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Admin How-To Training Guide

Swipeclock simplifies time tracking so you can spend less time processing payroll. As your employees log time on their tablets, mobile
phones, computers, or with a WebClock, you’ll eliminate messy time sheets by dumping workforce data directly into your payroll pro-
cessing platform. This course will review the basics of using Swipeclock so you can streamline your payroll process, eliminate errors,
and save time.
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Getting Started

This section will review the basic navigation elements accessed through the Dashboard and Main Menu.



Dashboard and Menu Navigation

Each time you log into Swipeclock, you will be directed to your Dashboard.

1. Main Menu includes categories for employee information and setup, time off, and scheduling.
2. Quick Stats gives quick access to your daily functions (e.g. see who is currently punched in).

3. Quick Links gives easier access to items within the main menu.

4. Maintenance Menu is where you will find your Supervisor maintenance.

5. Reports Menu provides a list of defined reports as well as the option to create a custom report.
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Using SwipeClock

This section will review the components of Swipeclock you will access to:
Review and reply to time off requests
Set up employee profiles

View and edit time cards



Calendar

To see your time off requests in a calendar view, click Time Off requests in the main menu.
1. Click the arrow to expand the calendar section.
2. Approved time off will be displayed with a green check within the day.
3. To show rejected time off, check the box Show Rejected Requests.
4. Rejected time off will be displayed with a red X within the day.
5. Click on the month in the upper left corner to toggle to a previous month.
6. Click on the month in the upper right corner to toggle to a future month.
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Time Off Requests
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Below the calendar is a list of pending, approved, conditionally approved, and
rejected time off requests that you can approve or reject. Click on a request to
show greater detail about the time off request. Click again to close the detailed
view.

1. Clicking the green check will approve the request. This can be performed on
pending and rejected requests.
a. This request will move to the Approved section, displayed in green.

2. Clicking the red x will reject the request. This can be performed on pending and
approved requests.
b. This request will move to the Rejected section, displayed in red.

3. Clicking the blue refresh icon will return the request to the pending state. This
can be performed on approved requests. The approval will be cleared.

4. Conditionally Approved Time Off Requests: Pending time off requests that
were changed, then conditionally approved by a supervisor and need the
employee’s review. Employees can still reject the changes made on these
records. Conditionally approved time off requests are not applied to the
employee’s time card unless the employee accepts them in the

Employee Self Service portal.

5. A yellow warning icon indicates other employees in the same department who
have approved time off on the same day, or during the same time frame. Hovering
over the yellow icon will show which employees have approved time off on the
same day, or during the same time frame.

6. A blue information icon indicates that a change was made to an approved time
off request. Hover over the icon to view details of the 0 change(s) made.



Employee Set Up

Through the Employee Setup list, you can add new employees or edit information for one or more employees:

Click an employee’s name to edit their individual information.

Filter the visible employee list by clicking the Employee List Filter link.

Make changes to multiple employees at a time with the checkboxes on the left of the list then choose Work with Selected Employees
under the Employee Setup Options menu.

Right click the column headers to add, remove and filter columns.
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Employee Setup
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Time Card Views
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In the Main Menu, you will see the category Time Cards. Each of the
links listed allows you to view and edit time for a selected employee
during the specific pay period.

1. Multi-Time Card Edit enables you to make edits and/or
create time card entries for employees by day and save

all at once.

2. Yesterday’s Entries shows the punches for the previous
day.

3. Today’s Entries will show the status of punches for the current
day: Punches in and out, lunch breaks, location of

punches, etc.

4. Current Period shows punch data for the current pay period.

5. Previous Period shows punch data for the previous pay period.

6. Select Other Periods allows you to find and edit a specific pay
period
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Time Card Views

-— B e e e sewm e e e e s omnoweome == To add or edit a timecard, select a link from the Time Cards
':’._"."L . 3_ A — : T list in the Main Menu.
s - . o - == 1, Change to any date by entering or selecting the desired

date from the calendar button. This will reload the page and
populate the entries for the selected day.

