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Internal User-ID VS Windows Validation

You may choose to use independent internal Employee Tracker User-1d’s and password or you
may share from User ID’s and passwords from Windows Active Directory.

Windows Validation

Utilities->Security

User profiles within Employee Tracker can now be defined to authenticate the
password used when logging into the system against the current Windows user,
whether using Domain authentication or a Workgroup. On the top portion of the
User Profile screen in Employee Tracker, you can now select an ‘Internal
Password’ which uses the password entered in the appropriate field during login,
or ‘Windows Validation’ which will use the same password as the user enters
when logging into his or her computer. If ‘Windows Validation’ is selected, you
can optionally enter a domain or workgroup name to use during validation.
Previously entered domain or workgroups are listed for quick selection.

The MASTER user can never use ‘Windows Validation’.

User ID. If you are planning to use

“Windows Validation” for password
management. Enter the Users Windows
based User ID.

Select “Internal Password”
(make anything up) or
“Windows Validation”
(uses password from
windows active directory)

Security -
Security
ADMIN ADMIN
|Internal Password v | User is not linked to employee -
Intemul Password -
\Windows validation |  Employee Menu
Supervisor Department
<1* Mo Supervisor *!> 10 ADMIN
1003 Johnson, Joe 20 SRLES
1007 Jee, Jill 20 RECEIVING
400234 BRENT, DARRIN 40 PRODUCTION
CREWL CREW 1 50 SHIEFING
CREWZ CREW 2 &0 DELIVERY
a5 MATNTENANCE
38 (1Y
Add/Remove Update | Automatically v AddiRemove Update |Automaticaly v
Shift Status
000080 00:00 - 08:00 - A-CAS CASUAL
040113 04:00 - 11:30 B A-EXEC EXECUTIVE
0€3160 06:30 - 16:00 |E A-FT FULL TIME
070150 07:00 - 15:00 L2 A-PT PART TIME
070153 07:00 - 15:30 B-SAL SATRRY
070170 07:00 - 17:00 I INACTIVE
0701380 07:00 - 18:00 L LAID OFF
080160  08:00 - 18:00 LD LONG TERM
0801623 08:00 - 1€:30 b o TERMINATED
050170 03:00 - 17:00 ha
Add/Remave Update |Automatically = AddiRemove Update |Avtomaticaly =
Update Exit <<
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Automatically Populate User Id

Utilities->Policies

A new policy is available within Employee Tracker which complements the new
‘Windows Validation’ method of password authentication mentioned above,
although the two items can be used independently. From within the Policies
window, click the ‘Security’ category on the left side and observe the policy titled
‘Automatically Populate User ID’. When active, this policy will enable automatic
population the User ID field of the Login window with the current Windows
username. The username field is still available to allow other username and
password combinations.

Click on “Policies”

@ Employes Trocker Plus [Trsning Datal  Time Aecordes Communications v

Soup. Opancons Peors (U] 0.
Chadvtkrdatal stp 2000 cusmiy
Hackup Databases
Customize Software
Policies

Import Dats

Set Printer

Tool Bar Setop

Security

System Access Log
Emgilayee Badge Layout
Badge Sheet Layout
Badge Element Celors
‘Set Default Badge Printer

View Computer Log
Integity Check
Updste Schedules
Compact Database
Purge

Remove Duplicates From Database

Click “Security" ® Policies T —— s

gi':::::ms - Purge Function Availability =

Holiday Pay

™ Active Module: ATTIGEFN. DLL Version: 5.13 723

When active, this policy will enable assignment of the Purge function to users. Typically, the Purge function |
is available to MASTER only

An adjustment to the state of this policy will require the user to log out and back into Employee Tracker to

" ensure the policy is applied as specified
Time Approval Center
Validation

-Automatically Populate User ID

- - - ¥ Active Module: =15 =%z Version: 5 13 723
Click this option to e : .
. . When active, this policy will enable automatic population the User D field of the Login window with the -
turn It On current Windows usermame.

