RCP Master User Manual

ver. 1.0.0
Rev. B

Contact

Roger Corporation

82-416 Gosciszewo

Gosciszewo 59, Poland

Phone.: +48 55 272 01 32

Faks: +48 55 272 01 33

Technical help PSTN: +48 55 267 01 26
Technical services GSM: +48 664 294 087

e-mail: biuro@roger.pl


mailto:biuro@roger.pl




Table of contents

1o o 1Tt o) o PN 2
01 2

T L0 U 2

D= TS o] - V1 2
CONCUITENE COMNMECTIONS. ..ttt tt ettt ettt ettt ettt ettt et eeateeaaeaaeeenaeenaesnaesnaesnesnnesnessnnsessennns 2
Data iMPOrt @NA @XPOIT. . u et ittt tettrt et retetetetanetaneeaneeaneeeneeaneeaneeeneseneeenesenseenessennnsesesnneessssnsnsesennnees 2
Lo =] (=T [ )1 = PPN 2
INSEALLALION AN fIFSt SE DS .t tnttttttitt ettt eet ettt eeteeteeneeeneeeneeeneeaneeaneeeneesneesnsesssesnsesssessssnneseesnnensennn 3
WOTKING WIth RCP Master. .. u e iititiiiitieiitttteitteeieeteeeeeeanaeeresneeeesnaeessnnseesnneesesnsesesnneessnnneessnnssesnnseesnnnns 3
PrEPAriNG £0 WOTK. .o innittiiitieiittteitteeeeeeeeeteeeaneereaneeseanneesennnesennnessnnsssennnssssnnesssnnnssonnnnnnnnsesesesss 3
L7 N e AT A S U e B =] oo o = Pt 4
RCP Master fUNCEIONALITY .« e teeerttieiit e tiit ittt ettt eeieeeteaneeeenaeeeanaeeeennnesennnessnnassssnnssesnnnesessssnnnnnnnnnnes 4
[0 4o Te 18 ot 4 o] PR PPN 4

1] = L A0 = T L Pt 4

L T 3 Ve [0 S 4

2] 0oL ot T =T o o - 5

RV aTeta (el 1N 1Y e (<1l o] 4 o] o P 6
T Ty T N 6
NEW COMMANG. ..t tttttetiette et e teeteenteeateaneeaneeaaeeaanesaneranesanesanesanesenesenssennnsesesnnnesesnnnesssennness 6

(0] 7= T @] 1 113 - 1 e 100 6

Y S T 031 4 =T o e O P 6

(01T @0 ]33] 1 1 =T o Te FO P 6
Import and EXport COMMANA. ... ..cuuinuiniinii ittt ettt ettt e e ettt eaaeenteeanteenneeaneeenaeeenneenns 7
Recent doCUmMENtS COMMANG. ... ..ttt ettt ettt et e eeeneeeneeeneeenaeessannneesaanneaseenneeens 8

L A O3 T 1 T 13 T[S N 8

R ST T o 1 T N 8
EmMployee groups COMMANG. .. c..uueeriettreeteeerneereanteeeanaeesenneesenneesesnnessennessennnesssnnesssnnsssesnnesssnnsssannness 8
EMPLlOyEeS COMMANM. ... .ttt eett et eeiteeaeeeeeeaneeaneeaneeanesanesenseeneeenesenesenessnnssnsesnnessnnnessenns 10

BT [T A IR 1S o - 1T Y 12
View: Calendar day details. ......ceueieieiiiiiiii ittt ettt et e e ae 13
BT A 1o - L 10 T 13

VI EW DS EPANCIES. .« e et etttteeteeeeeeeenteeeneeranneeseannessenneesennnesennnesennnsssennsssennnesesnnssessnnnnnnnnnnesnnes 14
2] 0o o - PPN 15
Calendars COMMANG .....uiineiinii ittt ettt et et e et eenteenteanteenseenaeeeesenaseesosnnseses 17
(@] a1 o1 W oo} [} 3 el ] 1 0111 F- 15 Ue H N 18
TE&A eVeNt register COMMANG. ..o uttirit ettt teeiteereeteeenneerenneeeeaneeesonneesenneessnnnesssnsesssnnnsesnnnssesnnnnenees 19

) = L o =T LT ol .13 - L e S0 20
LIS o 100111 22
Last document/Next doCUmMENt COMIMANG. ... .uiutiitii ittt et tee e et eeeeeeeaeeeneeenaeenneeannesennns 23
oo C30 1= 16 P 24
T&A event type definitions COMMANG. .......uieniiiiii ettt e et teereaeeeneeaneeaneeennneeeannnees 24
T&A type definitions COMMANd. .. cuiiiiii i it et et i ittt ere et eeiaeeeeanaeeaanaeeesnnneeenaeeesnneeesnnnees 25
Edit calendar day type COMMANG ......ciniiintirtir ittt ettt teeeeneeeneeeneeeneeeneesaanaeeseennesesesnnneseanns 26
(0] o] 3 T30 -1 o J PP 27
REGULALONY DIrEaks taD .uuueeneieeieiieiteit et eet et eeet et eeaeeeaeeraeeraneranesanesanesenesennesneseneeennesnnesnnnesssnns 28
(00T n 11T - 1o T N 28

[ [N - Lo ¢ - | o E PPN 28
SOftware Operators COMMEANG. .......uenuterteeteeteeeeeeeeeeraeeeeeraneraneranesaneranesanesennnessennnnesesnnneseennneeses 29
Operator action history COMMANA .. ..uiuiiitiii it e it et eereeetteeneeaneeeaaeeanneeeesnneesessnsesesenneseenns 30
Verify data integrity COMMANG ....couuiiniiriii ettt et et eeteeeeaeeaeeenerneraneraneesesnnneeesnnenens 30
Find labour code discrepancies COMMANG .......oiuuiiriineerrrtteeeeereeteeenneeranneeeeanneesonnnesssessssonnnnnnnnnnenes 30
[N B i (SR 7T o Lo T = ) 1 1 1= L 31
Change file passWord COMMANG. .....ciiueiirittieiitererteeeeeereeneeeeeneereaneeeeanaeessnnnesennesssnnsssennnnnnnsesenees 31

g TeloTa (IR 1 EoR ol 1 11100 =T Vo I PPN 31
Compact/Repair file COMMAN .....ciuuiiiiiiiii it e it eetteeeeeeranneeeenneeseanaeeesnneeesessnnnnnnnnnssaeesees 32
LaANGUAZE COMMANG. ..t tutttttttttetteeteeeneeeneeeneeeneeeneeaneeeneesnesensesnseenssenssesssesnsesnsesensssesssnsnesssnnsesesnns 32

(0] 8o 31 elo] 1511 1 =1 s T 15000 PP 32
HELD MIBNU. .t ettt ettt ettt e eaeeraaaeeeenaeesanneesenneesannnesssnnessennnssennnessnnsesssnnesssnnnsssnnnes 32
L] (o771 Y75 PN 33

RCP Master User Manual 1



Introduction

Purpose

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

Modules

The software incorporates the following modules:
e Employee data configuration,

e Control point list (T&A readers),

e T&A event register.

Data storage

All application data are stored in a MS Access file format (database file extension: *.rta).

Type: RCP Master data file
Date Modified: 2008-07-02 09:43
Size: 892 KB

Therefore, the application is capable of connecting to many databases at a time. Opening a database is by

clicking New on the File menu. The Tools menu makes the following commands available:

e data file encoding/decoding (Note, however, working with an encoded database may slow you down by as
much as 15%)

e setting a password for data file access

e data file compacting/repairs (recovery).

Databases can be accessed on a software level by any IDE (Integrated Development Environment) capable of
connecting to MS Access databases or ODBC (Open Database Connectivity) capable data sources. By default,
a new database is password-protected. The default password is roger.

Concurrent connections

The application permits concurrent connections to one database at a time. To enable concurrent
connections, a database should be made available on a networked location with relevant read/write access
rights for software operators. Once the database is available on the network, it can be opened by clicking
Open on the File menu.

Data import and export

RCP Master features manual data input and modification as well as XML-based import/export mechanisms. In
addition to that, group data, employee data and control point data imports, respectively, from PR Master by
Roger are fairly straightforward with the application. Finally, the software features the capability of
importing T&A data from the following tools:

e PR Master by Roger, starting from release 4.2.5.22
e T&A Access Pro by Polman.

