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1. INTRODUCTION
1.1. Purpose

RCP Master 1.1. is a software tool for Time and Attendance (T&A) reporting and analysis.

1.2. Modules

The program consists of the following modules:
¢ employee data configuration
¢ work calendars configuration
¢ control point list (T&A readers)
¢ T&A event log

1.3. Data storage

Type: RCP Master data File
Date Modified: 2008-07-02 09:43
Size: 8§92 KB

Figure 1. Roger RCP Master datafile

All application data is stored in a MS Access database file (*.rta extension). Therefore, the

application may open many databases (using the File/Open command). The Tools menu makes
the following commands available:

¢ data file encryption/decryption (please note that working with an encrypted file can slow
the application down by about 15%),

¢ setting password for access to data file,

¢ data file compacting/repair.

Databases can be accessed programmatically from any IDE (Integrated Development
Environment) supporting MS Access databases or ODBC (Open Database Connectivity) — e.g.

Delphi, Visual Studio, Java). By default, the database is password-protected. The default password
is ,roger”.

1.4. Multiuser mode

The application allows for concurrent connections of several operators to one database at a time.
To enable such a mode of operation, database should be shared on a networked location, and the

operators should be given relevant read/write access rights. The file shared can be opened by the
File/Open command.

1.5. Data export and import

The program allows for manual data input and modification. It is also equipped with the following
import/export mechanisms:

¢ Import of configuration data and T&A event log from RACS version 4.2.5.38 and higher.

roger
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¢ Import of T&A event log from T&A Access Pro file format.
¢ Import/export of configuration data and T&A event log from RCP Master in XML.

¢ Export of all the reports in Adobe Acrobat (.pdf), Microsoft Excel (.xls), Microsoft Word
(.doc), Rich Text Format (.rtf) and Crystal Reports (.rpt) formats.

¢ Additionally export of work time reports in XML.

roger
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2. REQUIREMENTS

RCP Master requires installation of the Microsoft .NET Framework 2.0 (available for download on the vendor’s
site at http://www.microsoft.com/downloads/details.aspx?displaylang=pl&FamilylD=0856eacb-4362-

4b0d-8edd-aab15c5e04f5).

The .NET Framework 2.0 requirements are listed below:

Supported operating systems: Windows 2000 Service Pack 3; Windows 98; Windows 98 Second
Edition; Windows ME; Windows Server 2003; Windows Vista Business; Windows Vista Business 64-
bit edition; Windows Vista Enterprise; Windows Vista Enterprise 64-bit edition; Windows Vista
Home Basic; Windows Vista Home Basic 64-bit edition; Windows Vista Home Premium; Windows
Vista Home Premium 64-bit edition; Windows Vista Starter; Windows Vista Ultimate; Windows Vista
Ultimate 64-bit edition; Windows XP Service Pack 2

Software requirements:

4 Windows Installer 3.0 (except of Windows 98/ME which requires Windows Installer 2.0 or
higher). The Windows Installer 3.1 or newer is reccommended.

¢ Internet Explorer 5.01 or higher: For all the installations of .NET Framework, the Microsoft
Internet Explorer 5.01 or higher also must be installed.

¢ In case of Windows Vista the Service Pack 1 must be installed.

Disk space requirements: 280 MB (x86), 610 MB (x64).
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3. INSTALLATION AND FIRST USE

To install RCP Master you need to execute the installer (setup.exe). When the program is run for
the first time after the installation, it displays a question if the sample data from Demo.rta should
be loaded. If you answer Yes, the sample database will be read. Each time a data file gets opened,
the application displays a login dialog box as shown in Figure 2:

E3

Figure 2. Login dialog box

In the demo file (Demo.rta), password for the ADMIN operator is empty (no password), so click
OK.

You can define any number of operators for the specific data file. For all of them you need to
configure passwords and set up access rights for performing particular application commands.

roger
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4. USE SCENARIOS
4.1. Preparing for work after installation

In order to prepare program for work, it needs to be properly set up. You need to perform the
following steps:
1. Create a new data file using File/New menu command.

2. Enter data on groups, employees, control points and T&A event types. You can do it
manually or import from PR Master (using Backup.zip or Config.xml files). To import data
use File/lmport and export command.

3. Define calendar day types — choose Calendar day type definitions command from the
Tools menu.

4. Define work calendars — choose View/Calendars menu command.

5. Assign calendars to employee groups (or individual employees) — choose Assign calendar
to employees command from the shortcut menu.

6. Finally you can run a command for checking if work calendars have beeen assigned to all the
employees — select Tools/Verify data completness.

4.2. Work time analysis and reporting

One of the typical uses of RCP Master is to generate time an attendance (T&A) reports based on
employee T&A event registrations. Correct calculation of working hours requires that complete data
of arrivals/departures events is registered. The program is capable of detecting incomplete events
(by using the aforementioned Verify data completness command). They are indicated in any
report by an appropriate warning (red icon with exclamation mark together with a comment). Such
missing entries must be completed by the operator manually, i.e. by marking the entry as an
absence or manually inserting a missing T&A event (in the Work history window).

To generate T&A reports, you should typically perform the following steps:
1. Import T&A events log from file.
2. Use Verify data completness command.

3. Send notices to employees, for whom missing/incomplete entries exist in the event log, and
ask them for explanation.

4. Correct data manually (by entering an absence or inserting missing events to the T&A
events log).

5. Generate reports (you can use wizard for selected employee groups). After generation, the
wizard will send to every employee her/his reports using e-mail address configured in
employee’s data.

roger
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5. RCP MASTER FUNCTIONALITY
5.1. Introduction

5.1.1. Home page

By default the program starts with the home page opened (Figure 3). There you can find commonly
used application’s commands, links to recently opened data files, and links to help files.

z =1 = 55
File  View Reports  Tools  Window  Help
BERO0ARLBRLEHEIAE OO
" Home page 5 X
B

—
RCP Master Va tration version)

Application for analyzing and creating work time reports
Version 1.1.4.0

o - Common tasks

= Open data file...
W Create new data fie...

Be Import TBA events

A} Find work discrepancies against @bour code...
£ Employee report wizard...
% Find employee...

(\. - Recently opened
| ~ Demo.rta

@ Function description

o FAQ

Fi Troubleshooting

f& Open example (demo) file...

Read

Figure 3. RCP Master home page

5.1.2. Main window
The main window (displayed after the user logs on and the data file opens — sample is shown in
Figure 4) contains the following items:

¢ In the title bar shown at the top of the window there is application name (RCP Master),
the logged in operator ID enclosed in square brackets, and the active database path in
quotes.

¢ Below the title bar you can find the program menu. Its elements have been described in
detail in section Functionality description.

¢ The toolbar, which is located below the menu, contains shortcuts to the application's most
common commands and functions.

¢ The panel on the left side of the window contains a tree with hierarchical structure of the
data elements. Each section of the tree is assigned a shortcut menu with commands
relevant to the particular item (to show the menu you need to click the item with right

roger
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mouse button). When you double-click the item with left mouse button, the window is
opened with the document assigned to the item.

¢ On the right hand side of the window there are documents shown as tabs. Some
documents are split into two parts. The upper section contains the list, and the lower —
the detailed view of the selected list item. The windows contain buttons for invoking
commands.

¢ In the bottom of the main window there is application’s status bar containing information
about operations being performed as well as a progress bar.

% RCP Master [ADMIN] "Demo rta” = =R

File  View Reports Tools Window  Help

ERoAs8BLE A O

E:_Tree X Home page |~ Groups [ All employees ”” Calendars s X
34 Find: ) @ | i calendar list
=84 Groups 2 XA |G
g A!I employees ((11)) Name Year Comment 1 ol
Administration (2 .
83 Design Team (2) COlFeoe 08 MonFi bl E
B2 Management (1) Manufacturing I 2008 3-shift calendar b
83 Team 1(2) Manufacturing IT 2008 3-shift calendar
@ Team I (2) 4
-8 Team 1T (2) Calendar: Flexible X
i Calzgcﬂl:rs 1 of6 | b Bl
Flexible Calendar days
Manufacturing I 7 Edit X Remove @Eclitcalenc\arclayz =j Report [#] Shorteuts: &l Calendar day types
Manufacturing I
it D, X
Manufacturing I February 2008 B MES—|
Weekly 7-15 Su Mo Tu We Th Fri Sat |[Su Mo Tu We Th Fri Sat [T
) Weekly 8-17 1 EEE s B 2 | HNR Flexible
=gl Control Paints & 570 e e e 1z || 3 (N SN e N e o i NND  Extra working day
-#0 [0/1/1] Indoors 12 i G e i i e | | o |G ) i e
ﬁ{g’i*;} Sﬁc‘tce hL”E‘j‘TgR;JEXI 20 |21 12201230120 |25 25 | | 17 e 2O 2 2| =2
i1y actory - 57 24
728 29 30 J 4 26 26 27 28 9
&) [0/2/0] Office building - ENT || | © .
B&o T&A event log
&8s 2008
gfl"a”’ March 2008 April 2008
“- Ky February
Su Mo Tu We Th Fri Sat || Su Mo Tu We Th Fri Sat
1 D23 5
2 D3NN N6 B || 6 [N e e R 12
5 [0 11 [12 13 14 15 13 [14|/15 16 17 [1&8 13
16 [ I8N 190 204 121 22 20 21122123 |24 |25 26
23 24 (25 |26 27 (2B 29 27 (2812930
30 =i ik
q n | »
Ready
e — s — = i —

Figure 4. RCP Master’s window layout

5.1.3. Reporting errors

RCP Master features error reporting mechanism. In case of unexpected error, the program displays
window similar to the one shown in Figure 5. It contains necessary information relevant to the
context and the source of the error. To send an error report you need to click Send report button.
The program invokes then a MS Outlook window containing e-mail with error report. The only thing
you need to do is to click the Send button in Outlook.

roger
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o

Error not handled FXI

If you see thiz window. the application registered an emor. To help
us rezolve the izsue, send us a bug reporl by elicking on the [Send
report] bullon.

