Dafo=Maxx

Technologies,Inc.

Welcome to the DATA-MAXX family of customers. With this manual and our
available technical staff, you will learn how to fuly implement your DATA-MAXX
system. If you need additional technical supporté&yond this manual, please contact
our support group at 1-888-995-0184 or log your is® onwww.data-
maxx.net/support.htm. You can use our automated support system to land track
your technical issues.

Let's begin your first steps to automated data coéiction!

Section |

Installation and Setup:

1: Overview

The DATA-MAXX 7 data collection system manages dailection in remote and
stationary environments.

While DATA-MAXX was designed to run effortlessly der Microsoft Windows this
manual does not provide the user with traininguto Microsoft Windows. Refer to the
MS Windows tutorials located in the MS Windows helpnu and the manuals that came
with the Windows program for more information. fi@ncy with Windows enhances
your productive use of DATA-MAXX.

There are many ways to approach learning DATA-MAXKIis suggested that you read
through this manual, then practice going througdthal functions of the program with
some trial data. Delete the trial data before gdive with your payroll system.

Your ongoing business is appreciated. Please tlbasitate to call or write with
comments or desires. We will continue to provideenfeatures based on requests.

The DATA-MAXX Process

The DATA-MAXX system has three main components thatk together and play the
role of collecting, storing, processing and usiatpd
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1. Capture the data with any one of several devi@evices include remote
hardware such as mobile scanners, Nextel hard®R&A,(Palm, Pocket PC,
Windows Mobile, and Windows CE operating systeragjpmated telephone
call in system, data swipe clocks (with magnetiipst bar code and
proximity), biometric hand punch clocks, PC basewtclocks, Time Entry,
and Daily Report.

2. Program the data collection devices with our DdtackCMaintenance
program or download the data collection prograrough our website (for all
phone users excluding Nextel) or load it througbnfdextel login. We can
also load the application to your Nextel site a.we

3. Start collecting data with the chosen device.

4. Use Data-Maxx Data Communications program to fatéithe transfer of the
data from the device to the DATA-MAXX 7 software.

5. View, edit, report and export the data with the DFMVIAXX 7 software.

Note: This manual focuses on setting up and uSetg Clock Maintenance,
Communications and DATA-MAXX database software.r &ssistance setting up and
using the data clock or other data collection deviplease refer to the appropriate user
guide.

Tips for a successful Startup and Operation

Read this manual.

Test all components including data collection comioations and database
before “going live”.

Complete a trial run with only a few employees Ipefloringing on all employees.
Parallel your existing system with DATA-MAXX for enor two periods.

Use an uninterrupted power supply (UPS) for dategirity.

Back up your database daily!

=

ogkw

Step-by-Step Guide

As with all new programs, understanding the progsdmasic flow makes it easier to use
effectively and gets results faster. Here is p-btestep flow of the data clock process.

1. Data is entered into the data clock via magnetaoéded cards, bar codes, a bar

code wand, keypad entry, CCD, or laser scanner. ,RI2A/A Enabled Phone,
Biometric, PC BASED, or automated telephone system.
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2. Data is automatically sent at a pre-set time frohe tdata clock via
Communications to your PC, which must be left ONdceive data. The polling
feature is also included which permits the usecalb the data collection device
from the PC. Certain devices will only poll versending at a pre-set time. The
following is a table of those devices that will detata automatically versus being
polled.

Mobile Scanner — sends data to the host eithesei&l connection or modem
transmission.  For serial transmission, the unisirbe brought in and polled
manually to a desktop computer or laptop. For motransmission the unit must
be connected to a phone line and connected to t@nmnek US Robotics Sportster
modem. The modem is pre-programmed to dial yoficeofnumber and will
transmit automatically. The device will transmien the modem is turned on, as
long as it is connected properly.

Nextel — sends data to the host wirelessly throtigh Nextel Total Connect
service (Nextel data plan) when the Send buttopushed from the DATA-
MAXX application running on the Nextel phone. TBATA-MAXX program
runs under JAVA so the phone must be capable afingnJAVA applications.
The DATA-MAXX application running on Nextel is capla of collecting GPS
coordinates with the time scans.

PDA - sends data to the host either via serial ection, modem transmission or
wirelessly. The application runs under Palm, Po&e, Windows Mobile, and
Windows CE operating systems. Please consult yBATA-MAXX
representative of whether your particular PDA wilin the DATA-MAXX
collection application. The device chosen willtetenine what transmission
method the unit is capable of as well as whethevilltbe able to use bar code
reading features. The units send their informattbrough serial or USB
connection to a desktop or laptop, WI-FI, modemwiaeless carrier if the unit
has a data plan with the carrier.

Telephone automated call in system — sends dadaghra phone call from any
phone, wireless or land line.

Clock systems — wall clocks can transmit via sec@inection, LAN, modem or
Ethernet, as well as SIM card (cellular transmissioWall clocks can be either
polled or set to automatically transmit at a pattc time. Fingerprint, proximity,
bar code and magnetic stripe can be options orwtikclocks, depending on
model.

Biometric clock systems — biometric hand punch k$ocan transmit via serial

connection, modem, or through an Ethernet connectichese type of clocks can
be polled only.
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3. DATA-MAXX Communications program automatically ugda the files in your
PC, and optionally processes batches of multi-cingkches.

4. DATA-MAXX creates an Exceptions Report of any migsior erroneous
punches, which the user views and/or prints, amjedny corrections or new
employee data.

5. Time card reports are printed and approved. FKihahges can be made to time
cards if necessary.

6. Summary reports are printed. Optional managenggrts are printed.

7. Summary information exports to appropriate paypatigram.

8. Optionally archive the data. Archiving allows yoo send previous data to
another file so your current file remains small,iahhhelps in the time it takes to
process data.

9. Back up data files regularly.

Note: Follow the Getting Started setup and proogssistructions in the next chapter

to ensure you are ready to receive data beforg IBXTA-MAXX for the first time.

Requirements for Operating DATA-MAXX
Hardware/ Software Required:

Microsoft Windows XP

1GHz Processor or Higher

1 GIG of RAM

100 Meg of free Hard drive space
Recommended:

Microsoft Windows XP Professional or Newer OS
2.5 GHz Processor

1 GIG of RAM
300 Meg of free Hard drive space

DATA-MAXX 7 Features
*Optional Items sold separately
Company Wide Rounding
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Schedule Rounding

Absentee reporting

Division and department tracking

Holiday Processing

Auto Lunch Processing

User Defined Pay Policies

User Defined Pay Types

Phase Tracking by Job

Cost Code Tracking by Job

Ability to import\export

Exception Processing

Real time, after the fact, and allocation timdexdiion
90 Different ways to view the data through reports

See individual sections on these items for desorip on how to set them up.

*Equipment — track maintenance and usage for utdohpieces of equipment
tools

*Materials — track materials used for unlimitechrher of materials.

*Production — track quantities placed in field fsoduction reporting.
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2. Getting Started

Getting Started Overview
Getting started with DATA-MAXX is easy. The follamg check list of activities will
insure you have everything set up correctly.

STEP 1
INSTALL DATA CLOCK
If your using alternate data collection devices:oRR Application Software, TeleTrak,
PCMAXX, Mobile Scanner, or HandPunch, begin inatadh with Step 2.Install the
DATA-MAXX data clock. (Refer to DATA-MAXX Data Clok User Guide).
Screw data clock to wall
Setup data clock
Run Cable from data clock to PC (Serial), conneta @lock to phone line
(Modem), or to Ethernet network system (Ethernet).
Attach power connector
If connecting via SIM card in the clock, make sy have your data
plan set up and configured through DATA-MAXX tectali support.