Prerequisites

RCP Master requires the Microsoft .NET Framerwork 2.0 platform on your computer (available for download
from:
http://www.microsoft.com/downloads/details.aspxdisplaylang=pl&FamilylD=0856eacb-4362-4b0d-8edd-
aab15c5e04f5.
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Below you may find the .NET Framework 2.0 requirements:

Windows 2000 Service Pack 3
Windows 98 Second Edition

Windows Server 2003 and ME
XP Service Pack 2

Windows Vista Starter

Business

Business 64-bit edition
Enterprise

Enterprise 64-bit edition
Home Basic

Home Basic 64-bit edition
Home Premium

Home Premium 64-bit edition
Ultimate

Ultimate 64-bit edition

Required software:

. Windows Installer 3.0 (Windows 98/ME requires Windows Installer 2.0 or better). Windows Installer 3.1
(or later) recommended

Internet Explorer IE 5.01 or later
. Vista Service Pack 1 is required for Windows Vista users.

Disc space requirements: 280 MB (x86), 610 MB (x64)

Installation and first steps

RCP Master is installed by executing the installer (setup.exe). On completing the installation, running the
software for the first time make the application display a dialog window to load example data from
Demo . rta. Each time a data file gets opened, the application invokes a login dialog as shown below.

]

Logir:  EEANEHE]
«

The demo application (Demo . rta) features an empty password for the ADMIN operator - leave the Password
field empty and confirm your choice by clicking OK. Configuration steps involve defining operators (no limit
on the maximum number of database operators), setting operator passwords and access rights for performing
particular tasks on the application database.

Working with RCP Master

Preparing to work

In order to start working with RCP Master, the software needs to be well configured and setup. To configure
it, carry out the following steps:

1. Create a new data file by clicking New on the File menu.

2. Manually input or import data from PR Master (from configuration files: Backup.zip or
Config.xml).The imported data would include group data, employee details, control point lists as well
as T&A event types.

Define calendar day types - select Calendar day type definitions on the Tools menu.

Define work calendars - click Calendars on the View menu.

Assign calendars to employee groups (or individual's employees) - use the Assign calendar to employees
command on the shortcut menu.

6. Check data integrity (calendar assignments, etc.) - click Verify data integrity on the Tools menu.

oRw
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T&A analysis and reporting

The core purpose of RCP Master is generating time an attendance (T&A) reports based on employee T&A
event registrations. Clearly, correct calculations of working hours require complete entry/leave event
registrations. Therefore, the tool is capable of detecting incomplete events (with missing or incomplete
entries) - the above Verify data integrity command is used solely for that purpose. All incomplete events
are highlighted in a report by a warning marker. The marker is an exclamation mark icon on a red
background accompanied by an appropriate comment. Missing entries can be completed by an operator
manually, i.e. by marking the entry as an absence or inserting an appropriate T&A event (in the Work history
tab - View>Employees>Work history).

To generate T&A reports, you should perform the following steps:

1. Import registered T&A events from a data file.

2. Check data integrity - use the Verify data integrity command.

3. Send notices to employees with missing/incomplete entries in the event register for explanation
wherever appropriate.

4. Correct the data manually (by an absence input or insert missing entries in the T&A register)

5. Generate reports (using a creator for selected employee groups); the creator would also send the
reports to employees, respectively, using their e-mail addresses found in configured employee data.

RCP Master functionality

Introduction

Start page

By default, the software displays the Start page on the application's start-up. The start page contains
common commands, links to recent documents as well as links to online help items.

E: RCP Master [ADMIN] “Demo. rta* ‘:‘ ‘E”X‘

s Tools  Window  Help

-~ Start page T X
~

oV

RCP Master 'va tion version)

Application for analyzi d creating work time reports
1.0.0.27

t labour codle

Main window

The main window (visible on user login and opened database) displays the following items:

e The application title bar features the application name (RCP Master), the logged in operator ID enclosed in
square brackets, and the active database path in apostrophe.

e Underneath the title bar, you may find the application's main menu - refer to the Functionality description
section for more details on the menu contents.

e The toolbar located below the menu contains shortcuts (toolbar buttons) to the application's common
commands and functions.

RCP Master User Manual 4



e The panel on the left-hand side features a tree view list to reveal the data hierarchic structure to users.
Each section on the tree view control is assigned a shortcut (popup) menu with context-sensitive items. The
menus are invoked by clicking the right button on your mouse while over a particular control. A left button
double-click on a tree view item, for example, invokes a window associated with the item, e.g. double-
clicking on the Groups item displays the Employee group list window panel.

e The panel on the right hand side contains documents in the form of tab page controls. In some cases
(Groups) the panel is split into two parts incorporating a data list in the upper control panel, whereas the
lower panel reveals a detailed information on the item selected in the upper control. Typically, the lower
panels incorporate buttons to invoke context sensitive commands (appropriate for the item selected in the
upper panel).

e By convention, the application status bar features messages on execution progress as well as a progress bar.

E: RCP Master [ADMIN] “Demo.rta™

Fle View Reports Tools ‘Window  Help

G HoAmEFLE|NEICD J

Employee groups | Startpage | Employees  Calendars 5 X

t

NERF= e =

i lis

P X

Mame Year Carmment 1 ad
ManuFackuring I 2008 3-shift calendar L
Manufacturing IT 2008 3-shift calendar

ManuFackuring IIT 2005 3-shift calendar v

ar: Flexible
EN T ofs | b Bl J

Details | Calendar days ‘
Edit X Remove | FEEdit calendar days | <) Report [2] shortcuts: (5] Calendar day typss

:

Prn wt S Cz Pt So N |[Pn wt S Cz Pt 5o N ||[Pn Wt & Cz Pt 5o N ||Pnwt S Gz Pt 5o W ||Pnwt & Cz Pt Sa N
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| 2 30
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Reporting errors

RCP Master features an error reporting mechanism as well. Raising an exception displays the dialog window
below. The window includes all relevant information on the error/exception context and origin. All users are
encouraged to send error reports to the software vendor (Roger). To send a report, you should click on the
Send report button. Clicking on the button invokes the MS Outlook mail client. To send your mail, click the
Send button in Outlook. Both recipient’s e-mail and the mail contents have been already filled in for you.
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G

Error. not handled

&3

If you see thiz window, the application registered an emor. To help
us resolve the issue. send us a bug report by clicking on the [Send
repoirt] button.

Repor contents:

Eystem Reflection T argetllrwvocationE xception: Exceplion has beenthrown by A |
the target of an invocsbon. > Syslem 10 FleNotF oundE xception: Could not |
load file o1 sssembly TrpstalDecisons Windows Foms. Version=10.2.3600.0.
Cultue=neutral, PublckeyT oken=6921bea5521e1304" o one of s
dependencies. The system cannot lind the le specified.
Filz narme: ‘CrypstalDecisnons. Windows. Forms, Verson=102 3600,0,
Cultwe=reutial, PublicKeyT cken=6921bea5521e1304°

al Roger. Timednditiendance. Foims. ReporiCalendas. clonObgect]]
paramelers]

WRMN: Astembly binding loggng is lumed OFF,
To enable assembly bind failure logging, sel the registy value
[HELM\S oftware \MicrosoftsFusionlE nableLog) [DWORD) 10 1.

Add system info (Windows, NET Framework)

[ Send report ] [Sh.ﬂdmnannﬁc&im] [ Corllinue ]

Functionality description

File Menu

New Command

E: RCP Master [ADMIN] “Demcg

File | Wiew  Reports  Tools

1Y New .
I ﬁ Cpen. .,

: Lg Save as...

- Close

5&3 Import and export

Recent documents »

Exit
= TEdnT T =)

New - command creates a new file and opens it.

Open Command

Open... - command opens an

Save as Command

existing *.rta data file.

Save as... - command saves an instance of an existing *.rta data file to a selected data file.

