
 
 
 
 
 
 
  
 
 
 
 

 
 
 

 
 

Vantage Time Clock 
 

Administrator and Setup Guide 
Revision 3.0 
March 2009 

 
(C)opyright 2008-2009 Upsilon Dynamics 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

2 

Table of Contents 
 
Table of Contents................................................................................................................ 2 
System Requirements.......................................................................................................... 6 

HyperXeon DataServer................................................................................................... 6 
Client Application and Agent ......................................................................................... 6 

System Architecture – How this works?............................................................................. 6 
Server Installation and Configuration................................................................................. 7 

Installing the Server ........................................................................................................ 7 
Starting the Server........................................................................................................... 7 

Configuring the Server........................................................................................................ 8 
Server Authentication ............................................................................................... 10 

The Server Home Page ..................................................................................................... 10 
Installing and Distributing the Client............................................................................ 11 

Setting Up the Client Connection ..................................................................................... 12 
Connection Parameters ................................................................................................. 12 
Testing the Connection ................................................................................................. 14 

User Authentication and Default Administrator Account ................................................ 15 
Application Configuration ................................................................................................ 15 

General Settings ............................................................................................................ 15 
Login Terminal Options................................................................................................ 16 
Shift and Shift Automations.......................................................................................... 18 

Shift Options ............................................................................................................. 19 
Automatic Lunch ...................................................................................................... 19 
Shift Automations ..................................................................................................... 20 

Payroll Rules................................................................................................................. 20 
Hours Calculation ..................................................................................................... 21 
Overtime ................................................................................................................... 22 
Weekend Overtime ................................................................................................... 22 
Holidays .................................................................................................................... 22 
Employee Worked .................................................................................................... 22 
Employee Didn’t Work............................................................................................. 22 

Accrual Rules................................................................................................................ 23 
Vacation Time........................................................................................................... 24 
Sick Time.................................................................................................................. 24 
Accrue Starting ......................................................................................................... 24 

Surveillance and Webcam Configuration ..................................................................... 24 
Images and Appearance ................................................................................................ 26 
Project Logging............................................................................................................. 27 
Biometrics ..................................................................................................................... 28 
Schedules ...................................................................................................................... 29 
Media Broadcasts.......................................................................................................... 29 

Administration .................................................................................................................. 30 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

3 

System Status................................................................................................................ 30 
Viewing System Status ............................................................................................. 30 

Users ............................................................................................................................. 31 
Adding New Users.................................................................................................... 32 
Modifying Users ....................................................................................................... 33 
Deleting Users........................................................................................................... 33 

Biometric Profiling ....................................................................................................... 34 
User Fingerprint Enrollment ..................................................................................... 34 
Enrolling Fingerprints............................................................................................... 35 
Using Fingerprints for Punching In and Out............................................................. 35 

Departments .................................................................................................................. 36 
Adding New Departments......................................................................................... 37 
Modifying Departments ............................................................................................ 38 
Deleting Departments ............................................................................................... 38 

Shift Levels ................................................................................................................... 38 
Adding New Shift Levels.......................................................................................... 39 
Modifying Shift Levels ............................................................................................. 40 
Deleting Shift Levels ................................................................................................ 40 

Holidays ........................................................................................................................ 41 
Adding New Holidays............................................................................................... 41 
Modifying Holidays .................................................................................................. 42 
Deleting Holidays ..................................................................................................... 42 

Projects.......................................................................................................................... 43 
Working with Projects in the List View ................................................................... 43 
Adding Projects......................................................................................................... 44 
Modifying Projects.................................................................................................... 44 
Deleting Projects....................................................................................................... 45 
Working with Projects in the Tree View .................................................................. 45 
Adding Projects (Root and Child)............................................................................. 46 
Modifying Projects.................................................................................................... 46 
Deleting Projects....................................................................................................... 46 
Moving Projects ........................................................................................................ 46 

Email Profiles................................................................................................................ 47 
Adding New Email Profiles ...................................................................................... 47 
Modifying Email Profiles ......................................................................................... 48 
Deleting Email Profiles............................................................................................. 48 

