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Chapter 14: Time Keeping

Time Cards

Fix/Edit Time Cards

To fix or edit Time Cards, select Timekeeping then select Fix Time Card Entries from the menu, or enter FIXTIME in the Jump-To box
and press the TAB or ENTER key.

Please Note: This process may be restricted for some users.

1ergi|suite. (SN
CLIENT ID: CsI EMPLOYEE: 0000998

ez O

I Q FIXTIME I

Inventory Control

Receipts

Miscellaneous Routines /

Inquiries C‘ -@
End-of-Day Process New Rental

Dashboard Agreement Payment

Generate Reports

Collections

Timekeeping

Clock In or Out

Print Time Cards a. |
o

Recalculate Time Card Clock
ollections u

Change Passcode

Time Clock

Login with Employee Number and Password.

Security Entry

Cynergi|Suite Ver 01.0 of 07-01-11

Employee Nbr: I

Enter the Employee Number of the employee whose Time Card needs to be edited, and then press ENTER.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

Enter the date of the Time Card entry that needs to edited, and then press ENTER.
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EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMP#: 1017 [DHTE TO ADD/CHANGE/DELETE: 011119.]

Use the arrow keys to move up or down the list to highlight the Time Card entry that will need to be edited.
Once the Time Card has been highlighted, press F9.

EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH DATE: 1/11/19

Emp # Name In/0Out Date
1017 ANGIE IVARVAR:
1017 ANGIE IVARVAR:
1017 ANGIE IVARVAR:
1017 ANGIE 1/11/19
1048 KURT IVABVAR:
1048 KURT 1/11/19
1048 KURT IVARVAL:
1048 KURT 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE IVARVAR:
1049 PETE IVABVAR:

OHOHOHOHOHOH

F1-Fwrd; F2-Back; F4-Recalc; Fb-Add; Return-Select Rec; F8-Restart; CMD-Quit

Press F1 to open the record for editing.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH DATE: 1/11/19

Emp # hEE Date
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19

OHOHOHOHOHOH

PRESS F1 TO CHHHGE]UR F2 TO DELETE

The Time Card record is now open for editing.
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Press the ENTER key to move through the fields as needed.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH
CHANGE FUNCTION

DATE: 1/11/19 [TIME: 8:20]

STORE: 0001 IN OR OUT: O

OVERTIME AUTH: OVERTIME HOURS:

REASON:

When the edit is complete, press F9.
The Reason for editing is a required field. Enter one of the four reasons shown below.

EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH
CHANGE FUNCTION

DATE : 1/11/19 [TIME: 18:45]

STORE: 0001 IN OR OUT: O

OVERTIME AUTH: OVERTIME HOURS:

[REF\SDH: @]

1/11/19

1/11/19

1. DID NOT CLOCK IN 2. DID NOT CLOCK OUT 3. SYSTEM INOPERATIVE

4.

OTHER

Press ENTER to complete the edit.
Press F9 to save the changes.

REASON: 4

Any more changes: m

The Employee Time Clock Record Maintenance screen will be returned displaying the edit results.
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When editing Time Cards, it will be necessary to recalculate the time worked by using the “Recalc” option.

Select F4-Recalc by pressing F4 to recalculate the time worked.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH DATE: 1/11/19

Emp # Name In/0Out Date
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1017 ANGIE 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19

OHOHOHOHOHOH

FE—Back;[F4—Recalc:]F6—ﬂdd; Return-Select Rec; F8-Restart; CMD-Quit

F4-Recalc will allow a range of days to be recalculated for a single employee, selected employees, or all employees.

RECALCULATE EMPLOYEE HOURS WORKED

|STARTING DATE:  1/11/19)

(ENDING DATE: 1/11/19]

|RECALCULATE FOR: |

(1) SINGLE EMPLOYEE (2) SELECTED EMPLOYEES (3) ALL EMPLOYEES

Please Note: If Time Card edits for multiple employees are done, run the Recalc option by using Option #2 and entering in the
employee numbers.
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Enter the employee number.
Press F9 to complete the “Recalc.”

RECALCULATE EMPLOYEE HOURS WORKED

STARTING DATE: 1/11/19

ENDING DATE: 1/11/19

RECALCULATE FOR: 1

SINGLE EMPLOYEE: 1017

Any more changes: H

When the Recalculation is finished, the blue menu screen will reappear.
Click the Home icon to go back to the home screen.
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Missing Clock In/Out Entry

Adding a Missing Clock In/Out entry is a common task in managing Time Keeping.

Timekeeping I 2020

If a missing entry is found while reviewing the Time Card Reports, the FIXTIME screen can be used to verify what type of entry is

missing.

There should always be a corresponding “O” (Clock Out) entry for every “I” (Clock In) entry.