2. Edit time by clicking on the corresponding Edit or Add but-
- I ———— . .. tonontheline.

— - " 3. Location of punch can be viewed by clicking the location
=3 : marker next to the employee’s punch. This will open loca-
tion details related to that punch.

= o The edits will not be applied to time cards until the Save All Changes
| e button is clicked. Changes can also be canceled by navigating away
from the page or clicking the Cancel All button.
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Time Card Views

The Multi-Time Card Editor page includes the ability to apply In
and Out Punches, Hours, Amounts and Comments to multiple se-
lected employees at once. To do this,
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1. Select any date by entering or selecting the desired date
- from the calendar button. This will reload the page and pop-

ulate the entries for the selected day.

. Select the desired employees by checking the box next to

their name (or select the top box for all employees).

. Choose the Bulk Entry for Selected Employees option under

the Time Card Options menu, this will display the Set Multi-
ple Time Cards page.

. Inaddition to the In and Out Punches, Hours or Amount

fields, the applicable Category and Labor Prompt fields will
also need to be entered (as applicable) before the edits can
be saved.

Choose how the hours should be added. To replace all se-

" lected entries for the day with the new entry, select the

"Replace" option. To add the new entry to existing entries,
select the “Add” option (this is the default option). Com-
ments can be added for the entries, which will appear as a
comment attached to the entry on the time card.

When you click on the “Create Entries" button, the entry on

+ this page will be added to the Multi-Time Card Edit page

table.

. To save all of your edits for this transaction, click on the

“Save All Changes” button at the top of the page. This will
finalize all of your changes to Employee Time Cards.

Set Multiple Time Cards
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SwipeClock - Supervisor
Account Employee Visibility

e Once a Supervisor User Account has been created, the next step is to define which employees the supervisor sees.
o Ifyou are using ‘Time Card Approvals,” you can also select which timecards the supervisor can approve.
e From the Maintenance Menu - Select LOGIN MAINTENANCE — Select the Supervisor you want to modify.



Employee Visibility Options

The following list explains the options available for configuring the employee visibility:

o All active employees will show all current employees. When viewing historical
time cards, supervisors will still see terminated employees during periods in
which they were active.

o All employees including inactive shows current employees and employees
past their separation date.

o Specific employees - A checklist of employees will appear where you can
handpick the employees the supervisor will view. If you have a large employee
list, a dropdown will appear which can filter the list by your Employee Groups.

o All employees in group(s) - If you have created any Employee Groups, you
can select a group for the supervisor's visibility. Only one group can be
assigned to a supervisor.

o Select by criteria - This method bases the visible employees on data from

Employee Setup. You determine the criteria (such as a department or location)
and the system will evaluate the employees and set the visibility.
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Select By Criteria Examples

Example: For each employee, include if Department = Operations

Will only allow the supervisor to view former and current employees who have
“Operations” entered in their Department field in Employee Setup.

SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY

Which employees is this supervisor allowed to see?
If you select by group or criteria, the specific employees that can be s
employee setup.

All active employees
All employees (including inactive)
Specific employees
All employees in group
® Select by criteria
For each | employee v | include if...
' Department v| |= v | |Operations

v
Advanced Custom Selection Help

Configuring a Supervisor to only see employees in the Operations Department
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Select By Criteria Examples

Example: For each active employee, include if Supervisor = Tom Reed

Will only allow the supervisor to view current employees who have “Tom Reed”
entered in the Supervisor field of Employee Setup.