Management Contacts................................................................................................... 49 
Adding New Management Contacts ......................................................................... 49 
Modifying Management Contacts............................................................................. 50 
Deleting Management Contacts................................................................................ 50 

Security Groups ............................................................................................................ 51 
Adding New Security Groups................................................................................... 51 
Modifying Security Groups ...................................................................................... 53 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

4 

Deleting Security Groups.......................................................................................... 53 
The Labor Center .......................................................................................................... 54 

Creating New Entries................................................................................................ 54 
Editing Existing Entries ............................................................................................ 55 
Deleting Existing Entries .......................................................................................... 55 

Triggers and Automation .................................................................................................. 55 
Creating a New Trigger ............................................................................................ 57 

Working with Trigger Conditions................................................................................. 57 
Example Triggers Conditions ....................................................................................... 59 

Parameters................................................................................................................. 65 
Notes on Trigger Conditions..................................................................................... 65 
Modifying Existing Triggers..................................................................................... 65 
Deleting a Trigger ..................................................................................................... 65 

Working with Filters ......................................................................................................... 65 
Definition of Filter Options and Buttons .................................................................. 66 

Scheduling......................................................................................................................... 68 
Creating and Editing Weekly Schedules....................................................................... 68 
Modifying Existing Schedules...................................................................................... 71 
Copying another Schedule ............................................................................................ 71 
Comparing Schedules vs. Actual Worked .................................................................... 72 

Setting up Accruals ........................................................................................................... 73 
Creating Accrual Groups .............................................................................................. 74 
Deleting Accrual Groups .............................................................................................. 74 
Carrying Forward Accruals from a Previous Year ....................................................... 74 
Working with Vacation and Sick Time ........................................................................ 75 

Adding New Entries.................................................................................................. 75 
Modifying Existing Entries....................................................................................... 76 
Deleting Entries ........................................................................................................ 77 

Security and Surveillance ................................................................................................. 77 
Security Punch In/Out Images ...................................................................................... 78 

Viewing Images ........................................................................................................ 78 
Deleting Images ........................................................................................................ 78 
Saving Images........................................................................................................... 78 

Security and Monitoring ............................................................................................... 78 
Media Broadcast ........................................................................................................... 79 

Broadcasting Existing Media.................................................................................... 80 
Broadcasting a Live Message ................................................................................... 81 
Saving a Broadcast.................................................................................................... 81 
Modifying an Already Existing Broadcast ...............................................................81 
Deleting a Broadcast ................................................................................................. 81 

Biometric Identify......................................................................................................... 82 
Identifying Users Using ID Codes............................................................................ 82 
Identifying Users Using Fingerprints........................................................................ 82 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

5 

Working with Project Logs............................................................................................... 83 
Adding Entries .......................................................................................................... 83 
Modifying Entries ..................................................................................................... 84 
Deleting Entries ........................................................................................................ 84 

Graphs and Reporting ....................................................................................................... 85 
Creating Reports ........................................................................................................... 86 
Report Templates .......................................................................................................... 86 
Creating Graphs ............................................................................................................ 87 
Graph Templates........................................................................................................... 90 
Printing and Exporting Reports & Charts..................................................................... 90 
Software Support and Contact ...................................................................................... 92 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

6 

System Requirements 
 
The recommended requirements for running the server in a permanent 
installation that can support hundreds or thousands of users are outlined below. 
Although this is only the recommended setup, other setups will suffice if you are 
only supporting a few users. 

HyperXeon DataServer 
�  Dual XEON 3.5ghz processors 
�  Windows 2000, Server 2003, XP or Vista(32 Bit) w/.NET 2.0 

Framework 
�  2GB System Memory 
�  50GB Available Disk Space 
�  10,000 RPM Preferably SCSI Drives 
�  1GB Plus for Database Growth 
�  Network Adapter 

Client Application and Agent 
�  2.00GHZ Processor Intel Compatible Architecture 
�  Windows 2000, XP or Vista(32 Bit) w/.NET 2.0 Framework 
�  1 GB System Memory 
�  5MB Available Disk Space 
�  Network Adapter 

System Architecture – How this works? 
  
