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NELCO WebTimeClock at First Glance:

NELCO WebTimeClock works like many standard and traditional time clock systems, except
it will not cost you $5,000 to setup, you do not have to maintain software, and if your
employees can get to the internet then they can access it. Your employees use NELCO
WebTimeClock just as they would any time clock. They can punch in and out, log their
lunches, and their breaks if you want. The NELCO WebTimeClock has been designed to be
as simple or as complex as you desire. This guide will walk you through the main functions
that you will need and there is a handy reference for your convenience that covers all of the
pages and options available.

-1-—
www.goNELCO.com



\fw@

T he”E Companies
aw HUMAN. Resources.
Table of Contents

How to get your company setup on NELCO WebTimeCIoCK:...........cceevviieiiiiiiiiiiiinieeeenn, 4
How to submit your payroll with NELCO WebTimeCIockK: ..........cooovviiiiiiiieiiiieeieecee e 4
How to add payroll hours to an emMPIOYEE: ...........uuuuiiiiiiiiiiiiiiii e 4
How to add Paid Time Off: ... e 4
How to add Holiday Paid Time Off for everyone at ONCe: ..............uuuuuieiiiimiiiiiiiiiiiiiiiiinnnnns 5
How to edit and delete PUNCRES: ........ooooiiiiie e 5
HOW 0 VIEW the NOTES: ... et e e e et e e e e e e e e eenann e e e e eeeees 5
How to change an employee’s PassSWOrd:...........ccooiviiiiiiiiiiii e 5
How to change an employee’s Default Task: ..o 5
How to setup a Registration COAE: .........ooovuiiiiiii i e e 6
L EMPIOYEE USEI: .. e 7
A. PUNCH IN/PUNCH QUL ...ttt 7
B. LUNCH INJLUNCH OUL ...ttt e e e et s e e e e e e e e e eannnaeeeeeeees 7
C. Out On Break/Back From Bre@k...... ... s 7
D 2o [0 = Ao = P 7
B 1= =T o o 7
F. PAY PEIIOUS ...ttt 7
[I. COMPULEr REQISIIALION.......uuiiii i e et s e e e e e e e e et e e e e e e e eeeerannannas 8
N O[T o A @ T [ 8
I R LT o 1S3 (= Lo I o o = OO 8
C. NAIME TOF COMPULET ...t 8
D 2 o Tox= U1 Lo o T N1 TS T o = 8
] (=] (=] o = PO 9
L ADMINISTEALION ..o 9
CRANGE 10 CHENL ...ttt e e e e e e e e e e tt e e e e e e e eeeees 9
N =Y o )| 0 1LY A I o 9
oV =T 100 KPP 9
1= = Y 9
Yo (N = YT TRTRU 9
B. REPOIMS HOW T 0. ittt e et et e et e e et e e e e e e ean s 10
APProaching OT REPOIT......ccooiiiiiiiiiie et e e e e et e e e e e e e e eeaeaan s 10
I (ST = = VLI = Lo 10
C. EMPIOYEES HOW TO: ...ttt e e e e et e ettt e e e e e e e e e eatban e e e e e e eeeeenes 11
Yo Lo I =1 0] ] [0 V7= 3 11
o | TSSO UUUURURUUUURURRR 11
D. PAy CYCIES HOW TO: .ouiiuiiiiieeieiiiieiiie e e e ettt e e e e e e e e e e s s e e e e e e e e e e taan e e e e e e eeeeensannnnnes 12
PAY CYCIES ..t a e e e e et 12
oY Y 10T 12
E. SEtliNGS HOW TO: ittt e e e e e e ettt e e e e e e e e eeannnn s 13
0 11 T 11 T 13
WEEKIY OT STAI ...ceeiiiiiiii ettt e e e e e e e e et b e e e e e e e e e eaeannaa s 13
D= 11 N S - o 13
[Tl o I 0 T o TSP 13
Break PUNCR ... .. 13

www.goNELCO.com



X"IELGO Companies

HUMAN. Resources.

