Clarity - TnA Installation And Setup Guide

Requirements for target machine

1. Internet Information Server version 7 or higher (can not work on XP home) IS must be installed first!. (if not, see the solution here: http://support
.microsoft.com/default.aspx?scid=kb;EN-US;325093 )

. Microsoft .NET Framework version 4.5.1 (available at http://www.microsoft.com/en-ca/download/details.aspx?id=40779)

. Microsoft deployment package (available at http://www.iis.net/downloads/microsoft/web-deploy)

. Microsoft SQL Server version 2008 or higher with Clarity database (accessible through network)

. Internet Explorer version 10 or higher with Javascript enabled

. Clarity program (to configure TnA functionality) with TnA license
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Installation

1. Download the package files and copy it to a local folder. The package file is a zip file and it does not require to be extracted.
2. Click Control Panel -> administration tools -> Internet information Services (11S) manager

In the iis manager right click the "default website" select "Deploy" and "Import Application.
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1. On next screen select the package zip file from step 1.


http://support.microsoft.com/default.aspx?scid=kb;EN-US;325093
http://support.microsoft.com/default.aspx?scid=kb;EN-US;325093
http://www.microsoft.com/en-ca/download/details.aspx?id=40779
http://www.iis.net/downloads/microsoft/web-deploy

5_j Select the Package

Specify the location of the package (for example, C:\WebApplication.zip).
Package path:

D:\Deploy\ TnAWebApp.zip Browse...

1. Click next until the "Application Package Information" form appears.

2. First enter the application path. This parameter will be used in the url to open the webpage. For example when "Application Path" is set to
"TnAWebApp" and the iis server is: "mycompany.com” , then the url to open the application would be:"mycompany.com/tnawebapp"

3. On Sql server field enter SQL Server name and instance. For example: "sqglserver\akm"

SQI server name can be found on clarity database options. Copy and paste the value of "Database server location"

Welcome to Clarity

Please enter login name and password:
Login: BUPETVISOT

Password:

| Database options |

®_ Database setup - =

Basic || Advanced |

Database server |ucatmE50L5ERVEmAKM| I -

Test connection

Leogin: supervisor

R —— | Testconnection |

| Sawe | | Cancel | | ? Help |

1. Enter the sql server sa password. This is required only if the password has been changed from the paymate default password.
If the password is still blank then leave the password fields blank and proceed to next parameter.

1. Mail server is the smtp mail server which is used to send the emails from. This could be obtained from the email provider.
2. Enter the email address which the notification emails will be sent from as well



a Enter Application Package Information

Enter information that is required to install this package:

Application Path
Full site path where you want to install your application (for example, Default Web Site/Application).

Default Web Site/

Sql Server
Please the 5ql Server followed by instance name(eg. sglserveriakm):

Database Password

Password: Confirm password:

Password for the sa username. PLease leave the password BLANK to use the defaul Paymate password.

Mail Server (SMTP)
Please provide the smtp mail server address:

Send email address
Please the email address which email will be sent from:

| Previous | | Next | Finish

Cancel

1. Click next and finish on next screen to finalize the installation
2. a) Open the IIS manager



b) Expand the server on left panel

c) Click on "Application Pools"

d) Right click on "Default application Pool" in the middle panel

e) Click on "Advanced Settings" menu

f) Set the ".NET Framework Version" to v4.0

g) Set the "Enable 32-Bit Applications" to True. (Windows 64 bit operating systems only)
h) Click ok button and close the window

4 (General)

MET Framework Version vd.0

Enable 32-Bit Applications True

Managed Pipeline Mode Integrated
MName DefaultAppPool
Cueue Length 1000

Start Automatically True

Start Mode OnDemand
CPU

Limit (1/1000 of %) o

Limit Action Mohction

Limit Interval (minutes) 5

Processor Affinity Enabled False

Processor Affinity Mask 4294967295
Processor Affinity Mask (84-bit option) 4284967295
Process Maodel

Generate Process Model Event Log Entry

Identity ApplicationPoolldentity
Idle Time-out (minutes) 20

v nooe -

Application setup via web.config file
</ system. veh>

<appSettings>
== User application and configured property settings go here.-->
gl Example; <add key="settingName" value="settingValus"/> -->
<add key="SglConnectionString™ walus="user id=za;data sourcem:ﬂlitial cat,alngpass\mrd= i

<add key="Hail.SmtpServer” value="master' />

<add key="Nail.From" value="artinfartin.cz" />

<add key="Hail.ErrorMailTo" value="jminxBartin.cz"™ />
<add key="RemindFirstTima"™ valus=T22/09/2003 00:10"™ />
<add key="RemindPeriod” value="1.00:00:00" />

<add key="GenerationTime" walue="00:10" />

</appSeccings>
</configuration>

Please note, this configuration is not necessary if the installation was
successful.