STEP 2
INSTALL SOFTWARE
Install the DATA-MAXX software on your computer. eRer to the Installing DATA-
MAXX section in this chapter for details.
Install DATA-MAXX 7 database program.
Set up the Company information. Be sure to pdiet DATA-MAXX to
the company by entering the correct drive and pétis best to place the
company data file on your network file server sgeats backed up with the
network backup. Each individual workstation thatl we running the
DM7 program will need to point to the same data @h the network. Set
up company wide rounding if desired (optional)
Set up department codes and descriptions if deggtbnal)
Set up division codes and descriptions if desiogdignal)
Set up company holidays and holiday groups (opljona
Set up shifts and shift descriptions if desired ggbtional) shift
differentials
Set up schedules (optional)
Set up pay codes. These are the codes that cones$p pay types or Pay
IDs in your accounting system. These consist gtile time, overtime,
sick pay, holiday pay, and other types of pay.
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Set up employee names and numbers and choose thespmnding
division, department, schedule, autolunch policyyd apay policy
associated with that employee

Set up job codes and descriptions (optional)

Set up phases and descriptions (optional)

Set up cost codes and descriptions (optional)

Note: Jobs, phases and cost codes correspondiets in our system
that you can collect information for. In some ssee will set your
system up to track other items of information tinady be called by
different names. You can change the names of tBdsgels (fields) in
our system to customize the type of information goeicollecting.

Set up Communications. Test to be sure it is ilestaand working
correctly.

Note: If you forget to set up employee, the Exmeps Report will prompt you to insert
this information after the first data clock dowrdoaEmployees that are not set up in the
employee file will show as an exception as theyaarénactive employee.

STEP 3

TEST

Test the system by:

- Entering several in and out punches in the datzkabo alternate system.

Poll or manually upload the data clock in DATA-MAXX
Communications.
Check date range at the top of the program to makeyou are looking at
the data that you just transmitted. In order tange the dates, just double
click on the date and choose the correct day byleatlicking the date.
Check data transmitted by going into Review, TingdS menu. Data
should appear for all ID numbers that have beens&t the system.
Delete test data. Go into Edits and Processeghlight all records and
press the Delete Key. Note: When deleting mudtidcords at a time,
press the delete key on the keyboard instead afealege icon.

Installing DATA-MAXX

To install DATA-MAXX run the setup.exe that was givto your company.
Follow the instructions on the display

Once the installation is complete, the setup ceeateew application group with all the
DATA-MAXX icons. Follow the prompts to point to theroper data files. When you
start the program for the first time, it will askrfthe company file, the *.dmc, the
security (settings) file, *.dms, and the data fiteymd. Please consult your DATA-
MAXX technical support representative on workinglwa SQL database or converting
your current Microsoft Access database to SQL, a#l s pointing to it within the
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program after installation. Each user must hae& thwn .dmc file as this relates to their
filters and date ranges.

Navigation Toolbar

When you first start DATA-MAXX 7 you will see thelfowing main menu.

Setups

The items on the top menu are also the same iteatcén be selected when the main
icons are highlighted. They are:

SETUPS - all setup functions including company, departteedivisions, jobs, phases,
cost codes, employees, schedules, shifts, pagigslipay codes, autolunch, after the fact
setup, and exports.

REVIEW - used for viewing and editing data collectedywigy and editing exceptions,
allocating time, and approvals.

REPORTS - used for viewing and printing time, attendararg] job reports. Also used
to print bar codes for bar code collection devices.

TOOLS - used for file management, for setup of useekdt and archiving of data.
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When you press any of the main icons above, the sy will then go to a screen that
has other tabs for that section. To go into one dhose sections, just click on the tab.
In addition to these tabs in each main section, thi®llowing drop down are available
at the top left of the main menu screen. All itemare alphabetical in these menus.

In addition there is one other item on the top menubar, which is Processes.

Processes -€Contains functions such as autolunch processingy #ie fact processing,

generate data and match punches. Normally, thessegses run automatically when
DATA-MAXX is opened or a report is generated. Hewe there may be certain times
when we ask you to run them manually and thisesntienu you will perform the manual
start of those functions

Help — This section contains version and help informaatwout DATA-MAXX. This
drop down also allows you to go to the DATA-MAXX tate and view the log file.

Changing Dates — To change the dates being viewed in Data-Maxx, glisk on the
date and the system will bring up a calendar td piee beginning and ending dates.
The pay period can be used to view one day, ongeraf dates that does not fall within
any of the other selections, such as one monthooeayear view. When done with your
selection, hit the SET button.

Navigating Within The Program
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In most cases, tab or enter will move you to thet rfield within any screen. With
screens that have columns, you can use the folptadd or delete columns.

To move columns, simply click and drag them wheye ywant them to be. If you want
to remove a column, right click on the column, hiigjft Column Chooser, click on the
column you want to hide and drag it to the colurhaaser window. If you want a
column that was hidden to be viewed on the scrgamasimply right click on one of the
columns, click on Column Chooser and when the windodisplayed, click on the
column you want back in the view and drag it to vehyou want it. Adding and deleting
columns can be done in the following screens:

Sorting and Filtering of Columns

Sorting and filtering changes are saved by user anchn be done by right clicking on
the column you want to sort or filter by and performing the following:

Sorting
Sort Ascending — sorts all data in that columnsocemding order.
Sort Descending — sorts all data in that columaescending order.

You can also sort ascending and descending byirtjaknce on the column for
ascending, another time on the column for descendin

Group By This Column — this feature allows you toup data by this column. To
ungroup, right click on the column and choose Unogro

Group By Box — this feature allows you to groupniwiltiple columns. Drag each
column that you want to group by to the box aboVe.clear the grouping, either drag
the columns back down or click on the column inlib&, and choose Ungroup.

Remove This Column — right click on the column yeant to remove, and then choose
Remove This Column. This opens the column chowsetow and places the column
into the window. To put the column back in theeger, drag it from the column chooser
back to where you want it to be.

Column Chooser — this opens the column chooseraip @anhd drop columns in and out of
the screen.
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Best Fit — this changes the sizing of all the coaisrfor the best fit on the screen
depending on how much data is in each field.

Filtering

To filter by a certain criteria, use one of thddaling methods. Filtering can be done
within any screen that contains columns. To filigithat column, click on the upper
right symbol in the column, and drop down to filbsr the individual data you want,
none, or all. Filtering can be combined withinceegen for multiple columns, and once
chosen, creates filters at the bottom left of trean. To clear the filters, uncheck the
box where the filters exist at the bottom leftlod screen, and the filters will not take
place anymore, or click the X button to delete tHalty. Always make sure you clear
your filters or they will stay as chosen user sgiiare saved when you exit the screen.

In addition to filtering by columns within a scregmou have a filters button at the top to
the right of the date. This allows you to filter fanges of criteria.

Filters are used to view, edit, print or exportadftr a particular range or set. Use filters
to view one employee or group of employees in geaonne job or group of jobs, one
phase or group of phases, one cost code or groopsbtodes, one department or group
of departments, one division or group of divisiomspne shift or group of shifts. You
can use the drop down or key in the range you wishew. This criteria works in
conjunction with the data range to view, print gpert dataFilters are used for defining
the exact data you would like to view, edit, repmrt or export. See CHANGING DATE
RANGES for changing date ranges and pay periodstypéou can filter for any of the
following fields.
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Employee

Job (Level 3)
Phase (Level 4)
Cost Code (Level 5)
Home Department
Work Department
Division

Shift

In order to change filters, first make sure youedanges are correct. Then click on the
main category, FILTERS, then change the appropfiléges by either finding the data
you want in the dropdown list or inputting it. &rhclick on the Apply Filter button and
exist the window. Filters apply to all views, refsp and exports, including printing bar
code sheets.

The Next Steps in DATA-MAXX

You are now ready to:

Set up Company information

Set up Department Codes if desired

Set up Division Codes if desired

Set up Jobs if desired

Set up Phases if desired

Set up Cost Codes if desired

Set up Schedules and attendance parameters iédesir

Set up Shifts if desired

Set up Premium Policies if desired

10 Set up Holidays if desired

11. Set up Autolunch policies if desired

12.Set up Pay Codes (necessary for interface withuatogy payroll system)

13.Set up Employees

14.1f optional modules are being used, such as equipnir@ventory, or production,
set up your pieces of equipment, inventory items, @roduction items.