Notice employee #1048 Kurt Ward is missing an “O” clock out for the day (1/11/19). The employee missed their clock out on that

day.

EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: ANGIE SMITH

Emp # Name
1017 ANGIE
1017 ANGIE
1017 ANGIE
1017 ANGIE
1048 KURT
1048 KURT
1048 KURT

W
1049 PETE
1049 PETE
1049 PETE

Date
1/11/19
1/11/19
1/11/19
IVARVAR:
1/11/19
1/11/19
1/11/19
1/11/19
1/11/19
1/11/19
1/11/19

DATE:

1/11/19

F1-Fwrd; F2-Back; F4-Recalc;| F6-Add;| Return-Select Rec; F8-Restart; CMD-Quit

Revised 1/11/19
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Add a Missing Clock In/Out

Example shown: How to add a missing clock out entry. Adding a missing clock in will follow the same steps.

Go to FIXTIME and enter the employee number and date for the missing Time Card entry.

EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPH#: 1048___ DATE TO ADD/CHANGE/DELETE: 011119

Press F6 to add the missing Time Card. Adding a Time Card will follow the same path as editing a Time Card shown above.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: KURT WARD DATE: 1/11/19

Emp # Name Date
1048 KURT 1/11/19
1048 KURT 1/11/19
1048 KURT 1/11/19
e — 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19
1049 PETE 1/11/19

F1-Fwrd; F2-Back; F4-Recalc;| F6-Add;] Return-Select Rec; F8-Restart; CMD-Quit

Revised 1/11/19 10| Page



cyn suite. Timekeeping I 2020

After pressing F6, if the employee is not clocked in, the message below will appear. If needed, have the employee clock in.
Otherwise, enter “Y” and press ENTER to continue.

EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: KURT WARD DATE: 1/11/19

EMPLOYEE NUMBER 1048 IS NOT CURRENTLY CLOCKED IN.
IF THE EMPLOYEE FORGOT TO CLOCK IN, PLERASE

HAVE THE EMPLOYEE CLOCK IN FIRST, AND THEN

CORRECT THAT ENTRY. PLEASE PRESS "Y”" TO

ACKNOWLEDGE THIS INFORMATION. H

F1-Fwrd; F2-Back; F4-Recalc; F6-Add; Return-Select Rec; F8-Restart; CMD-Quit

Fill out the fields as needed, including the REASON for the missed clock in/out.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: KURT WARD DATE: 1/11/19
ADD FUNCTION

DATE: 1/11/19 [TIME:

STORE: 0001 [IN OR OUT:

OVERTIME AUTH: OVERTIME HOURS:

1. DID NOT CLOCK IN 2. DID NOT CLOCK OUT 3. SYSTEM INOPERATIVE 4. OTHER

F1-Fwrd; F2-Back; F4-Recalc; Fb6-Add; Return-Select Rec; F8-Restart; CMD-Quit
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When all fields have been entered, press F9 to save the entry.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: KURT WARD DATE V101G
ADD FUNCTION

DATE: 1/11/19 TIME:
STORE: 0001 IN OR OUT:
OVERTIME AUTH: OVERTIME HOURS:

REASON: 2

Any more changes: H]

The FIXTIME screen will return, showing the added clock in/out.

Press F8 to quit and exit.
EMPLOYEE TIME CLOCK RECORD MAINTENANCE

EMPLOYEE: KURT WARD : 1/11/19

Emp # Name In/0ut Date
1048 1/11/19
1048 1/11/19
1048 1/11/19

(1048 1/11/19])
1049 1/11/19
1049 1/11/19
1049 1/11/19
1049 1/11/19

E1-—Euwrds; FE—Bar:k:[F4—Recalc;]F6—Hdd; Return-Select Rec; F8-Restart; CMD-Quit

It will be necessary to follow the “Recalc” steps shown above to recalculate the Time Cards for the employee. Running the
Recalculation will correct the employee “time worked” for the week.
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Clocking In and Out
Clocking In

When the Time Keeping feature is active, hourly employees will receive a Clock In prompt when logging in for the first time each day
or anytime they login after being Clocked Out (After Lunch, Break, etc.).

CLIENT ID: CSI EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/22/2019 16:45:52
wo Wm R A
Q Jump To
EMPLOYEE TIME CLOCK
Inventory Control
. Employee Number:E Working At Regular Location: Location: 0 Passcode:
Receipts
Miscellaneous Routines Clock In OR Out: \

Inquiries
4 BACK

End-of-Day Process

The employee will need to input the correct information in the following fields.
o Employee Number — Enter Employee Number.
o Working At Regular Location — The default is “Y” however some employees may be able to login and work at multiple
locations so they may need to enter “N.”
o Location — The employee default store location. If the employee is not working at their primary store, they will enter an
“N” (above) and input the store they are working in this day.
o Passcode — Enter Employee Password.
o Clock In OR Out — Select Clock In from the pick list.
A message will display Total Time since last Clock Out and show the current Clock In/Out status “You Are Currently Clocked Out.”
Press ENTER to Clock In.