REGISTEN COMPULETS ...ttt 14
DEfAUIL TIME ZONE ... .uiiiiiiiiiiiiiiiii e 14
PUNCR LIST (EE) ...ttt 14
oY (0] | B 1Y/ o = 14
(LT g I8 =T o U RSP 14
o [ 01T N 01T T | 14
AULO PUNCR LOGOUL ...ttt 14
F. Registration CoAES HOW TO: ....cuuuiiiiiii i e e e et s e e e e e e e e e anraan s 15
REQISIIATION COUR.... .ttt 15
) £ L LU PP PPPPPTT 15
EXPIFALION DALE ... 15
IMIBX USES .ttt ettt e ettt e e e e et e e e e e e et e e e e e enn e e eeenann 15
0 LY @ 11 | L PSP 15
o | PP UUUUUURUSUURRRURRR 15
o117 (= O 15
o [ P 15
-3-—

www.goNELCO.com



XyeLco:

The ME Companies
aw

HUMAN. Resources.
How to get your company setup on NELCO WebTimeClock:

1. Contact NELCO.

2. Once the setup is completed click the “Admin Login” link on the main NELCO
WebTimeClock page.

3. Login with your email address and password

4. Note the number next to the name of your company in the “Change to Client”
dropdown box. This is your Client ID that you will need to give to your employees.

5. Inform your employees of your Client ID and let them know that their password will be
their first initial, last initial, and last four digits of their social security number.
Example: ab1234

How to submit your payroll with NELCO WebTimeClock:

When it is time to report your payroll to NELCO, after reviewing and editing any needed
changes to the payroll, you will then send it to WebTime. WebTime is where you can add any
special types of pay such as commissions and bonuses.

1. Click on the Pay Cycles link in the navigation menu. If you have more than one pay
cycle click select on the pay cycle that you want to submit. This will bring up that pay
cycle’s pay periods below.

Find the Pay Period you want to submit.

Click the submit button. Please note, it will not submit if there are any Missed Punches
on the Payroll link in the navigation menu. You will need to edit the missed punches
before submitting. This is to ensure that the correct time is sent to NELCO.

Login to WebTime.

Review and add any special pay.

Submit the finished payroll.

w N
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How to add payroll hours to an employee:

From the “Payroll” page, find the last name of the person that you need to add payroll hours
to. Click on the “Clock” icon located below the last name of the employee that you wish to edit
the hours of. A new window will open with an “In” and an “Out” punch table. From here you
may add in and/or out punches for all three types of punches: punch, lunch, and breaks.

How to add Paid Time Off:

From the “Payroll” page, find the last name of the person that you need to add paid time off
(PTO) hours to. Click on the small clock with the green plus sign, it is middle icon under the
last name. A new window will open with an “Earning Type” drop down, “Hours : Minutes”
textbox entries, “Date” dropdown, “Department” and “Task” dropdown. Fill in the “Hours :
Minutes” textboxes, and then select the other options that fit your need and click “Submit”.
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How to add Holiday Paid Time Off for everyone at once:

From the “Payroll” page, click on the “Add Paid Time Off” button at the bottom of the page in
the “Legend” box. A new window will open with a “Employee Name” dropdown box. Click on
the down arrow and scroll to the end of the list and select either “All Active EES”, “All Full
Time EEs”, or “All Part Time EEs”. Select “Holiday” from “Earning Type”, select the date, and
submit.

How to edit and delete punches:

From the “Payroll” page click on the Punch or the Missed Punch to edit it. This will open both
the In and Out punch in that row. You can make your changes or select the delete option.
Then click Submit to save your changes.

How to view the Notes:

From the “Payroll” page if an employee has entered a note, you will see it in blue under the
Note column. You can click on it to view and edit it. There are two text fields. One is the
Employee Viewable Note. You can add/edit/delete this information and the employee will see
it. The other is the Admin Only Note. The employee cannot see this field. This is for the
admin to use and share information. There is a field called completed that you can check.
This will change the Note column to a grey so you know you have already handled it, but you
can always go back to it and see what it was. Or you can delete the note, please note that if
you delete a note there is no way to retrieve it. Only delete a note if you are sure you will
never need it again.

You can add a note to an employee by clicking the pencil-note icon under that person’s last
name. Or you can add on by clicking the “Add Note” button in the Legend.

How to change an employee’s Password:

Click on the Employees link in the navigation menu. Click “Edit” for the employee that you
wish to change the password for. Edit the “EE PWD” box and click update.