[C ha nge PESSWOFdI SEI-SEIVICE PaSSWOIO P aso WO Tias DR Sul dnay
Employee Data [Expand History | Ear)
SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY Employee Type Full Time
Which employees is this supervisor allowed to see? :,ﬁ:,m,,t 2:;
If you select by group or criteria, the specific employees that can | Location Hailey S
All active employees :"""‘:"“
All employees (including inactive) Hx,
Specific employees
All employees in group
® Select by criteria
For each employee v include if...
Supervisor v| |= v |Tom Reed

v
Advanced Custom Selection Help

Will this supervisor login need to view employee time cards when they work in their group, but are not direc

A anmimsan avassala la as amsalasas ascarias a akifl Ak ac allarasta laasbian than halc sinial aasimaad "llaas

By using the Supervisor criteria, the system chooses
employees based on the value in Employee Setup.
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Select By Criteria Examples

Example: Filter by Multiple Criteria. You can click the "Advanced" button,
below the filter, to use multiple levels of criteria.

([Change Password|

SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY

Which employees is this supervisor allowed to see?
If you select by group or criteria, the specific employees that can be seen will automatically follow cl

All active employees
All employees (including inactive)
Specific employees
All employees in group
® Select by criteria
7/30 For each employee v include if... :
Location v| |= v |Hailey|

7129 =

Advanced Custom Selection Help
Will this supervisor login need to view employee time cards when they work in their group, but are n

Al

The Advanced button allows you to add additional
criteria to the filter
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Select By Criteria Examples

In the example pictured here, the filter will look for employees at the Hailey
location who work in Hardgoods or Clothing.

SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY

Which employees is this supervisor allowed to see?
If you select by group or criteria, the specific employees that can be seen will automatically follo

All active employees
All employees (including inactive)
Specific employees
All employees in group
® Select by criteria
For each employee ¥  include if...

Location = Hailey AND Delete
Department = Hardgoods or Delete
Department v| [= v [Clothing

L

Advanced Custom Selection Help h

Will this supervisor login need to view emplovee time cards when they work in their aroup. but a

An example of advanced filtering. The "Advanced Custom
Selection Help" provides an explanation of this feature.
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Time Card Approval
Sub-Filtering

There is a second set of filters in this section dedicated to creating a subset of employee time cards that the
supervisor can approve. If the supervisor has to approve all their visible employees' time cards, leave this filter set to
"All Active Employees".




Sub-Filtering

SUPERVISOR ACCOUNT EMPLOYEE VISIBILITY

Which employees is this supervisor allowed to see?
If you select by group or criteria, the specific employees that can

All active employees
All employees (including inactive)
Specific employees
All employees in group
& Select by criteria
For each  employee ¥ |, include if...
Location = Hailey AND Delete

Department = Hardgoods or Delete

Department vl| [= v [Cloth
CEr '
Advanced Custom Selection Help

Will this supervisor login need to view employee time cards when  The indicated filter is for designated thing time cards the supervisor has to approve.
A common example is an employee covering a shift at an alternal

Alternate employees visible to this login

This login can view employee time cards if...
Dept vy = v

Advanced Custom Selection Help

Of the employees this supervisor can see, for which employees is
cards that can be approved are the same as the time cards this s

~" No employees
& All active employees
All employees (including inactive)
Specific employees
All emplayees in group
Select by criteria

(Update Employee Visibility Settings|
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Sub-Filtering

Save the Settings
Once the visibility settings are complete, click Update Employee Visibility Settings.

Advanced Custom Selection Help

Of the employees this supervisor can see, for which employees is th
cards that can be approved are the same as the time cards this sup¢

No employees
® All active employees
All employees (including inactive)
Specific employees
All employees in group

Select by criteria
(Update Employee Visibility Settings] h

SUPERVISOR ACCOUNT PERMISSIONS

After editing or configuring the visibility settings, you have to click the "Update" button
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Supervisor
Permissions

Next, determine which permissions the supervisor will have access to from the list of options in the “Supervisor
Account Permissions



Supervisor Permissions

e Can See Wages will show pay rates and wage data (if enabled) for the supervisors selected employees.
o Can Edit Punches allows them to alter their employee time cards and, if used, edit their schedules.