Repoil contents:

Eypstem Reflection TargellnvocationException: Exceplion has been tvown by A
the latget of an nvocaton, ~>» System 0 Fleh otF oundE seepbon: Could not
koad fle o sssembly TrpstalDecissons Windows Forms, Version=10.2.3600.0,
Cultwe=neutral, Publck eyl oken=632tbeab521e1304° cr one of iz
dependencies. The systern cannot lind the fle specihed
File narne: ‘CrystalDecisnons. Windows. Forms, Verson=1002 26000,
Culture=rieuiral, PublcEeyToken=6921bea5521 1 304"

&l Roges, Timetindditendance. Foims. ReporlCalendas. cloObgect])
paramelers]

| WRHM: Assembly binding loggng is lumed OFF,

| To enable assembly bind falure logging, sel the registiy value

| [HELM\S oftware\Microsoft\FusionlE nableLog] [DWORD) 10 1.
[

Add system info (Windows, NET Framework)

|  Sendiepot | [Shudownappication | | Corliwe |

Figure 5. Unexpected error

5.2. Functionality description

5.2.1. File menu
The File menu is shown in Figure 6.

File | Wiew Reports Tool:

T Mew

EF Open.

[ Saveas.
Close

5;3:?! Import and export
Recent documents 3

Exit

Figure 6. The File menu

5.2.1.1. New

Creates a new data file and opens it.

5.2.1.2. Open

Opens an existing *.rta data file.

roger
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5.2.1.3. Save as

Saves currently opened data file in the file under different name.

5.2.1.4. Close

Closes all the editing windows of the current data file and displays the home page of the program.

5.2.1.5. Import and export

Opens the data import/export wizard. When the user has selected Import T&A event
registration from another software action, the wizard performs the following steps (shown in
figures 7-9 below):

¢ Step 1. Select T&A data import/export action (Figure 7).

Data import and export 3]

Select action:

Import data
BExport data

Description:

Back Mead -= ] ’ Cancel

Figure 7. Data import and export wizard — step 1
¢ Step 2. Select data file format (when importing data from PR Master — Figure 8).

¢ Step 3. Select location to your T&A event file (Figure 9). Using available options you can
choose a method of resolving conflicts in case, the imported value is already in database.
If you choose Replace duplicates with imported items, duplicate values existing in
the database will be overwritten by the imported values. The Do not import duplicates
option skips duplicated records. Two T&A events are assumed equal, if their date/time,
reader ID and event type are identical.

roger
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Data import and export

Select TA event file format:

RCP Master (by Roger)

T&A Access Pro by Polman)

Cancel

Figure 8. Data import and export wizard — step 2

Data import and export

TA evert file to impart:

ChUsers'Radek Mendd\Documents'radekrcp | Select...
Options:
@ Replace duplicates with imported items
i) Do not import duplicates
<Back || New-> || Concel

Figure 9. Data import and export wizard — step 3

5.2.1.6. Recent documents

Shows a list of recently opened data files. Clicking an item on the list opens the selected document.

5.2.1.7. Exit

Closes the active datafile and exits the application.

roger
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5.2.2. View menu

The View menu is shown in Figure 10.

m Reports Tools  Win
81 Employee groups

£ Employees

FH Calendars

.ﬂﬂ Control points

s TAeventlog

fat Home page

= Mavigation tree

W Previous document

wd Mextdocument

Figure 10. The View menu

5.2.2.1. Employee groups

Opens the Employee groups window. As mentioned above, the document window is composed of
two parts — the upper section is usually a list (e.g. a list of employee groups), and the lower — the
detail section, where information related to selected list item is shown (in Figure 11 it is the group
Administration). The detail pane can be closed at any time by clicking the cross icon on blue
background located in the right side of detail pane’s title bar. To reopen it, click the Show details
button on the right side of the upper pane.

Employee groups ¥ X
8 Employee group list

+F X |4 S

Mame Comment 1

3 Administration

Design Team

Management

Team I

Team II

Team III

Group: Administration X
| | 1 l Df 6 b PI

Details

5 Edit X Remove

Mame:  Administration

Comment 1:

Comment 2:

Figure 11. Employee groups window
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Items on the list can be added, edited or removed. In addition, there can also be other commands
on the toolbar, such as Refresh, Create report, and so on. They can be different depending on
the particular window selected. Clicking the Edit button spowoduje pojawienie sie okna edydcji
umozliwiajgcego wprowadzenie opisujgcych dang grupe pracownikéw informacji. Po wypetnieniu
poszczegdlnych pol nalezy wcisngé przycisk OK jesli chcemy dokonac zapisu wprowadzonych
danych badz Anuluj jesli chcemy zrezygnowac z edycji (rysunek 12).

(Figure 12).

Edit employee group

Mame: at stratio
Comment 1:

Comment 2:

Figure 12. Edit employee group dialog box

Required fields in edit windows are marked in yellow (in this case the Name field is required).

5.2.2.2. Employees

Opens the Employees window (Figure 13).

Employees 5 X
Q Employee list
+ = X A |44 Find last name: L HG [@] Shertcuts: 83 Employee groups
Last name First name TaAID Group Calendar Year  *
Arab Muhannad 001 Management Flexible 2008
IZ: Arispe Anastatio 004 Team I Manufacturing I 2008
Bonds Eliseo 010 Design Team Weekly 8-17 2008
Buckner Tharvald 005 Team I Manufacturing I 2008
Chambless Rudi 006 Team II Manufacturing II 2008 =
Chevere Lucinde 07 Team II Manufacturing II 2008
Corpuz Demelza 011 Design Team Weekly 3-17 2008
Gerstrer Herbert 002 Administration Weekly 7-15 2008
Huffman Allison 003 Team III Manufacturing III 2008 | 4
O |Mckay Branden 003 Administration il

Employee: Anastatio Arispe
H 4|2 of1l | b Bl

Details | Work history I Leave entitements I Work calendar

& Edit X Remove |4 Report

Photo:

TEAID: 004
Firstname:  Anastatio
Lastname: Arispe

Group: Team I

Calendar:  Manufacturing I (2008)

Hire date:

Dismissal date:

[@] Shortcuts: 54 Calendars

m

Figure 13. The Employees window
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The detail section of the employee window contains four tabs:
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Details

The Details tab contains the following data about employee (Figure 14):

¢

Photo — employee’s picture (automatically resized to save space in the database).
Pictures (as any other data) are stored in the currently opened datafile.

T&A 1D — employee’s unique ID. An employer is identified in the program using this
unique identifier. Thanks to this, there can be employees of the same first name and last
name in the database, Moreover, changing names has no influence on the proper
employee’s identification.

First name and Last name.

Group — indicates the employee group, the employee belongs to. Grouping accelerates
calendar assignments, reporting, etc.

Calendar — used for employee work schedule assignment. T&A calculations are based on
calendar contents as well as a T&A event log.

Hire date and Dismissal date — (optional fields) are used to determine a time interval
for TRA calculations for the particular employee. For example, if you create a report for
an employee, who was dismissed in mid January, you should enter a dismissal date as
well. Otherwise the program will report missing entries in the event log.

E-mail — the field contains an e-mail address, which will be used to deliver generated
reports (as attachements in PDF format).

¢ Comments — additional data.