-Remove Employee Merge Abilities

I Active Module: =TzMP Version: 5.13 723

\When active, this policy will remove the ability to Mergs two emplayees. The Renumber operation remains. |

Master Setup Item Delete Ability

™ Active Module: =TEME OCK Version: 5.13.723

By default, only the built-in MASTER user (s permitted to delete master setup elements
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Add/Edit Users

Employee Tracker security allows you to create user profiles that enable specific menu steps and
specific data views to be assigned to specific users.

Employee Tracker has a menu step named “Security” listed in the “Utilities” menu. User profiles
are created and maintained from this menu step.

Click on “Security”

@ Employee Tracker Pius [Training 9&!{ Time Recardes Communicatians. L
T T St u b

Cohadvikrdatal etp2000 cusmifg

DAILY Dachup Databases

Customnize Software
S, -
Import Dats
@ Set Printer
Teol Har Setup
© sy
Schedule System Access Log
Emplayes Badge Layout
Radge Sheet Layout
Badge Element Celors
Set Diefault Badge Printer

View Computer Log

Integity Check

Update Schedules

Compact Database

Purge

Remove Duplicates From Database
Form Letter Gptions.

Labous Sandards - Alberts

Labour Saandaeds - Britith Columbis
Labous Standaeds - Nova Scctis

Click [Add] to add a new user.

Click [Edit] change and existing user profiles

Click [Delete] to remove a user profile (you should [Copy] the
profile to the new person taking over for the old person)

Click [Copy] to copy a user profile for another user

Employee Tracker Plus [Training Data] - Securi
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Users Data View Selection

This screen allows you to maintain user id, user name, password and the users data view which
is based on a combination of supervisor, department, shift, and employee status.

Enter the users name. This is used
in the system to identify the user

You may link the user to an
employee if they exist in
Employee Tracker Employee
table. It does not do anything
however except display here.

|Internal Password = |[**** User is not linked to employee >

Internal Password o
Windows Validation

Supervisor Department

<!+ No Supervisor *!=» 14 ADMTIHN

1033 Johnson, Joe 20 SRLES

1007 Jee, Jill 30 RECEIVING
400234 BRENT, LRRRIN 40 FRODUCTION

CREW1
CREWZ

CREW 1
CREW 2

50 SHIFPING
&0 DELIVERY
55 MATNTENANCE

38 Q&R

Add/Remove |

Update |Autumaticalhr vl

Add/Remove |

Shift

m-ll‘u‘lanualw vl

I

0000840 0o:-00 - 0B8:-00 CASUAL
040113 04:00 - 11:-30 L-EXEC EXECUTIVE
0e3led 06:-30 — 16:-00 = L-FT FULL TIME
070150 07:-00 — 15200 | L-FT PRRT TIME
070153 07:00 - 15:30 A-5AT. SRATLARY
070170 a7:08 =27 08 L INACTIVE
070150 07-00 =:19-00 L LATD OFF
0801&0 0B:-00 - 1&:-00 LID LONG TEBM
0B0le3 0B:00 - 16:30 L TERMINATED
050170 ao-0o —

17:-00 sl

Add/Remove |

Add/Remove | Update |Autumaticalhr vl

This allows you to choose “automatically” or
“Manually”

This controls the data view for the user and if
the setting is “automatically” then when there
is a new “shift”, “Supervisor”, “Department”

and “Status”
N -
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Data View Selection

This screen allows you to maintain user id, user name, password and the users data view which
is based on a combination of supervisor, department, shift, and employee status.

e e r——— 4 Click the [Add/Remove] button

Menu

to choose the department(s),

000080 00:00 -

040313 0§:00 - 13:30
061160 DE:30 = 16:00
070080 07:00 - 16:00
070383 07100 - 15:30
0T0LT0  07:00 - 17:00
aT0I%0  0F:00 - 19:00
OB0IE0  DO:00 - 16:00
030063 08:00 - 16:30
030170 05:00 - 17:00

AddHemove I

to select or deselect

Click [All]
to select all
data items

TN
Click the check box

LAID OFF
110 LOWG TERM
BT TEAMINATED

femave.

supervisor(s), shift(s), status(s)
| that each user is entitled to view.