How to change an employee’s Default Task:

Click on the Employees link in the navigation menu. Click edit for the employee that you wish
to change the default task for. Edit the Default Task box and click update.
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How to setup a Registration Code:

From the “Registration Codes” page you can create registration codes to register computers.

1. Enterin a alpha-numeric code that you wish to use.

2. Select an expiration date. That way if you want to give someone a registration code
and expect them to use it by a curtain day you can have that code expire by that date.
If someone uses the code before the expiration date, their computers will still be
registered after the code has expired. It just means the code has been expired and
can no longer be used to register any more computers. This field is not required.

3. Enter the Max Uses. This is good in two ways. You may create one with a large
amount of Max Uses that you will always use when you go around registering
computers. But you may want someone at a remote location to set one up for you
there. You can create another registration code and limit the Max Uses to one. That
way they can use it for that computer and not be able to take it home and register
another computer there.

4. Click Add.

If you decide that you do not want to your employees to have to register their computers, you
can deactivate a registration code any time you wish.

Below the Registration Codes, you will see the computers that were registered by your
employees. You can edit the row and change the name of the computer or Time Zone. You
can also deactivate any particular computers’ registration. That will make it so they can no
longer log in to WebTimeClock from that computer.
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I. Employee User:

A. Punch In/Punch Out

To clock in/out for the work day the click the appropriate punch image.

B. Lunch In/Lunch Out

To clock out/in for lunch select the appropriate lunch image.

C. Out On Break/Back From Break

When taking a break click the appropriate break image. Breaks may or may not be paid, please ask your
supervisor.

D. Add a Note

If you miss a punch you can add a note for the administrator by clicking on the notebook icon in the far right
column of the punch view table. The link will open a pop up window with a text area for you to add your note.
After adding your note, please click save, or cancel if you do not wish to add a note.

E. Legend

The legend will help explain the meaning of the colors, and letters in the punch view area.

F. Pay Periods

You may select a previous pay period to view your history of punches. When you select another pay period,
the detail will be displayed in the punch view area.
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[I. Computer Registration

If the company chooses to do so it may activate the "Computer Registration" option in the administrators section
of WebTimeClock. "Computer Registration" helps prevent time clock fraud by allowing only registered
computers to login.

A. Client Code

The "Client Code" is a number assigned to the company account.

B. Registration Code

The "Registration Code" is an alphanumeric code given to the user by the administrator of the company's
WebTimeClock account.

C. Name for Computer

The "Name for Computer" field is for the user to fill in. Examples: John's Computer, John's Home Computer,
Accounting01, etc.

D. Location Time Zone
The "Location Time Zone" option is so that the user may select what timezone that they are in.
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[I. Administration

Change to client

If you have more than one account with NELCO you will be able to select the appropriate company by using
this drop down box.

A. Payroll How To:

From the Payroll page you can add, edit, and delete punches or notes.

To save space on this page, you will notice three options with a +/- sign next to each. The +/- signs are an
open and close button. By default, the "Pay Period" section is open. "Filter By" and "Sort By" are closed.

Pay Periods

The "Pay Period" drop down is where the administrator can select the desired pay period to review. If the
company has more than one pay cycle then the "Pay Cycle" drop down list is where the administrator may
select the appropriate group of employees.

Filter By
You may filter by department or by employee.

Sort By

The "Sort By" drop down box has four option types: EE (Employee) First Name, EE Last Name,
Department, and Task. With each option type you may sort by ascending or descending. Ascending is the
standard way to sort and therefore is simply marked with the option. Descending options are followed by
"desc".
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B. Reports How To:

Approaching OT Report

The "Approaching OT Report" allows administrators to take a proactive approach to the management of
overtime. Administrators may view which of their employees are coming close to reaching overtime.

Snap Shot Date
The "Snap Shot Date" is the date which you want to set as the end date for the report.

Minimum Hours/Minutes

The "Minimum Hours/Minutes" field allows administrators to set the minimum amount of time to be
considered for coming close to overtime.

Pay Period

Administrators may also view a history of overtime by selecting a previous pay period.

Sort By

The "Approaching OT Report" may be sorted by employee's last name (EE Last) or departments.
Time Detail Report
The "Time Detail Report" gives the administrator a snapshot of the employees hours in a printable format.

Time Type

The "Time Type" drop down box allows administrators to select military time or standard time (HH:MM)
formats.