15. Set up Communications between the data clock am®&TA-MAXX software

CoNoOrWNE
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Although the Employee tab is listed after Levelckiag in the order of the Setups, you
will set the employees up last. This gives you dpportunity to create all of the other
items that will apply to the employees and willdailable in drop down menus once set
up in the other sections. Keep in mind, items sashemployees, equipment, and
inventory items can be brought over automaticaligl an an on-going basis from your
accounting system through our ODBC interface creatiially. There may not be much
setup on these items once that is completed.

SETUPS -----

COMPANY

Overview

All company additions, edits and selections are eniadm the Company Setup form in
DATA-MAXX. To access the Company Setup form, click the Setup icon from the
main menu, then Company button on the toolbar.

When you first launch DATA-MAXX after installing,op may get a message indicating
you must attach to an existing company file (dm.Jdnthen it will prompt you to attach
to a dm.dms. After attaching to these two filesvise to your company database. It
should have the file extensions .udl or .dmd.
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COMPANY SETUP

Fill in the fields, pressing Tab or Enter to mouwdfhe next field.

Company Name: This is the name of the company that will appeareports if you do
not have a report header, which is entered instise screen.

Code: (Optional field) This field is used for connecti@ATA-MAXX data to other
programs such as ADP and Ceridian payroll servigeedus who require a separate
company code. Refer to your payroll processingnsok to determine the syntax of this
field.

Address: This is your company address with City, State apdCbde.

Report Header: This is the header that you want to appear oridpef any report you
print from 7. When printing bar codes, you canngethis to reflect the type of bar
codes you are printing at the top of the page. e@ilse, in most instances, it would be
your company name.

Round Time: Select the rounding function you wish to use. sTikicalled company wide

rounding. Most people will not round since DATA-MX does all exact calculations

automatically. However, if you to round the punghgou may select rounding at 5, 6,
10, 15 and 30 minutes. Choosing 6, becausdlivisible by 60, the number of minutes
in an hour, will allow the system to truncate thantiredths place when displaying time.
For instance, 7.16 hours will be 7.20. Compaidewounding rules are as follows:

5 minutes — rounds to the nearest 5 minute incremé&or instance 7:02 will become
7:00, 7:16 will become 7:15, but 7:23 will becom25/

6 minutes — rounds to the nearest 6 minute increménch will make all time round off
the hundredths place. 7:10 will round to 7:12. tédRounding to 6 minutes provides
1/10” hour increments and keeps rounding errors

from happening.

10 minutes — rounds to the nearest 10 minute ineném7:20 will stay at 7:20, 7:22 will
round to 7:20

15 minutes — rounds to nearest 15 minute incremeh20 becomes 7:30, but 7:18 will
become 7:15

30 minutes — rounds to nearest 30 minute increméehil5 becomes 7:30, 7:40 becomes
7:30, 7:50 becomes 8:00.
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Note: Rounding hierarchy will always follow schéslwounding first, if setup, and then
company wide rounding.

Match Punches Settings: DATA-MAXX will automatically match in and out punels
based on your rules set in Company Setup. Theded® an employee threshold time.
In most cases, the threshold would be 12 hours.instance, you would want the system
to match an in punch that began at 6:00 am to pradn the same day, but not match
anything past that. Fill in your matching threghblere in company setup. Equipment
punches if clocked in and out can also have a mateshold number of hours. Fill this
in underneath the employee threshold. There igreimve checkbox for archiving your
punches and an archive path in this section as. wielis not recommended that you
choose automatic archiving as this will move yoeitadl transactions to another file. You
can always un-archive the transactions, but umtil getermine how often you need to
archive (based on the number of transactions yoeive weekly), it is not recommended
to archive them. Speak with your DATA-MAXX techalcsupport representative for
further instructions on archiving.

Exception Settings These are settings that control whether tramsactappear in the
exceptions screen and exception reports. Thigngedilows you to set an autodelete
process in the punch is considered a duplicatejn&tance, an in was done, and the
employee was not sure he was clocked in, so thagkdh again. Usually this occurs
within a 5 minute time frame, so a suggestion fw tuplicate threshold would be 5
minutes. You can control this time by using thewarin that field to go up or down in
time frame. In addition, you can have the systemodelete duplicates in they include
the same job/phase/cost code or units, basicakdy, are the same transaction and came
in twice from the data collection device. This c@metimes occur if a phone or PDA
does not delete the transactions when it is domesinitting, which can occur if the
transmission is interrupted. Setting the autoddighction will delete all of the duplicate
punches in that situation so you will not see them.

Employee Limit Code (top right of the Company Setup Screen) — thithésemployee
limit code you are given when you register the paog Employee licenses are sold at
the time of your original order of the DATA-MAXX syem. This is for active
employees only. If you hire 5, and then terminatemployees, you do not need any
more employee licenses. Place the number the DMBXX representative gives you
for the number of employee licenses you have pgetha

Select Logo: The logo file that you point to in company setupl be carried to all

screens within DATA-MAXX. Click to Select Logo arttien point to your company
logo file.
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Setups

In the set ups Tab you will be able to set up yarpartments, divisions, jobs, phases and
cost codes.

DEPARTMENT CODE SETUP

There are two types of departments that you cark tnathin DATA-MAXX. They are
the HOME department and the WORK department. TOME department is something
that stays with the employee all the time. It colé his crew, it could be a department
for the type of work he performs. It is just a walfygrouping employees together for
processing or reporting purposes. The HOME departns carried with the employee
on every transactions, no matter what device thpl&yae time comes from. It always
stays constant until it is changed on the empldijyee Some customers use the HOME
department as the employee’s work classificatibat is unless his classification changes
with different types of work he performs out in theld. Then we may need to add that
as a collected field so we can track it when itngjes.

The WORK department comes from the device andtéla¢d to every transaction that
comes from that device. Many times we use the rtimeat field to set up the scanner
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number (the last 3 digits of the scanner numbed) rsame of the foreman who has it in
this section. Then we default the department faidthe scanner to match the scanner
number (the last 3 digits of the scanner numbe&hjs allows reports by work department
to print by scanner number and name. So you caayal give the foreman back a report
of everything that was scanned in on his deviceu ¥an use this feature for any of the
other DATA-MAXX devices as well. Defaulting the wodepartment number on the
device is covered in the Data Clock Maintenancéigeof this manual. You can also
default the work department on any phone or PDAagetsy going into Configuration
and entering the device ID or crew number as tipadment number default.

If you are using the department options on the datek and wish to display the name of
the department on reports, the names and numbedstoebe entered. This is done by
selecting Setups, Department. To add departméittshe New icon located in the

bottom left of the window. Type in the departmenimber and then description. To
delete departments, highlight the record of theadepent you wish to remove (the grey
area to the left of the department number), and Hiethe Delete icon, bottom left of the
window.

Note: For PDA device users as well as additionadlate users for Equipment Tracking,
Materials Tracking and Production Tracking, we treefollowing department levels for
determination of the type of resource so it goés the proper menu item and falls within
the proper reporting functions. If we bring oveuuy employees, equipment, materials or
production items from your accounting system, wé antomatically place them in the
departments listed below for separate reportingpgaes.

100 - 199 Labor

200 - 299 Equipment
300 — 399 Materials
400 — 499 Production
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DIVISION CODE SETUP

Divisions are used to differentiate working groupg a higher level of filtering by
department. Sometimes we also use divisionsnigtiple companies if the customer
would like to keep all of the companies in one ddea To add divisions, hit the New
icon located in the bottom left of the window. T®Bym the division humber and then
description. To delete divisions, highlight theord of the division you wish to remove
(the grey area to the left of the department nuiniaed then hit the Delete icon, bottom
left of the window.
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JOB SETUP

Jobs can be entered into DATA-MAXX, or in some case we can import them from
your job cost accounting system or get them from a®DBC integration with your
accounting system. Contact your DATA-MAXX represetative for the best way for
your jobs to get recorded into DATA-MAXX. To add jobs, hit the New icon located in
the bottom left of the window. Type in the job rben and then description. You can
also add new jobs by clicking the first line in tiadle and entering your job number and
job description. To delete jobs, highlight theelito the left of the job you wish to
remove (the grey area to the left of the job nurpkserd then hit the Delete icon, bottom
left of the window.

