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Requirements

e Manager SE (Teamworks) or ShopKey Pro SE version 8.4.0.x or higher
0 Service Writers and Technicians are setup in Configurations
=  To see how to setup Service Writers/Technicians Click Here

NOTE: Using Time Manager in a secure manner depends on your Program Security configuration.
If you already have it setup, proceed with the steps below. If you haven’t yet implemented security,
review text / videos here: https://buymitchelll.net/managerhelp/Programsecurity.htm

Overview

e Time Manager is a suite of time management tools that can be customized to each shop.
0 The ‘login’ step provides Time Manager access; then users ‘clock in’ to work as appropriate.
O Employees access login / clocks on shop’s local network with a computer, cellphone or tablet.
e Current Activity dashboard allows owners / managers to see who's clocked in and which technicians
are clocked in on labor jobs.
e Shift Clock allows Service Writers and Technicians to clock in and out for a workday shift.
e Job Clock - Technicians are able to start and pause their time on their assigned labor item(s).
0 When technicians use this feature their clocked time automatically fills the Actual Hours field
in the R.O. for the labor item. Shops can confirm productivity without manual intervention.

NOTE: If Job Clock for Technicians is utilized, shops can use the Technician Time Card screen to pay
techs for labor items completed during a pay period without having to first post those as Invoices.

Time Clock Setup (inside SE)

e To access, click on Configurations menu > select Time Clock Setup.
NOTE: You may also click on Users icon > select Time Clock Setup.
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e Once Time Clock Setup has been selected, the following screen will appear:

Configurations Utilities Inventory  History  Training Videos CRM  Help

5 Time Clock Setup and Administration

Current Activity Current Activity

Currently Clocked-In to Shift 06
Employee Shift Time Cards

MName 4 |Employee Type Total Clocked

Technician Job Time Cards Gray, Ann Service Writer
Ibanez, Irving Technician
Employee Access/Setup PLEASE, SELECT Technician
Redeker, Rich Technician
Riddell, Ricardo Technician
Smith, Tany Service Writer

Settings

Current Technician Activity 0/4 Show Only Active Today @

Mame 4 | Description ‘ Pay Hrs |Clocked|TotaI Jobs ‘ Total Pay Hrs | Total Clocked

Ibanez, Irving
PLEASE, SELECT
Redeker, Rich
Riddell, Ricardo

e Current Activity functions as a dashboard to allow owners / managers to see who’s clocked in for the
work day and also which technicians are currently clocked in on labor jobs in Repair Orders.

NOTE: The Job Clock function is for active Repair Orders only; orders in either the Estimate phase
(unapproved work) or Invoice stage (finished work) are not factored.
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Employee Access/Setup (inside SE)

e Employee Access / Setup is where service advisor and technician usernames and passwords are
managed to access the Shift Clock or Job Clock screens according to their roles in the shop.

0 Name and Position data content is inherited from Manager SE- Technician Setup; any
changes to these values must be made from inside the employee record in Technician Setup.

O Phone 1, Phone 2, Email can be entered/edited by clicking directly into the desired field.

=  Existing phone numbers and/or email addresses entered in Manager SE - Technician
Setup will be displayed. Changes made here update those fields inside Manager SE.
0 Username / Password are required for employees to access Shift Clock or Job Clock screens.
= Passwords are hidden from view by default.
= To view the current password associated with a user select the ‘eye’ icon directly to
the right of the password. To hide once more, select the eye icon again.
o NOTES:

0 If an employee elects not to create credentials here for Time Clock Portal, they will not be
able to log in to access the Shift Clock or Job Clock and associated time card screens on their
mobile devices.

0 The password for Time Clock access is completely different than a password set in Program
Security. It’s strongly recommended to have different passwords for each area.

Time Clock Setup and Administration

— [m] x
Ty Employee Access/Setup
Employee Shift Time Cards Name Position Phone 1 Phone 2 Email Username | Password
Gray, Ann ServiceWriter 555-555-8771 anngray @email. com username Epassword| -
T TGS Ihanez, Irving Technidan 555-555-3445 IrvingIbanez@shop.com Thanezl [TITITITY ay
PLEASE, SELECT Technidan 355-555-_ a
Redeker, Rich Technidan 555-555-_ RichardRedeker @email.com | RichRedeker ETTTTYTYY

%

Riddel, Ricardo Technidan 555-555-2917 RicardoR @email.com RickyR

5

Smith, Tony ServiceWriter 555-555-8790 anthonysmith @shop.com Tonyl

5
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Current Activity (inside SE)

e Current Activity screen provides an overview of current clocked status of employees and technicians.
0 Under Currently Clocked-In to Shift, the following employee information is displayed:
=  Employee Name / Employee Type / Employee Hours
0 The green dot next to the employee’s name indicates that they are Clocked In for their shift.

