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Daylight Saving Time—Spring

Daylight saving time (DST) is about to begin. What it is the best way to
prepare for that?

You will need to address two primary issues during the transition to daylight saving time:

1. Make sure all time clocks are configured to update at the appropriate time. The
instructions for configuring clocks begin on page 2.

2. Adjust records for employees who are punched in during the time change. The
instructions for adjusting employee records begin on page 10.

Most of the United States and Canada will begin daylight saving time on March 13, 2011, at
2 a.m. local time.
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Clock Configuration

Checking Current DST Settings

Before updating the time and date information, verify the latest information about daylight
saving time in your area. This information can be found with a simple Internet search.

The following sections detail the steps needed to adjust time and date information on your
time clocks. Refer to the section that best applies to your software and hardware
configuration.

Configuring WinCom to Update ATS Century Series Clocks Using the Polling Process

Daylight saving time is traditionally scheduled to occur at a day and time that will negatively
impact as few people as possible. In the U.S., it happens at 2 a.m. on a Sunday. If this day
and time is convenient for you, you can set your clocks to update when your server does.

Open WinCom and go to Options > System Settings to open the Communications
Options window. Set the Send date and time to clock field to Yes. WinCom will use the
server's date and time to update the time clocks during the regular polling process.

=7 Clock Communications
¥ cptions  Poll Clocks  LagFile  Help

Communications Options

Humber of days in log file :

Activate multi-company split: | « Yes  Ho

Send Clock Configuration : i Yes T Ho

Send date and time to clock: |  yes ™ Ho
Ethernet email interval :
Slow down ethernet mail :

Ethernet acking: |  Yes  Ho

Use transaction distribution: | « yes  Ho

Transaction distribution : Distribution

Daylight saving : Setup

Click Save and Close when you are done.
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Configuring WinCom to Update ATS Century Series Clocks at a Specified Time

If the traditional daylight saving time change would have a negative impact on your
operations, you can schedule WinCom to make the change at a specified time that is most
convenient to you.

Open WinCom and go to Options > System Settings to open the Communications
Options window.

Click the Daylight Saving Setup button to view the list of currently configured DST Begin
and End dates. Edit the date and time changes directly in the appropriate fields.

=< Clock Communications
| Options  Faoll Clocks  Log File  Help

| Daylight Saving Setup

DST BEGIN DATE TIME
04022006 02:00 am

|DST END DATE TIME
] 1029106 2:00:00 AM

031107 2:00:00 AM
H3/09/08 2:00:00 AM
|| 03/08/09 2:00:00 AM
031410 2:00:00 AM
E3M1311 2:00:00 AM
031112 2:00:00 AM
|| 0371013 2:00:00 AM
030914 2:00:00 AM
¥3/08/15 2:00:00 AM

110407 2:00:00 AM
110208 2:00:00 AM
1104 109 2:00:00 AM
110TAD 2:00:00 AM
110611 2:00:00 AM
110412 2:00:00 AM
110313 2:00:00 AM
1110214 2:00:00 AM
11 A5 2:00:00 AM

Click Save and Close when you are done with the configuration.
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On the Main tab of the Clock Configuration screen, make sure the Send Daylight
Saving field is set to Yes.

ATS Clock Configuration

<1 > & k€ ke i ~
Prior Mext Search Add Save Delete Cancel Close
ATS CustomKey | ATS Job Cost |ATS Bell Times |aTs piDo | vF1 main
Main |ats main |aTs Prompts |aTs validation | aTs Biometric -
Clock: 2 Company: SLU App Type: A
Clock Type : IEthernet j
Description : IFrurrt Desk
Phone Humber : I
Location code for clock : I
IP Address : |192.1ﬁa.1.2
Time offset (hours) : I L i’
—
@gh’t Saving: | * Yes { Ho >
e
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Configuring WinHand to Update RSI HandPunch Clocks Using the Polling Process

Daylight saving time is traditionally scheduled to occur at a day and time that will negatively
impact as few people as possible. In the U.S., it happens at 2 a.m. on a Sunday. If this day
and time is convenient for you, you can set your clocks to update when your server does.

Open WinHand and go to Setup > System Settings to open the WinHand System
Settings screen. Check the box next to the Send date/time to clock field. WinHand will
use the server's date and time to update the time clocks during the regular polling process.