Page 19



PHASE CODE SETUP

Phases are cost categories within a job. Sometslleave track phases and cost codes,
some just cost codes. If you have phases you teanack, they will need to be added
into this section.Phases can be entered into DATA-MAXX, or in some &&s, we can
import them from your job cost accounting system orget them from an ODBC
integration with your accounting system. Contact gur DATA-MAXX
representative for the best way for your phases tget recorded into DATA-MAXX.

To add phases, hit the New icon located in theobotieft of the window. Type in the
job # (if you are tie your phases to a job), thagghnumber and then the description. To
delete phases, highlight the line of the phasewsh to remove (the grey area to the left
of the phase number), and then hit the Delete ibottom left of the window. Phases
that do not have a job number tied to them areidernsd to be standard phases. The
only difference is on devices, when they enterta gnd then select phase, it will only be
the phases for that job selected. Standard ph@leagve a list of all phases in the phase
file.
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COST CODE SETUP

Cost Codes are cost categories within a job. Sdieats have track phases and cost
codes, some just cost codes. If you have phasesvgat to track, they will need to be
added into the phase setup section (see ab@@3t codes can be entered into DATA-
MAXX, or in some cases, we can import them from yaujob cost accounting system

or get them from an ODBC integration with your accainting system. Contact your
DATA-MAXX representative for the best way for your cost codes to get recorded
into DATA-MAXX. To add cost codes, hit the New icon located inbibigom left of the
window. Type in the job # (if you are tie your t@®des to a job), the phase (if using
phases and tying phases to cost codes), the cdstraamber and then the description.
To delete cost codes, highlight the line of thet cosle you wish to remove (the grey area
to the left of the phase number), and then hitDké&ete icon, bottom left of the window.
Cost codes that do not have a job number tied thenconsidered to be standard cost
codes. The only difference is on devices, whely @r@er a job, and then select cost
code, it will only be the cost codes for that jabested. Standard cost codes will give a
list of all phases in the phase file.

In addition to the cost codes themselves, you algb see fields available for budgeted
manhours, quantities, accumulated manhours andtieanas well as unit of measure
and budgeted dollars. These columns relate spaityfito the production module and
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associated screens and reports and are updatedpndaurction is processed. You must
have the optional production module for these figttlbe updated.

SCHEDULE SETUP

Schedules are used for applying rounding rulestardktermine absenteeism as well as
whether an employee has come in early or lateorder to use any of the rounding rules,
you must checlRound to Schedulewithin the schedule setup screen. Then you must
determine what kind of rounding you would like terform on the employee time.

In order to understand schedule rounding, you rimgstunderstand rounding rules.

Grace is paid time, rounding is unpaid time. lfydhoose rounding with grace time, the
system will give the grace time specified before #mployee clocks in or after the
employee clocks out as paid time.

Grace Before In - If an employee clocks in 7:05 amd he has a Grace After In of 5

minutes, he will be paid from 7:00 am. Converséiythe Grace After In is set at 5
minutes and he clocks in at 7:06, then his timé stdrt at 7:06 (unless you also have
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company wide rounding turned on, then the systeth faflow the company wide
rounding rules on the 7:06 time.

Grace Before Out - If the employee is scheduledléak out at 3:30 pm and Grace
Before Out is set at 10 minutes, then if the emgdoglocks out anywhere from 3:20 to
3:30, he will be rounded to clocking out at 3:30.pm

Round Before In — If the employee is scheduledame in at 7:00 am., and you have a
Round Before In time set at 15 minutes, if the eyeé clocks in anywhere between
6:45 and 7:00 am, the time will be rounded back:@® am to match the schedule.

Round After Out — If the employee is scheduleddave at 3:30 pm and you have a
Round After Out time set at 15 minutes, if the emgpk clocks out anywhere between
3:30 and 3:45 pm, the time will be rounded bacR:8) pm to match the schedule.

You can choose to round the ins, the outs, andutiehes by checking the appropriate
boxes.

In order to create a schedule, hit the New icothatbottom left of the screen. You can
have as many schedules as you choose. Once yoa saltedule, you will need to type
in a name to refer to the schedule. Then choose starting day of the week and key in
your start and end times for each day of the wdeé.not include Saturday and Sunday
unless they are normal work days and you want ystes to produce an absence if the
employees with this schedule do not have a timesgetion for those days.

To delete a schedule, hit the Delete icon locatédeabottom left of the screen.

Note: You can change rounding rules on eitherduales or company wide rounding and
they will go back and change the current time mgkistem based on the new rule. So if
you are wondering what type of rounding will sep best, change the rule as best as
you feel it needs to be for your circumstances) ee how the system rounds. This can
be viewed in either Edits and Processes time aarday of the reports printing the time.

Round to Hours (Turn off Premium Policy) — this is a feature used for salaried
employees when you want them to just get 40 hawstead of their normal clock in /

clock out time. You can also choose the CreateeTi@ards checkbox for these
employees that will not clock in and out where yeant an automatic amount of hours
put in the system without them entering their tionelocking in and out.
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SHIFT SETUP

Shift setup is used to setup the different shiftplyees may work in, mainly to set up
shift differentials that would be paid on top ofjuéar wages for working in a particular
shift. If you do not have shift work, skip to thext section.

To set up a new shift group, click on the New iemxdl name your shift group. Then you
would add your individual shifts within this grouf.o delete a shift group, hit the Delete
Group icon once the shift group is on your scre€n.select one of the shift groups, use
the drop down under Shift Group. Once you haveipatour shift group, in order to add
shifts within it, click on the New Shift icon atelbottom left of the screen. To delete
shifts, highlight the line of the shift you wish temove (the grey area to the left of the
phase number), and then hit the delete shift ibottom left of the window. If you have
more than one line to delete in any table, highlitle lines in the grey area to the left of
the records, then hit the delete key on the keyboar

When you add a shift within a shift group, you viaél asked for the following:

Shift # - a number for this particular shift, usually 102 3

Shift Description — a description for that particular shift number

Start Time — a start time for this shift

End Time — an end time for this shift

Minimum Time — a minimum time that must be worked for this tshif

$ / % - shift differential basis, if any. The shift difemtial, which is additional pay per
hour for working a particular shift, can be entesesda dollar amount or a percentage.

Choose the appropriate determination.

Amount — If you chose $ amount for the $ / % column, tleater the dollar amount
added to the hourly rate given for this particglaift as a shift differential.
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PREMIUM POLICY SETUP

The purpose of Premium Policy Setup is to provite rules which overtime and other
pay premium is paid. While most users will be d@blselect from the pre- configured
pay policies, special requirements will requiretoussetup.

You will need to create a premium policy for ea¢hthee overtime rule settings that you
have. Examples of each are below:

Weekly: This is standard federal rules for most workplapaging overtime after 40
hours per week.

Daily: Daily overtime is paid over 8 hours per day. Satagdes permit paying overtime
for over 8 hours per day instead of 40 hours pakwe

All the above policies are customizable and add@iamnes may be created. To modify
or create new policies select Setups, Premium yfdien from the main menu.

The following is displayed:
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To add a new Policy, press the New button at theboof the form, add a name and
description and press OK. You are prompted fer name of a new policy. After
entering the policy name, click on OK and proceedriter the new rules.

There are six categories of pay policy rules, wiaicd
Overtime Period Pay

Consecutive Day Rules

Saturday Premium

Sunday Premium

Minimum Time

Accrual Options

Each section is detailed below with a descriptibhaw entries affect pay:

Overtime Period Pay-Use this section to determine the length of théoden which the
overtime will accrue and the amount of base pagra#thich the time and one-half or
double time is paid. Click on the desired overtipegiods. You may combine daily and
weekly, or daily and biweekly. Enter the hoursthe appropriate fields for each
overtime type desired.
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Consecutive Day Rules-The consecutive day rules pay premiums for amaofinime
worked between 5 and 7 days. After selecting tbmber of days to be used for
consecutive rules you may also define:

Inclusive: This is whether you want the time to be inclusiVé¢he selected day. If this is
not checked it is assumed that the total hours rhasge accrued before the selective
consecutive day. Inclusive functions with the neatameter of Qualifying hours.