0 Currently Clocked-In to Shift [top portion of Current Activity screen] in default view:

Time Clock Setup and Administration — [m] x
Current Activity
Currently Clocked-In to Shift 2/ Show Only Currently Clocked-In (@ )
Employee Shift Time Cards
Name a | Employee Type Total Clocked
Technician Job Time Cards Gray, Ann Service Writer
Thanez, Irving Technician
Employee Access/Setup PLEASE, SELECT Technician
@ | Redeker, Rich Technician 00:01
S Riddell, Ricarda Technician
@ | Smith, Tony Service Writer 00:01

0 View can be filtered with Show Only Currently Clocked-In option engaged. (top right corner)
Time Clock Setug mnd dmnahaton - [m] =

Curment Activity

E-'unnmw;ul-m n e iy Curventy O3 (D)

W P, Ruch Tectwican (4
e, Tery B e Wries Bt

0 Under Current Technician Activity, the following work assignment information can be found:
= Name — Technician performing the work
= Description — work being performed [Work Requested]
= Pay Hours — time the technician is being paid for current job
=  Clocked Hours — time the technician has clocked for current job
= Total Jobs — number of jobs the technician has completed so far that day.
= Total Pay Hours — number of hours the technician is being paid so far that day.
= Total Clocked — number of hours the technician has clocked so far that day.
0 Agreen dot next to technician name indicates that they are Clocked In to assigned labor job.

0 Current Technician Activity (bottom portion of Current Activity screen) in default view:

Current Technician Activity 1/4 Show Only Active Today @ |
[ Name | besciption [ Pay Hrs | Clodked | Total Jobs | Total Pay Hrs | Tetal Clocked
Ibanez, Irving
PLEASE, SELECT
@ Redeker, Rich OIL, LUBE, FILTER CHANGE 4
Riddell, Ricardo

0 View can be filtered with Show Only Active Today option engaged. (top right corner)

Current Technician Activity 1/1 Show Only Active Today (D)
[ Name + [Desaiption [ Pay brs | Cladked | Total Jobs | Totel Pay rs | Total Clocked
W Redeker, Rich ©OIL, LUBE, FILTER CHANGE 4 .03
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Employee Shift Time Cards (inside SE)

o Employee Shift Time Card records the total hours clocked for an employee’s shifts.
0 Under the Summary tab, the following employee information is displayed
= Name / Employee Type / Total Hours [per date range]

Forrer Clock Sebup ared Bdmersstrsbion - o o

Employes Shift Tme Card

B |porn, by 3, 20010 b, Mary 1T, 001 | 3 Wk ~

Gowp A | maeriwmg | PLEASE MRLECT | Mededes Bah | Askief Roardo | B, Tony

[Gray, dem Torwa e

P, g Tehveian
PEAS, WLICT Tchsruan
Eodther, Axh Fechrdian
Eudched, i Techwanan
Smilth, Tary Srvicy forvher

0 The Summary tab can be filtered or expanded by using the date range controls provided.
Default period settings include 2 Weeks, 1 Week or 1 Day.

Employes Shift Time Card

® s ) sy

Summary | Gray,Ann | Banerireing | PLEASE SELECT | Rededer,Mieh | Susen, ficarcs | Smits, Tomy

Fama a | fmpicrpes Type Toin Foaary

ﬁﬁ-.w. A Spricn Viriter |
ez, Jrvng Techrsgan

0 To display a detailed breakdown of a specific employee’s shifts, click on that employee’s tab.
Torrea Cleck Setup and Admnntstion - o o
Employee Shift Tims Card
B = oasixh a1, ery 13, 3831 2 ek s

Somenary | Gey, Ane | Beeer bvng | PLEASE SELECT EeSded, Mewde | Gk Tony | TEST, TEST