Close Command

Close - command closes the active document window and displays the start page.
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Import and Export Command

Import and export - command opens the data import/export creator window. To import T&A events by

clicking on Import T&A event registration from another software:

Step 1: Choose T&A data import/export option

Data import and export

Select action:
h from anoth
[rata impaort
[rata export
Description:
< Back Mext -> ] [ Cancel

Step 2: Select data file format (when importing data from PR Master)

Data import and export

Select TA event file format:

azter [by Roger)
Tiéy Aiccess Pro [by Polman)

< Back “ Mext ->

] [ Cancel

Step 3: Select a path to your T&A data file.If any conflicts during the data import operation are discovered,
e.g. the imported record is already in the database, you may indicate your preferred method of resolving
conflicts in the database by selecting appropriate options in the creator. The Replace duplicates with
imported items option allows users to override all existing records in the database with the new data. The
Do not import duplicates option skips duplicated records. Two T&A events are assumed equal whenever

their date/time of origin, reader ID and event type are identical.
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Data import and export [$__<|

Th event file to impoart;

|E:'\Dncuments and Settings\Zwierzak'\Deskto|| Select... ]

O pticrs:
(%) Replace duplicates with imported items

) Do not impart duplicates

< Back “ Mext -» ] [ Cancel

Recent documents command

Recent documents - command shows a list of recent documents. Clicking an item on the list opens the
selected document.

Exit Command

Exit - command closes the active document and terminates the application.

View Menu

E RCP Master [ADMIN] “Demo. rta™

File | ¥iew | Reports  Tools  ‘Windo
lj | Emploves groups %
Employees

Calendars l

Zontrol points

TA event register

Skart page
Tree

Employves groups

ﬁ
Pk

>
Enely

Emploe

00 T PEliee

H

Employee groups command

The Employee groups command opens the Employee groups window. As mentioned above, the window
panel has been split into two parts - the upper control is usually a list (e.g. a list of employee groups),
whereas the lower control is a detail panel. The detail panel shows data for the item already selected in the
upper panel (e.g. No group, Administration, Engineering). The detail panel can be closed at any time by
clicking on the white cross icon on blue background located in the title bar of the detail panel. To reopen it,
click the Show/hide details button in the toolbar section of the upper panel.
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E: RCP Master [ADMIN] "Demo. rta”

Fle Vew Reports Took  Window Hep
(SN0 AR EBHE|IAEICO

Employee groups |
+ZlEmployes group ket
Y AENE

| Harme
» | Adminkstration
] Degign Team
Managemant

Team |
Team 11
Team I

Group: Administration

EN of6 | b Pl

\!

Detals |
i 7 Edt XK Remove

Name: | Administestion

Comment 11 |
Commen 2 |

All items on the list can be added, edited or removed. In most case the upper panel toolbar contains a
number of utility commands: Refresh, Create report, etc. The toolbar contents may vary with the upper
panel content type. Clicking on the Edit employee group button in the example below displays the Edit

employee group dialog window.

Edit employee group

Mame: -'1'-.-:1rr|ir'|i:s:tral.i-:-r|

Comment 1: |

Comment 2 |

oK.

Cancel
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Employees command

Employees command opens the employee data window.

E: RCP Master [ADMIN] “Demo. rta®

Fie  W¥iew Reports Tools  ‘Window  Help
iE/#enesBo8 AEICD |

Employees = X
{5 Emplovee st
HIC e o ‘,g} |§ﬁr-‘nﬂaslnuns:l -}\. == [Z] Sherteuts: 8 Employee groups @
| Last name First name T8 ID Group Calendar Year A
Bonds Eiseo 010 Design Team IWa!ldya-l'f 2008 |
Buckner Thorvald o0s Team I immFauurmgI ‘2&33
Chambless -Rmi -DUE- -TeamH iMamfackulnoIi ‘zms |
Lucinde Team I | Manufacturing 11
Employee: Lucinde Chevere X
Pl 4 s of 11 | b bl J
Detals | work history | Yacation days | Work calendar
i W Edt X Remove | (4 Report [2] shorteuts: T3] calendars |
Fhoto:
TeAID: (007 |
= S—

Last name: | Chevere

Group: [rsam n |

Calendar: ‘Manufa(lunnu 10 {2008) |

I —
E-mall: ‘
Comment 1: | |
Camment 2! |
Comment 3 |
|

Cornment 4:

The detail panel is split into three tabbed sections as follows:
1. Details :

The window contains the following data to be accessed on the panel:
Photo - employee’s photography (automatically resized to match the required size in the database). As
every other information, all photographs are stored in the active database.
T&A ID - employee’s unique ID. The unique ID is a prime source of employee identification. As such, a
database may incorporate two employees with identical first/last names but different IDs. Therefore,
changing last name by an employee, e.g. through marriage, has no effect on the identification process.
First name and Last name
Group - determines the group a particular employee belongs to. Grouping accelerates calendar
assignments, reporting, etc.
Calendar - used for employee work schedule assignments. T&A calculations are based on calendar
contents as well as a T&A event register.
Release/Hire date (optional fields) - are used for defining a time interval for T&A calculations on a
particular employee. Example: To create a report for an employee hired in mid January, you should
input a release date as well. Failing to do so results in missing entries in a T&A register throughout the
first half of the month.
E-mail - sets an employee’s e-mail address for the PDF report delivery.
Comment - some additional information.
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Details |W|:|rk histary || VYacation days || Work calendar

5 Edit X Remaove ||ﬁ Report Shortcuts; ﬁ[alendars J

Phoka;

T&AID: (007

First name: |Lucinde |

Last name: |Chevere |

Group: |Team II |

Calendar: |Manufacturing II {2008) |

Hire date: | |

Release date: | |

E-mail: |

Corrnent 1:

Corrment 2:

Corrment 3:

Comment 4:

Clicking the Edit button in the detail panel invokes an employee data dialog. All required inputs are shown in
yellow. The red icon incl. the exclamation mark indicates possible discrepancies in the employee data. For
example, moving the mouse cursor over the icon would show a comment on no calendar assigned to the
edited employee. The red icon accompanied by a comment note is always used to indicate problems in the
other view windows of the application as well.

Edit employee [‘5_<|

Phota:

First name: | Lucinde |

Last name: | Chevere |

Group: | Team || v
Calendar: | Manufactuing |1 (2008] v|
Hire date: (] v

Relzase date: ||:| V|

E-mail: | |

Comment 1:

Comment 2;

Comment 3:

Comment 4:

Cancel
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2. Work history:

The history tab includes the hours-in-the-office calculation result for a prescribed time span. The panel’s
title bar shows the calendar name. The Time range dropdown can be located next to the calendar name
label. All items on the dropdown’s list include month names (January through December). The last item on
the dropdown's list is the Select time range command. Selecting a particular month on the list starts the
calculation process and displays the T&A results for the requested time period. For comparison, clicking the
Select time range command shows a dialog window with the Month and extra Time period inputs.

Select time range...

) Manth:

January

() Time period:

From |Mlz00a-01-01 v | [Focoo 2|
To [Hzongm-nz v | |[Mzzss % |

[ ak. ] [ Cancel ]

The work history panel is split into two principal data views - Time and attendance (a calculation result),
Event register (a filtered event list for a requested employee in a given time span). The attendance
calculation result can be shown in various illustration modes (by clicking the View button on the toolbar).

View: List of days

The List of days view is the most generic hours-in-the-office type data view. In this case the information is
shown in the following manner (order): start data - attendance - total time - time accounted for. The right
hand side section of the panel includes a calendar, where particular items (days) are marked (coloured)
according to a day type (regular, holiday) as well as an absence type. The lower section of the window
incorporates a summary for your calculations (remaining hours, total time accounted for, balance, night
working hours, overtime, weekends, etc.).