Qual. Hours: Qualifying hours determines how many hours mastMorked before this
rule can be applied.

Pay Time and One-half after: This determines the starting point after whichetiand
one-half will be paid on the selected consecutag d

Pay Double tine after: This determines the starting point after whichldeuime will be
paid on the selected consecutive day.

Saturday/Sunday Premiums:If premium Overtime or Double time is paid on Sday
or Sunday, then click on the appropriate selectiiryou pay straight dollars, enter the
dollar premium paid. Note: The $ premium amourdigplayed in the Other column of
DATA-MAXX reports.

Minimum Time: This selection is used for companies who pay amim time to an
employee who shows up for a specific period of tink®r example, the company may
elect to pay 4 hours for every one who works astlem hour. You would enter 4 in the
“Pay hours” box and 1 in the “for urisd box.

Accrual Options: Check the box for any selection you wish to hakeetcounted toward
overtime. Most companies do not count any of tikertypes of hours such as vacation,
sick, holiday, etc. into the hours that would make 40 towards overtime. If you do
count any of these types of hours, check the batapplies.

To delete Premium Policies, click the Delete icotha bottom left corner of the screen
once the premium policy is selected.

Once done defining premium policy rules, assign ¢berect premium policy to the
employees. See Employee Setup for instructions.

HOLIDAY GROUPS SETUP
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There are three steps to setting up holidays:

1)

2)

All the days that are used for holidays must beugefor your company. These
holidays are placed in Setups, Holiday GroupsheAll Holidays section on the
left of your screen. Place each holiday and Wgesponding date for that year in
this section. Add each holiday by keying into ttext line in the All Holidays
section or hit the New icon at the bottom leftlué screen.

Once all holidays are created, then Holiday Groopsst be defined for each
group of employees that have a set of holidays tetypaid for. For instance,
field employees may get paid for a certain setafdays and office employees
may get paid for another set. If the holidaysftekl employees get paid for are
different than the field employees, then two Hojidaroups must be defined in
order to cover each set. Then that Holiday Grauppplied to each individual
employee that is assigned to it. In order to eddvliday Groups, click on the
first line of the table under Holiday Groups. Ywil give the Holiday Group a
name, and then click on the + button to selechtiielays in the drop downs from
the All Holidays side of the screen. When you cetee holiday for that group
out of the All Holidays list, you will be asked &mter the hours that will be paid
for that holiday. In addition, you will need toedk whether the employee will
also be paid for the holiday if worked and at wtze, regular time, overtime, or
double time.
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3) Assign the Holiday Group to the employee within Hogpe Setups. See
EMPLOYEE SETUP section.

In addition, you may select that the employee neéedgork the day before and the day
after the holidays listed in order to get paidtfoat holiday.

In order to delete a Holiday Group, highlight tra@ithay group you want to delete and hit
the Delete icon at the bottom of the Holiday Greeption, bottom middle of the holiday

screen.

AUTOLUNCH GROUPS SETUP
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Autolunch processing is the ability of the systengénerate an automatic deduction for
lunch time instead of requiring the employees tzklout and back in for lunch. In order
to set up autolunch deductions to take place, yostperform two steps.

1. Create an Autolunch policy within Setups, Autolur@gtoups.

2. Assign the Autolunch policy to the individual emypé@s within EMPLOYEE
SETUP that is appropriate for them. See EMPLOYHBH 3P section for
additional details on how to do this.

In order to define an Autolunch policy, go to Setufutolunch Groups. To create a new
Autolunch Group, hit the New Autolunch Group icatated at the bottom left of the
screen. Give the Autolunch Group a name, suchuasmatic .5 hour deduction, then fill
in the other two options. To delete an Autolur@foup, hit the Delete icon at the
bottom left of the screen.

Qualifying Hours — the amount of hours the employee must work deoto get the
Autolunch deduction.

Lunch Deduction — the amount of time that should be deducted fileenemployee time
if they meet the qualifying hours requirement.
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For instance, if you would like the employee to gehour deducted if he works at least 5
hours, then your qualifying hours would be 5 andnjanch deduction would be .5.

Set Time — if the lunch should be deducted at a specifitetiof the day instead of a

certain number of hours, click on this feature #meh put the appropriate time in the
Deduct Time column.

AFTER THE FACT SETUP

After the fact processing is processing that caddree on manual after the fact punches
of time to turn them into system generated punchas. instance, the system has 3 ways
of collecting data available on any of our devic&bey are:

1. Real time

data is collected as it happens. As resources (g@aes and equipment) arrive
and leave the job, as they switch from job to jobesk to task, the device is used
to record the data.

2. After the fact

data is collected at the end of the day. Infornmatay employees, jobs, cost
codes, equipment used, and production units plecetorded for transmission.

3. Allocation

the best of both worlds. A real time in and outeisorded for the resource, and
the supervisor is able to allocate the jobs antl @ades worked on at the end of
the day. Either the device or a PC can be usedrfonm this allocation.

When After The Fact data is collected, the quarfigtlgl is used for the hours instead of
taking the time in or out from the device itselich as in real time. Then the system
takes the hours in the quantity field and creataspes based on the information in After
the Fact Setup.
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When setting up After the Fact, you must creaiae@whereby the system knows what
type of punch to turn the quantity field into hauou do this by selecting the type of
punch they are using out in the field, the depantnoe department range it applies to
(generally the labor department), and the actime the punches should start it (for
example 7:00 am). So first, you would need to mheitee your labor department or
department range for your employees. Then deterthie time you would like the
punches to start. Once you have this informagono Setups, After the Fact, and create
a New After the Fact Group by hitting that icortla bottom left of the screen. You
must make the line active by checking the activecktbox.

The system will then take all after the fact pursctoe that type of punch, that particular
department or department range and start themantithe of 7:00 am. Therefore,
someone reported with an out punch, quantity oftB the above setup would create a
punch from 7:00 am to 3:00 pm, a total of 8 hours.

PAY TYPE CODE SETUP

Pay types are the way that Data-Maxx interfaceb wour payroll system and knows
where to post such things as regular pay, oveniaye doubletime pay, vacation pay,
sick pay, etc. What you enter in this sectiorhisPay Type Code itself, such as V for
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Vacation, the Description you want to use with {hay type, then choose Type of either
Other Hours or Other Dollars, and an Export As naritle the exact names of the pay
types as they appear in your payroll system. ifgiance, if Vacation is a pay type or
pay ID of VAC in your accounting system, then yoill want to enter VAC in the

Export As column. If you are not familiar with witthese are, please refer to your
payroll system manual or technical support staf. set the pay types up in DATA-
MAXX, first you must know how they exist in your rcant payroll system. Each payroll
system has pay types for certain types of payeefgular time, overtime, double time,
holiday pay, sick time, vacation time. Sometintesse are called pay types, sometimes
they are called earnings codes, and sometimesatieeyalled Pay Ids. They may exist as
other names in different payroll systems. In sa@ases where all of the pay types don’t
exist in the accounting system, the regular timetgpe can be used for the other pay
types. You do not need to define regular, overtamé doubletime pay as pay types as
they are already defined in the system.

Note: You must set up one line in the Pay TypeeC8etup table in order to export
correctly from DATA-MAXX to your payroll system.

EMPLOYEE SETUP
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All active employees that are going to be trackeBATA-MAXX need to be setup in
the employee file. The screen is as follows ardtéms are described below.

Employee ID— The DATA-MAXX employee ID
Payroll ID — Your payroll system employee ID for this empleye
First Name — First name of the employee

Last Name— Last name of the employee

Address and Phone Number optional information if you want to be able few it in
DATA-MAXX.

Home Division— the normal division this employee belongs ipaf are tracking
divisions. Divisions already set up in the DivisiSetup appear in the drop down.
Sometimes Division is used for the company if yoeiteacking multiple companies
within the same data file.
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Home Department— the normal department this employee belongkyiau are tracking
departments. Departments already set up in tharfrapnt Setup appear in the drop
down.