Employee: Eliseo Bonds X

H 4

3 of11 | b k|

Details |'\"'."Dl'k. history I Leave entilements I Work calendar

Photo:

5 Edit X Remove |Sj Report [2] Shorteuts: 5 Calendars

T&AID: 010
First name:  Eliseo
Lastname: Bonds
Group:  Design Team
Calendar:  Weekly 8-17 {2008)
Hire date:
Dismissal date:

E-mail:

Comment 1:
Comment 2:
Comment 3:

Comment 4

Figure 14. The Details tab of the Employees window

Clicking the Edit button displays the Edit employee dialog box (Figure 15), where you can modify
employee’s data. Required fields are highlighted in yellow. Red icon with an exclamation mark
shown on the right of the Calendar field indicates that employee’s data is invalid. When you move
the mouse cursor over the icon, the message is displayed that the calendar has not been assigned
to the employee. Such red icon accompanied with appropriate comment indicate invalid data also in
other editing windows.

roger
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Edit employee [=3e]

Phaoto:

TAID: |1
First name: Eliseo

Last name: Bonds

Group: lDesign Team ']
Calendar: | Weskly &-17 (2008) -
Hire date: [0 9 stycznia 2009 B~
Date of dismissal [] 9 stycznia 2 (IR
E-mail:
Comment 1:
Comment 2:
Comment 3:
Comment 4:

Figure 15. Edit employee dialog box
Work history

Zawiera wynik obliczen czasow przebywania danego pracownika w okreslonym przedziale czasu.
Contains results of T&A calculations regarding time spent at work in the period selected. In the
pane’s title bar the calendar’s name is shown. Next to it there is Time range dropdown list. The
list contains month names, and in the bottom there is the Select time range... command. Clicking
the month name causes recalculation for the month selected. When you select the Select time
range... command (Figure 16), you will be presented with the dialog box, where you can more
accurately determine calculation period (up to minutes):

- "

Select time range... @

K 1 Month:

LT

o
]

C

o

SN T .

@ Time perod:
From: |[¥]2008-01-01 - | |[¥]00:00
To: |[¥]20081231 = | |[¥]23:55

L1123

4k

[ OK ] ’ Cancel

Figure 16. The Select time range... dialog box

The Work history window is composed of two basic views — Attendance (the calculation
results), and the Event log (the filtered list with events pertaining to the employee in the selected
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time range. The calculation result of attendance data for the employee can be shown in various
preview modes (by clicking View commands on the toolbar).

View: List of days

The most generic view of hours spent at work in the form: list of days — total time, time to be
accounted for (Figure 17). On the right side of the window, the calendar is displayed showing days
in colors representing particular day and absence types. In the bottom of the window the
calculation results summary is displayed (remaining hours to work, the total time to be accounted
for, the balance, as well as information regarding night hours, overtime, sundays, holidays, and so
forth).

View: Calendar day details

It contains all the information included in the List of days view. Additionally, each day has been
analyzed in detail. Attendance periods are shown chronologically using calendar day and T&A event
definitions. So, it includes compulsory breaks, work time, overtime, and so forth. Late arrivals,
early departures, and other discrepancies to the work schedule (work regulations) are indicated in
the list by the warning yellow icon accompanied with the relevant comment (early departure, late
arrival, etc.). The same icon is shown on the calendar in the right side of the window (see Figure
18). If you click a date on the calendar, the list is scrolled to the day selected.

View: Total time

It contains all the information included in the List of days view. In addition for each day, the total
time for the specific attendance types are shown: such as total time of cigarette breaks, other type
of breaks, work time, hours outside the office, and so on (Figure 19).

View: Discrepancies

In this view, all the discrepancies to the employee’s work schedule (work regulation) are shown
(late arrivals, early departures, exceeded break limits — e.g. cigarette breaks, and so on). In the
example shown in Figure 20 it is for instance the early departure logged on January, the 24th. This
view is most often used for employee’s work analysis and for correction missing log entries. Events
can be inserted using the Add command in the toolbar. You can also edit absence by the Edit
absence command shown above the calendar, on the right side of the window.

Employee: Eliseo Bonds x

M 42 of11 | b bl
Details | Work history | Leave entitements [ work calendar
Calendar: Weekly 8-17 | "7 Time range: January 2008 ~ Shortcuts: F Calendars @& Calendar day types =3 ThA types/IDs
Time and attendance Calendar
1 of 23 | b bl | & Add [ Edit < Remove | [8] | View: [i= List of days |[5] Calendar day details 3 Total time -
Start Attendance type Comment Total time Time to be Edited
accounted for
e wekgdmew . toms s 7 W
i3 ] . Working day 8-17 TOTAL: 2:14 802 [ =
f20¢ Working day 8-17 TOTAL: 9:13 go01| []
Working day 8-17 TOTAL: 3:42 742| [}
rking day 8-17 TOTAL: @:01 207 @ |
rking day 8-17 TOTAL: 9:14 802 []
1) Working day 8-17 TOTAL: 5:07 756 [
1 ] . Working day 8-17 TOTAL: 2:05 8:00 [
1y ] Extra working day 8-17 TOTAL: 9:18 go0| []
171472008 | [l working day 8-17 TOTAL: 9:16 s00 [
1/15/2008 | [l Working day 8-17 TOTAL: 9:11 815| [] |-
X Total time Remaining hours: 198:00
- Time to be Sumdays, - p Hrs to be accounted for: 182:21
Code Attendance type Total time accountsd for  public halidays Night hours Balance: -15:39
N T ) i [
SN |Breakfast break 5:45 5:45 0:00 0:00 Sundays, holidays: 0:80
Night hours: 000
PO |Lunch break 22:38 i Cvertme: 000

Figure 17. The List of days view

roger



20

RCP Master User Manual

Employee: Eliseo Bonds
P43 ofll | b bl
Details | Work history |Leave entitements I Wark calendar

i Calendar; Weekly8-17 | "7 Time range: January 2008 ~
Time and attendance

Attendance | Event log

[&] Shortcuts: FH Calendars & Calendar day types 4 TAtypes/IDs |

Calendar
i & Edit absence

January 2008

Su Mo Tu We Th Fri Sat

P41 of 166 | b B | # Add [ Edit X Remove | [d] | View: List of days |25 Calendar day details | £ Total time
Control Time to be
Start Attendance type Event point Comment Total ime S T
200 AM Work T&A -Entry Office buildin. .. 2:00 2:00
10:00 AM Brezkfast break 0:15 0:15
10015 AM Work 2:55 2:55
1:10 PM D Lunch break Lunch break Office buildin. .. 0:56
205 pm ||| work TaA -Entry | Office buildin... 1:56 156
4:02PM On-demand leave On-demand l... |Office buildin. .. 0:58
402 PM early departure 0:58

1/3/2008 Working day 8-17

7.55 AM Waork T&A -Entry Office buildin. .. 2:05 2:00
10:00 AM || || Breakfast break | 0:15 0:15 |~
= Total ime Remaining hours: 198:00
Time to be Surdays i Hrs to be accounted for: 182:21
Code Attendance type Total ime accounted for | public haiidays Night hours Balance: -15:39
Late arrivals and early departures: 200
SN |Breakfast break 5:45 0:00 0:00 Sundays, holidays: 0:00
Night hours: 0:00
o |Lunch break 22:33 o Overtime: 200

Figure 18. The Calendar day details view

Employee: Eliseo Bonds
P43 ofil | b M
Details | Work history |Leave entitiements I Wark calendar

: Calendar: Weekly 8-17 W Time range: January 2008 =
Time and attendance

Attendance | Event log

[@] Shortcuts: ﬁ Calendars @] Calendar day types 'L_\l TAtypes/1Ds |
Calendar

M 41 of96 | b B | & Add [ Edit X Remove | [8] | Views 3= List of days [i5] Calendar day details | T Total time =
Sundays &
. Time to be sty Might 5
Start Attendance type Total time acrounted for public hours Edited E|
holidays

Breakfast break

0:15 0:1

5

D Lunch break

On-demand leave
Working day 8-17
Work

1/3/2008

Breakfast break

D Lunch break
Working day 8-17

17472008

3 Edit absence

January 2008

Z Total time Remaining hours: 198:00
Time to be Sundays pry Hrs to be accounted for: 182:1

Code  Attendance type Total time accounted for  public huiidays Night hours Balance: - 15:39

Late arrivals and early departures: 2:00

SN |Breskfast break 5145 5:45 0:00 0100 Sundays, halidays: £:00
Might hours: 0:00

[P0 |Lunch break 22:33 = Overtime: 000

Figure 19. The Total time view
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Employee: Anastatio Arispe X
P42 of 11 | b Bl
Detalls | Vork history | Leave entitlements | Wark calendar

i Calendar: Manufacturing [ | ¢ Time range: None - [2] Shorteuts: ﬁ(alendars & Calendar day types L‘. TA types/IDs |

Time and attendance

Calendar
Attendance | Eventlog HEH | || B Edit absence

PN 41 of 8 b bl | Add [ Edit < Remove | [4] | View: iZ Listof days [ Calendar day details X Total time N

i January 2008
Start Attendance type Total time ;—Egsuhr?hgs for Edited Su Mo Tu We Th Fri Sat
1AM 5
6 [7./8 9 101 12
13 | S D O -

22 21 2 23/ 2%
27 |28 [ 2930 /iR

1/24/2008 ﬂG'ﬂD 14:00

1/31/2008 . 14-00 - 22-00 817

e T R =N

X Total time Remaining hours: 184:00
Tme to be Sundays, g Hrs to be accounted for: 182:25

Code Attendance type Total time accounted for | public ho\lda\;’s Hight hours Balance: -1:35

B PR Work Late arrivals and early departures: 1:35
PNP | (Cigarette) break 0:28 0:28 07 0:00 Sundays, Molidays: 8:00
Might hours: 40:00

SM | Breakfast break 5:45 5:45 0:15 15| - Overtme: 0:00

Figure 20. The Discrepancies view

Leave entitlements

According to the labour code, employees are entitled to paid or unpaid leaves. In the Leave
entitlements tab (Figure 21), you can enter values describing yearly leave limits for the particular
types (leave types can be defined using Tools/T&A type definitions command). In addition,

this window the number of days for the specific leave type and the remaining number of days are

displayed.