SUPERVISOR ACCOUNT PERMISSIONS
Select features that this supervisor is allowed ti
Enter Named Permissions: |
Can See Nages
¥ Can Edit Punches
Can Access Employee Setup
Can Edit/Delete Unmatched Punches

|Update Permissions|

Selecting the features a supervisor can use

« Can Access Employee Setup will give the supervisor the ability to add new employees or change
existing employee information. If unchecked, the supervisor will not be able to view Employee Setup.
 Can Edit/Delete Unmatched Punches will allow the supervisor to use the Unmatched Punch feature.
These are punches recorded at the clock which cannot be associated with any employee in the
timekeeping system. This generally applies only to system’s using wall mounted clocks.

Click Update Permissions to save the settings.
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Payroll Imports

This section will provide instruction for using setting up Evolution TimeWorks Plus and importing hours into Evolution
Payroll.



Setup

Your Payroll Representative will provide you with your credentials and a direct link to download EvoTimeWorks. Double click on the
link. You will be prompted to enter your credentials.

1. Once you enter the provided credentials, a ZipFile will begin to download.

2. 0Once the ZipFile is done downloading, click to open. You will see a Windows Installer Package named EvoTime-
Works_5.0.0.67. Double click to open.

» Favorites Foused  Othar Filter

rrrrrrr

'''''''''

Al done Ter the day

Tangata
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Setup

Follow the prompts to install the software.

ﬁ Evelution TimeWorks Import Advanced 3.0.0.67 Setup e X ﬁ Evolution TimeWaorks Import Advanced 3.0.0.67 Setup — *

End-User License Agreement
Welcome to the Evolution TimeWorks Please read the folowing license agreement carefully
Import Advanced 5.0.0.67 Setup Wizard

END USER SOFTWARE LICENSE AGREEMENT o]

The Setup Wizard will install Evolution TimeWorks Import
Advanced 5.0.0.67 on your computer. Click Next to continue
or Cancel to exit the Setup Wizard,

MOTICE TO USER: PLEASE READ THIS CONTRACT CAREFULLY.

BY USING ALL OR ANY PORTION OF THE SOFTWARE YOU

ACCEPT ALL THE TERMS AND CONDITIONS OF THIS AGREEMENT,
INCLUDING, IN PARTICULAR THE LIMITATIONS OM: USE

CONTAIMED IN SECTION 2; TRAMSFERABILITY IN SECTION 4;
WARRANTY IN SECTION 6 AND 7; AND LIABILITY IN SECTION 8

YOU AGREE THAT THIS AGREEMENT |S ENFORCEABLE LIKE ANY «

I accept the terms in the License Agreement

ack [ next | Cancel Print Back Next Cancel

## Evolution TimeWorks Import Advanced 5.0.0.67 Setup — b4 ﬁ Evelution TimeWorks Import Advanced 3.0.0.67 Setup - X
Destination Folder
Ready to install Evolution TimeWorks Import Advanced 5.0.0.67
Chck Mext to install to the default folder or didk Change to choose another.

Instal Evolution Time\Works Import Advanced 5.0.0.67 to:
Click Install to begin the installation. Click Back to review or change any of your
installation settings. Click Cancel to exit the wizard.

C:\iSystems\EvaTimeWorks)

Change. ..

Back Next Cancel Back Cancel
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Setup

Once the file has been installed, you will see a new program on your desktop calledEvolution TimeWorks Import
Advanced. Double click to open.

PAYROLL e HR SERVICES
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Setup

To enter your Connection Settings,

1. Enter our API adapter address and your Evolution Payroll credentials into the appropriate spaces.
2. Check the box to save your password.

3. Click Get Data.

If you do not know our API adapter address or credentials, contact your Payroll Representative for help.

[ (B Evolution TimeWorksB:Plus bmpart 50067 Advanced - B £
3 2 vokution cleri | -] Compary |
Conrwciion setirga | Company 1atings | Ermploven export | Timackock datamport | Scheculed tisks | Schechler satingt | Log |
Ewolution
| 2|
1 Ervolution unemame [
Evvuution password | ™ 5 ave passwond imandstony for scheduling tasks|
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Setup

Connect your SwipeClock settings on the Company Settings tab,

1. Enter your Client # as provided to you by your client service rep and your SwipeClock Username and Pass-
word.

2. Check the box to save your password.
3. Click Refresh Data.

If you do not know your client # or credentials, contact your Payroll Representative for help.