#F WinHand Version 8.1

Setup  Processes  Help

WinHand System Settings

UMICammSen  Unitime path IC:\LIn'rtimeSysiemsU_ln'rtime

L

AccuEngine | BDE network dir IC:I

AccuEngine §  Database type IParadox 'I SMTP server I
UMITIME version IVBI’SiUH B.5.% and Hig 'I From e-mail I

R5| Settings
Logging level IAII j Log ta file v
Employves update type IManuaI Enroliment j RS ping I’
Send datetime o clock v Mumber of pings IE_
Send clock configuration W Save templates r
RS madem INONE j #of days IT

Modem init string |

Direct ——————
’7ICOM1 "I IElEIJEI "I Diaylight zaving Save | Cloze |

Click Save and Close when you are done.
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Configuring WinHand to Update ATS Global and Cyber Series Using a Directive

ATS Global and Cyber Series clocks can be updated with the time and date information from
the server by configuring a directive in WinHand to reset the clocks. This directive should be
scheduled for some time after the time has changed on the server.

1. Open WinHand. From the main WinHand screen, select Clock Directives from the
Setup drop-down menu. This will display the Directives Main screen, shown in the
following figure.

2. Click the Add button in the lower right to get to the Clock Directives Detail screen.

Clock Directives Details

< T
Dreszcription |F|eset clock for D5T) Tazk |Send Reset Clack j
Clock MWumber  *  Group . Ermployes 1D | |
Clock # |1 -Z51 j Enable recuring [ Debugging r
File Marne | | Active I Complete I

Interval T~ Start time End time Repeat [Min] Ctart date

Recuring Time

& Dai — | [osmzins -]
Draily £ Every ,_ days] i " Endbw

7 wieekly " Every weekday T Dt | % Moend date

Purge Log |

Date Time Text
34342009 4:32 PM Task added to Directives

3. Enter a description of up to 40 characters in the Description field.

Select whether this directive will apply to a single clock or a clock group. Select the
clock number or clock group from the drop-down menu.

From the Task drop-down menu, select Send Reset Clock.
Check the box next to Active.
To send the directive immediately, skip to step 12 below.

To schedule the directive for a future time, check the box next to Enable
Recurring. Make sure the Interval box is unchecked.

® N o u
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9. Select the Daily option. In the next box, select Every 1 Day(s).

& Daily

" weekly

10. Set a time for the directive to run in the Recurring Time field. Click the Plus _+|
button to add the time to the list below. To remove a time from the list, select the

time and click the Minus J button. All times must be entered in 24-hour format.

Recuring Time

0200 Add

Delete

|
i

11. Select a Start Date and End By date from the drop-down calendars. For this
directive, those dates should be the same.

Start date | 03/08/09 -
* End by |EIE.-"EIB;"EIH hd

" Moend date

Ca
12.To save the directive, click the Save Y button in the row of buttons along the top
of the screen. Close the window to return to the Directives Main screen, which now

displays a list of all saved directives.

Dezcription Clack # Tazk Recuring| Active Debugaing ngnkpleted

Feset clack for DST Send Reset clock __

13. Close the Directives Main window to return to the main WinHand screen.

14. Go to the Processes menu and select Start Directives. The UNICommService
field should now be green.

15. The directive will now process when WinHand closes if no time was scheduled in the
configuration. Otherwise, the directive will be processed at the scheduled time.
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Configuring WinHand to Update Clocks at a Specified Time

If the traditional daylight saving time change would have a negative impact on your
operations, you can schedule WinHand to make the change at a specified time that is most
convenient to you.

Open WinHand and go to Setup > System Settings to open the WinHand System
Settings screen. Click the Daylight Saving button to view the list of currently configured
DST End and Begin times. Edit the date and time changes directly in the appropriate fields.

#} WinHand Version 8.1

Setup  Processes  Help

WinHand System Settings

Daylight Saving Setup

UMICommSen Unitime path

L

AccuEngine || BDE netwark dir

D5T End Date Time

| DST Begin Date Time
AcouEngine . Detsbasetype | —

03:00 03/08/2009

LIMITIME wersion

02:0011/03/2013

Direct ——— —|Save —II:IDSE
{'“’““‘ T — | |

Click Save and Close when you are done.

Logging lewvel
Employee update type
Send datestime to clock

Send clock configuration

§|_Iﬁ|?l?l

R51 modemn

03:00 031042015

Modem init ztring
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Configuring Verifone Clocks

NOTE: The date and time is not updated during the communication or polling process with
the Verifone clocks.

To configure daylight saving time at the clock (this can be configured any time prior to the
time change):

1. At each clock, press Clear, and then Enter, then 9.
2. Enter the password. The default password is 123.

3. Enter manager code 14.
4

Input the start and end dates for daylight saving time.

Configuring HourTrack and GenPro Clocks

HourTrack and GenPro clocks should update automatically if the hardware terminal has been
programmed within the last year. If the time did not change, simply run a manual upload to
each terminal.
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Adjusting Employee Time Records

There are two commonly used methods for adjusting records for multiple employees at
once. If you are unsure about whether the Mass Add Punch or the Mass Add Pay Record
utility is the most appropriate for you, contact Empower Technical Support.