E: RCP Master [ADMIN] "Demp.rta’

File ‘Wiew Reports Took  Window  Help
IS 0n 8 e BOL|BEI00 |

Employees 5 X

& Enployes st

i XK |2 |38 Firdlest neme: AlEg [2] shertcuts: & Enployee groups | =
Last name First name TEA 1D Group Calendar Year |
Arsh Puhanned ook Management Flexible R
Arispe Anastatio 004 Team Manufacturing [ 2008
Bonds Elisen 010 Design Team | Weeky 817 2008
Buckner Tharvald 05 Teamn [ Manufacturing [ 2008 |
Chambless Rud a0 Team [ Manufacturing It 2008

Employee: Lucnde Chevers

L of 11 | b bl

| pexais | Wark history | vacation days || wiork calendar |

i Calendar; Menufacturing Tl | W Time rangs: January 2008 ~
Time and attendance

/@ Incomplete daka, Correct the records in red manualy.
Bl G T T s e = EEmd-dsysligzlcdudamm £ Totaltime &, Discrepandies | - Report ]

-~

" Time:
Start Attendance type Coenment Total time sccouned for | EdRed

zo0a-01-01 | [l)| 14:00 - 22:00
Z008-01-02 14:00 - 22:00 | TOTAL: #:08 goo0 [
| 2008-01-05 | 14:00 - 22:00 | TOTAL: £:09 go0 O

14 15 16 17 18 19

-7 Tokal tine Remaining hours: 184:00
1 Hrz included:  176:00
=l hLa Balangce: - 00

W er |work

Delays and advance leave: 4
Sundays, holdays: 00

Might haurs: 5156

Crverkime: 0:00
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View: Calendar day details

The Calendar day details view contains all the information from the List of days view. Moreover, each day
item is detailed based on calendar day definitions as well as T&A events. Therefore, the list accounts for
regulatory breaks, working hours, overtime, etc. A delay, premature leave as well as other discrepancies are
automatically marked by a yellow icon accompanied by an appropriate comment note. The very same icon is
displayed next to the calendar (see the image below). Clicking a particular day on the calendar makes the
list scroll down to the selection.

E: RCP Master [ADMIN] "Demo.rta’
Fle  Wiew Repots Tods Window Help
IERea 88RO IGEICO J
‘Employees | ¥ X
(% Enployes lst

ek | Thorvald |oos [Teamt Manufacturig T |zo08 |
Chambless Rud 006 Team i Manufacturing [ 2008 |
ManuFacturing I
Corpuz Demelzs o1t Design Tean weekly 817 |za08 | v
Employee; Lucnde Chevers X
HIE N ol | b M |

| Detais | Workhistory | vacation days || Work calendar |

i Calendar: Manufacturing 11 | 7 Time range: January 2008 ~
Time and attendance
Alttendance | Event register |

|@ incomplete data. Correct the recards in red manualy.
UL v efund | b bl | g Add fEor HRerove | [2) | Views IS st of days | 1] Calendar day details | ¥ Totaltine ¥, Discrepancies | < Report

Total time

14 15 16 17 18 19
212223 24 |25 %6

17:00 | Breatfast break
17:15 [ work.
22:06 | Outside work

Remaining hours:
Hrz included:  176:00
Balance: - B:00

View: Total time

The Total time view contains the information from the List of days view, again. Moreover, the information
included here shows the number of total hours in the office, e.g. cigarette breaks, regulatory breaks,
working hours, time outside the office, etc.

E= RCP Master [ADMIN] "Demp. rta”
fle  View Reports Tooks Windaw Help
PGB0 AmERLS AREIOO J

Employees | F X
{5 Employee lst

| Lucinds

Corpuz Demels 1t Design Team weekly 317 |z008 |
Employes: Lucinde Chevere X
HEE NG il [ b M J

Details | Work history | yacation days || Work calendar |
£ Calerdar; Manufacturineg I | W Time range: January 2008 ~
Time and attendance

|0 Incomplete doka, Correck the records in red manualy.

Bl A v efen | b bl % add e K nencie | I) | view: IS Listof doys [f] Calendar day detals [E Totaltine | &, Diserepancies | 4 Repert
Start Atbendance type Total time Tine pulc | [ EdRed B
eccowrtedfor gy, | bours 72 [0 1 it ] -

14 15 16 17 18 14

| 2008-01-01 || 14:00 - 22:00

B work 7:56 7:45 7:45 a 21223 (24 (25 26
Ereakfast break 015 0:15 1% E [EElElE|
2008-01-02 [l 14:00 - 22:00 - ? [
I work 763 7:45 O &
3| Total tine Remaining hours:  184:00
Hrz included:  176:00
—— = Balance: - B:00
(I |pm | work

Delays and advance leave: 004
Sundays, holdays: 2:00
Hight hours: €6:56.
Cvertime: 0:00
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View: Discrepancies

The Discrepancies view reveals all labour (work schedule) discrepancies (delay, premature leave, exceeded
time limit, etc.). The image below illustrates a premature leave case registered on the day of 23, January.
The view is most often used for attendance analysis and correcting incomplete entries - T&A events can be
inserted using the Add button on the toolbar, whereas an absence can be inserted/corrected by the Edit
absence command above the right-hand side calendar panel or selecting the command from a right-clicked

popup menu.

E: RCP Master, [ADMIN] “Demo.rta™

File  View Reports Tools  Window  Help

(G R0 A8LBHEAEICO J
e ¥ X

- Employees |

.'_' Employee list

P 7K | ) |4 Fiodlastname: NI [Z] sheeteuts: BMemiE
Lastname Frst name TealD Gow Calender — e
Buckner [Theruaid 005 Team T Manuf acturing T 200 |

Employes: Lucnde Chevers
HERE N of 1l | b bl 1
Detals | ‘Work bistory | vacation days | Work calendar |

‘0 Incomplete daka, Correct the records in red manualy.
P 43 €3 | b bl | # Add e S Renos | 2) | Vew: IS Lot of days (] Calendar day detais 3 Totaltime [T nuaepuushgmat
Total time

14 15 16 17 18 19 20
A 2 B M B WX 2T

ENER e

7 Total time Remaining hours:
Hrz included:  176:00
Codi Attendance type Tire accounted for Sundays, publc hobidays  tght hours o B0

PR |Work 1 170:30 7:45

o0 osinies = T ) ¢
N ol

3.Vacation days:

Vacation days tab - as stated in the labour code, employees own paid/unpaid vacation days. The Vacation
days tab is used to input/define vacation days in a given calendar year. It displays the number of
used/remaining vacation days. Additionally, a vacation type is defined by clicking T&A type definitions on

the Tools menu.

E: RCP Master [ADMIN] “Demo. rta'
File View Repotts Tools  Window  Help
GEISO

HEE N o1 | b bl
| Details | workhistory | Vacation days | work calendar |

vear; zooe | & K |19

Occasional leave - Famidy member care
Occasional leave
Parentallesve - child care

Makerrity leave

Ready
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Reports

Attendance history calculations are illustrated in the example above. To generate a report, click the printer
icon on the data view toolbar. This invokes the Create report command. Alternatively, use a report creator
for more complex reports. Reporting commands are available virtually at any time and location - a tree view
list, group view, employee detail panel, data views. Creators are used for generating summary reports on
per-group basis, for all employee groups or individual employees. The reports can be mailed as PDF
attachments to the e-mail addresses set in the employee data panel. The example below illustrates a
sequence of steps required to generate a report for one employee. The creator gets invoked by clicking the
Report button in the first tab on the employee’s Details tab, or selecting an employee on the tree view list

and using the Report creator command on the control’s shortcut menu.

Step 1: Select report type. The example in the image below shows total time, numerous discrepancies

(delays, exceeded time limits, etc.), vacation days, and a work calendar.

Report “Corpuz Demelza™

Select report bype:

- list of days

- ligt of days in detail
- tatal time per day

- dizcrepaticies against labour code
- total work time in a time span

[ Mest » l [ Cancel

Step 2: Select the reporting interval (time period).

Report “Corpuz Demelza™

Feport time range/span;

(%3 Month:

|2DDS - | |Janual_l,.l v|

(3 Time period:

Frarm: | || |
To: | || |

[ < Back ] [ et » ] [ Cancel ]

Step 3: Select your destination directory for the generated PDF reports. If required, the generated reports
can be e-mailed to employees on selecting the Send reports to employees as attachments checkbox.

RCP Master User Manual
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Report “Corpuz Demelza™

Options:

Employes report surmmarny
(*) Employes repaort

Send reports to emplovees as attachments

Wwirite reports (PDF) to catalogue

| C:hDocuments and SettingshZwisrzak\Desklop

[ < Back Mest »

I J

Cancel ]

Step 4: The reporting progress window shows up. Once the report generation

application displays

a status report.

process is completed, the

Report “Corpuz Demelza™

=

Generate report

Frogress bar:

=Y i

Resulk:

fe.