Edit configuration file: c:\inetpub\wwwroot\tna\web.config. Application settings can be found in appSettings section.

SqglConnectionString - valid connection string (e.g. data source=localhost; initial catalog=Clarity_CPY; user id=clarity; password=clarity).
Mail.SmtpServer - SMTP server for automatic sending mail from application

Mail.From - sender's email address (automatic mails)

Mail.ErrorMailTo — email address to who we want to send the error messages (e.g. artin@artin.cz)

RemindFirstTime - date and time when first reminders will be sent (e.g. 01/01/2004 00:10)

RemindPeriod - repeat period for reminders (e.g. 1.00:00:00 — 1 day)

GenerationTime - time of day when time entries will be generated (e.g. 08:00)

Configure Clarity functionality for web TnA application



Set TnA defaults in the preferences in the TnA tab. ({*}Setup Preferences)

Preferences o |=E
x

Preferences v
General Structure Employee Payroll Job cost CCa Interfaces
Human resources Time and attendance Reports Server

Approval path

Approve path: |Entered -> approved ( -> paid) v
Reminders

|| Remind missing submission of timesheets

|| Remind waiting timesheets for approval

Default employee for data entry

Default employee: Smith, Harold v

Default time rounding rule

Default round time IN to: 00:10 2 Near v
Default round time OUT to: 00:00 2 Near v
Columns/buttons
i
[] Use button *Add absences’
[ ] show absences in ‘Days’ (Default is Hours)
Restore Defaults Close “? Help

*Approval path options:

EnteredApprovedPaid: Employees and/or managers can enter Time information, managers are required to approve any records before payroll may
process it for payment.

EnteredPaid: All time entered is considered immediately approved and available to payroll for processing.

EnteredSubmittedApprovedPaid: Employees may enter time records that are hidden from the manager until the employee SUBMITS the record for
approval. Managers may create, edit, delete, approve or reject any record that has been submitted. ONLY after approval is the record is available for
processing by payroll.

Rounding Time Rules:

The system can be configured to round the start time (IN) and end times (OUT) of all time entries for the employees. The time is listed to show hours or
minutes, so to round to the quarter (1/4) of an hour you would enter 00:15, half (1/2) hour would be 00:30 and hour would be 01:00.

You can choose to round to the nearest value, previous value or next (round value), here is a few example of how the rules apply:

TIME RULERULEStart ValueNew Value

. 00:15 NEXT08:04 am08:15 am
00:15PREVIOUS08:04 am08:00 am
. 00:15NEARO08:04 am08:00 am

. 00:15NEARO08:09 am08:15 am

. 00:15PREVIOUS08:09 am08:00 am
. 00:15NEXT08:09 am08:15 am

oA WNR

® Set compensation summary in the employee master paycard ({*}Employees Master paycard{*})
O The category assigned here is the category to which the employees regular hourly wages are going to be reported. This category must
be flagged "Used for attendance" in the category setup.



= e =

Employee master paycard |« EE« %
- tame: s, o |

| List | Eamings | Benefits | Taxes | Deductions | Accruals | Balance | Payrol taxes | Compensation summary | Job setup
Basic information
Base wage category: 109 v
o -
Hourly rate: .
Working hours per period:
Pay frequency:
Annual salary:
FTE amount:
Compa ratio:

® Create managers ({*}Setup Managers{*})

Managers CIKI DR S Rk
Numb & Surname First name Status Paygroup Department
003 Holmes Jennifer Active Hourly General
005 Douglas Jack Active Hourly General
006 Peterson Guinevere Active Hourly General
007 Smith Harold Active Management |Secondary
o1 Active Management |General

Cose || P Hep |




® Assign manager to the employees ({*}Employees General information Organization tab{*})

Employee general information = EcR =

Employee general Information W o m|+]|=
Number; |002 Name: West, Marla m| Filter...

List | Basic | Organization payrol | CCQ | Bank | Payroll notepad | HR notepad | Citizenship | User defined

Division i v

Department General v

Location v

Job Title

Position 12 v Level 1w Step: 1w
Manager: Smith, Harold v

ARernate manager Douglas, Jack v

Telephone number: () - Country code Extension:

Cell phone: () - Couniry code:

Pager: () - Country code:

Emait Travis@paymatesoftware.com

Other job related phone numbers

Description 1 Phone 1 () - Ext. 1

Description 2 Phone 2: () - Ext 2

Description 3 Phone 3: () - Ext.