B

3 | Felinh dala Evolicnchent Do | Deso =]  Compary [Dems | Dema |
Connection sattngs  Company seltng: | Emeloyes eport | Trmeciock dats mpert | Schedued tasks | Schudider sotirgs | Leg |
Timewod s connaction
Cherit B
1 Uzemriame:
Patiwond [T Save paasveoid [msrdabony fod soheduling Latks]
™ Coraoldated database

3
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Import

Before importing time, you need to create a payroll into which the hours can import. Log into Evolution Payroll
then,

1. Click on the Payrolls tab.
2. Click the big plus sign to create a new payroll or click the edit icon to open an existing payroll weel.
3. If everything looks correct, click Create Checks.

4. An alert box will appear that states “Status: checks successfully created”, click OK.

-
EBC
- .
A ow252020 it 10162000 " 1062020
1 -
a
Q
022020 " 12H2080 ot 17132020
02020 it 1302080 1202020 1
3 €
x
od
t

Fill DEOT

Regular

Status

Checks successfully created.
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Import

Switch back to the Evolution TimeWorks Plus Import. Refresh data then,

1. Click on the Timeclock data import tab, then click Refresh Data.

2. Select Check Date—this will be the same payroll date for the payroll you just created in Evolution Payroll.

3. For Pay Rates—select Use Evolution D/B/D/T rate override. After making this selection the first time, it will save as your
default setting.

4. Check all three of the following boxes—Summarize, Auto import job codes, Allow import to batches that already have
checks with earnings. After making these selections the first time, they will save as your default settings.

5. Click Run Report.

® 1
1 Relieshdala || Evolsionclent [Dems | Dema | Compary [Dena 1 Dema R
Canraeton setingt | Company ceting: | Emplopes epot | Tentelock dstumponl | S chaduled skt | Sehnduiee rotiegs | Lo |
Payesks Batches
2| Check. Date ]Hmum]rﬂmmhmaﬁﬂ ~ 3|Puod¥em[:-=le Pesiod End Dater |e.m| |
2 120000 1A w 15 D= 11472000 o]
/1172020 1R W 152
&7 1R W 150
2 10 W 153
e 1R W 143
152020 10w 148
ST 1R W Wi
R0 1R W 148
120 IR W 144
1200 18 W 14
1254203 1R W 13
[hLC: ] 1R W 1%
[ vzri 2018 1R W n7
v
Labor mapping “Humeric 1 Emgloyee fiker
e | | & Ho g Biarch [Locaikn] Erepariert
Biareh Pkl Hothingy x|
Department Fiskd | Hothrg = G
Toam Cods Fekd [Hothing 3 3|\ Papesies
™ Upe Swipeclock ister »|
s ekt Wettery ] || & Ute Evohution D/B/DIT 1ate cvemide e
™ Upe Evohation esployes pay 1stes 1.
A Hothing = - U Evohution E/D 1ebe crvemide
Fintn Cocler Fald | Hothreyy x| || Summarize
7 duso impt s codess
WU Coda Fatld [Ny ] | g Ao gt o btches thl sheady have
[
5 _ Pnigot | Cnssih | Timeorks Pis
L
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Import

1. Click on the Log tab,
2. Click refresh data.

3. You should see a message stating the timeworks plus import is complete. Double click on this message to review an er-
rors (i.e. having a termed employee with hours due to being termed during the pay period).

4. Error details will be displayed in the Details box.
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Import

Go back into Evolution Payroll.
1. Click the Payrolls tab.
2. Locate the payroll week you created, then click the edit icon to open.

3. Here you will see the list of active employees as usual. Hours that were imported will now be listed for the employees
who earned hours during that payroll week.
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