Boz00

Fotal o
Daie v in ¥ Tiska! Hamgrs
v Mov 7-13 00
¥ 5ot Mov 13, 2021 - - [0 040
Fri, Mow 13, 2921 - e B-00
Thes, baed B1, J0EL s = D00
Whed, b 50, J0FL E = LR
] & Tuw, o ¥, 2921 L5 P - LB
Mo, b 8, PO2I - D00
Sum, bews T, 2001 . . i)
b D3l -6 0000 N
. e, fiow 4, 30T B 00
LI o W 0000
" Tha, W d, 3021 000
£ e, v 3, 2000 03:00
& T v d, 2921 Lo
X Mon, o 1, 2921 L L300

0 Additional Employee Shift Time Card options are shown on the following page.
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0 As with the Summary tab, the selected Employee tab can be filtered or expanded by using
the date range controls provided. Default period settings include 2 Weeks, 1 Week or 1 Day.

0 Anarrow [>] appears to the left of any Date with hours clocked. Clicking this arrow will open
a drop-down that lists the In and Out times recorded for the employee’s shift for that day.
Teme Chontk Setp dnd Aefvarvatration = O X
Emplayee Shift Time Card
B |G, S 1, 200 . by 13, X131 Iiemia -
Raarmsnany | Gray Aan LT ] FLEARE, (LECT Rndechs, Rah B, Rt A, Tosdey | TEST, TEAT

D350

o voury
Giale = s (=] [T P pys—
- How 7-13 a5
2 ol bev 13 321 . . 00
¥ Fr v 1L 2020 00:00
B Thay Naw 11, M o0:00
® W, Mow 10, B . S50
~ I'ﬂ_-l.!w_i:ﬂ!l 125 P a5:0% P o5 o
LE:50 M O2E PM Bl:56 "
3000 M 95100 P ekl L
Mon, Now B, M@l - . 00:00
& Sun, Now 7, 2021 - # 0a:00
. Oct 31 -6 L
L Sal, Yiov &, 0T £0:00
¥ Fr, How 3, 10T 00:00
] Thay, Mo, 2001 G0
fithed,, Mo 3, 2001 . €0:00

0 If deemed necessary (with security permissions), a new shift entry can be manually input by
selecting the “Plus [+] icon directly to the left of that date. Adjust the times accordingly.

Employes Shift Time Card
B |, B H, B0 . b 13, 2 1 ot -

Summary | Gray. dmn Bansy, beisg FLEARL SILECT  Redeber, fich  Bidsl, Bcards frvath, Toary TIAT, TEET

D50k
Totsl Houry

Dale L Ot Takal plassrs
Berv 7 il 03:56
Sal, iowf] A St bmtry = [T
Fro, tioy || Akl Mo St Eriry lor 1P82001 [y
TRl Mosfl  Chaows aan Dty el Tre Craand i red Date 4o Trme ]
ed, Mo | EeoT AN : 00PN H Des0
Tiesh, Riced 15
ox | [Comar ] P -
0320 FM 0580 M arsa x
Man_ Mo B, 01 . 0000
San, Mo 7, 2021 - - o820
Ot 30 - & il
Sat, v 8, 2021 - . [
Fry, ey 3, 2011 . 000
Thay Biow 4, 2001 [t ]
W, Mow 3, 2621 o
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Technician Job Time Cards (inside SE)

o Technician Job Time Cards tracks the total hours worked for a technician’s shift

0 Under the Summary tab, the following technician job information can be found
= Name — Technician performing the work
= Jobs — number of jobs each technician has completed within this date range.
=  Pay Hours — number of hours the technician is being paid within this date range.
= Clocked — time each technician has clocked within this date range.
= Efficiency — productivity measured by comparing technician’s Clocked Hours to the

Pay Hours for the selected date range.
Torrse Cleck Sabup anad Admamisiraben - a =
TR Technician Job Thme Card

e, 0 09, B Tad, g 41 3001 | 2 Weea v Expeni

Emgisyes S Time Cards

Techrcan St Trew Carde Sasmnary By, ving PLEASE, SERICT Redear, Sk Foddall, R wda

e
fopicre kormfrts
5 % E
Letren S | . | ixza  kan
| Sorwr, e 1 % LR A
FLEASE, DT L] 4 ! By
otk B H 5.4 L] L
ekl Gearde 2 L5 L 0

0 The Summary tab can be filtered or expanded by using the date range controls provided.
= Default period settings include 2 Weeks, 1 Week or 1 Day.
0 An Export option (top right corner) is provided to save Summary information in either PDF or
Excel file formats.