Close ‘¢ Heip

® Work schedule MAY (optional) be defined. ({*}Setup Attendance settings Work schedules{*})

Work schedules

Code:
List = Details | Schedule
Basic information

Code:

Name:;

Grace period
Clock IN before:

Clock IN after:

Default time rounding rule
Default round time IN to:

Default round time OUT to:

Work schedules
Name:
1
WorkSchedule
00:15 : Clock OUT before:
00:15 = Clock OUT after:

00:10 Near

00:00 Near

o

ESRECR

P+ =X
00:15 -
o0:15fp =
v
W
Close ? Help

Employees with assigned work schedules will automatically have their records, upon creation, be set to the time span for the current day.
IE: If an employee create new record and it is Tuesday, their Time record will default to 08:00 to 16:00. The record can be modified to reflect the accurate

start/end times for the employee.

When a lunch break is added for a day the time record will automatically be split into two records after it was saved if the original recorded spanned over

the lunch break.
Example:

John enters a timesheet record from 08:00 and ending at 16:00.
After clicking on save the program breaks the record in two and actually creates

1 record for 08:00 — 13:00
1 record for 13:30 — 16:00



The lunch break automatically being applied.
Breaks 1 and 2 do not apply this function, only the "lunch" break option.

c R
Work schedules w [P =10 %] ‘
Code: 1 Name: WorkSchedule
Day Starttime & Endtime 4 Job centre Cost centre Lunch Lunch start Lunc
Monday 08:00 AM 0400PM |01 INTTPHCATAE O
Tuesday 08:00 AM 04:00 PM 001 INTTPHCATAE ]
Wednezday 08:00 AM 0400PM  |OD1 INTTPHCATAE [l
Thursday 08:00 AM 0400PM |01 INTTPHCATAE [l
Friday 08:00 AM 0400PM  |OD1 INTTPHCATAE |
< >

| Addrecord || Deleterecord |

| Gose || 7 Hew |

® Qvertime rule maiioitionali be defined ii*iSetui Attendance settinri;s Overtime rulesi

Overtime rules w ][ +]=] v | %

Standard
lShndnrd [

Please define the overtime rule in below.

& Day When the rule will be applied hh:mm Overtime category
1|For |Weekday After completed compensation daily hour:| 23:59 |to be paid by |Overtime 1
2|For |Saturday After completed compensation daily hour: 23:59  [to be paid by | Overtime 1
3|For |Sunday After completed compensation daily hour:| 23:59 |to be paid by |Overtime 1
4|For |Weekday After completed compensation weekly ho| 23:59 |to be paid by |Overtime 1
5|For |Weekday After completed compensation weekly ho|23:59 |to be paid by |Overtime 1
6|For |Weekday After completed compensation weekly ho| 23:59 |to be paid by |Overtime 1
Cose || P oo |

*Qvertime rule types

® First hour Worked: All the hours for the selected day are assigned to the overtime category
® After daily hours: Once the employee has worked the number of hours in a day assigned to his/her compensation summary the rest will be

assigned to this overtime category.



® After weekly hours: Once the employee has worked the number of hours in a week assigned to his/her compensation summary the rest will be
assigned to this overtime category.

® After Scheduled hours: If the employee works hours they are not schedule for (schedule required for this to work) the hours will be assigned to
overtime.

Daily and weekly overtime rules can both be applied to the same day policy. However, only REGULAR (IE: Non-overtime hours) are used in the calculation
of overtime for either rule.

® TnA group must be defined ({*}Setup Attendance settings TnA groups{*})

TnA groups =nicH

TnA groups Wl m| = x
List Detail
Basic information
Code: TnA
Name: TnA
Timesheet period type: Bi-weekly v
Timesheeet period start date: 06/02/2014 v
Default start time: 08:00:00 =
Work schedule
Work schedule: 1 v
Auto generate time entries: No v

Overtime settings
Enable overtime
Overtime rule Standard v

Close ¢ Help

® The Timesheet period start date controls the date in which the timesheets are displayed but also is the start DAY (Monday,Tuesday, etc) used for
calculating Weekly overtime.



