mobile app on your mobile device. Enter the port 443 to
communicate with your server as this port is regarded as the default communication port, for safe (https://)
communication according to the HTTPS protocol standard.

Additional setting for HTTPS communication in Codeks

After enabling safe HTTPS communication in

the Codeks Service Manager program,

enable the SMTP use SSL setting in the SMTP ServerSettings

Settings -> Preferences menu under the S o

Mail settings tab. SMTP host smtp.mail.com
Username codeks@company.com
Password ssssnw

o ——

Mail settings
Sender codeks@company.com
Name Codeks e-mail ®

Do not send links in email

Ignore whether user is present when notify by email
Send mail on request

Send mail on approval or rejection

HEEEO

Send mail when statistic limit exceeded

Test email settings
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