DWear 2008 |+ = X | A [] shortcuts: [ TAtypes/IDs |
Color Code Leave name ‘fearly Used Remaining Incduded

[3 uw Reqular Vacation pei 3 0 0
e Unpaid leave 5 0 o
[ onC | Dccasional leave - family member care 0 0 0
| uo Occasional leave 0 0 0
I v |Parental leave - child care 0 0 0
v |Maternity leave 0 0 0

Figure 21. Leave entitlements tab

Work calendar

All the employees have work calendars assigned to them (Figure 22). However, from time to time,
it is necessary to modify work calendar of particular employee. It can be caused by, for example,
replacements done between employees, compensation for past or future absences, and so on.
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Employee: Muhannad Arab X
1 of1l | b M

| Details | werk history | Leave entitlements | Work calendar |

Calendar: Flexible ﬁCcrrect employee calendar days | [#] | View: =) Report Shortcuts: & | Calendar day types

Su Mo Tu We Th Fri Sat [[Su Mo Tu We Th Fri Sat =
2N 5 il > 72 1400 -22:00
6 570N (N [0S i 2 || o N S e N N e NNR  Fiexible
13 [ 81 (26 ] 7 (28] 1o | | 1o [ 20 S A ST e NND  Extra working day
20 |20 |22 123 |24 |28 26 | | 17 [FAE) ) 20) 2 22| 2s DO Dayoff
27 28] |25) [50) | 24 |25 |28) |27 |28 |8

Su Mo Tu We Th Fri Sat Su Mo Tu We Th Fri Sat
| 1 || 1 2 1 4 R |

Figure 22. Selected employee’s work calendar

To modify the calendar assigned to the employee, you need to click the Correct employee
calendar days button. Days modified in the calendar are marked by a border (note the 16th and
18th January in Figure 22 above). To display original or(and) modified calendar days, you need to
select appropriate option in the View menu). The modified calendar days replace the original ones.
In Figure 22, to the 16th January the ,Day off” status, and to the 18 January, the ,Working day
14:00-22:00" status have been assigned. The modifications apply for the selected employee only.

Reports

In the example presented above, the results of work history calculations have been presented using
different views. The program allows for generating reports from any type of view. Reports can be
generated by the Create report command from the particular window (the printer icon) or, in case
of more complicated reports, using a report wizard. Commands for creating reports can be invoked
from many locations, e.g. from the navigation tree, group window, employee’s detail pane. Using
the wizard, you can generate summary reports (for selected employee groups or for all the
employees) as well as for individual employees. These reports can be automatically sent as
attachements in PDF format using e-mail addresses set up in the employee’s data window. Below
you can find successive report generation steps for the individual employee (to invoke the wizard,
you need to click Report command in the employee’s detail pane — the first tab — or in the
navigation tree, from the shortcut menu of the selected employee — the Report wizard...
command).

Step 1. Select report types to generate. In the example below (see Figure 23), the generic report
on work time, the report on discrepancies to work regulations (late arrivals, exceeded break limits
— e.g. cigarette breaks, and so on), the leave entitlements report (the current state of the leave
usage) and the work calendar report, have been selected.
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Report "Anastatic Arispe”

Select report type:

TA&A - list of days

T&A - ligt of days details

Ta&A -total time per day

T&A - discrepancies against work regulation
T&A -total work time in a time span

Yeary leave entitlements

Work calendar

< Back H Meat = ] [ Cancel

Figure 23. Selecting report types to be generated

Step 2. Choose period, for which the reports selected are to be prepared (Figure 24).

Report "Anastatio Arispe”

Report time range:

Y/ i@ Month:
,

| 2009 E" [Januar_',.r - ]

™) Time period:

From: 120080101 ] [F00:00 B
To: [F120080201 ~| (1235

(4 =]
4

<Back ||  MNed> | [ Cancel

Figure 24. Selecting time range for generating selected reports

Step 3. Select destination directory for PDF files containing reports generated (Figure 25). In
addition, you can select option for sending reports to employees as e-mail attachements.
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[41]
[ai]
[41]

rermart o IrmrnEne

@ Employee report

Send reports to employees as attachments

White reports {FDF) in directony:

Z:Users  Fadek Mend\Deskiop

<Back || MNea> || Cancel

Figure 25. Selecting destination directory for generating reports

Step 4. Displaying a progress window for the process of generating reports (Figure 26). After

generation, the summary message is displayed.

Completed

Result:

Creating report "Day list".. 0K,

< | i |

Start:11:53 AMCreating reports for the employee: Arspe Anastatio [00

Saving report "Day list".. ERROR: "Could not find a part of the path 1

| = Back || Mext > | [ Cloze

Figure 26. Report generation progress window

Apart from reports generated as PDF files using report wizard (most often for list of elements such
as calendars, readers, employees, groups, and so on) there are reports which are displayed as
documents. In Figure 27 you can find sample report List of employees (invoked by the

Reports/Report "employees" menu item).
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Home page |~ Employees Report "Employees” | 5 X
® S5 & # &
-+ Administraticn IMain Report ‘
e[ Design Team
H -
[ Management —
o[ Teeml
[y Tesm Report "Employees” Page 1of1
“o[) TeamID
Prepared: 1/10/2009 11:56:01AM Operator: ADMMN RCPMaster1.1.40
[Group inistration 1
Lastname:  Firstname T&AID Calendar Year E-mail Hire Dismissal Comment 1:
Gerstner Herbert 002 Weekly 7-15 2008
Mdkay Branden 003
[Group Design Team I
Last name: Firstname T&AID Calendar Year E-mail Hire Dismissal Comment 1:
Bonds Elisea 010 Weekly 8-17 2008 L 4
Campuz Demelza 011 Weekly 8-17 2008
‘Group Management 1
Last name: Firstname T&AID Calendar Year E-mai Hire Dismissal Comment 1:
Arab Muhannad | 001 Flexible 2008
fGruup Team I |
Last name: Firstname T&AID Calendar Year E-mai Hire Dismissal Comment 1:
Arispe Anastatio 00 Manufacturing I 2008
Buckner Thorvald 005 Manufacturing I 2008
‘Group Team IT |
Last name; Firstname T&AID Calendar Year E-mai Hire Dismissal Comment 1:
Chambless Rudi 006 Manufacturing IT 2008
Chevere Lucinde 007 Manufacturing IT 2008
. -
Current Page No.: 1 Total Page Mo.: 1 Zoom Factor: 1003

Figure 27. Report "Employees" displayed in document window

The report is ordered by the employee group name (displayed on the left side of the window).
When you click specific group name, the report will be scrolled to the location, where the data of
the selected group begins. Reports can be printed and exported in many different formats such as:
Crystal reports (.rpt), Adobe Aprobat (.pdf), Microsoft Excel (.xls), Microsoft Word (.doc), Rich
Text Format (.rtf).

5.2.2.3. Calendars

Opens the Calendars window (Figure 28). On the right side of the window, the legend is displayed
explaining colors representing particular day types on the calendar.

Calend 5 X
mCalendar list
+ ¥ X @& 5

]

Mame Year Comment 1 nl
» Flexible 2008 Mon-Fri (flexible) 1
Manufacturing I 2008 3-shift calendar -
Calendar: Flexible X
I { |1 of 6 [ b Wl
m Calendar days
[ Edit X Remove | [FH Edit calendar days | &) Repert [2] Sherteuts: é] Calendar day types
g
Su Mo Tu We Th Fri Sat || Su Mo Tu We Th Fri Sat || Su Mo Tu We Th Fri Sat D_
1 e s 7 2 1 E|| M MR Flexible
6 [ D8N 9 o B 12 BN ] 2 3 4/8 6|7 8 MMND - Extra working day
13 e F150 16 U0 180 19 | | 10 SR N2 N3 N4 1S 16 g 101112 13 14 15 B
20 |20 1221 23] 1241 [25) 26 | | 17 (18 190 [20) 21 22 23 ([ 16 i 18 e 2 j2l | 22
T 2B 2H 3NN 4 25 26 27 28 9 23 24 |25 26|27 2B| 29
30 |31
April 2008 May 2008 June 2008
Su Mo Tu We Th Fri Sat || Su Mo Tu We Th Fri Sat |[{Su Mo Tu We Th Fri Sat
A 2 ER | -

Figure 28. The Calendars window
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Clicking the Edit calendar days button displays the Edit calendar days dialog box (Figure 29),
where you can modify the calendar. On the right side of the window, there is a legend with day
types, which can be assigned to the calendar. Assignment is done by selecting days with left mouse
button. Then you need to click right mouse button and select the day type from the shortcut menu.
To remove an assignment, you need to select apropriate days on the calendar, and choose the
Remove assingnment command from the shortcut menu. At the top of the window there is
Insert holiday menu. When you expand it, you can select predefined public holidays for inserting
into the calendar.