Mest »

Cancel

The application features two methods of creating reports using report creators or report documents. The
creators are usually used for element lists, namely, calendars, control points, employees, etc. The other
method uses application commands for reporting. The image below reveals an example of an employee list

created by invoking

RCP Master User Manual
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Report "Employee list™... ¥ X
B K4 > K 5 = -
Main Report |
[ Design Team
[ Management
[ Team 11 Report "Employee list" Page 1 of 1
(All employees)
Prepared: 2008-07-17 08:29:54 Operatar: A0DMIN RCP Masker 1,0.0.27
‘Group Administration 1
Last name: Firstname T&AID Calendar Year E-mail Hire Release  Comment 1:
Gerstner Herbert o0z Weekly 7-15 2005 L
Mckay Branden 003
Group Design Team |
Last name: Firstname T&AID Calendar Year E-mail Hire Release  Comment 1:
Eonds Eliseo 010 Weekly 3-17 2005
Corpuz Demelza 011 Weekly 3-17 2008
‘Group Management I
Last name: Firstname T&AID Calendar Year E-mail Hire Release  Comment 1:
Arab Muharnad | 001 Flexible 2005
‘Group Team I I
Last name: Firstname T&AID Calendar Year E-mail Hire Release  Comment 1:
Arispe Anaskatio 004 Manufacturing I 2003
Buckner Thorwald 05 IManufacturing I 2005 .
< | =
Current Page Mo.: 1 Total Page Mo.: 1 Zoom Fackor: 100%

Any report is sorted by employee group names (displayed on the tree view control in the left-hand side
portion of the main window). Clicking on a particular group makes the control scroll down to the group
report location. Reports can be printed and exported to the following data formats: Crystal Reports (.rpt),
Adobe Acrobat files (.pdf), Microsoft Excel spreadsheets (.xls), Microsoft Word documents (.doc), and Rich
Text Format files (.rtf).

Calendars command

The command opens the Calendars view. The right hand side portion of the control includes the color key
that is used for marking particular days on a calendar.

ICP Master [ADMIN] “Demo.rta*

File  View Reports  Tods  Window Help
IEH0n8eBHL|MEIOD |

" Calendars | 7 X
Pe @ XA S5 =
| Mame Year Coenrent 1 ]
| MonFri (flezdble)
Marnfactusing 1 2008 3-shift cdendsr ]
Manufacturing 11 2008 Beshift cafendar
Manufacturing IT0 2008 3-shift caendsr ~
G4t of6 | b bl |
(ot o s |

i Edk X Remove | THIEGE calendor doys | (5§ Report

styczed 2008 luty 2008 maizec 2008 kwiecier 2003 maj 2008

P wit S C: Pt S0 N Pn'wi S Cz P1 S0 N P Wt S Cx Pt So M F\1Wl$rC;F'l$oN Po Wt S C: Pt Se N ‘Dm_

12 3)[4][E] & HE s i : IR [0 R Flesible
il s|s||1n||1]E[13 [alEl o || s e e e 5] 6] 17 8 (8] [ 1 I mvo Extrawerding day
34 (15, (16 17] [ [35][8] 17 | [ra0] (42 73] (4[58 1e 321 73] (74 5] 6] @] 1s ‘
(222 2+ | |77 8] 78] [20] (27 2] 23 351 [201 (211 22 (@] =
[z 24 25| (28| [27] (28] 28] » (251 [27] [28] 28] [=0] |10
El

czarwiec 2008 lipiec 2008 sierpien 2008 paidziemik 2008 ‘

Pon Wit S5 Cz Pt S0 H Ph\N'JSrEzF‘lSoN F'n\-\«"tGIEthSoN P Wil & Cz PtS0 N Po Wt S C: Pt Se H
4

= EE s

(4 5|s||r|s.m (6 (7108 w@
i) [12] [72] [74] 15 [§8) 17 4[15|[18] 17 18] 13
i1 (191 [20] 211 [221 23] =« 2 BEE =
BREEEEE [ElEN
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Clicking the Edit button opens the dialog window for editing a calendar. The right-hand side of the control
includes a day type key used in a calendar. To assign a day type to a day on a calendar, you should select a
day of your choice on the calendar with your mouse's left button, and then right-click to invoke a context
(popup) menu incl. a list of day types available for selection. To remove an assignment, you should select a
particular day (or days) on a calendar followed by clicking the Remove assighment command from the popup
menu. The Edit calendar days shows a calendar editor. At the top of the window you may find the Insert
holidays dropdown menu. Expanding it allows you to select predefined public holidays for adding them to the
calendar.

Edit calendar days
L& Markdays = &# Clear event |E1nsert holidays =

»
A Assign to selection
Frno Wt S Cz Pt So M Pn Wt S Cz Pt So M Pn wt S Cz Pt So N
112730408 & 1 2 2 1 2 ¥ Clear assignment
08 9 10011 12 13 4 /5 B 7 8 [8 10 34 85 B |7 B 9
14 15 (16 17 18 [19 20 11 12 (13 [14 15 16 17 10 011 (12 13 14 [158 1E B CR7 working day 7-15
21 22 (23 24 5 [2E 27 18 19 20 2 e 1T 0 40 an a4 foR 23 B DRs working day 817
28 29 0 @ 2526 27 28 [g & Markbyrue 55 0 oo |E i o 716
&2 Clear marked entry (| wlra working day /-

D08 Estra working daw 8-17
Z1 06:00 - 14:00
Z2  14.00- 2200
B Z3 2200-06:00
MMER  Flexible

Frno Wt S Cz Pt So M
1 /2 3 4[58 §

Ext king dary 8-17
i N I N R 13 A erng fay s I WHD  Estra working day
14 15 16 (17 18 19 20 || 12 13 14 15 06:00 - 14:00 15
21 22 (23 |24 25 26 27 || 13 20 21 22 14:00 - 22:00 22
28 23 30 26 27 28 29 29

Flexible

X Clear assignment

sierpien 20

lipiec 2008

| €

Cancel

To facilitate selecting days throughout the whole year according to a prescribed rule, e.g. all Mondays,
Wendesdays and Fridays in the month of July or August, use the By rule command available in the Mark by
rule dropdown menu.

By rule... g|

Maonday

[] Tuesday

‘wendesday

[] Thursday Range

Friday Frnm:l 1 stycznia 2008 Vl
S aturday

Sunday

Ter |31 gudria 2008 v

[ ok ] [ Cancel ]

Control points command

The command opens the Control points window.
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E: RCP Master [ADMIN] "Demo.ria’®

I_1e View Reports  Tools  Window  Help
E5 0008 83 H 8| AE|SO |
“Control points 5 X
4 Control point list
Lo XA
Tée poink 1D HMame: Commenk 1 e
»
oz Office buikding  EXIT | E
af1fe Factary - ENTRY L]
oz |arm%-mm\' =
Aldd EXA ]
Detais |
| 3P Edt X Remove J
TeA paink I0: (01111
Manes  [indoors
Commenk 1 | |
Commenk 2: | |
Ready

To open a control point editor, click on the Edit button on the toolbar of the control point detail panel. In
the dialog the T&A ID is an unique control point number. Therefore, changing a control point name has no
effect on any future T&A calculations and reporting. The ID is an arbitrary sequence to be set in the
following fashion: subsystem ID/controller ID/reader ID.