0 To display a detailed breakdown of a specific technician’s hours, click on that technician’s tab.

Time Clock Setup and Administration - [m] X
Current Activity Technician Job Time Card
Employee Shift Time Cards B [snfosat 2021 | [sat pecs, 021 | [2Wesis > Tech Recorded Hours
Technician Job Time Cards Summary Ibanez, Irving PLEASE, SELECT Redeker, Rich Riddell, Ricardo
Employee AccessSetup 2 0.90 0.00
JOBS PAY HOURS CLOCKED
Settings
|Enter Description | ‘ Find |
Date/Time w | Description Pay Hours ‘ Clocked | Efficiency Order # Vehicle

~ Nov 28 - 4 2 Jobs 0.90 0.00 0%
Sat, Dec 4, 2021 - - -
Fri, Dec 3, 2021 - -
Thu, Dec 2, 2021 - -
>  Wed, Dec1, 2021 2 Jobs 0.90 0.00 0%
Tue, Nov 30, 2021 - -
Man, Mov 29, 2021 - -
Sun, Nov 28, 2021 - - -
~ Nov 21 - 27 0 Jobs 0.00 0.00 0%
Sat, Nov 27, 2021 - - -
Fri, Nov 26, 2021 - -
Thu, Nov 25, 2021 - -
Wed, Nov 24, 2021 - -
Tue, Nov 23, 2021 - -
Mon, Mov 22, 2021 - -
Sun, Nov 21, 2021 - -

0 Additional Technician Job Time Card options are shown on the following page.
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Selecting a specific technician retains Summary information while also providing the ability to
review the hours this technician clocked per labor item on currently open repair orders. This
can be done by clicking the arrow [<] directly to the left of the selected date.

After selecting the arrow [<] the following additional information will become visible:
= Description (Labor Items)
=  Order # [hyperlink to R.O.]
= Vehicle (Year-Make-Model)

11

Time Clock Setup and Administration - o x

Curpent Activity Technician Job Time Card

Enpioyes Sl Tane Cords & [sun, Mov 21, 2021 | [sat, Dec4, 2021 2 Weeks & T

RV e Summary | banez, Iving | PLEASE, SELECT | Redeker, Rich | Riddell, Ricardo

2 0.90 0.00

Employee Access/Setup

3088 PAY HOURS CLOCKED
= I
Enter Description [ Fnd
Date/Time - | Description PayHours | Clocked | efficiency Order # Vehicle

~ Nov28-4 2 Jobs 0.90 0.00 0% =
Sat, Dec 4, 2021 - -

Fri, Dec 3, 2021

Thu, Dec 2, 2021 = =

~  Wed, Dec1, 2021 2 Jobs 0.90 0.00 0%

02:53 PM A/C Performance test.  0.50 0.00 032165 2010 Chevrolet Traver...
032165 2010 Chevrolet Traver...

02:53 PM Change engine oil and ... 0.40 0.00 -
Tue, Nov 30, 2021 - -
Mon, Nov 29, 2021
Sun, Nov 28, 2021 - - =
0 Jobs 0.00 0.00 0%
Sat, Nov 27, 2021 - - -
Fri, Nov 26, 2021
Thu, Nov 25, 2021 - - =
Wed, Nov 24, 2021
Tue, Nov 23, 2021
Men, Nov 22, 2021 - - -
Sun, Nov 21, 2021 - - % N

Clicking on Order # directly will open the work order in Manager SE to review labor details.

By entering text in the search field (labeled Enter Description) and clicking Find, labor items
on repair orders currently assigned to that technician can be located and reviewed.

As with the Summary tab, the selected Employee tab can be filtered or expanded by using
the date range controls provided.

= Default period settings include 2 Weeks, 1 Week or 1 Day.

The Tech Productivity Report option (upper right corner) can be used to print a report for the
technician labor data within the date range currently selected.



MANAGER SE / SHOPKEY SE - TIME MANAGER

Settings (inside SE)
e The Settings screen controls the main options of Time Manager including its activation.

| Torren Clack fobiap ad Adrranistration - o x
Clarit Auwary Saettings
i (Clock LN Adkrwms: [0 50, 13, 38 13000001 & pot [ 00 - Print Adivess | O Ciode
Evpierrts et Te St ' .
F2 Liaracn St Dl Birirsctes) 1 Prisgyave Sl
Textwacsses b Tiese: Carsdy Evephirpes St T Card

B S St Clach e Eveplrpnes.