CLIENT ID: CSI EMPLOYEE: O

EMPLOYEE TIME CLOCK

Employee ‘JL:rr;Jr_": Warking At Regular Locat U'1Z Loca ll'JI'ZD Passco :J'_"E

Clck in OR 0ut: | 1-Clock In |

TIME CLOCK INFORMATION
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The message will now display the new Clock In/Out status “You Are Now Clocked In.”
Click CONTINUE to return to the Home Screen. The employee is now clocked in and ready to begin working.

CLIENT ID: G5l EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/23/2019 09:16:09
wo W R AL

EMPLOYEE TIME CLOCK
Employee Number: 1048 Working At Regular Location:| v Location: 1 Passcode:

Clock In OR Qut:| I-Clock In v

HOURS WORKED INFORMATION

KURT WARD

YOU HAVE WORKED 10 HOURS AND 11 MINUTES

SNCEIEELASIIIY L‘!’."—'J&OC KED OUT
j YOU ARE NOW CLOCKED IN 1
1

& CONTINUE

Clocking Out

From the Home Screen there are two ways for hourly employees to Clock Out.
o Click the Clock In/Out button.
o Select Time Clock from the sidebar menu.

Please Note: Either option may also be used to Clock In, if necessary.

CLIENT ID: CSI EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/23/2019 12:19:30
wo W N A

Q Jump To o
o

Inventory Control

Receipts

Miscellaneous Routines

Inquiries C’/ -@
End-of-Day Process New Rental

Dashboard Agreement Payment

Generate Reports

Collections

Timekeeping

o’ O 0

Clock

cynergi | suite by High Touch Collections In/Out Logout

The employee will need to input the correct information in the following fields (Same as Clocking In)

o Employee Number — Enter Employee Number.

o Working At Regular Location — The default is “Y” however some employees may be able to login and work at multiple
locations so they may need to enter “N.”

o Location — The employee default store location. If the employee is not working at their primary store, they will enter an
“N” (above) and input the store they are working in this day.

o Passcode — Enter Employee Password.

o Clock In OR Out — Select Clock Out from the pick list.
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A message will display Total Time since last Clock Out and show the current Clock In/Out status “You Are Currently Clocked In.”
Press ENTER to Clock Out.

CLIENT ID: CSI EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/23/2019 12:

41
wo W R

EMPLOYEE TIME CLOCK

Employee Number:] 1048 Working At Regular Locat\on Locatlon Passcode:D

Clock In OR Out:l O-Clock Out 'I

TIME CLOCK INFORMATION

KURT WARD

TOTAL TIME SINCE LAST CLOCK OUT: 10 HOURS AND 11 MINUTES

] YOU ARE CURRENTLY CLOCKI

- ———

4+ BACK

The message will now display the new Clock In/Out status “You Are Now Clocked Out.”
Click CONTINUE to return to the Home Screen. The employee is now Clocked Out.

EMPLOYEE TIME CLOCK
Employee Number: 1048 Working At Regular Location: | v Location: 1 Passcode:
Clock In OR Out:| O-Clack Out v

HOURS WORKED INFORMATION
KURT WARD
YOU HAVE WORKED 13 HOURS AND 17 MINUTES

AS OF THIS CLOCK OUT.
-

£5 QETLAPKOUT
I{YOU ARE NOW CLOCKED OUT:
Lz pmon s )
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Clocking In and Out Additional Information

Clocking In and Out in the same “Minute” will produce the following error message. Press ENTER and wait at least one minute
before attempting to Clock In or Out.

CLIENT ID: CSI EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/23/2019 15:08:04
wo W R A
EMPLOVYEE TIME CLOCK
Employee Number: 1048 Working At Regular Location: ¥ Location: 1 Passcode:  «e-
Clock In OR Out:| I-Clock In v

[ g "I
I UNABLE TO WRITE TIME CLOCK RECORD--PLEASE PRESS RETURN 1
l- _________________________ J

& CONTINUE

Clocking IN or OUT

Employees do not have to log out to trigger the Clock In prompt

From the Home Screen there are two ways for hourly employees to Clock In or Out.
o Click the Clock In/Out button.
o Select Time Clock from the sidebar menu.

Please Note: Either option may also be used to Clock In or Out when necessary.

CLIENT 1D: CSI EMPLOYEE: 0001048 LOCATION: Store 1 cynergi training - 1 1/23/2019 12:19:30
wo W R AL
Q Jump To °

Inventory Control

Receipts
Miscellaneous Routines ,
End-of-Day Process New Rental

Dashboard Agreement Payment

Generate Reports

Collections

Timekeeping
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