Edit control point

T4 point D

Marne: |Indnnr$

Comment 1: | |

Comment 2 | |

Cancel

T&A event register command

The command opens the T&A event register tab. All T&A events are displayed in the upper portion of the
data view in a chronological order. Users can filter the events by setting the From - To dates on the toolbar.
The detail panel (lower portion of the data view) contains all necessary information on a particular event,
i.e. a T&A ID of an employee, first name, family name, a photograph, group name, time, control point ID
and a T&A event type. In addition to that, the application features two system flags (available through the
checkboxes in the data panel) to mark the status of an event as Edited or Removed by operator. If an event
is removed, both checkboxes are disabled.
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E: RCP Master [ADMIN] “Demo.rtal
File View Reports Tools  Window  Help
EGos et BHL BE|CO |

TRA event register 5 X

5. Emplayees's T8 event register

TEA event: Anastatio Arispe
HITIE N ofs3 | b b

P [ K W mterval From: [2005-07-15 (v | To: [Teoos-07-15 | [ | (3 @
[ Time Last name: First name TEAID | Growp Control poink Codi| Event type Edited | Remor|
| 2008-01-01 05:54 | Buckner Tharvald [oos  |teamt | S#fice bustang - nrry 0 TeA-Ery Dlo|

[ 2005-01-01106:00 | Avispe Anastatio | Tean1 | Sffice buskding - ENTRY: 0 |Tea- ety LI
2006-01-01 06:45 | Arigpe Anastatio 004 Tean [ Office bndlding - EX17 100 | (Cigarettehbresk 00|
200801401 10:18  |Buckner Tharvald 005 Team [ Office building - EX1T 17 TEh - Business leave [m ] |

| 2008-01-01 13:55 | Chevere Lucnde 007 | Team b | Gfice budlding - ENTRY 0 Tah- Entry 010«

Detalls |

i Edt X Remove

[#] shorteuts: = Th avent IDs &) Control poirts |

TeA ID:

Firsk name:

Ca—

: [2008-01-01 08:00 |

:|[0] TBA - Entry

;| Gifice beikding - ENTRY

Edted by operator
Removed

Ready

Clicking the Edit button on the toolbar opens the Edit T&A event dialog window.

Edit T&A event X
Phata:
D ahe:
Hour (0552 =
Employee: |[DD-4] Arizpe Anastatio v|
Event type: |[51] Breakfast break V|
Contral point: |foice building - EMTRY V|

Start page command

The command opens the Start page tab. The command items on the start page are set into three sections.

The Common tasks section contains shortcuts to common commands in the application, namely:

e Open data file - opens the dialog window to select the *rta data file you intend to work with.
Create new data file - invokes the dialog window to save your work in a new data file.

Import T&A events - executes the T&A event import creator.

Verify data integrity - invokes the data integrity check (calendar assignments, entry/leave registrations) and
displays the result in a list shown at the bottom of the main window.

Find work discrepancies against labour code - performs a test on the data for possible labour code
violations, namely, a delay, premature leave, missing registration, exceeded time limit, and displays the
test result in a list shown at the bottom of the main window.

e Employee report creator - opens the report creator to generate reports for all employees.
Find employee - opens an employee search dialog.
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o — Common tasks

= file

st labour code

Executing the Find employee command invokes the following dialog:

Find employee

Farnilp name, first name or employee T4 1D

|Cnrp1.|z Demelzd |

ok ][ caca |

To find an employee, the software accepts the individual's last name (or a portion of it). If the employee is
found, it expands the group section the person belongs to in the tree view list, selects it, and then activates
the employee data view.

The Recent documents section includes a list of system paths to recently opened *.rta documents.
Clicking on a particular item invokes the login dialog and starts the data import process if successful.

(\ - Recent documents

The Help group includes the following commands:

e Function description - opens a browser window with the user manual in it describing the functionality of the
software.

o FAQ - opens the document browser window with the Frequently Asked Questions (FAQ) document.
e Troubleshooting - displays the document view window incl. common problems and problem solutions.
o Open example (demo) - loads a demo database (including T&A events) for software testing purposes.
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Tree command

The Tree command shows the tree view list control. The control is used to reveal the hierarchic structure of
your data. The main sections on the tree type control are the following items: Groups, Calendars, Control
points and T&A event register. The tree view list contains a filter in the control's toolbar. To search for a
particular item on the tree, input the (full or partial) item name in the filter, press the Return key or click
the Search button. If multiple entries are found on the list, keep clicking on the Search button until you are
set on the item you are looking for. Moving down/up the tree can be accomplished using a mouse or arrow
keys on a keyboard. Hitting the Enter key (or a double-click) invokes the data view that is associated with
the item. For example, double-clicking on an employee displays the employee data view panel.

3% Find: x| E N

=8 Groups
81 all ermployess (11)
=8 Administration (23
£ [002] Gerstner Herbert
Q; [002] Mckay Branden
£ Design Team (2)
81 Management (1)
81 Team 12
8 Team I ()
81 Team III (2)
=) Calendars
i oo0 |
=&l Contral Points
&l [0/1/1] Indoors
&l [0/2/1] Office building - EXIT
&l [0/1/0] Factory - ENTRY
&l [0/2/0] Office building - ENTRY
E} TEA event register

Ready

To display a list of active command for a selected item left-click on a particular child item on the tree. This
will display a pop-up menu associated with the current selection - see below for an example.
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E: RCP Master [ADMIN] “*Demo.rta’*

File  %iew  Reports  Tools  Window  Help

= )= X ¥ X
i 3% Find: A | F|
=8 Groups

81 all employess (113
=8 administration (23
Q; [002] Gerstner Herbert
£ [oo3] Mckay Branden
=8 Design Team (2)
£ [010] Bonds Elisen
Q, [011] Corpuz De
1 Managerment (1)
8l TeamI(2)
£ Team I (23
£ Team III (2)
= calendars
i) 2008
=-dll Contral Points

Open

Edit employee

Remaove emploves

Assign calendar

Event register "Corpuz Demelza”

Wl & B X L)

@ [0/1/1] Indoars | Report "Corpuz Demelza” 3 | @ Report "Yacation days"
&l [0/2/1] Office buildi Repart creator... (9| Report T - days"
dll [0/1/0] Factory - ENTRY = _ _
ﬂ [0/2/0] Office building - ENTRY (5} Report "Ta - days in detail
Q} TEA event reqgister \.E Report "T4A - total hours at work per day"
E  Report "Total hours at work per day”
j., Report "Labour code discrepancies”

Ready

Selecting a particular item on a menu invokes a command to operate on the selection, e.g. Assign calendar.

Assign calendar &|

Select calendar for aszignment:
Flesible (2008) v

[ Ok l [ Cancel ]

Last document/Next document command

The Last document/Next document commands are used for working with multiple data files. Invoking them
allows you to switch between the data files in the order they were opened with RCP Master.
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Tools menu

E- RCP Master [ADMIN] “Demo. rta™

File  Wiew  Reports | Tools

{51520 4 8

Window  Help

Th event kype definitions

T4 bype definitions pe definitions - Start page

alendar day tvpe definitions

=88 Groups Software operators

ﬁ All employesd =
=83 administratio

Operator ackion hiskory

B [002] Gef ) Verify data inkegrity
- £ [003] Mol ¥y Find labour code discrepancies
Elm.tg!ﬂ[lgzugezgﬂ L__] Drata file (Demo.rta) [ | % | Change file password
. Language (%) Encode file
&8 Managernent Options ]| Compactrepair File
mo B0 Te—en T 52 I

T&A event type definitions command

T&A event type definitions displays the event type definition view. The T&A event type is used for proper
interpretation of a registered T&A event (Entry, Leave, Business leave). All events are identified according to
their numeric IDs. RCP Master permits any number of T&A event type definitions.

E: RCP Master [ADMIN] "Demo.rta™

Crvertime S

Clicking the Edit button activates the event type dialog window.
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Edit event type [El

Mame: |T&A-Entry |

Cancel

T&A type definitions command

The command invokes the T&A type definition view. The T&A attendance type is used for calculating or
classifying working hours (hours in the office) of a particular employee. Valid examples are as follows: Work,
Business leave, Breakfast, Overtime, Vacation, Sick leave, etc. Users are allowed to define any number of
T&A attendance types. The detail panel features the following information for a given attendance type:

. Code - unique ID

. Name - text name

. Color - item color in a calendar

. Time period - accepts two sorts of input values. For time interval type inputs the attendance type
defines time ranges at one minute intervals (Work, Breakfast, etc.). Day type inputs denote attendance
types on whole-day basis (Vacation, Sick leave, Business trip/leave, etc.).

. Start - (optional) defines an event type to initialize a particular attendance type, e.g. the Entry type
event is an attendance type, whereas the Business leave event denotes your business hours outside the
main office.

. Included - used for determining the number of working hours for a particular attendance type. For
example, a breakfast is usually included into working hours, whereas a lunch break is not, etc.

. Vacation - used for attendance classification purposes. If classified as such, it is displayed in the
employee list of vacation days.

. Comment - some additional information.