Schedule- the normal schedule this employee belongsyoufhave schedules.
Schedules already set up in the Schedule Setumappthe drop down.

Holiday — the normal Holiday Group the employee belongéyou have Holiday
Groups set up. Holiday Groups already set uperHbliday Setup appear in the drop
down.

Shift — the normal Shift Group the employee belongbybu have shifts within your
company. Shift Groups already set up in the Setup appear in the drop down.

Shift Differential — If you are tracking shifts, check the box if #raployee is to receive
differential pay for his shift. Differential pag additional pay added to the employee
normal wage per hour as a benefit of working iradipular shift.

Autolunch — the normal Autolunch Group the employee belangsthis employee
should have an autolunch deduct as opposed toiotpokit and back in for lunch.
Autolunch Groups already set up in Autolunch Setppear in the drop down.

Premium Policy — the normal Premium Policy Group the employeergd in. An
employee must have a premium policy in order towdate regular versus overtime pay.
Premium Policy Groups already set up in PremiuniciP&@etup appear in the drop down.

Active — Checked if the employee is active. If you htereninated the employee but
want to keep them in the file to be able to pull @ports with their employee
information on it, just click here to make themadhee. If you want to make them active
again, just click on the box to make them activaig

Note: If you want to view inactive employees whyeu look at the employee file, just
click on the item at the bottom of the screendifi®ew Inactive Employees. Uncheck it
to only see active employees.

To add employees, hit the New icon located in tb#dm left of the window. Type in
the employee information and choose the appropdaip downs. To delete employees,
highlight the record of the employees you wishemove (the grey area to the left of the
Employee ID), and then hit the Delete icon, bottiefh of the window. If you have
more than one line to delete in any table, highligle lines in the grey area to the left of
the records, then hit the delete key on the keyhoar
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DATA-MAXX can bring your employees in directly fromn ODBC interface with your
payroll system or perhaps an ASCII import from ypayroll system. Ask your DATA-
MAXX representative if this can be done for yourstgyn. If we do bring your
employees in from an outside system, we will tryptefill all the fields in Employee
Setup that we can from the information in your #ygsystem. Then, one the employees
have been brought in, you will need to assign thisigch as Premium Policy, Autolunch,
Holiday, and any other groups that the employeelsie® belong to that was not available
in the payroll system.

In addition to the information on each employee gea on the screen when you first
enter the Employee Setup, there is additional médion you can enter on the employee.
This is entered by clicking the tab associated withitems of information you want to
enter.

Employee Detail Setup

Defaults — You can use defaults setup to always put thd@map on a particular job,
phase or cost code without having it scanned entered into the device. In order to do
this, check the use defaults box, and choose taeiltiéor each level from the drop
down. You can create a new department, job, pluasmst code by clicking on the ..
icon to the right of the item.
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Rates— Allows you to enter hourly pay rates and bitesafor the employee, as well as
worker’'s comp percentages and overhead percent&msnally, pay rates are not kept
in the DATA-MAXX system, but are kept in the payrsystem. The only time we
suggest keeping pay rates within DATA-MAXX is ifyevant to print reports with pay
rates and total dollars for the hours from DATA-MAX

Crew — Allows you to enter crew information such asexp of equipment the employee
has (a vehicle) that you want to track or creatépgent time cards for. You can choose
once you select the equipment from the drop downune create punches for that piece
of equipment and whether or not to match the tionégné¢ employee hours for the day or
enter the number of hours you want a time cardiedef@r. You can also check whether
this employee is a supervisor, which will placenthia the supervisor table, in addition to
the scanner number or device ID that they haver(ploos PDA device).
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Other — Allows entry of other additional information youay want to keep on the
employee such as General Ledger, Union, Classtita¢tc. and allows you to keep
their photo on file, as well as notes. Sometinheseé fields may be used for additional
information you would like to track on the employee

Note: Information entered on View Employee Desailup is not available in reports and
is only for viewing information purposes. Sometsi2ATA-MAXX uses additional
employee detail fields for custom reporting reqsid¢im our customers.

EQUIPMENT SETUP

The equipment setup screen is used for enteringepief equipment that you want to
track hours for. The equipment can be handledobieo ways, the first is that it moves
with the employee and the hours will follow the doyee timecard. In this method, we
set the equipment up in the Phase or other tabileagat is associated with the employee
time, job, cost code, etc. The second methodacking equipment is that it has it's own
ID and that ID is set up in the equipment setug fiThe items in this section go down to
the equipment drop downs on the PDA Equipment mtm, as well as the equipment
section in Daily Report. Please consult your DAWKRXX implementation
representative to make sure your equipment is gatoperly for your configuration and
implementation.
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To enter equipment, enter the equipment ID, theodxjd (your accounting system ID
for this piece of equipment), the description, mMpded whether or not it is an active
piece of equipment.

PRODUCTION SETUP

The production setup screen is used for enteringumtion items related to a job that you
want to show as dropdowns within the productiomiten the data collection device.
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Enter the production ID you want the employeesefmort production by. Consult your
DATA-MAXX implementation representative for entry production items to make sure
we recommend the best setup for your particulafigoration and installation. If the
production is expressly related to the cost coden tyou may need to enter only one
Production ID name, which is what all employeed wde to report production. If you
choose to have many different types of producteporting. i.e., Blocks Laid, Concrete
Poured, Pipe Installed, etc., then you will wanséb up separate Production IDs for each
of these categories. Production IDs go over toPB& application under the Production
Menu for dropdown purposes in reporting production.
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REVIEW

Review is the section where you will edit the dii@ comes in from the devices, view
weekly time card data, solve exceptions that haenlhighlighted by the system,
allocate time for those clients using after the RAC allocation routines, as well as
approve the time that has come in.

BULK TIME CARD ENTRY

Bulk time card entry is used for keying time inlouistead of entering each individual
time card in the Time Card screen with date an@ iirmand date and time out. The bulk
entry screen allows the user to select a departorartst code to define the group they
are entering time for, and then the time in/outherhours as appropriate. To select
department, click on the checkbox at the bottorthefscreen for Use Home Department.
If Home Department is not checked, DATA-MAXX wilekct the grouping by cost
code.

If the user inputs hours, the time will changetstgrat 12 am and move forward. If the
user inputs the time in and time out, the hoursaailculate. Once the hours or time
in/time out have been input, hit the .. icon to tight of time out. This will populate the
time in/out and the hours to each individual sh@ainder that particular group. Select
the job, phase, and cost code that should be pegula all of these records through the
drop downs. If the phase and cost code dropdothmsid be related to the job selected,
click on the Relate To Job checkboxes for eithdyath to control your drop downs to
just be the phases and cost codes available opan@atular job selected. When done, hit
Submit. The submit process will create recordsfmh of the punches that will then be
viewable in the Time Cards screen.
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Daily Reports

The Daily Report module is a separate module whyepetyect managers and supervisors
can enter labor, equipment, production, materiaésiuordered, or received, notes,
weather, safety, extra work, inspections, meetisgbmittals and other job related
information. This module can also be used to \aéem edit time that came in from a

time collection device such as a clock or Nextet.uihe Daily Report module is an
optional module and has it's own user manual. S&leantact your DATA-MAXX sales
representative or technical support represent&iviirther information.

Equipment Time Cards

This screen is a view screen of all data that le@s lbeceived from the devices for the
date period you are viewing and the filters (craethat you have placed on the data to
be viewed. You must have the equipment modulealiest Equipment entries can be
viewed separate from employee time card entriesrastddes time for each piece of
equipment that was collected and transmitted.

Production Time Cards
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This screen is a view screen of all data that le@s lbeceived from the devices for the
date period you are viewing and the filters (cr&ethat you have placed on the data to
be viewed. You must have the production modultallesi. Production entries can be
viewed separate from employee time card entriesrastddes quantities reported under
certain items of production by job/phase/cost cotlee entries must be processed at the
bottom left of the screen in order for them to efffilne current accumulated quantities in
the cost code table.