' Edit calendar days = |[E] =]

lg Select days = &2 Clear selection | [31]Insert holidays ~

. . . . . . e Assign to selection
Su Mo Tu We Th Fri Sat Su Mo Tu We Th Fri Sat Su Mo Tu We Th Fri Sat
10203 4| 5 i - 1 )(Clearazzignment
c FEEE 2| | EEEEE e || EEEE e v [ ]
13 [ [5] 561 57 381 19 | | 10 [ (520 e s e ] o DS e e S A | 15 Bl DR7 Working day 715
2 ENEEENE = || 7 FEFEEm) < Select by rule 7 2 = | B DRe Working day 817
27 |28 |29 [30] 31 21 [25//26 |27 || &7 Clear selection 28 2
Il D07  Extra working day 7-15
DD2  Bsira working day 817
1 06:00 - 14:00
April 2008 ay 20 Working day 8-17 4 2 1400-2200
Su Mo Tu We Th Fri Sat Su Mo Tu Wwe Fri Sat B =2 22:00 - 06:00
2034 5 Extra working day 8-17 NNR  Flexible
& N DR 8 N0 R 12 4 SN NG B 06:00 - 14:00 6| 7 NND  Extra working day
12 (14 (18 16 [17 18 19 11 12 134 a0 - 224 13 14
14:00 - 22:00 DO Dayoff
20 a
20 |21 22 23 [24 25 26 18 S9N 200 121 2200 - 06:00 20 21
27 |28 129 [30 25 |26 |27 28 = 27 28
Flexible
Extra working day
Day off
LRl m X Clear assignment m 2

Cancel

Figure 29. Edit calendar days dialog box

In order to make selecting days within the whole year easier — for instance by some rule (e.g. all
the Mondays, Wednesdays and Fridays in June and August), you can use the command Select
days by rule which can be invoked at the top of the window or from the context menu (Figure
30).

PE],-' rule... @

Manday

[ Tuesday

Wendesday

[ Thursday Range

Friday From: 1 stycznia 2008 [@~
I Saturday To: 31 gudna 2008 [+
[ sunday

OK ] [ Cancel ]

Figure 30. Selecting days by rule
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5.2.2.4. Control points

Opens the Control points window (Figure 31).

Control points 5 X
& Control point list
7 XA S
T&A point ID MName Comment 1
O
O 0/2f1 Office building - EXIT
0fif0 Factory - ENTRY
0/2f0 Office building - ENTRY
Control point: Indoors X
1 ofd | b bl
5 Edit X Remove

T&APointID:  0/1f1
Name:  Indoors
Comment 1:

Comment 2:

Figure 31. The Control points window

Clicking the Edit button displays the Edit control point dialog box (Figure 32), where you can
modify the control point. T&A Point ID determines an unique control point’s ID. Thanks to this
ID, the change of the control point name will not influence the calculation results. T&A Point ID is
an arbitrary string. By default, when configuration is imported from PR Master, it gets the following
values: subsystem ID/controller ID/reader ID.

Edit contrel point (3w
TaA Poirt 1D: | EZE]
Mame: Office building - EXIT
Commert 1
Commert 2:

Cancel

Figure 32. The Edit control point dialog box

5.2.2.5. T&A event log

Opens the T&A event log window (Figure 33). In the top section of the window there is an event
list displayed in chronological order. By selecting dates Interval from: and To: in the upper
section of the window you can narrow down the time interval. In the details pane all information
relevant to the event is displayed, i.e: employee’s T&A ID, first and last names, pictures (where
assigned), group, time, control point and T&A event type. Apart from these, there are two flags
determining if the events were edited in any case (added, modified or removed). There is also an

roger



28

RCP Master User Manual

indication if the event has been removed by an operator (such an event is grayed out and
understriked in the list).

T&A event log F X
& Employees' T8A event log
+ B X |7 Interval From: [[2009-01-10 v To: [Fz00s-01-10 » | [@ | S
Time Last name: First name T&AID Group Control point Code Event type Edited Remov *
> Office building -ENTRY 0  TBA-Entry
1172008 6:00 AM | Arispe Anastatio a4 Team I Office building - ENTRY a T&A -Entry B B
L1r1/5008 &:45 am | aiene | snastatio ona TeamT | nffice byiding - EvIT [1on {tcinaerern | B [ B |~
T&A event: Thorvald Buckner X
4 4 |1 of 600 | b B
Details
& Edit X Remove Shortcuts: = TA eventIDs &) Control points
Photo:
TRAID: 005

First name:  Thorvald

Lastname:  Buckner
Group:  Team I

{Missing) Time: 1712008 5:54 AM

Eventtype: [0] T&A -Entry

Control point:  Office building - ENTRY
Edited by operator

Removed

Figure 33. T&A event log window

Clicking the Edit button displays the Edit T&A event dialog box (Figure 34), where you can
modify T&A event’s data.

Edit TAA event

Photo:

Date: (HME-O1-01

Time: 0554 =
Employee: [[I}I}51 Buckner Thorvald "]
Event type: [ - ]
Control point: [Oﬁice building - ENTRY "]

Figure 34. Edit T&A event dialog box

5.2.2.6. Home page

Opens the Home page containing three groups of commands.

The Common tasks group (Figure 35) contains shortcuts for most commonly used program'’s

commands:
¢ Open data file... — opens dialog box for selecting .rta data file.
¢ Create new data file... — opens dialog box for saving a newly created data file.
¢ Import T&A events — opens T&A data import wizard.
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¢ Verify data completness... — invokes function for checking data completness
(assignment of calendars for all the employees, completness of arrivals and departures
registration) and displays results in the pane at the bottom of the main window.

¢ Find discrepancies against work regulation... — invokes function for checking
discrepancies against the work regulation (late arrivals, early departures, missing log
entries, exceeded minimum or maximum time limits) and displays results in the pane at
the bottom of the main window.

¢ Employee report wizard — opens report wizard window for all the employees.

¢ Find employee... — opens the Find employee dialog box (Figure 36).

— Common tasks

= Open data file...

i Create new data file...

Be Import TRA events

" Verfy data completness...

44 Find discrepancies against work regulation...
£ Employee report wizard...

i3 Find employee...

Figure 35. Common tasks area on the home page

e —

Famihy name, first name or employee T&A 1D

| ok || Ccancel

Figure 36. Finding employee dialog box

If you enter the employee’s name (full or part) or the T&A ID, the program finds the employee in
the navigation tree, expands the group branch, the employee belongs to, selects the employee’s
branch and opens the employee’s document window.

The Recently opened group (Figure 37) contains paths for recently opened data files (*.rta):
Clicking the path will display a logon window and load data from the file selected.

Q\\ - Recently opened
‘ Demo.ra \

Figure 37. Area Recently opened on the home page
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The Help group (Figure 38) contains commands for displaying program documentation and for
getting help:

¢ Function description — opens document window with program’s function description.

¢ FAQ — opens document window with program functionality description in the form of
questions and answers.

¢ Troubleshooting — opens document window with problems description together with its
solutions.

¢ Open example (demo) file... — loads sample data file (configuration and T&A events of
fictitious company) for testing program;s functionality.

| -Help
© Function description
O FAQ

F: Troubleshooting

B= Open example (dema) file...

