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Module 1
Getting Started



1.1. Opening the System
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Easy Time Control - Getting Started

Getting Started

Flease make your selection:

If you are a novice user you might use our Setup Wizard which will walk you
through the whole setup process.

You can also use a sample Company information in order to test all program
features.

Cir you can skip these steps and open the main form of the program right away.

What would you like to
- {®) Use Setup Wizard
{2 Open Sample Compary

() Open Easy Time Control Main Form

[] Dont show this form again




1.2. Using Setup Wizard
3

1.2.1. Company Wizard
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1.2.2. Department Wizard
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1.2.3. Employee Wizard
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1.2.4. Shift Wizard
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1.2.5. Shift Assignment Wizard
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1.2.6. Exception Wizard
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1.2.7. Exceptions Assignment Wizard
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1.2.8. Settings Wizard
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Module 2

Exploring the Interface



2.1. Exploring the Main Screen
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2.1.1. Menu
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Company Structure
Shifts
Exceptions
Lock the Toolbars
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Module 2

Easy Time Control Training Manual
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Easy Time Cantrol Home Page
Contact Technical Support
Request Mew Feature

Activate Lcense...

Change Edition L Free

About Easy Time Control... Express
Professional
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2.1.2. Toolbars
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2.1.3. Company Structure Pane
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2.1.4. Understanding the Layout of the Main Form
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Module 3
Setting up Options



3.1. Options
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3.1.1. Date and Time



# & 5%$4/ 46
5-7 6

3.1.2. Time Clock
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3.1.3. General Restrictions
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3.1.4. Accounting Period
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3.1.5. Database
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3.1.6. Time Calculation
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3.1.7. Preferences




Module 4

Managing Company Structure



4.1. Manage Company

4.1.1. Adding a Company
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4.1.2. Editing a Company
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4.1.3. Deleting a Company
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4.2. Manage Department

4.2.1. Adding a Department
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4.2.2. Editing a Department
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4.2.3. Deleting a Department
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4.3. Manage Employee

4.3.1. Adding New Employees
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4.3.2. Editing Existing Employees
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4.3.3. Deleting Employees
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Module 5
Managing Shifts and Exceptions



5.1. Shifts

5.1.1. Adding Shifts
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5.1.2. Editing Shift Details
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5.1.3. Deleting Shifts
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5.2.  Shift Assignments
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5.3. Exceptions

5.3.1. Creating Exceptions
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5.3.2. Editing Exceptions
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5.3.3. Deleting Exceptions
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5.4. Exception Assignments
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Module 6

Employee Hours



6.1.

Employee Punches

0) .
>

? (*

? O)

(*

0)



6.1.1. Adding Punches
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6.1.2. Editing Punches
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6.1.3. Deleting Punches
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6.1.4. Adding Auto Punches
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6.2. Overtime Approval






Module 7
Using Wizards



7.1. Company Wizard
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7.2
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Department Wizard
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7.3. Employee Wizard
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7.4. Shift Wizard
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7.5. Shift Assignment Wizard



Easy Time Control Training Manual Module 7

97



Module 7 Easy Time Control Training Manual

98



7.6. Exception Wizard
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7.7. Exception Assignment Wizard
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7.8. Settings Wizard



7.8.1.

Date and Time
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7.8.2. Accounting Period
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7.8.3. Database
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Module 8
Working with Reports



6.1. General Procedure



6.2.

Report Options
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6.3. The Time Card Report
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6.4. Employees Assignment Report



6.5. Exception Assignment Report



6.6. Onsite Presence
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6.7. Late Comers Report
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6.8. Absence



6.9.

Saved Hours
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