E: RCP Master [ADMIN] "Demo. rta™
File View Reports Tooks Window Help
(S Er 088 B8 AEICO |

Teen type definitions F X
i o XA =]
Code Name Commert | Tineperiod | Inchuded A
3 R ‘Working hours
PP Outside work Outside work Incerval a
P WS Business leave Busingss leave Interval
SN Breskfast bresk Breakfast bresk Interval
I PO |Lunchbresk Lurich break Interval ]
NI |Overtime 1 Overtime (time period 1) Interval
Nz | Overtime 2 Overtime (time inkerval 2) Tnterval ]
N3 Overtime 3 Overtime (time period 3) Inkerval
I |14 | Gvertime 4 Overtime (time period 4) Interval e
Sl 1 ozz| b M |
Detals
i Hedt X [#] shortcuts: = TA event IDs |
Code: PR
Mame: ‘Work
o [
Tine period: | Day
[0] T - Entry
Start: Included into working hours
[[] vacation
Comment 1:  Working hours
Comment 2:
Ready

Clicking the Edit button opens Edit attendance type window for editing any defined attendance type event.
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Edit attendance type

Code:  |[EE
M arne: |W|:|rk |
Calaor in calendar:
Tirne periad: | Dray “ |
Start [event type]: | [0] T - Entry hd

Included into working hours

[] Vacation

Comment 1; |W|:urking hiours |

Comment 2 | |

o | o

Edit calendar day type command

The Edit calendar day type command opens the Calendar day type definitions window. A calendar day type
is a work pattern (a schedule) on a particular working day from 8:00 h till 17:00 h. For example, a regular
unpaid lunch break would last one hour from 12:00 h till 13:00 h. Clearly, calendar day types are used for
defining work calendars. Setting up a calendar is accomplished by assigning a particular day type to a
weekday. For example, all working weekdays (Mon-Fri) can be assigned the following type: Working day
8-16. For more information, refer to the calendar information in the calendar section.

E: RCP Master [ADMIN] "Demo. rta"™
File View Reports Tools  Window Help
LSl o b8 BHE AEIOO )

Calendar day type definitions 5 X
TEEIE)
Code | Name Stat  End  Type Comment 1 A
W Hobday 08:00 | 16:00 Holday Hobday |
» DR7 ‘Woarking day 7-15 07:00 | 15:00
| Blcrs  |workingday 817 0500 | 17:00 Working Working day with Flexibles linch bresk (1 )
BI[o07  |Extraworking day 7415 07:00 | 15:00 |Extra woeking Extra (non-obligatory) working day
D08 |Extraworking day 817 08:00 | 17:00 | Extra working Extra (non-obligatory) working day with flecdble lunch break time (1 h)
21 06:00 - 14:00 06:00 | 14:00 ‘Working Manuifacturing {shift: 1)
2 14:00 - 22:00 1400 | Z2:00  Working Manuf acturing (shift 11)
-_23 |22:00 - 06:00 22:00 | 06:00  Working Manuif acturing (shift. 111) 3

Calandar day type: Working day 7-15
P42 of 10| b bl |

WL [ 2] shorteuts: =} TA typesfIDs
Hourz [conztant): IM_
Work start howrs | 07:00 | (From  Ta Attendance bype
Werkisht end hour: | 15:00 | 09:30 [54] Breakfast break
Dptions:
Include late working hours till the hour: | 19:00 Overtime (Foxed hows)
.0 Mark as late eniry past the folowing hour: | 08:15 From To Btendance bype
EN Mark the leave as "idvance leave'before the hour: | 15:45 | ﬂﬁw [M1] Overtime 1
Might hours (range) 22:00 = 06:00 1700 1900 [N2] Cvertime 2
Hin. Max, Attendance type
-mus [PHP] (Cigaratte) break
| Ready

Clicking the Edit button invokes the Edit calendar day type dialog. The type definition incorporates the
following inputs:

Code - unique day type code.

Name -unique day type name.

Color in calendar - color used for marking a particular weekday on a calendar.
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. Comments - some additional information, comments, notes.

. Type - may assume one of the following three states: Working (used for marking regular working days),
Extra working (for marking extra working days), Holidays (for marking public/national holidays).

. Hours - is a two-state parameter for describing the attendance type on a given weekday: Fixed

(working hours in the From - To manner), Flexible working hours (working hours with no fixed
Start/End working hours).

Edit calendar day type E|
Code: |DRY
Mame: |Working dap 7-15
Caolar in calendar: - w
Comment 1: | Working day
Cormment 2
Type
3 \wWarking
) Entra waorking [optional]
) Holiday
Howrs
From: To
(%) Fized: 0700 % | - [15:00 2
() Flexible working hors:
[ E:l Show details ]
[ OF. ] [ Cahcel ]

In addition to that, a day definition may incorporate a number of tabbed configuration parameters to be
revealed by clicking the Show details button to see the Details window:

Options tab

The Options tab contains numerous settings for working hour calculations and displaying discrepancies
against the labour code.

. Include advanced working hours before the hour - allows users to define working hours time span prior
to the regular date/time inputs to begin registering valid T&A entries.

Include late working hours till - allows users to define working hours (past the end of the late shift) to
stop registering T&A entries on the list.

. Mark as late entry past the hour - a late entry is an entry event past the allowed time interval.

. Mark the leave as 'Advance leave' before the hour - an advance/premature leave is a leave event before
the preset hour.

Night hours (range) - defines so-called night working hours (night shifts).

Opticrs | Fegulatory breaks | Owvertime | Hours at work

Include advance warking hours befare the hor: [

4

Include late working hours il by overtime

Ay Mark az late entry past the howr:  |[¥]0815 %
N Mark the leave as ‘Advance leave' before the hour  |[#]15:45

4

Might hours [range] | 22:00 & | - | 0800 =
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Regulatory breaks tab

The Regulatory breaks tab defines obligatory breaks, e.g. breakfast break on working hours.

Options | Regulaton breaks | Owvertime || Hours at I.-'-.u:urk|
! obadd X Remove

Attendance type

[SMH] Breakfazt break

Overtime tab

The Overtime tab defines an overtime on a particular weekday item. The current RCP Master release
defines the overtime as working hours past fixed working schedule. Given the overtime settings and the
number of working hours, the application calculates the overtime automatically.

| Options || Fiegulatom breaks | Overtime | Hours at wnrk|

=5 fAdd }( Remove | Overtime count: (33 Fixed hours Zhanging,Flexibl

Attendance type
15:00 [M1] Dwertime 1

17:00 [MZ] Owertime 2

Hours at work tab

The Hours at work tab defines time limits for particular attendance types. It is used for setting a maximum
total time for a cigarette break, lunch break or a minimum estimated number of working hours.

| Optionz || Regulatory breaks || Elvertime| Hours at wark

: 9badd X Remove

- Attendance type
_ [PMF] [Cigarette] break
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Software operators command

The command opens the operator data view. The upper section of the panel contains a list of all operators,
whereas the lower section is used for displaying command access rights of a particular operator.

i r RCP Master [ADMIN] “Demo.rla®™
Fle  View  Repeorks  Tools  Windew  Help
1653004 )82 8 B 08 AE IO
" Software operators |
FE Softwane operators

Operator: ADMIN
I 1 I of2 | b Bl

Aocess rights |
.i- [T Edk_ 25 Remaye ]
=2 Fie -~
= [F1 Impoet/Expart
Import T8 evvent registration from another softweare =
[#]  Import dats 14
Export data
=] Visw
=[] Evployes groups
[FIC, Erowsng
[#] 4 addng
[F1= Editing
[#] ¥ Deleting
=[] & Employees
=19, Erowsing
()%, addna v

Clicking on the Edit button on the lower toolbar opens the operator editor window for operator setting
modifications: password and available commands (defined by clicking relevant checkboxes).

dit operator data X

Logir [ADMIN

0ld pazzword: |

|
|
Mew pazsword: | |
|

Re-type new passwaord: |

3

EILF_M;:‘Q Imnport/E xpart

----- Irnport T8, event registration fram anather softwane
..... Import data
..... E=port data
=[] Wiew

= [7]83 Emplopee groups
..... Q Erowsing

----- 4r Adding

..... j{ E ditirig

..... [#]# Deleting
o-[w] & Emplopees

..... ], Browsing

Caldh AdAimA

W

o o]
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Operator action history command

The Operator action history command displays the operator history data view. The component is used for
tracking operator actions, commands. The application keeps track of all events starting from user login to
log-off. Moreover, the history keeps track of all errors/exceptions registered while running the application.
The history can be exported to an external coma-separated data file (extension: * . csv).