Figure 38. Area Help on the home page
5.2.2.7. Navigation tree

Opens Navigation tree window (Figure 39) representing data as a hierarchical tree. The main
branches of the tree are the main RCP Master modules, namely: employee groups with employees,
work calendars, control points, and T&A event log. To quickly find an element of particular name in
the tree, you need to type the name (or its part) in the Find field (at the top of the window), and
press Enter, or click Search button located on the right side of the field (to find next occurences
of the name in the tree, you need to click the Search button as many times as the name is found).
Moving from element to element in the tree can be done using mouse or the keyboard (arrow
keys). Pressing Enter or double clicking the element in the tree opens the document assigned to
this element (i.e. clicking employee nhame opens employee’s document window).
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B Tree b
&3 Find: o P
=-83 Groups

=88 All employees (11)
1 Arab Muhannad
] Arispe Anastatio
] Bonds Eliseo
1 Buckner Thorvald
006] Chambless Rudi
]
]
]
]
]

Chevere Lucinde
Corpuz Demelza
Gerstner Herbert
Huffman Allison
Mckay Branden
[009] Saenz Imelda
-8 Administration (2)

-84 Design Team (2)

-84 Management (1)
E
E
[

-8 Team I(2)
-8 Team II (2)
-8 Team III (2)
[—:IE Calendars
w-{F 2008
[—j.{'] Control Points
ﬂ[’] [0/1/1] Indoors
-l [0/2/1] Office building - EXI
..l [0/1/0] Factory - ENTRY
..l [0/2/0] Office building - ENT
aﬂp T&A event log
& 8 FTD
&y January
N February

1| 1] [ b

Figure 39. Navigation tree

To display command list associated with the particular tree element, you need to right click it — the
context (shortcut) menu will be displayed (Figure 40).
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¥ Tree X
#34 Find: A F|
=83 Groups

,__—_,&{ All employees (11)

----- £ [001] Arab Muhannad
..... £ [004] Arispe Anastatio
----- £ [010] Bends Eliseo

----- ﬂ, [00a] Chambless Rudi
..... %[00 — e

----- £ [005] Buckner Thorvald

----- ﬁ; [011] Corpuz De
----- £ [002] Gerstner H
----- £ [008] Huffman 4
----- £ [003] Mckay Bra
----- £ [009] saenz Ime
o8 Administration (2)
o Design Team (2)

Open

Edit employee

Remove employes

Assign calendar

Event log "Chevere Lucinde”

Report "Chevere Lucinde”

4 | Report "Vacation days"

Wil E XH

o8 Team 1(2)

Report wizard...

-8 Team I1(2)
o8 Team III (2)
[—JE Calendars
- 2008

=&l Control Points

------ dll [0/1/1] Indoors

[£
£
-8 Management (1) |
[£
[
[£

...... d[']] [0/1/0] Factory - ENTRY

- TA event log
- 2008
----- ﬂ-} January
‘s February

| i | b

w..gdll [0/2/1] Office building - EXI

.-.gll) [0/2/0] Office building - EN1

il
Q—) Report "TA - days”
5:':"' Report "TA - days in detail”
|@ Report "TA - total hours at work by day”
%2 Report "Total hours at work by day”

b Report "Work regulation discrepancies”

Figure 40. Shortcut menu associated with selected tree element

By clicking the selected menu item, we invoke the command for the element selected (e.g. you can
assign the calendar to employee using Assign calendar to employees command — Figure 41).

Assign calendar

Select calendar for assignment::

[l

Weeldy 7-15 (2008}

ok ||

Cancel

Figure 41. Assigning calendar to employee from the shortcut menu

5.2.2.8. Previous/Next document

If more than one document is opened at a time, then commands Previous and Next allow for
moving between them in the same order as they were opened.
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5.2.3. Tools menu

The Tools menu is shown in Figure 42.

Tools | Window  Help

= T&A event type definitions
] T&Atype definitions
&l Calendar day type definitions
ﬁ Program operators
i Operater action history
i  Verify data completness
/b Find work regulation discrepancies
L__] Data file (Dema.rtal 3
@ Language
Opticns

Figure 42. The Tools menu

The commands of the Tools menu have been described in the following sections.

5.2.3.1. T&A event type definitions

Opens the T&A event type definitions window (Figure 43). The T&A event type determines how
the event logged by the control point will be interpretted, for example: arrival, departure, going out
on business. The event type is uniquely identified by the numerical code. You can define any
number of T&A event type definitions

Al
x

T&A event type definitions
= Event type list

+ & X |3
Code Mame: Gl
CO| T8A - Arrival
15 T&A - Departure =
17 T&A - Going out on business
51 Breakfast break P
52 Lunch break
20 Qvertime 1
21 Qwvertime 2 -
Event type: T&A - Arrival X
4 4 |1 of12 | b Bl

Details

B Edit % Remove

Code: 0

Mame:  T&A - Arrival

Figure 43. T&A event definition window
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Clicking the Edit button displays the Edit event type dialog box (Figure 44), where you can
modify the particular event type.

Edit event type @

Code: |[]

Mame: T&A - Amival

Cancel |

Figure 44. Edit event type dialog box
5.2.3.2. T&A type definitions

Opens the T&A type definitions window (Figure 45). T&A type is used to determine attendance
type of the employee in the particular time. Sample attendance types are as follows: Work, Going
out on business, Breakfast, Overtime, On vacation, Sick leave, and so on. You can define
any number of attendance types.

The Details pane contains the following data about attendance type:
¢ Code — unique code identifying attendance type.
¢ Name — textual name.
¢ Color — color displayed in the calendar.

¢ Time period — it can get two values: Interval (it means, that the attendance type
determines time interval up to minutes — e.g. work, breakfast break, cigarette break,
overtime, etc.) or Day (indicates that the attendance type applies to the whole working
day e.g. vacation, sick leave, business trip, etc.).

¢ Start — (optional) determines the event type which start counting time for the particular
attendance type (e.g. the event — Arrival can begin the attendance type Work; the
event Going out on business can start the attendance type Out on business).

¢ Included into working hours — determines if the particular attendance type will be
included into working hours (e.g. breakfast break is included into working hours whereas
lunch break is not included; sick leave is included, but unpaid leave is not, and so forth).

¢ Leave — determines if the particular attendance type indicates leave — i.e. it is shown in
the Leave entitlements window for the particular employee.

¢ Comments — additional info.
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" T&A type definitions 5 X
Lj Attendance ID list
+ = X |3
Code MName Comment 1 Time period Included *
3 o o q ho Da i D
PP Outside wark Outside waork Interval
- WS | Going out on business Going out temporarily to sort out business matters | Interval
SN Breakfast break Breakfast break Interval i
Attendance type: Wark K
4 4 |1 of22 | b M
Details
B Edit X Remove |E Shortcuts: = TA event [Ds
Code: PR

Mame:  Work

Color:

Time period:  Day

[0] T&A - Arrival
Start: Incuded inta working hours
Leave

Comment 1:  Working hours

Figure 45. T&A type definitions window

Clicking Edit button displays the Edit attendance type dialog box (Figure 46), where you can
modify the selected attendance type.

Edit attendance type E

Code:
Mame: Work
Colorin calendar: ~ w
Time period: [Da:.r o
Start (event type): [[ﬂ] T&A - Amival w7

Included into working hours
Leave

Commert 1:  VWarking hours

Comment 2:

ok || Caneel

Figure 46. Edit attendance type dialog box
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5.2.3.3. Calendar day type definitions

Opens the Calendar day type definitions window (Figure 47). Calendar day type is a pattern
(schedule) of work in the particular day — e.g. workday from 8:00AM to 5:00PM with a lunch break
(unpaid) from 1200PM to 1:00PM. Calendar day types, as the name suggests, are used for work
calendar definitions. Work calendar creation is the process of assigning day types to selected days
in the calendar — e.g. for all days from Monday to Friday the type: Workday 08:00AM-04:00PM can
be assigned. More about calendars can be found in the Calendars section.

Calendar day type definitions > X
g:l Calendar day type list
+ XA
Code Mame Start  End Type Comment 1 -
» Warking day 7-15
- DRE Working day 8-17 2:00 ... |5:00 ... |Working Working day with flexible lunch break (1 h)
- oo7 Extra working day 7-15 7:00...|3:00 ... |Extra working  |Extra {(non-obligatory) working day £
ooa Extra working day 8-17 00 .., |5:00 ... |Extra working |Extra {(non-obligatory) working day with flexible. ..
Z1 06:00 - 14:00 &:00 ... | 2:00 ... |Working Manufacturing (shift I} |
2 14:00 - 22:00 2:00... | 1:0... [Working Manufacturing (shift I1)
- 3 22:00 - 06:00 100, |6:00 .., [Working Manufacturing (shift III) =
Calendar day type: Working day 7-15 X
[+ 4 |2 of 11 | b B

= Edit }( Remove

Times {constant):

Shortcuts: = TA types/IDs
Breaks

Wark start time:  7:00 AM From To Attendance type
workjshiftend tme: 300 M| ol 9:30 AM | 100 | [s] Breakfast break
Options:
Include late stay at work as working hours until the time:  7:00 PM Qvertime (Fixed hours)
j. Mark as late arrival after the time:  2:15 AM From To Attendance type
. Mark as 'sarly departure’ before the time:  3:45PM 3:00PM [M1] Overtime 1
Night hours (range) 10:00PV - 6:00AM  [SI00PM | 7:00PM [N2] Overtime 2
i Hours at work
Min, Max, Attendance type
12:15 AM | | [PHP] (Cigarette) break
Figure 47. Calendar day type definition window

Clicking the Edit button displays the Edit calendar day type dialog box, where you can modify
the selected calendar day type (Figure 48). The day type definition consists of the following fields:

¢ Code — unique code identifying day type.