TnA Employee's information must be checked ({*}Employees TnA information)*

EnEs )
Employee TnA information EEEE v|[x ‘

Number: 007 Name: Smith, Harold
List | Detai
TnA group

Tna group: ’ﬁ v

Overtime settings

[¥] Use TnA group settings
[] Enable overtime

Overtime rule:

Swipe Card Identification

Card Number:

Cose || 7 Hep
® Web users must be set ({*}Setup Security Web users{*})
B, Clarity -=x
Fie Setwp Human resources Empioyees Payrol Time and attendance  Reports Graphs Forms Yearend  Audt Utities Confguration Window Help
Payroll i
{ Select pay period
& atch b cost enres
[ Edit job cost enies
1 Bateh paycards
i Edtpayearde
& Pt payrot el
43 Print cheques and paystubs
i Prit heques regeter
i Print depost register
[ Creste bank fle. & Vet wrers R
1 Post al paycarcs
Web users W m o x
Mumber: 901 Name:  Smith, Harcld P
el
User getass.
¥ b Tna user
Reset password at login
Login: {1
Password =
Fassword canfimaton: -
Securty rghts
Securty grovp: [T web use ]
e f e
‘Setup and configuration
Employee
o Payroll |
Human resources
Time and attendance
Version: 4.22_Usar: supenvior_ Company: Ontario Tealeaf Import Company _ Current employee: Srith, Harold P
Data year: 2010 Selected payrol group: _ Selected pay period: _ Cument tax table:
— T —— T W =




® Payroll categories for the expense types must be created ({*}Setup Payroll settings Payroll categories{*})

&, Clasity

-ax

Fle Setup Human resources Empioyees Payrol Time and attendance Reports Grahs Forms Yearend Audkt Utities Configuration Window Habp

Payroll «

e Select pay period
& Batch b cost entries
= edt job costentries
[ Batch paycards

17 Edt payeards

[l Prmt parcd umal
150 Print cheques and paystubs
a5 Print chesques regiter
g Prnt depost register
[ create barik fie:

114 Post al peycards

Time and attendance

[Op— -ax
Payroll category ™ EHE =X
Categary, Esring Humber: 1050 Name;  Travel
|un 5'"“'[%“‘“

Basic nformation | Subectto
e 1050
C [ Jewogory [wamber [ame
Namg: Travel ¥ T 300 Federsl income tax
Abbezvigtion: Y W Tax 302 Employment insurance
e TR || 7= W o
G 304 Cuibec pension pan
¥ Tax 305 Cubbec incom: tax
¥ Tax W Oataro income tax
B | ® Tax 308 Employee premiam (GPF)
¥/ Shaw on paystub ¥ Payoblax 03 Emokyer promum(QPP-ER)
v Detaut b2 new employee ¥ dcousl SO0 Vacalion pay
Tax a5 baws ¥ Acousl 801 Sickpoy
¥[Weed for job costing
1| used for payred guick entry
Used for atiendance
| Selectal Unseiectal |
Dugicats | come T |

-

Varsion: 4.22  Usar: supenvisor  Company: Ontario Tealeaf Import Company  Current employea: Smith, Harald P

Data year: 2010 Selected payrol group:  Selected pay period:  Cument, tax table:
— p— ~ el

i

Expense type must be defined. ({*}Setup Attendance settings Expense types{*}
0, Clarty fax
Fle Setup Human resources Emplovees Payrol Tme and attendance Reports Graphs Fomms Yearend  AudR Utities Confguration Window Helb
Payroll «
¢ | @, Expense types -=x
5 it job costentres Expense types W w o = e
i Batch paycards. ;lhl‘
i Edt paveards
8 Pt porl uamst o T
58 Print cheques and paystubs =
B Pt chemes regater e
Fyvm— —
[l creste ban fie: Tax trackng:
142 Post al payearcs.
' =gl
=)l [ ] /
[r———
o T—
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Human resaurces
Time and attendance

Varsion: 4.22_Usar: superveor_Company: Ontasio Tealeaf Irport Company _ Current emphoyee: Smith, Harold P

Data year: 2010 _Selected payol group: _ Selected pay perod: _Cuent tax tabie:
T e— T =




5bsence type must be created. ({*}Setup Absence types{*})

Flo Setup  Mumen resmurces Employaes Payiol Temeand attendance Reports Graphs Foms Yearend  AUSE Ubiies Confouration Window Heb.
Payroll «

5 st job cont entres.

8 patcn payearcs

[ [P |

Version: 4.22. - Ontario Teaies! Current mpkvee:

Company:
D3t year: 2010 _selected payrol group:_Selected pay perod: _Cument tax tabi:
e P et Y =

8, clrey

Flo Satup Humon resources Employaes Payiol Tme and attendance Reports Graphs Fomne Yearend  Audk Utities Confquration Window Heb
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0 aten paycarcs
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[ Pt ool s

CrME =X
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-

g deprege

) creste bt fie.
i postal poyers

Parl categry a2
Bz
Mo ragebrebalce

Carry forwand the balance to foorwig year
Acply it on belance caried forwerd

-l iy s Fayrl categry :

0000

Acd aegory |

[ome |[Tow]

Version: 4.22 Usar: superveor _ Compary: Ontario Teaeaf Import Company _ Curent employee:

Data year: 2010 Sekected payrol group: _ Selected pay period: _ Cument tax tabe:
W el ol oW W

Long term absence type must be created. ({*}Setup Absence types{*})
& Coer

Fle Setwp Human resources Employees Payiol Time and attendance  Reports Graphs Fomms Yearend  AUCK Uties Configuraton Window Help

Payroll
€0 Select pay period

&5 Baten 100 cost entries.
= Edit job cost entries.