Upaate [Fomaticaty =

Update Jautorancany =

10 ADMIN »
20 SALES
30 RECEIVING -
40 PRODUCTION
50 SHIPPING
&0 DELIVERY i
=~ Al | Mone |

ﬁ

Click [None] to

deselect all data items

Click [Done] to

Employeetr

save your settings
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Users Menu Step Assignment

This screen allows you to assign menu steps for Users. Each menu step may be set as “disabled”

(LT

“read only”,

read/write”. For menu steps that are related to dollars/rates you may choose “dollars

yes” VS “dollars “no”. There are some menu steps that have additional settings and these will be

described in this guide.

ﬁ he menu structure is

divided into “Setup”,
“Operations”, “Reports”,
“Utilities”

Click the “Plus” sign
beside each menu
category to expand or
collapse the menu step

Q&tails

/Right click on any menu step to \

display the menu step settings.
Click on the setting of your choice.

Disabled menu steps will not be
@played whatsoever for the user.

Display the entire list
of menu steps with this
button

Securit

ity -

Security
ADMIN

ADMIN

User is not linked to employee

Employee Menu

i
g
-
[ =

<

Expand All

rnal Password v

New menu items should be added :i' to this security profile.

Setup

Operations
- Reports
-Utilities

Access |ReadMWirite, Full -

Collapse All

Security

ADMIN

/

|user is not linked to employes

Menu

Employee

/

New menu items should be added :l' to this security profile.

[
[

E-Setup

«_ i~ Holiday Pay Rule

NEm
~

= | Time Calculation Rules

Time Calculation
Disabled

Read-Only, No Dollars Access |ReadWirite, Full

ployee Status

As an alternative \
to the right click
updating option

you may select the
menu step settings

from this drop

down list

S Read-Only, Full
Depa
Jobs

Premiums

- Shifts

- Pusitions

- Time Banks
Employees
Holidays

Read/Write, Mo Dollars
Payroll Export
- Schedule

v Read/Write, Full
- Special

~Batch Time Bank Application -

<

i, (3

Expand All

Collapse All

Collapse the
entire menu step
list with this
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apane J] =)

save your settings.

[Exit]
Get out but...

Nothing is
saved




Initiate a New User

Once a new user has been set up you should sign into the system under their profile and set their
Employee Specification Buckets (See Common Tools Guide). You may not be able to do this if
you are using Windows Validation for User ID and password and we suggest that you sit with the
user for the first time under those circumstances.

@ Employee Tracker Plus [Training Data] - L.. \= (5]

Enter User ID and Password

ety @perationsys Reporisy Extemalp xitng Help Select any of these daily tool bar steps. If you
E: [ s do not have the daily tool bar turned on then
select one of these menu steps from the standard
|| 1R menu list
Etplrics
P '&A

The employee list will be
blank for a new user

Click this to display
the employee
specification buckets

Add
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Initiate a New User

Click [Select All] on

all categories including
the employee section

beIOW <no supervisor> -
Select All >>
1 ADMIN - ==
Select All ==

A-FT FULL TIME

Select All >

000080  00:00 - 08:00
Select All >>

Code Name

Select All >>

Sorthy
> iori Exit <<

% Employee Tracker Plus [Training Data] - Em;iuye_
Employee Specification Buckets

<no supervisors .
<< Remove All

O -
<< Remove All
|A-FT FULL TIME -

Click [OK] once you have
displayed all assigned
employee for the user in
the bottom right box

H 000080 0o0:00

Name
AYRES, ERIC
BALIS, JOAN
BIGBY, JOHN
Black, Candy
BOND, SALLY
BOOGA, TINA
BRENT, DARRIN
Brown, Jerry

Select All >>

Sortby

=

0

~
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Changing The Master Users Password

Employee Tracker has a factory default User ID named “Master” and a factory default password
named “Scout”. The Master password can be changed providing you know the current Master

password.

Click on [Options] and select
[Change Master Login Password

Enter the existing Master password. ’

Enter the new Master password. ’

—
Employee Tracker Plus [Tlainina Dalal = Chaﬁe Master Legin Password
Change Master Login Password _

Step 1.= Please enter the current Master Lo rassword.

- Employee Tracker Plus [Training Data] - Ch>”

Enter the new Master password again

€1 Login Password

Step 2.> Please enter the new Master Login Password.