Esiirint ACPETERE

Eatfim Gt A wht Wiewang) Tieme Coidd 2 oot
Setirgn

iork ‘Woneic Siart Drp Tundey
Tidwecian Job Chisck

[ Sroe jobiCiodk S Tedmcars

[ ity s ok iy GG T e of Pay Hours o Greste

[ tacke Jokes PMarkesd a Picy Comsmson

] e e P e Pl Ciovssmsiace

0 Time Clock LAN Address controls how users access the Time Clock Portal to log in and gain
access to the Time Manager features enabled.

NOTE: The Port # can be changed if necessary; most shops will not need to touch this. We
recommend this port setting be kept at 9000 for simpler connection and administration.

O Print Address / QR Code provides a scannable QR code that users can scan using their
smartphone or tablet camera to access the Time Clock portal quickly from their devices.

M eBGEDE @

Aand J Auto Service

0 Launch Shift Clock (Browser) at Program Startup opens the Time Clock Portal in a separate
browser window whenever Manager SE software is launched. This setting is per workstation.

MARAIIR

Time Clock

Hi, Rich

(E=L1)

05:40:3
NOTE: If Show Shift Clock for Employees is not engaged, a user would see Job Clock only.

0 Additional Settings options are shown on the following page.
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0 Employee Shift Time Card settings specific to employees using the Time Clock Portal

Show Shift Clock for Employees [checkbox to make available]

Default Date Range when Viewing Time Cards can be set to 1 day, 1 week, or 2
weeks

Work Week Start Day can be set for any day of the week

| Torrsn Clock Setup and Admenatretion - o *

Caavievl Ay

Tertwacsse: b Tiese Carids Erepiapre Soft Tesg Card

Empliyed MormTenp

Setnrgn

Saftings
i Clock LA Ackirgme: [STI0120. 15, 360 130000001 & pot | w000 - Pret ieivesa | L Code

E s St ik (Brcrastens ) 31 Frgran Slarip

F S Sty Chincit o Evepl it
Cotfinit Gt s win Viwor Tt Coli 7 i

Work Wnel: Wiarl Dary Turiay

Ticresnian Jubi Chck
A sreaw dob Ciodk o Tedwecara

[ oty s S ity | 000 T b ol Py ot o Graate

-
[ i S s v Pl vt

0 Technician Job Clock settings specific to technicians using the Time Clock Portal

Show Job Clock for Technicians [checkbox to make available]

Only Show Jobs with [minimum threshold] number of Hours or Greater
Hide Jobs Marked as No Commission (applies filter)

Hide Jobs Marked as Fixed Commission (applies filter)

| Tirrs Clock Satup ancd Adrinatration - O x

Cauvn] APy

Tetwicase b Tieme Cards Erepkirpee TPt Tise Card

Espiiri AcesTeng

Setmrin

Settings
T Clock LA At | Y109 i3, 15,341 '.;n!l 1-:-:-3; B Port e Prwrt djeiress | O Cmde:

) L St ik ot 1 Progras Suebp

EA S Sy i o v pbh
i Copte g whis Vet T Cords 2 el

‘iork, el Waarl Day by

Techeniion Jub Cock
[ Shom 5ok ok for Techruciern

[ Gty Sharm Joba ity | .00 1| e of Pay o o Growie

-
[] i e s e P Compmmmaiey

When Show Job Clock for Technicians option is not enabled, a technician would
instead see a screen lacking any labor job clock details, similar to this:

A

Time Clo

13

ck D

Hi, Rich

o o a8 20 L3 AL

05:55:21
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Time Manager Access/Login (in WEB browser)

e To access and login to the Time Clock Portal from Manager SE initially, select the Users icon and
select Time Clock Login from the following window.

NOTE: Once the Time Clock Portal is opened in the browser on your device, bookmark it for future access.

4 4 s B . 2 -
& © B a iR bk B S &5
W.IL.P. Cucte Mew  Counter P.Os  Inventory Schedule  Fleet Users

Users =

Time Cock Login

Time Clock Sahup

User Preferances

NOTE: Time Clock Setup includes an option to launch the Shift Clock log-on automatically when Manager
SE is opened on a selected workstation PC. Refer back to page 12 for details.

e Once Time Clock Login has been selected a web browser will open the following window, employees
should then enter their Username and Password and click on Login.