¢ Name — unique name of day type.

¢ Color in calendar — color for representing the type of day assigned to the calendar.

¢ Comments — additional info.

¢ Type — it can get the following values: Working (indicates compulsory attendance at
work); Extra working (means extra working day which is not compulsory); Holiday
(means a public holiday); Day off (free day not counted in the calculations).
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¢ Hours — it can get two values determining the way of work: Fixed (work from defined
time to defined time); Flexible working hours (work type, where the start and the end
of the workday is not set; it is possible to define daily hours limit and the time of start/end
the workday — e.g. for accounting the flexible working hours during the night shift).

Edit calendar day type 25

Code: DDV
Mame: Bxtra working day 7-15

Colarin calendar: - -
Comment 1; EBxtra {non-obligatory) worlding day
Comment 2:

Tvpe
Warking
@ Bxtra working {optional)
Holiday
Day off
Times
@ Fived: Flexdble warking hours:

From: To: 08:00

07:00 |2 - 15:00 = 00:00

| 3| Show details |

[ QK ] | Cancel |

Figure 48. Edit calendar day type dialog box

In addition, the day definition may contain configuration items which will be shown after clicking
the Show details button (Figure 49). Additional options are divided into the following tabs:

Options tab contains several options related to work time calculation, and showing information
related to the work regulation (schedule):

¢ Include early stay at work... — you can define the point of time (before the usual
working hours), from when the early stay at work will be included into working hours.

¢ Include late stay at work... — you can define the point of time (after the normal
working hours), until when the late stay at work will be included into working hours.

¢ Mark as late arrival... — you can define the point of time, from when the employee’s
arrival will be counted as late coming.

¢ Mark as early departure... — you can define the point of time, before when the
employee’s departure will be counted as early.

¢ Night hours — indicates the range which will be counted as night hours.
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Details

Options | Roundirig | Regulatory breaks | Owertime | Hours at wnrk|

Include earty stay at work as warking hours before the time: 0700 Iﬁl

Include |ate stay at work as working hours urtil the time: 15200 = as overtime

Mark as late amval after the time: 08:15 |2

b b

Wark as ‘earty departure” before the time: 15:30 Iil

MNight hours frange)  22:00 |2 - DROD |2

Figure 49. Work time calculation parameters — details
Regulatory breaks

Allows for definition of regulatory breaks, e.g. breakfast break (Figure 50). The program will
automatically count the work time within the range defined as the type indicated in the breaks list.

Details

| Options | Rounding | Regulatary breaks |D'u'ertime | Hours at wurk|

: dh Add ¥ Remove

From &« To Attendance type
> OEOEVENREV T SN) Breakfast break
[PO] Lunch break

Figure 50. Regulatory breaks tab
Overtime

Allows for definition the overtime in the particular day (Figures 51 and 52). The program will
automatically count the work time as overtime according to the rules defined. There are two
methods of overtime counting:

Fixed hours: defined by selecting the hours range From-To. The Attendance type column
determines the overtime type accounted for in the particular time range (e.g. Overtime 1 — 50%,
Overtime 2 — 100% and so on).
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Details

| Options I Rounding | Fegulatory breaks | Overtime | Hours at work

R Add )( Remove | Owertime count: Fixed hours Changing,/flexi |
Ta Attendance type
E00PM  |[N1] Overtime 1 -
FO00PM | [MNZ] Overtime 2

Figure 51. Overtime definition tab

Variable hours: calculated dynamically (after the specific humber of hours has been worked
through). Defined by indicating the number of hours worked through after which the system should
start counting the specific overtime type. For example: in the first row of the Figure below, there is
information that the overtime should be counted after 8 hours of work — e.g. if an employee
worked from 7:00 am to 4:00 pm, then the “Overtime 1" period starts at 3:00 pm.

Details

‘ db Add X Remove  Overtime count: ) Fixed hours Changing/flexible

Start after i an employee
hawing 4 has worked at Attendance type
worked for least for

[N1] Owertime 1
[MN2] Owvertime 2

Figure 52. Overtime tab — variable hours

Additionally, the column If an employee has worked at least for allows for defining even the
most complicated overtime definition.

For example: we are supposed to define overtime in such a way that after 8 hours of work, the
overtime 50 % be counted (i.e., for example, Overtime 1). Additionally, if an employee worked
longer than two overtime hours (i.e more than 10 hours in total), then 100 % overtime should be
accounted for (i.e., for instance, Overtime 2) from the beginning of overtime period, so after 8
working hours. The method of defining this kind of overtime has been described below.

Definition example: In the window above, two overtime types have been defined. Both begin
after 8 hours of work. As an additional condition there is a statement, that the first overtime period
should start after an employee worked at least for 8 hours, the second after she/he worked at least
for 10 hours. In Figure below there is work history for an employee who worked form 7:00 am to
4:50 pm. As you can see, the employee worked more than 8 hours, so the “Overtime 1” type were
accounted for.
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Start Attendance type Event Control point Comment Total time ?gubstgs for Edited
1/2/2008 Working day 7-15 TOTAL:- 9:50 950 M
F:00 AM Work T&A - Entry Office building - ENTRY 8:00 8:00| []
3:00 PM Overtime 1 1:50 150 [
4:50 PM Outside work T&A -Leave | Office building - EXIT

On the other hand, if an employee worked more than 10 hours (e.g. from 7:00 am to 5:40 pm),
then the “Overtime 2" type should be accounted for him. This is according to the setting in the If
an employee has worked at least for column.

Start Attendance type Event Control paint Comment Total time ;—E:Eutr:tzs far Edited
1/2/2008 Working day 7-15 TOTAL: 10:40 10:40 ©
7:00 AM Work T&A - Entry Office building - ENTRY a:00 800 []
3:00 PM Overtime 2 2:40 240 []
5:40 PM Outside wark TRA -Leave | Office building - EXIT
Rounding

Allows for definition of roundings for the start and end of work times. In the sample shown in
Figure 52, the counting of the start has been set every 30 minutes, and the allowed time margin —
5 min. It means, that the employee’s arrival, e.g. at 7:50AM or 8:04AM will be rounded to 8:00AM,
but the arrival, e.g. at. 8:08AM will be rounded to 8:30AM. The options set for the end of work
have the following meaning: if departure took place at 3:55PM, it will be rounded to 3:45PM, but
departure at 3:59PM or 4:08PM will be rounded fo 4:00PM. Times rounded are visible in the
employee’s work history with a tilde mark — e.g. ~ 8:00.

Details

Optiong | Rounding | Regulatory breaks I Overtime | Hours at wu:urk|

Start of work;

Court start eveny:

Alowed amival after the start limit: |5 =

i

Y

Allowed departure before the end limit: |3 =

Count end eveny:

mir

Figure 52. Rounding definition tab
Hours at work

Allows for definition of constraints list for times spent within the particular attendance types (see
Figure 53). For example, we can define maximum total cigarette break time, lunch breaks time or
define minimal expected work time hours.
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Cietails
| COptions | Founding | Fegulatony breaks | Dua‘time| ......................................
b Add ¢ Remove |

Atendance fype Min. & Max
» [PMP] {Cigarette) break - 1215 AM
[PO] Lunch break - 1:00 AM

Figure 53. Hours at work tab

5.2.3.4. Program operators

Opens the Program operators window (Figure 54). In the top section of the window there is
operator list. The bottom section displays rights to execute particular program’s command defined

for the selected operator.

L1
x

-~ Program operators |
ﬁ Program operators

i+ E X |3

Login

BIURO

- 1@»@

Operator: ADMIM
P 41 of2 | b M

Arcess rights

5 Edit >( Remove

Import TRA event registration from another software

Import data
Export data
=M view

|_:_| Employee groups
¥, EBrowsing

- [¥]4 Adding
-JHI= Editing
¥ Deleting
-7 £ Employees

- [ZI3, Browsing
-[#]4 adding

- [V Editing

=  File
2-[¥452 Import/Expart H|

Figure 54. The Program operators window

Clicking the Edit button displays the Edit operator data dialog box (Figure 55). You can change
there the operator’s password, and select program’s commands available for her(him). In order to
do this you need to select relevant checkboxes in the program commands tree.
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Edit operator data =]
Login and password

Login: [ADMIMN

Old password:
Mew password:
Fetype new password:

Access rights

= Fie
=¥k Import/Export ‘

13

: Import T&A event registration from another software
Import data B
Export data

= I

= V8 Emplovee groups

-G, Browsing

-[¥]4k Adding

- [¥EF" Editing

-J¥]¥ Deleting

=¥ Employees

Browsing

[l Addima

m

Cancel

Figure 55. Editing operator data

5.2.3.5. Operator action history

Opens the Operation history by operators window (Figure 56). In this window you can track
operator’s activities and commands which they invoked from the time they logged on, until the
moment of ending work with the application. The history contains also errors logged during
application’s activity. The operation history can be saved in .csv format (comma separated text file)
using the Save as... command.
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Operator action history | > X
& Operation history by operators
M4 4|1 of 91l [ b M |8 &£ H S
D Typ Time Login Code Description -
| 3 31 Browsing: Operator action history

