TIMETRAK

CONFIGURATION QUESTIONNAIRE

Company Name: 

Address:


City:
                             State:
                      Zip:    


Phone #:                                                                   Fax #:

Contact:

CLOCK FUNCTIONS

Do you wish to view Total Hours Worked?                                    Yes                       No

Do you wish to perform any Functions at the clock?
Yes                      No


(Ex: Job/Dept. Transfers, Add-Delete Punches, Enter Time Card

       Adjustments, Enter Tips, etc.)

 

Describe Functions:
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HOUR TYPE SETUP

                                  COUNTS

                                                                                                      TOWARD

         PAYCODE    :            DESC           :            MULT          :               OT                      

EX:   REG               :
 REGULAR       :             1.00             :             BTH     

         OT                  :      OVERTIME      :             1.50             :             BTH             
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PAY RULES

Class Code: 
   Description:  

  (Ex: FT, PT)
(Ex: Full Time Employees, Part Time Employees)

Pay Period Type: 
                         Start Day:

                                     (Weekly, Bi-Weekly)                                      (Sunday – Saturday)

Standard Start of Day:                     23:59
Other

Accounting Unit: 

Ex: Quarter Hr. = 15 / 30 / 45 / 60 min.,  Tenth Hr. = 6 / 12 / 18 / 24 / 30 etc. min.


Schedule Rotation: 
                None                N-C                      N-C-N  
     All

Callback and Standby Rules: 

GRACE / EXCEPTION PERIODS

S=Schedule
F=Forward
B=Backward
N=Nearest

                                GRACE MINUTES                               EXCEPTION ROUNDING


EARLY          LATE                               EARLY                 LATE

In for Day

                                                                S  F  B  N            S  F  B  N 

Out for Day
S  F  B  N  

S  F  B  N




Lunch                                                                                         S  F  B  N             S  F  B  N 

** Please explain any rounding and / or grace period policies not referenced above:





     Please define Premium Day Pay Rules: 

OVERTIME

Daily Overtime is calculated after:                       




hours worked.


Daily Doubletime is calculated after:                                                     

hours worked.

Weekly overtime is calculated after:                                                            
hours worked.

Weekly Doubletime is calculated after:                                                                     hours worked.

*Please use a separate sheet for each Pay Rule.
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EMPLOYEE MEAL / BREAK RULES

LUNCH:

Do employees take lunch?                                                                Yes                     No           

If employees take lunch, will they be punching?                             Yes  
            No  

Is lunch paid?                                                                                   Yes 
            No


Length of lunch:                                                                                                  Minutes



If punched, length SHORTER than full lunch:

How is this handled?  





If punched length LONGER than full lunch:

How is this handled?  

Automatically deduct lunch if no punch exists?                              Yes    

No

After how many hours worked?
                                                                            Hours

Does this rule apply for each day?                                                   Yes    
              No

If no, explain:  

BREAK:

Do employees take break?                                                                Yes                     No           

If employees take break, will they be punching?                             Yes  
            No  

Is break paid?                                                                                   Yes 
            No


Length of break:                                                                                                  Minutes



If punched, length SHORTER than full break:

How is this handled?  





If punched length LONGER than full break:

How is this handled?  

Automatically deduct break if no punch exists?                              Yes    

No

After how many hours worked?
                                                                            Hours

Does this rule apply for each day?                                                   Yes    
              No

If no, explain:  

** Please explain any lunch and / or break rules not referenced above.
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SCHEDULING

Do schedules stay the same from week to week?                                       Yes                 No

Schedule rotation:                   N-C
           N-C-N                     All                  None

      Number of weeks rotating:   


Callback and standby rules:


Will Standard Schedules be used?                                                             Yes                 No

Please detail standard schedules:

        Start            Stop               Lunch              Start               Stop                 Lunch  



Will Assumed Schedules be used?
            Yes                 No

Please detail assumed schedules.



** Please explain any scheduling information not listed above.
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HOLIDAYS

Holiday benefit hours will be paid at              hours / day.

Hours worked on Holiday will be paid at what rate? _________  

Hours worked on a Holiday exceeding               hours will be paid at what rate? _________  
Explain Holiday eligibility rules:


List Holidays and Dates:

    HOLIDAY


DATE


HOLIDAY
 
  DATE











** Please explain any Holiday rules not referenced above.
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JOB CLASS MASTER LIST

	Job
	Description
	Diff Type
	1
	2
	3
	4
	5

	    EX:  00001
	Software support
	Flat Rate
	1.00
	1.50
	1.75
	
	

	    00002
	Management
	Percentage
	.07
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DEPARTMENT MASTER LIST

	            Department #
	                                  Department Name

	EX:       1000
	Service Support
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COST CENTER MASTER LIST

	                      Cost Center #
	                       Cost Center Name

	EX:          0001
	Customer service

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	

	15.
	

	16.
	

	17.
	

	18.
	

	19.
	

	20.
	


TIMETRAK







                     Page 9

SHIFT PREMIUMS

Do you have multiple shifts?




               Yes                 No

If yes, is a Shift Premium paid? 


                                         Yes                 No

Do employees work multiple shifts?
                Yes                 No

If yes, could their schedule encompass more 

     than one shift in one day?
                Yes                 No

Are there a minimum number of hours to be worked

     to qualify for shift differential?                                                                Yes                 No

If yes, what are the qualifiers?                                                                
If an employee works into another shift are they

      eligible for the new shift differential?                                                    Yes                 No

If yes, is there a change in their overtime rate?                                            Yes                 No

What days does the shift differential apply?                                                 All                 Mon

                                                                                                                       Tue                Wed

                                                                                                                       Thu                Fri

                                                                                                                       Sat                Sun


Please list shifts:

Start                      Stop                    Diff                       Start                      Stop                     Diff


** Please explain any Shift Rules not referenced above.
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RATES

Are rates determined on an individual basis or by job with predetermined

 compensation levels for seniority?  

	                                    Shift Differentials

	Description
	Base rate
	1
	2
	3
	4
	5
	6
	7
	8

	EX:  Tele     Operator
	$10.00
	.00
	.50
	1.00
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PAYROLL

1. Interfacing with a payroll system




           Yes                 No

If yes, which type of system:

            Payroll Service




Service Name: 










Contact Name:




                                                                               Telephone #:






In-House Payroll



Software: 




  





       PC Based             Mainframe Based


2. Transfer Bulk Hours or Distributed Labor Hours?

            Bulk      
  (EX: all regular, overtime, etc., hours worked)

            Dist.         (EX: regular, overtime, etc., hours worked within

                                      different department or job codes)
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Histrak Questionnaire

Hour Types

	Code
	
	
	
	
	

	Description
	
	
	
	
	

	Type of Year
	
	
	
	
	

	Yr to Accrue

       For 

This or Next
	
	
	
	
	

	Accrue during

Orientation:

    Y or N
	
	
	
	
	

	Update Period

Hr, Day, P.P.,

Month, Year
	
	
	
	
	

	Min. 

Days Work
	
	
	
	
	

	Min.  

Hrs / Day
	
	
	
	
	

	Year-End 

    Split

This or Next
	
	
	
	
	

	Months Employed
	Hours to
	Pay
	Max 

Accrue.
	Min Carryover
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Note: Additional pages may be needed to define rules for multiple groups. These will be attached to this document.

The above parameters accurately reflect the programming requests of the user. Any conditions, which cannot be met by the program, will be noted by Tempo Systems personnel with an explanation and options for how the conditions will be handled.

Agreed To By:

Customer:

Authorized Project Leader:                                                                                                                                  

Date:

Tempo Systems Account Mgr.: 

Date:   
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