TIMECARD PROGRAM

INTRODUCTION

The Timecard program has been written to supplement CAFAM data entry where the man-
hours spent on a Job and Task are captured by a process of clocking on and clocking off. The
process requires the User to

log-on using their Clock Number
entering their assigned pin number
bar-code scanning or typing the Job no
and scanning or typing the task number

22808

Helpful drop-down screens are provided to search on the Job Number and Tasks open on
that Job.

The process of clocking on to the next Job automatically clocks the User off the previous one.
There is no need to clock off until the end of the day

Users who have not clocked off a Job are barred from clocking on the next day. This
safeguard ensures that the Job/Task is not incorrectly assigned excessive man-hours. The
remedy here is to use the CAFAM program by Editing the Time Card on the Employee to
manually clock him/her off (see screen shot on Page 3)

SETTING-UP

1. Every employee using the program will need to be set-up in the CAFAM program using
TIME JOB > EMPLOYEE DETAILS
Where a Clock Number and Pin No. is assigned

2. In ULTILITIES > SETTINGS & PARAMETERS, turn on “Y” the value BEGIN_END =
Time-Card prompt for 'BEGIN/END' Time so that the real time clock on/off is displayed

3. The Task card validation file for the TimeCard program is automatically created by
CAFAM whenever Tasks are added within OPEN/EDIT JOB No.

4. Fortasks and Worksheets created in ACFT RECS by the Forecast Process, click on the
option “LINK THIS W/SHEET TO BILLING TASK FILE” (see screen shots Page 4 —
Setting Up)

5. ltis recommended that your Job numbers are opened so that Validation of Task is set to
“Y”. You can make this the default setting in Setting and Parameters. This ensures that
both Parts and Time issued to a Job are only issued to a valid Task No.

Please contact us on support@cafam.net for any further information on this program

This program is marketed separately and costs £1,490+vat available only on the full Network
version of CAFAM

Thank You
01JAN2017
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