340 j,} 1/11/2009 8:53:35 AM | ADMIN 29 | Closing edition window (Cancellation of changes): Edit oper...
939 jg 1112002 3:57:02 AM | ADMIN 30 |Opening edition window: Edit operator data
933 \;J 1/11/2009 8:52:25 AM | ADMIN 31 |Browsing: Program operators
337 j,} 1/11/2009 8:52:20 AM | ADMIN 29 | Closing edition window (Cancellation of changes): Edit calen...
336 \;J 1112002 3:35:37 AM | ADMIN 30 |Opening edition window: Edit calendar day type
935 j,‘ 1/11/2009 8:39:29 AM | ADMIN 29 | Closing edition window (Cancellation of changes): Edit calen...
334 k;} 1/11/2009 8:35:16 AM | ADMIN 30 | Opening edition window: Edit calendar day type
933 j,‘ 1/11/2009 8:3%9:13 AM | ADMIN 29 | Closing edition window (Cancellation of changes): Edit calen...
932 ;; 1/11/2009 8:32:33 AM | ADMIN 30 | Opening edition window: Edit calendar day type
331 j(} 1/11/2009 8:24:02 AM | ADMIN 31 |Browsing: Calendar day type definitions
930 \;J 1/11/2009 8:23:528 AM | ADMIN 29 | Closing edition window (Cancellation of changes): Edit atten...
929 j; 1/11/2009 8:22:27 AM | ADMIN 30 | Opening edition window: Edit attendance type
323 k;} 1/11/2009 8:17:43 AM | ADMIN 29 | Clasing edition window (Committing chanages): Edit attendan. ..
927 Hi,J 1/11/2009 8:17:09 AM | ADMIN 30 | Opening edition window: Edit attendance type
926 *:/' 1/11/2009 8:18:59 AM | ADMIN 29 | Closing edition window (Committing changes): Edit attendan. ..
325 jg 1112002 3:15:44 AM | ADMIN 30 |Opening edition window: Edit attendance type
224 \;J 1/11/2009 8:16:29 AM | ADMIN 31 |Browsing: T&A type definitions
923 k;) 1/11/2009 8:18:27 AM | ADMIN 31 |Browsing: T&A event type definitions il

Figure 56. Operator action history window

5.2.3.6. Verify data completnes

Invokes function for checking data completness (i.e. assignment calendars for all the employees;
completness of arrivals and departures registration) and displays results in the pane at the bottom
of the main window. In the results window (Figure 57) you can click the Edit button and correct
data selected in the list.

_.-i\, Incomplete data list fwithin a given time span) X
4 4|1 of 6 | b Bl | [ | °F Timerange: from: 1/1/2008 12:00:00 AM to: 1/31/2008 11:59:59 PM ~ | = Edit
Typ Information i

3 & Calendar not assigned to employee: [003] Branden Mckay (Administration) L

e Missing entries in employee's work histony: [1] Muhannad Arab {(Managemeant)
9 Missing entries in employee'’s work history: [2] Herbert Gerstner (Administration)

Q Missing ertries in employee's wark history: [5] Demelza Compuz (Design Team) -

Figure 57. Results of data completness check

5.2.3.7. Find work regulation discrepancies

Invokes function for checking discrepancies against the work regulation (late arrivals, early
departures, missing log entries, exceeded minimum or maximum time limits) and displays results in
the pane at the bottom of the main window (Figure 58). When you double-click data selected in the
list in the result window, the employee’s document window is opened showing the discrepancies
details.
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j., Discrepancy list (within a given time span) X
1 of 10 | b Bl | [A | %7 Time range: frem: 1/1/2008 12:00:00 AM to: 1/31/2008 11:58:53 PM - | G Edit
Ty Information

} _\, Discrepancies in employee’s work history: [1] Muhannad Arab (Management) | |

_\, Discrepancies in emplayee’s work history: [2] Herbert Gerstrer (Administration)

;\, Discrepancies in emplayee’s work history: [4] Bliseo Bonds (Design Team)

L\, Discrepancies in employee’s work history: [5] Demelza Compuz {Design Team) -
Ready

Figure 58. Discrepancy list pane

5.2.3.8. Data file menu

5.2.3.8.1. Change file access password

Displays password change window (Figure 59), where you can change password for the current
data file. The default password for newly created file is ,roger”.

Change file access password @

Cument file access password:

Mew password:

Fetype new password:

QK ] [ Cancel

Figure 59. Change file access password dialog box

5.2.3.8.2. Encrypt file

Displays a dialog box containing a question about encrypting or decrypting file. If you confirm, the
action selected will be performed.

5.2.3.8.3. Compact/repair file

Displays a dialog box containing a question about compacting and repairing file. If you confirm, the
action selected will be performed.

5.2.3.9. Language

Opens the RCP Master language selection window (Figure 60). The drop-down list contains all
the languages available for the program. After you select language, all the opened windows will be
translated, without closing them.
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% RCP Master language selecticn

Select language:
| Endish -

[ OK ] [ Cancel ]

Figure 60. RCP Master language selection dialog box

5.2.3.10. Change license

Displays a dialog box containing a question about removing the current license. If you confirm, the
current license is removed, and the program restarts in order to provide a new license in the start
window. The command is used e.g. for moving from one-user to multiuser license.

5.2.3.11. Options

Displays the Options window (Figure 61). The Mail settings tab is used for configuring mail
account for sending e-mail reports to employees.

Cutcoming mail server configuration (SMTF) - sending reports to

employees:
SMTP Server:
Port: 25
E-mail:

[] SMTP Server requires authertication
Login:

Password:

Figure 61. Options dialog box

The T&A event import tab (Figure 62) allows for configuration of quick event import from given
location after the operator logs on.
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I ||=1 Mail settings 3 Import RCF everts |

Import RCP events automatically upon database logon

File to impart:
chevents rop Select..
Options:

@ Replace duplicates with imported items

™) Do not import duplicates

Figure 62. T&A event import tab

5.2.4. Help menu

The Help menu is presented in Figure 63.

Help

About

Program function description
FAQ

Troubleshooting

Release history

Reger home page

Send feedback

S Le QO

Check for updates

Figure 63. Help menu

5.2.4.1. About

Displays dialog box with information about the program version.
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5.2.4.2. Program function description

Opens the RCP Master User Manual (PDF) in a built-in document view window. Acrobat Reader is
required for this functionality.

5.2.4.3. FAQ

Opens document window with program functionality description in the form of questions and
answers.

5.2.4.4. Troubleshooting

Opens document window with problems description together with its solutions.
5.2.4.5. Release history

Opens a document window with RCP Master release notes.
5.2.4.6. Roger home page

Displays the Roger Web site using the RCP Master's dokument window.
5.2.4.7. Send feedback

Opens default e-mail client with the vendor’s e-mail address and the subject, allowing for sending
feedback to the vendor.

5.2.4.8. Check for updates

Establishes connection with update server in order to check, if newer program version is available
for download.
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6. GLOSSARY

¢

¢
¢

¢

¢

roger

Time and Attendance — set of technical and information technology media for
attendance control (presence/absence) during working hours (see also:
(http://en.wikipedia.org/wiki/Time _and_attendance).

Control point — a device for employee identification purposes using PIN codes readers,
code cards, proximity crds, biometric methods (fingerprints), etc.

T&A event log — a list of events registered by control points.

Data file compacting — deleting records in databases is performed by setting a flag
indicating that the particular record is deleted, not by physically removing the record
(physical removing records is very time-consuming operation). In order to delete records
physically, you need to invoke Tools/Data file/Compact/repair file command.
Compacting is performed mainly for lowering the size of data file.

T&A event type — determines how the event logged by the control point will be
interpretted, for example: arrival, departure, going out on business. The event type is
uniquely identified by the numerical code.

T&A type — used to determine the attendance type of the employee in a particular time
range. Sample attendance types are: Work, Going out on business, Breakfast,
Overtime, On vacation, Sick leave, and so on.

Calendar day type — a pattern (schedule) of work in the particular day — e.g. workday
from 8:00AM to 5:00PM with a lunch break (unpaid) from 1200PM to 1:00PM.

Contact
Roger sp. j.
82-416 Gosciszewo
Gosciszewo 59

Tel.: +48 55 272 01 32

Fax: +48 55 272 01 33
Technical support PSTN: +48 55 267 01 26
Technical support GSM: +48 664 294 087

e-mail: biuro@roger.pl


http://en.wikipedia.org/wiki/Time_and_attendance
mailto:biuro@roger.pl
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