Sort By
The "Time Detail Report" may be sorted by employee's last name (EE Last) or departments.

Pay Period
Administrators may also view a history of overtime by selecting a previous pay period.

Show Notes
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The "Show Notes" option allows administrators to choose to have or not to have the payroll notes included
on the report.

A= "
|

”El m.ﬁ‘umpaﬂfﬂ's i
#.D'ﬂ.li' Rf;n.- |'|"l ¥ - - = =

Howe Payrall Beparts Employers Pay Cyeles Settings  Registration Codes Logout

[ Client : Demo Clisnt Changs te Chent ;| Dema Chent (2904) % [G2) ]
Employee Maintenance |_addEmployes_ |

lmat Manve  Fest Heme 558 Fay Type Stabes FP Tens [0 PWD Default Dept  Default Task
RO JOH 5 F JB000%  Front Edik
Brown Juree & » G000 Qutinde 58 Edit
B B - F ED1000 Fronk Edie
oe sk M, 1 W & r IDD001  Froat fde
KMaM am i & L 0002 Outside 54 Edit
JOMES BOEE ol H & F BYI030 Fronk LOCATION # Edia
MES 1Y - F JICaOi0 Tuisude 58 Edin
EMITH ALKE E0D0O00DE & F YEOO0E  Outsids S5 Edit

C. Employees How To:

Add Employee

The "Add Employee" button will open a new hire form so that you may report your new employee before
they start working so that they will be covered under your workers' compensation policy. By submitting the
new employee from within WebTimeClock, the new employee will be able to utilize WebTimeClock
immediately and you will not need to log into easyAccess to do it.

Edit
By clicking the "edit" link the administrator may change the password for the employee and the default task.
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D. Pay Cycles How To:

Pay Cycles
Select

If you have more than one pay cycle with your NELCO account, by selecting the item under "Pay Cycles"

it will display only the pay periods of that pay cycle.

Pay Periods
Submit

By clicking submit under "Pay Periods" administrators can submit the payroll hours to WebTime where
they can then enter any commissions or other types of pay.
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Punch Selection

E. Settings How To:
Rounding
Rounding is not editable.

Weekly OT Start
Administrators can also set when overtime starts for the week.

Daily OT Start
A daily overtime setting is available for companies which allow overtime pay on a daily basis.
Lunch Punch

The "Lunch Punch" option allows administrators to use or not use the lunch punch, and set paid or unpaid
lunch.

Break Punch

The "Break Punch" option is similar to the "Lunch Punch" option. Administrators can set it to be used or not
used and paid or not paid.
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Register Computers

The "Register Computers" option allows the administrator to require that any computer using the
WebTimeClock must be registered with the system.

Default Time Zone

The administrator has the ability to select a "Default Time Zone".

Punch List (EE)

The "Punch List(EE)" option allows administrators to block the punch list from users view or to be hidden by
default. When it is hidden the user may open it up by clicking on a view link.

Payroll Type

The "Payroll Type" option is for setting the company to regular or departmental payroll which is not editable.

User Timeout

The "User Timeout" option allows administrators to set an automatic timeout if the user forgets to log out
when they walk away from their computer.

Admin Timeout

The "Admin Timeout" option allows administrators to set an automatic timeout if they forget to log out when
they walk away from their computer.

Auto Punch Logout

The "Auto Punch Logout" allows administrators to automatically logout users after they click their punch
selection.
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F. Registration Codes How To:

Registration Code

The "Registration Code" is a group of alphanumeric characters which the administrator can create for users
to register their computers for being authorized to use WebTimeClock. This option is available to deter
possible abuses of the system.

Status

The status column displays if the code has been terminated (T) or is active (A). A code will be terminated
once it is used up or expired.

Expiration Date

The "Expiration Date" is the date which the registration code will end being active. Once a code is no longer
active, it cannot be used to register any more computers.

Max Uses
The "Max Uses" column displays the total number of times that a code may be used to register a computer.

Use Count

The "Use Count" field displays the total number of computers which have used the registration code.
Edit

The "Edit" link allows administrators to edit the registration code details.

Activate
The "Activate" link allows administrators to active a particular code.

Add

Administrators may add new registration codes by filling out the blank textboxes below their respective
column headings and clicking the "Add" button.
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