Time Cards

This screen is a view screen of all data that leas beceived from the devices for the
date period you are viewing and the filters (craethat you have placed on the data to
be viewed.

The screen shows:

ID — number for the employee that was punched. aipenent and production time
cards, see Equipment and Production in the Reveeias.
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Name— employee name.

Punch Type- the system gives certain punch types assocmtbgounches. They are:
I An in without an out

O An out without an in

C A completed entry

E An edited entry

LI A lunch in without a lunch out

LO A lunch out without a lunch in

LC A completed lunch entry

Other punch types that may appear or you may keetaldelect are other Pay Codes that
you setup in the pay codes table.

Date In — the date in on the punch

Time In — the time in on the punch

Date Out - the date out on the punch

Time Out — the time out on the punch

Clock Time — the total time as calculated from the time id &me out.

Lunch — the total lunch time, either from a lunch le&we¢h return punch or an
automatic lunh deduction.

Total Time — Clock time less lunch time

Other Hours — hours for other punch types such as sick, vacatioliday, personal, or
bonus time. See Add Other Hours Punch Types sebamw.

Other Dollars — amounts for monetary punches. See Add Mon&anghes section
below.

Department — this is the work department that comes fromdince, level 2.
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Job — job # that comes from the device, level 3

Phase- the phase # that comes from the device, level 4

Cost Code- the cost code # that comes from the device| Eve
Level 7 - the level 7 data that comes from the device

Level 8- the level 8 data that comes from the device

Level 9- the level 9 data that comes from the device

Qty — the quantity or count field that comes from deice.

Notes— field that payroll administrator can enter fotegpertaining to this transaction.
Sometimes this field contains

Devices are capable of collecting 6 to 9 fields€ls) of information per transaction,
depending on the device. See your DATA-MAXX sakgsresentative for device
differences and the number of fields of informateach will collect. Those fields

(levels) correspond to the columns on the Time €aadeen. If you program the device
to collect the fields that you want to collect ardgxport in Data Clock Maintenance, the
device will prompt for those fields and once cadiéel; the data for each of the fields will
show up in the Edit Time Cards screen once collec¥ou can also change the names of
the fields on the device, as well as on this TinaedS screen.

DATA-MAXX will match ins and outs according to tirador the date and the employee.
The first in will be matched with the first outgtimext in for that day/employee will be
matched with the next out., etc. When an empleyaiches from job to job or task to

task within a job, they would scan a switch pundholr would create an automatic out
and in at the same time.

Time In Time Out
6:00 am 10:05 am Employee clocked in at 6:00 amsantthed at 10:05 am
10:05 am 12:36 pm Employee switched at 12:36 pm

12:36 pm 16:45 pm Employee clocked out at 4:45 pm
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Employees should only have one in and one outi®day unless they go off the clock
during the day. Everything else in between shbeldwitch punches.

All time is in military time in the Edit Time Cardsreen. All fields can be changed
either by keying in the new data or if the fieldsladrop down, you can pick new data
from the drop down.

At the bottom of the screen are available icongHerfollowing:

Commands

New — use this icon to add new time cards.

Delete— Hightlight the entry and use the delete buttiotiv@ bottom of the screen

Print — Prints the timecard information you see on tireen.

Match Punches- this feature matches in and out punches thartialseen matched
automatically. If you see and in by itself onrgeliand an out, that should have been
matched, running this process should match theptwehes if they are within the punch

match threshold defined in company setup.

Round to 8- lets you round all hours to 8 that you see aur goreen.

Options

Group — this button lets you Group Columns of data. See #le Navigation and
Filtering and Sorting sections for controlling gping of columns on a much more
detailed scale.

Relating Jobs to Phases and Cost Codes

This option is for the drop downs under phasescasticodes. If you have related jobs
to phases and/or cost codes in the cost code tabé) you check these options in the

Edit Time Cards screen, when you use the drop dderthese fields, you will only see
those phases and cost codes that are linked jolihie that time card.

Show Approvals —lets you see time cards that have been approvddvier 1 and level
2 approval as well as who approved the time caseédan their login name and when.
To take off the approval columns in your view, klan the Show Approvals button
again.

Other Hours
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Add Other Hours Punch Card — use this icon to add other punch types suclaeation
pay, sick pay, holiday pay, personal pay and bgays In order to add these pay types,
click on the icon, then click on the type of payyare entering, enter the employee ID or
choose it from the drop down list, enter the hamd date for this pay type, then click on
Insert. The system will then create a time cardHs information. In order to close this
window, click on the icon Add Other Hours Punchdagain. You can also add these
type of time cards by adding a line with that pard@ar punch type chosen in the drop
down under Punch Type.

Add Monetary Punches— use this icon to add punch types for monetaojigdamount)
punch types for per diem, advances and other payats. In order to add these types of
punches, click on the icon, then click on the tgpenonetary punch you are entering
information for, enter in the dollar amount you peg/ing, the date, then enter the
employee ID or choose it from the drop down li§hen click on Insert. In order to close
this window, click on the icon Add Monetary Punch&ou can also add these type of
time cards by adding a line with that particulangi type chosen in the drop down under
Punch Type.

Adding or Deleting Columns Filtering and Sorting — See Navigation sectionHiots
on adding and deleting columns, sorting and fittgnivithin this screen.

TIME CARD APPROVALS

The time card approvals screen is used for appivale time cards by individual time
card. For weekly time card approval, see Weekigel Cards Approval.

First, select the date range and/or any otherdiligat may apply to drill down into just
what you want to see. See filters and sorting uh@igation section for options to
control your view.

The time cards approval process allows for up mlevels of approval, L1 and L2.
When the Level 1 approval person is logged imeiit security rights are set up to only
be Level 1 approval, they will be able to checkltb& on each time card for L1
approval. The Level 2 approval is a higher leygdraval and requires Level 2 approval
security rights under security settings. Levehdl aevel 2 checkboxes record the
date/time and login of the supervisor approvingtime. You will be able to see these
fields filled in once the checkbox is marked foattkime card.
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The supervisor can use the Approve All featurehteck all time cards at a time. Once
done, you can exit the screen.

WEEKLY TIME CARDS APPROVALS

This screen allows you to view time cards in theqekyou have selected in a weekly
summary format. The screen will show the ID #,riaene, and then each day of the
week in the period selected. As you click on altbburs in any of the days, the system
will display the detail for those hours below. Teal for the hours for that pay period
will show to the right.
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The time cards approval process allows for up wlavels of approval, L1 and L2.
When the Level 1 approval person is logged iméirt security rights are set up to only
be Level 1 approval, they will be able to checklilb& on each time card for L1
approval. The Level 2 approval is a higher leysgdraval and requires Level 2 approval
security rights under security settings. Levehtl aevel 2 checkboxes record the
date/time and login of the supervisor approvingtime. You will be able to see these
fields filled in once the checkbox is marked foattiime card under Time Cards.

The supervisor can use the L1 Check All and L1 @ek&hAll or the L2 Check All and
L2 Uncheck All buttons to approve all of the tinerds on the screen.

To see the individual time cards that make up thpleyee’s day, click on the employee
line and view the time cards at the bottom of treen. If the supervisor has the security
rights to edit those time cards, they can do ghiattime. The totals above will not
recalculate based on changes until the user dédtsdreen and comes back in to refresh
it.
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EXCEPTIONS

This screen shows exceptions that the system damatically pull out based on built in
processing and exception rules.

ID — number for the resource that was entered omgchnThis could be an employee
ID#, equipment ID#, material item ID, or producti®¥ if you have modules other than
labor. If not, this will be the employee ID #.

Name— resource name as listed in the resource or gmaplfle.

Punch Type- the system gives certain punch types assocmtbgounches. They are:
I An in without an out

O An out without an in

C A completed entry

E An edited entry

LI A lunch in without a lunch out

LO A lunch out without a lunch in

LC A completed lunch entry

Or other punch types that were used on time erttiased on user definable Pay Codes.