T —

‘Abwtrwi

8 e checues and paystubs: cose: 00 Hame:

B Prnt chacues regiies =

2 Pt depoot reciter et

2 Create bank e - =

28 Post af payeares — Lonsasaencaivpe

oo [ Puer |




* Employee entittements must be set ({*}Human resources Absence Absence entitlements{*})

&, Clarity

Fle Setup  Huran resources Employees Payrol Time and attendance Reports Graphs Forms Yearend  Audk Utitties Configuration Window Help

Payroll «

e Select pay periad
= Batch job cost antries
S Edit job cost entries
L Batch paycards

(1 Edit payeards

[l Print payrol journal

g Print cheques and paystubs

i Print cheques regster
g Print depost regter
[l creste banik fie
1 Post al paycards

Time and attendance

W, sbsence entitlernents

Absence entitlements

Wumber: 001 Wame:  Smith, Harold P

|absence type ] start date ] |cosed  [vear
vz 1112010 12312010 Ho 2010
Show settiements for: &l open - | Addsbsence | Delete abasnce |
Entitlements summary
| Entiied [Taken  [calc_remaning unt ]

|
40.0000

|
Emaﬁon paid | 0.0000

0.0000 0.0000 40.0000 Howrs

Version: 4.22  User: supervisor  Company: Ontario Tealeaf Import Company  Current employae:

Data year: 2000 Selected payrol group:  Selected pay penod:  Cument tax table:
e B e B

® Absence planning could be set ({*}Human resources Absence Absence planning)*

&, Clarity

Fie Setup Human resources Employees Payrol Time and attendance Reports Graphs Forms Yearend Audt Utities Configuration Window Help
Payroll «

e Select pay period

S Batch job cost entries
S Edit job cost enries
1 Batch paycards

[P Edit payeards

[ Privt payrol journal
P48 Print cheques and paystubs.
Wkl Print cheques register
g Frint depost regster
[ Create bank fie

1 Post al paycards

Time and attendance

@, ibsence planning -ax
Absence planning MoA4 r B = v X
Wumber: 001 Name:  Sméh, Harokd P |
Employees | Dutad 80| Attachments.
nsance ype |Panned from |Pannea 10 ]
vac 017252010 [T
Add recard | Delterecort
Close | 7 Hep

Version: 4,22 Usar; supervisor  Company: Ontario Tealeaf Import Company  Current employee:

Data year: 2010  Selected payrol group:  Selected pay period:  Cument tax table:
— B e B

® Company calendar and weekends should be set ({*})Company Holiday calendar{*})




Calendar Year: Date Description  Year A
2018 % 1 01/01/2016 | New year 2016
Select Holiday Date 2 02152016 Famiyday 2016
| v/ 3 032502016  Good friday 2016
R 4  05M6/2016 Victoriaday 2016
| | 5 07/01/2016 Canadaday 2016
6 080172016 Civic day 2016
7  09/052016 Labourday 2016
8 101072016 Thanks giving 2016
9  12/25/2016  Christmas 2016 v
Weekly days off
Sunday [ |Tuesday [] Thursday Saturday
[] Monday [ ] Wednesday [ Friday
| oK || cCancel P Hep

® Rejection reasons must be created. ({*}Setup Reasons Rejections{*})

8, Claity

Fle Setup  Human resources Employees Payrol Time and attendance Reports Graphs Fomms Yearend  Audk Utities Configuration Window Help

U R

s Scectpoy poiod
& 5atch ob cost entries
5 Editjob cost enries.

il Batch paycards
i Edt paycards

[ Frnt parol jurmal
g Print cheques and paystubs

i rint s registes
it Prnt depost regster
[ create bank fie
14 Post ol paycards

[ome |[Fue |

Human resaurces
Time and attendance

Version: 4.2 User; supervisor Company: Ontario Tealeaf Import Company _ Current employee:

Data year: 2010 _Selected payrol group: _ Selected pay period: _Curent tax table:
— e — el

Now you can start the web TnA application!
http://<server address>/<virtual directory name>
*e.g. http://localhost/tha*


http://localhost/tna*
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