Employee Tracker Plus [Training Data] - Change Ain Password

Click to
commit

Exit << |
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System Access Log

This screen allows you to assign menu steps for Users. Each menu step may be set as “disabled”
“read only”, “read/write”. For menu steps that are related to dollars/rates you may choose “dollars
yes” VS “dollars “no”. There are some menu steps that have additional settings and these will be

described in this guide.

Click “System Access Log”

Time Recorder Communications
Set Duta Path

Backup.
Customize Software
Pekicies

Import Data

Set Prisiber
Teol Bar Setup

Secusity

System Access Log
Emgiloyee Badge Layout
Badge Sheet Layout
Badge Element Colors
Set Defauh Badge Printes

View Computer Log
Integrity Check
Updste Schedules
Compact Database
Puge

Remove Duplicates From Database

Select date range
to analyze

Select
system
operation(s)

If this is turned on it will
print transactions for all
users including deleted
users.

efoyee Tracker Plus [Training Data] - System Access Log

@l|Login/Logos To Date
[ozr05/2008
¥lDelated Click this to

¥lzenumbered generate list of
transactions

Select specific
users

All

Date/Time User PC WinUs| Action
7/28/2008 10:26 am | MASTER  JAMIE-PC | Jamie |Added: Budget Pattern [HW]
7/28/2008 10:27 am  MASTER  JAMIE-PC | Jamie | Added: Budget Pattern [SERV]
7/29/2008 10:27 am | MASTER  JAMIE-PC | Jamie |Added: Budget Pattern [cash]
T/29/2008 10:28 am | MASTER  JAMIE-PC  Jamie | Added: Budget Pattern [csv]
T/29/2008 10:28 am  MASTER  JAMIE-PC | Jamie |Modified Department [10]
T/29/2008 10:28 am  MASTER  JAMIE-PC | Jamie |Modified Department [20]
T/29/2008 10:28 am  MASTER  JAMIE-PC |Jamie |Modified Department [30]
T/29/2008 10:28 am  MASTER  JAMIE-PC |Jamie |Modified Department [30]
T/29/2008 10:28 am | MASTER  JAMIE-PC |Jamie |Modified Department [40]
Ti29/2008 10:2% am  MASTER  JAME-PC Jamie  Modified Department [S01
Ti29/2008 10:2% am  MASTER  JAME-PC Jamie Modified Department [601
Ti28/2008 10:2% am  MASTER  JAME-PC Jamie  Modified Department [95]
7i28/2008 10:23 am | MASTER  JAME-PC Jamie |Began: Post Budget, Pattern [HVW], Repeat [52]
Ti28/2008 10:2% am  MASTER  JAME-PC Jamie |Progress: Department [10], between 01/07/2008 and 01/04/2008
7i28/2008 10:2% am | MASTER  JAME-PC Jamie |Complete: Post Budgets
T29/2008 10:30 am | MASTER  JAMIE-PC |Jamie |Began: Post Budget, Pattern [SERV], Repeat [52]
7/29/2008 10:30 am  MASTER  JAMIE-PC  Jamie  Progress: Department [20], between 01/07/2008 and 01/04/2009
7/29/2008 10:30 am  MASTER  JAMIE-PC Jamie |Complete: Post Budgets
7r29/2008 10:30 am | MASTER  JAMIE-PC  Jamie |Began: Post Budget, Pattern [CASH], Repeat [52]
7/28/2008 10:30 am  MASTER  JAMIE-PC  Jamie  Progress: Department [30], between 01/07/2008 and 01/04/2008
7/28/2008 10:30 am  MASTER  JAMIE-PC Jamie |Complete: Post Budgets
Prl nt hard 7/29/2008 10:30 am | MASTER  JAMIE-PC  Jamie |Began: Post Budget, Pattern [CSV], Repeat [S2]

TI2821 : MASTER  JAME-PC Jamie  Progress: Department [40], between 01/07/2008 and 01/04/2008

Budgeis

copy ; T e e T (o o

Key a “wild card” value and click
query to display transactions for a
specific value. Eg select all

transactions for employee “1101”
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