Date In — the date in on the punch
Time In — the time in on the punch
Date Out— the date out on the punch
Time Out — the time out on the punch

Exception Description— description of the problem or issue with thegunException
descriptions consist of the following:
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In With No Out— in punch missing an out. Sometimes this capéajif the
employee has been punched in twice, or if the epgglas missing an out punch for the
day.

Out With No In— out punch missing an in. Sometimes this capéajf the
employee has been punched out twice, or if the eyepl is missing an in punch for the
day.

Overlapping Entry- times match same times entered for another panc¢he
same person for the same day.

Duplicate Entry- duplicate punch.

In order to correct an exception, this can be dpnehanging the information in the
columns. For instance, if you have an out withenuin, entering the in punch will
correct the exception. However, it is advisediuaklat the entire day for an employee
before correcting an exception. The detail ofdhg is shown at the bottom of the
screen.

Icons at bottom left of the screen:

Delete— use this icon to delete the exception line ehtir Highlight the line to the left of
the ID # and then hit the Delete Exception icom.odder to delete multiple exception
lines, highlight the lines, then hit the delete keythe keyboard.

Refresh— refreshes the exceptions screen after you haveated exception entries.
Used to display the exceptions still left to beoheed.

View Setup- this is the setup of the exception rules théesyswill use to show
exceptions in the exception screen. You can getules based on the following:

Duplicate Threshhold amount of minutes used to determine whetheptimeh
is a duplicate. For instance, an employee cloclkd i7:45 am, then clocks in again
because he didn’t think the punch took or didnarihe beep on the device that the
punch took. Therefore, you will have two in punekath the same time, or perhaps one
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minute apart. By setting your minutes at O ohis will pull out these types of punches
as duplicate punches.

Auto Delete Duplicates by checking this field, the system will autoroatiy
delete duplicate entries as determined by the Dat@iThreshhold (see above).

Validate Fields the system will make exceptions for punches thatimation in
the following fields is not valid according to ttebles for that particular field. Use this
feature to make an exception for a job # that Iected that does not match a job # in the
job table. You can validate fields for the worlpdement, job #, phase # and cost code
#. You can also create an exception for a fietdd thnull, which is blank. You can
choose the field in the drop down list and therAit Field. This feature is good for
making a record an exception if information is nmgghat should be required, such as a
job #.

TIME ALLOCATION

Time Allocation is used to allocate jobs, phase$ @st codes to in and out punches for
after the fact allocation. In the case of timeedition, in and out punches are collected
by themselves and then the jobs, phases and abst eve added to distribute the time in
this screen. This screen can also be used tonkiye for which there were no punches
directly from a data collection device.

Note: Use the right and left arrows to move betweglumns that have been created to
complete allocations.
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The user can change the allocations by re-cho@sdifferent job/phase/cost code or
changing the hours, or can add additional distigmst by clicking on the first line above
the current distributions and adding in an addalatistribution. The calculation for the
total time is one the line above with total howrbe allocated. As each distribution is
made, the Time Left To Allocate column will trac&i much time is left to be allocated.
That field will turn green when all time has bedin@ated and will be red until all time
has been allocated.

If no further allocations will be done, click oreticheckbox to Pass On To Payroll and
then hit Submit. This will create time cards ftrad these entries and you will then be
able to view then in the Time Cards screen.

All sorting and filtering rules apply to this screeSee Navigation and Filtering and
Sorting for further options.

Page 53



TIME ENTRY

The Time Entry screen is used for entering timepnsonnel who do not clock in and
out via a device or any other method. It is ustfubffice personnel and salaried
personnel to allocate their time to jobs, departsgrhases, or cost codes. Setup of this
screen should be done by the administrator. Fiblalscan be turned on or off under
administration are defined below, Use Phase, Ust Code, Use Dept, Relate Job to
Phase, Relate Job to Cost Code, Use Job, Use @TDUsUse Notes, Use Vac, Use
Sick, Use Amount, Use Hol, Use PTO. Once checkeldsaved, these columns will then
be available for the user to enter informationttiBgs are global and changed for all
users unless the Time Entry program is individuastalled on their workstation.

Time Entry is a separate program and can be iestalithout the user having access to
other DATA-MAXX program functionality. In additig the .udl file located in the user
directory or the folder the program is called froomtrols the data file to which the
program points.

SETUP SCREEN

USER SCREEN
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To enter information, the user selects the Weekrigndate they are reporting for, their
Employee ID, and they can enter information on dexeh There are drop downs for job,
phase, cost code, and department. They can enteay lines as necessary for each
day by hitting the down arrow to go down to thetrlae. Once done with the input, the
user hits Submit. The submit process createsd¢amgs in the Time Cards screen that
will then be available for approval, edit and revie
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EXPORT DATA

Use the Export Data feature to export recordsdgséem other than DATA-MAXX 7.

You can export the timecards in a wide varietyasfrfats. DATA-MAXX 7 allows you
to choose the fields that will be needed in yoypagk Contact your DATA-MAXX
technical representative to see if there is a pfered export available that has already
been defined for your accounting system. DATA-MAXXs loaded with predefined
exports for outside payroll systems that requirtade file specifications.

In order to export records to other systems, perfihe following:

1. Choose the type of file you wish to export from ao

2. Choose the file type, ASCII (Text), Excel, or Acses

3. Choose the delimiter within the file if ASCIl isaben. ASCII files fields ar
delimited by characters, normally the comma. Chkdbs delimiter of your
ASCII export file.
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Choose whether you want the header exported ifiltheThe header is a line at
the top of the file denoting the field names.

Choose the export fields in your file in the ortezy appear in the file within the
Field window from the available fields. Then Hiet> icon to transfer the field to
the Selected Fields window.

Select whether you want the field to be exporteguates, and the format of the
field.

Set up advanced export field criteria if necessafydvanced export fields allow
you to put conditions on the fields, parse datieildls, perform mathmatical
calculations on fields, and concatenate fields.

Export Path — choose the path and file for theyfila are importing. The path and
filename do not save in this screen. It will néete inputted each time you perform an
export, even a predefined export.

Save Export Format — you can save the format oéxpert you have created with this
icon located on the left of the screen.

Once all information is entered, hit the Import Bels large icon, left side of screen.
The number of records imported will show as Recé&dded. The screen will show the
number of records exported.

REPORTS

Data-Maxx has a wide variety of reports of thedwaling types:

1.
2.

3.

Exception Reports — exceptions reports

Level Tracking Reports — level related reportsludmg department, division,
job, phase and cost code reports.

Management Reports — these include absence anydatarteports, as well as
approaching overtime report, work and home departmeports.

Production Reports — production piece work repfantshose customers
running the piece work module.

Time Reports — reports including time, generallyebyployee.

To print the report, choose the Category, then bodlick on the report. The report
description shows to the right once you selectrdipert.
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You can choose to have totals recalculated on tepdren they are printed and whether
or not view the Data-Maxx header on reports.

To print the report, choose your date range, apliyamy other filters you may want
applied to the data on the report (see Filterd@etielow), choose the Category, choose
the Report, and then choose either the Preview iReqom or Print Report icon. Double
clicking on the report will automatically previewto the screen first. Then you can hit
File, Print to print it.

BAR CODES
In order to print bar codes:
1. Choose Reports, then the Bar Codes tab
2. Apply filters for the data you want bar codes feed Filters section below)

3. Choose the file you want to print bar codes fonuan choose employees,
jobs, phases, cost codes and work departmentssyBitem will print bar
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codes 3 across, 10 down, in a standard laser fialmeat and only the
information you have selected with your filters.

4. Either choose the Preview or Print icon. Once lyave previewed the report,
if that is selected, in order to print it, chooske FPrint.

File Management

Data-Maxx Options is the screen that shows thetilme®f all your pertinent DATA-
MAXX 7 files including your company data file, seity file, archive files, and system
files. This section also allows you to repair @othpact data files in case you have
experienced corruption.

Within File Management you can perform the follogiin

Browse For File — Allows you to choose the filetptdr any one of the file names. Click
on the ... button, then browse to the propertee.
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