MAMAGER SE

Time Clock

Login

14
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Shift Clock In/Out (in WEB browser)

e Once logged into Time Manager, the following ‘Clock into shift?’ window will appear:

Clock into shift?

Vo o oot EaEe . WeAS yows Bl 1o dhadk

e Employees: Selecting Yes will ‘Clock In’ the service writer and provide them with full access to:
o0 Shift Clock
0 Employee Time Card

e Selecting No will not ‘Clock In’ the service writer, instead providing read-only access to:
0 Shift Clock
0 Employee Time Card

Shift Clock Employee Time Card

NOTE: Access to Shift Clock is controlled by Settings options > Show Shift Clock for Employees.

e Technicians: Selecting Yes will ‘Clock In’ the technician and provide them full access to:
0 Shift Clock
0 Job Clock
0 Employee Time Card

o Selecting No will not ‘Clock In’ the technician, instead providing read-only access to:
0 Shift Clock
0 Job Clock
0 Employee Time Card

Shift Clock Job Clock Employee Time Card

NOTE: Access to Job Clock is controlled in Settings > Show Job Clock for Technicians.

15
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Employee Time Card (in WEB browser)

e If useris not a technician, that employee will be able to view their Shift Card for selected date range.
MANAGER SE

Time Clock

Shift Cloc Employee Time Card

o] 2 Weeks -

Total Hours
Nov 07 - Nov 13 43:48
Sat, Nov 13, 2021
Fri. Nov 12, 2021
» Thu, Nov 11, 2021 09:33 AM 09:34 AM 00:01

Wed, Nov 10, 2021

e If useris a technician, they’re able to view both their Shift Card and Job Card for selected date range.
MANAGER SE

Time Clock (RR)

Shift Card Job Car
10/31/2021 a B 2Weeks - Total Hours

Nov 07 - Nov 13 28:22

Sat, Nov 13, 2021

Fri, Nov 12, 2021

¥ Thu, Nov 11, 2021 08:42 AM 09:09 AM 00:27

» Wed, Nov 10, 2021 08:20 AM 0819 Al 23:59

¥ Tue, Nov 9, 2021 12:50 PM 03:00 PM 03:56

Technician Job Card is explained on the following page.
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Technician Job Card (in WEB browser)

Job Card allows technicians to review their completed jobs, including pay hours versus clocked hours.
0 The following information is included for each job listed:
= Description
= Pay Hours
= Clocked Hours
=  Order #
= Vehicle

By using the search field (labeled ‘Enter Number, Vehicle or Description’), only information matching
the word or phrase entered will then be displayed. Dismissing the search term returns full display.

Technician Job Card displays using 1 day, 1 week or 2 weeks defaults. This view can be filtered more
specifically by a selected date range using the Choose a start date / end date controls provided.

MANAGER SE

Time Clock

Shift Clock Job Clock Employee Time Card
Shift Cart Job Card
Choose a start date * Choose a end date *
1002712021 [l 10/27/2021 ] 1 Day v
Total Hours
Enter Number, Vehicle or Description ﬂ
- Pay .
Date Description Clocked Order# Vehicle
Hours
Oct 27 - Oct 27 0.89
« Wed, Oct 27, 2021 095 089

BRAKE DRUM OR ROTOR (REMOVED) - Refinish - Drum,Each

1995 Chevrolet
02:04 PM Additional - [NOTE: Time shown is for 3 inch width or smaller. Foreach  0.25 019 32170

additional inch add .1.] - [DOES NOT include grind hot spots] Hlazes
2008 Ford
07:44 AM AJC system dye test. 07 07 31801 Econoline E350
Super Duty

Technician Job Card is continued on the following page.
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Technician Job Clock (in WEB browser)

e Job Clock provided technicians with the ability to interact with their jobs that are currently open.

MAMAGER SE

Time Clock

Active tems

G O I (O

0 Selecting will allow a user to start the job clock and track hours worked on that job.

0 Selecting i will allow a user to pause a job that will be continued later.

. Q . . . . .
0 Selecting 9 will allow a user to mark that job as complete. This moves it from the Active
Items list to the Completed items section.