E: RCP Master [ADMIN] “Demo. ria™ : §|El

File  Wiew Reports Tools  Window  Help

E2 04 BEFLEIAEIOQ

Operator action history

ki tory DOy operakors
i of6st [ b b | [H |2 H|S
(] Typ Time Lingin Code Descripkion 3
,:lrj Z005-07-17 16:05:58 | ADMIN 29 | Closing edition window (Changes cancelled): Change file ...
3699 .;J Z2008-07-17 16:00:37 | ADMIN 30 | Opening edition window: Change file passward
3898 ,_flrj 2005-07-17 15:458:10 | ADMIN 31 |Browsing: Software operators
3897 .;J Z005-07-17 15:48:06 | ADMIN 29 | Closing edition window (Changes cancelled); Edit calenda. ..
3896 ,_i‘_J Z005-07-17 15:42:19 | ADMIN 30 | Opening edition window: Edit calendar day bype
3895 .;J Z005-07-17 15:42:16 | ADMIN 29 | Closing edition window (Changes cancelled); Edit calenda. ..
3694 ,_i‘_J Z2008-07-17 15:38:27 | ADMIN 30 | Opening edition window: Edit calendar day bype
3893 ,_:_J 2008-07-17 15:37:23 | ADMIN 31 |Browsing: Calendar dav type definitions
3892 jg Z2008-07-17 15:37:20 | ADMIN 29 | Closing edition window (Changes cancelled): Edit attenda. ..
3891 ,_:_J 2008-07-17 15:36:56 | ADMIN 30 |Opening edition window: Edit attendance type
3890 jg 2005-07-17 15:35:04 | ADMIN 31 | Browsing: Ted type definitions
3869 ,_:_J Z005-07-17 15:34:59 | ADMIN 29 | Closing edition window (Changes cancelled): Edit event k..,
3E88 .;J Z005-07-17 15:34:24 | ADMIN 30 | Opening edition window: Edit event type A
Ready

Verify data integrity command

The Verify data integrity command performs a data integrity test (calendar assignments, missing
entry/leave registrations), and then displays the test result in a window in the lower section of the main
window.

Pl 4! of 4 [ b bl | [£] | F Time range: from: 2007-11-01 00:00:00 to: 2008-01-02 23:59:53 « | [ Edit

Typ  Infarmation

‘3 Mizzing entries in emplopes's work. history: [B] Herbert Gerstner [Administration]

@ Mizzing entries in emploves’s work, history; [25] Alizon Huffman [Team 1)
@ rizzing entries in employes's work history: [26] Imelda Saenz [Team )

| Ready

Then, click the Edit button in the lower panel to correct the data on the list.

Find labour code discrepancies command

The Find labour code discrepancies command carries out a discrepancy test (delay, premature leave,
missing registration, exceeded min/max time limits), and then displays the test results in a tabbed window
in the lower section of the main window. Double-clicking on a selected item in the window invokes an
appropriate data view, incl. employee data in the upper panel.
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44 Dizcrepancy list (within a given time span)
P4 41 of 2 | B bl | £ | Time range: from: 2007-11-01 00;00:00 to; 2005-01-02 23:5%:58 ~ | & Edit |

Typ  Information

N employes ik history: [9] Eliseo Bor zign Team)]

Digcrepancies in emploves's work, history: [14] Anastatio Anzpe [Team ]

_\

Data file (Demo.rta) menu

E: RCP Master [ADMIN] “Demo.rta™

File  wiew  Reports | Tools | Window  Help

= N

T4 event bype definitions

Ta type definitions ¥ X

Calendar daw type definitions

Software operators

Operator action hiskary

‘erify data inkegrity

Find labour code discrepancies

o] - O LB &

Datka file (Demo.rta) 4 | % Change file passward

Language (&) Encode file

Cptions & Compactfrepair file

Ready

Change file password command

The Change file password command displays a user password dialog window. By default, the default
password in a new data file is roger.

Change file password

Current access password:

Mew pazsword:

Fie-type new password:

L Ok, J [_ Cancel ]

Encode file command

The Encode file command displays a dialog to encode a data file. Select a relevant option on the window
and confirm your selection to carry out the requested command.
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Compact/Repair file command

The Compact/Repair file command shows a dialog window for file compacting and repairs. Select a relevant
option on the window and confirm your selection to carry out the requested command.

Language command

The Language command changes the application culture (language). The combo box in the dialog window
includes all available languages. Changing the current language results in an immediate translating the
contents of all opened windows of the applications.

E: RCP Master language choice §|

Select language:
English £

ak. ] [ Cancel

Options command

The Options command displays a window for setting various options in the application, e.g. SMTP mail server
parameters. Note the feature is under development.

Help menu

Help

About

Software funckion description
FaQ

Traubleshaating

i c o

Release history

Roger home page

Send Feedback

L &

. About - command displays a dialog window, incl. the RCP Master release information (vendor, license
type, version).

. Software function description - command opens the RCP Master User Manual (PDF) in a built-in
document view window. Acrobat Reader is required for this functionality.

- FAQ - command displays the FAQ document in a document view window.

. Troubleshooting - command displays a document window incl. description of most common problems
and solutions.

. Release history - command opens the RCP Master Release Notes document.

- Roger home page - command displays the_Roger Web site using the RCP Master's internal web browser.

. Send feedback - command displays an e-mail client (MS Outlook) preconfigured with the software
vendor’s e-mail address and a default message title. The command is used for sending your feedback
(comments, questions, error reports) back to the vendor (Roger).
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Glossary

Calendar day type - pattern or a schedule used on a particular weekday, e.g. a regular working day from 8:00
h till 17:00 h incl. (unpaid) lunch breaks from 12:00 h till 13:00 h.

Control point - a reader device for employee identification purposes using so-called PIN codes, code cards,
biometric cards, etc.

D

Data file compacting - operation used for decreasing the data file size. The other use of compacting is for a
record removal operation. The removal process in a large database file is a time-consuming process. That is
why deleting a record in a database is accomplished by setting a record flag (to the deleted status) rather
than physically removing it from the file. To remove deleted records from a database, click Compact/repair
on the Tools menu.

T

T&A event type - type used for interpreting an event registered by a control point in access control systems.
Valid examples are as follows: Entry, Leave, Business leave. A T&A system identifies an event according to
its unique numeric code (ID).

T&A attendance type - used for determining the type of hours in the office for a particular employee in a
defined time span. Valid examples are as follows: Work, Business leave, Breakfast, Overtime, Vacation, Sick
leave, etc.

Time and Attendance - a 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).

T&A event register - a list of events registered by control points.

Contact

Roger Corporation

82-416 Gosciszewo

Gosciszewo 59, Poland

Phone.: +48 55 272 01 32

Faks: +48 55 272 01 33

Technical help PSTN: +48 55 267 01 26
Technical services GSM: +48 664 294 087

e-mail: biuro@roger.pl

RCP Master User Manual 33


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

	Introduction
	Purpose
	Modules
	Data storage

	Concurrent connections

	Data import and export
	Prerequisites
	Installation and first steps
	Working with RCP Master
	Preparing to work

	T&A analysis and reporting
	RCP Master functionality
	Introduction
	Start page

	Main window
	Reporting errors

	Functionality description
	File Menu
	New Command
	Open Command
	Save as Command
	Close Command
	Import and Export Command
	Recent documents command
	Exit Command


	View Menu
	Employee groups command
	Employees command
	View: List of days
	View: Calendar day details
	View: Total time
	View: Discrepancies
	Reports
	Calendars command 
	Control points command 
	T&A event register command
	Start page command
	Tree command
	Last document/Next document command

	Tools menu
	T&A event type definitions command
	T&A type definitions command
	Edit calendar day type command 
	Options tab
	Regulatory breaks tab 
	Overtime tab 
	Hours at work tab 

	Software operators command
	Operator action history command 
	Verify data integrity command 
	Find labour code discrepancies command 

	Data file (Demo.rta) menu 
	Change file password command
	Encode file command 
	Compact/Repair  file command 
	Language command
	Options command


	Help menu
	Glossary