Mass Add Punch

The Mass Add Punch utility provides a fast way to add an identical punch for a group of
employees in a company. Rather than adding the punches to each employee’s timecard, the
Mass Add Punch utility can be used to add them with a few easy mouse clicks.

To mass add a punch, open EmpowerTime and go to the Employees > Timecard section.
Click the Processes drop-down menu at the top of the screen and select Mass Add Punch.
The Mass Add Punch window, shown in the following figure, defines the type of punch to
be added, the time stamp for the punch, and the employee timecards to which the punch
will be added. In addition, the labor detail codes associated with the punch (e.g.,
department, shift, and job codes) may also be defined. Explanations of the fields in this
window are provided following the image.
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I x

Select the group of records to update.
[MOTE: If no filker iz defined, all recaordz will be updated.]

Funch Type, Punch Time, and Punch Date must be enterad.
Elznk field= will be filled with the employes’s default assignments .

Punch Type | [~] PunchDate | 09/24/2009 = ~|
Punch Time | Disable &uta Lunch Deduct [~ Yes
., | JobCode | E| Orgarization | E| 4|
Shift | | -] company | ]
Pay Type | [ -] werk Order | -]
Pay Class | E| Supervisor # | E|

Dirviziorn | Izl
D epartment | Izl
Location | Izl

Save Cancel

Set Filter
Defines the employees whose timecards will be updated with the new punch. By
default, the mass add punch utility updates all timecards in the Employee Setup
notebook unless a filter is established. For more information on setting up filters, see
Chapter 18—System Utilities in the EmpowerTime User's Guide.

Punch Type
Defines the type of punch to be added. Any kind of punch can be added with this
utility.

Punch Time
Defines the time of the punch to be added.

Punch Date
Defines the date of the punch to be added.
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Disable Auto Lunch Deduct
Defines whether or not the automatic lunch deduction feature should be disabled for
the selected employees on the selected day. This feature applies only when adding
an In For Day punch, as In For Day punches always define the detail for the rest of
a workday. In addition, automatic lunches can only be disabled for employees who
are assigned to a pay class that is configured to automatically deduct lunches.

Override Detail
Defines the labor detail codes to be associated with the new punch. By default,
punches added with the Mass Add Punch feature are assigned detail codes based
on employees’ schedules and home assignments. Leave the fields under this section
blank if the labor details should be taken from the default sources.

Once all options have been configured, click Save. EmpowerTime will ask for a
confirmation; click Yes to run the mass update. Be sure to verify that the desired punch has
been correctly applied to all selected employee timecards.
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Mass Add Pay Records

The Mass Add Pay Records feature provides a fast way to add identical pay record for a
group of employees in a company.

To mass add a pay record, click on the Processes drop-down menu at the top of the screen
and select Mass Add Pay Records. The Mass Add Pay Records window, shown in the
following figure, defines the type of pay record to be added, the date of the pay record, the
number of hours, and the employees for which the record will be added. In addition, the
labor detail records associated with the pay record (e.g., department, shift, and job codes)
may also be defined. The fields in this window are explained below.

_iojx
Select the group of records to update.
[MOTE: If no filter ig defined, all recardz will be updated. ]
[rate and pay bype must be entered.
Blank fields will be filled with the employes’s default assignments.
Date [aszas2008 = ~| Feason | -]
Pay Type | Izl Job | Izl
Hourz/Dollars | 000 = Shift | Izl
Division | Izl “whork, Order | Izl
D'epartment | Izl Supervizar # | Izl
Location | Izl
Organization | Izl
Campary | Izl
Save Cancel
Set Filter

Defines the employees whose records will be updated with the new pay record. By
default, the Mass Add Pay Records utility updates all records in the Employee
Setup section unless a filter is established.

Date
Defines the date of the pay record to be added.
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Pay Type
Defines the pay type of the pay record to be added.

Hours/Dollars
Defines the number of hours or dollars to be paid to the selected employees with the
pay record. In order to pay dollar amounts with a pay record, the selected pay type
must be set up as a dollars pay type.

Reason
Defines the absence reason code to be associated with the pay record. Absence
reason codes must first be defined in the Code Tables section.

Job, Shift, Organizational Levels
Defines the labor detail codes to be associated with the pay records. By default, pay
records created with this utility are assigned detail records based on employees’
home assignments. Leave the fields under this section blank if the labor details
should be taken from the default sources.

Once all options have been configured, click Save. EmpowerTime will ask for a
confirmation; click Yes to run the mass update. Be sure to check that the desired pay
record has been correctly applied to all selected employee records.

WARNING: Be sure to ask your network administrator to make an external backup of the
directory before making changes with the Mass Add Pay Record feature. There is no undo
feature that can be used to reverse incorrect changes.
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