0 If atechnician is clocked in on a job, activity will be reflected and visible in Current Activity >
(green dot) in Current Technician Activity. If the technician pauses that job, and another job
is not clocked into, they will no longer reflect job activity. (examples below)

Current Technician Activity 15 Show Only Active Today (@

Name a | Description Pay Hrs | Clocked | Total Jobs | Total Pay Hrs | Total Clocked
& | Charbonneau, Wayne | Clutch Replacement 4 1.05

Johnson, Tina

Kirkpatrick, Ted Clutch Replacement 2.7 1.88 x P 174

McDonnell, Tim

e NOTE: Even when all Active Items are completed, the repair orders and vehicles remain under Repair
Orders section until the repair order’s promised time is reached.
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Program Security (inside SE)

NOTE: Using Time Manager in a secure manner depends on your Program Security configuration.
If you already have it setup, proceed with the steps below. If you haven’t yet implemented security,
review text / videos here: https://buymitchelll.net/managerhelp/Programsecurity.htm

Time Clock options have been added to the list of potential protected areas in Program Security.
0 To access Program Security, select Configurations > Program Security.
= [t will initially display with currently protected areas that require a password.
0 Click on Change Protected Areas to review the full alphabetical list of program areas.

Configurations Utilities Inventory

Program Security Setu k4
Standard Descriptions = "ty b
Standard Tables Users Names
7" Shop Data Setup JANE Add
JOE
Vendor Set
nelor setup TIM Edit
Fleet Vendor Setup YOUR NAME
Inspection Setup Delete
Technicians Setup
Time Clock Setup Select Protected Areas
Scheduler Setup 4 Select Description
Mobile/Device Setup D Markup Costs - OK
[ Text Messaging Setup 0 Online Report Setup
Reports/Printers/Lube Sticker D Parts List Edit | Matrix
End of Day Reports
|:| Payment History - Delete Paymt
Packa & Di t
e |:| Purchase Orders - Delete
Tire Packages
| Purge Estimates
Brake Packages
Lube, Oil, & Filter Packages x
oy j | Change Protected Areas Select All || Select None
Special Maintenance 3

0 Below is the list of the new Time Clock areas to be protected by user passwords.

Protected Areas b4 Each area selected to be a protected
area will prompt for the validation
Master Password -
i _ password when attempting to access
| PASSWORD or select that protected area within
Time Clock.
Select Areas to Protect
Select Description s Password Validation *
C Time Clock - Current Activity - View
¥ro This action requires a password to continue.
O | Time Clock - Employee - Edit Enter your password and select Ok,
] Time Clock - Employes - View
[] | Time Clock - Job Cards - Edit Password | | ox_]
u Tima Clock - Job Cards - View
[] | Time Ciock - Settings - Edit If an invalid® password is entered,
[] | Time Clock - Settings - View the screen will remain grayed out as
[J | Time Clock - Shift Cards - Edit explained in the images shown on
O Time Clock - Shift Cards - View the following page.
FAR invalid = incorrect or a password not

! assigned to access the protected area
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e Example: Entry of invalid Manager SE password results:
0 The Time Clock Setup and Administration window displays dimmed without any data visible
until a valid Manager SE password is entered in the Password Validation window.

Py Geetory  Wstery  Treeeg Vilsss OB Sel

Enh,taﬁ'&ﬁl"ﬁﬁ’@ B O

Ry iy Tchetie T than  lapeeh Ounw  form  Lag Brpas s ocaf iR

Toma {0 Lot wed Aot i

0 When the correct password is entered, the window will display screen options and permit
access as defined in Program Security — Protected Area settings.

o Time Clock Setup and Administration areas with visible results of invalid passwords are listed in the
table below by Time Clock Setup section:

Time Clock Setup and Administration > Password Protected Areas with Failed Password Results

Current Activity Current Activity - info will not display

Shift Cards — Edit = info will show but editing disabled
Shift Cards — View = info will not show [no edit options]

Employee Shift Time Cards

Job Cards - Edit = info will show but editing disabled
Job Cards - View = info will not show [no edit options]

Technidan Job Time Cards

Employee - Edit = info will not show PW column + editing disabled

Employee Access/Setup ) . : . ]
Employee — View = info will not show [no edit options]

Settings — Edit = info will show but disable editing
Settings — View = info will not show [no edit options]
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