 The system consists of three components described below: 
 

1) The Server Application 
 

The server application is a variation of the HyperXeon DataServer 
application.  The server facilitates data access, time synchronization 
and data transfer.  The agent and client applications both connect to 
this server. 
 

2) The Agent Application 
 
The agent application is an application that runs and handles 
scheduled triggers.  In order for scheduled triggers to work, the agent 
must be running at all times and connecting to the DataServer.  The 
agent is distributed with the client application; installing the client will 
install the agent automatically in the same folder as the client 
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(VTCAgent.exe). There should only be ONE instance of the agent 
running throughout the system. 
 

3) The Client Application 
 
The client application is the main Vantage Time Clock application that 
takes care of administration, configuration, the terminal window and 
everything else that is Vantage Time Clock. 
 
 

Vantage Time Clock is a server based solution and can be configured to 
operate in many different environments ranging from: 
 
1) Single PC operation 

 
In a single PC environment, the server, agent application and client all 
run on the same computer. 
 

2) In a network environment spanning multiple machines.  The server, 
agent and client can technically be run on different machines.  We 
recommend placing the server and the agent on the same machine 
since they are both application wide critical processes. 

Server Installation and Configuration 

Installing the Server 
 
You must first decide where you want the application server to be housed; 
if you are running Vantage Time Clock on a single PC the server will be 
installed on the same machine as the client.  Once you have made a 
decision where to place the server, find and locate the installation file 
which should be named VTC_ServerSetup.exe.  Run the executable and 
follow the prompts to install the server. 

 

Starting the Server 
 

Go to the HyperXeon DataServer program group and click on the Start 
Server shortcut.  If this is the first time starting the server, it will create the 
database for Vantage Time Clock.  
 
Note: If you opted to use a relational database sys tem such as SQL Server or MySQL; you 
will need to create the database first and modify t he DataServer configuration file.  Please 
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refer to the “Using RDBMS Databases with the DataSe rver Guide.”  SQLite and Access will 
automatically create the database for you. 

 
Once the server has been started look in the task tray for the icon as 
shown below; this will indicate that the server has started. 
 

 

Configuring the Server 
 

Right click on the DataServer icon in the task tray and click on “Console 
View.”  The console allows administrators to perform operations such as: 

 

1) Start and stop the server.  

2) View the log file.  

3) Hide the console.  
4) Open a web browser right to the server home page  
 
The console view will be displayed as shown in below. 
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Click on the Setup menu and click on “Server Settings.”  You will see the 
setup window as shown below 
 

 
 
From this dialog, you will be able to configure some basic parameters that 
determine how the DataServer will function. 
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 Server Authentication 
 

�  Server User : The login name clients must use to connect to the server. 
 

�  Server Password : The password clients must use to connect to the 
server. 

 
�  Listen Port : The port that the server will function on. 

 
�  Use Encryption : Whether the server encrypts data before transmission. 

 
�  Use Compression : Whether the server compresses data before 

transmission. 
 

�  Log Cycle : The server logs all activity, errors and critical events.  This 
variable determines when the server cycles to a new log file name (dated). 
 

 Date and Time Source 
 

�  Use Server Time : The server will use time from the local server. 
 

�  Internet Time Server (NTS):  The server will connect to time servers over 
the Internet to obtain date and time information. 
 

�  Update System Time: Determines if the server will update the system time 
with date and time values from the NTS servers. 

 

The Server Home Page 
 
Users can navigate to the server home page at any time by simply 
directing their browser to: http://[SERVERNAME]:[PORT].  The web page 
shown will be displayed. If the page displays this is usually an indication 
that the server is up and running in operational status. 
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The server home page is split into a few various sections which outline 
specific sections of the DataServer. 
 

�  Server Status 
This section outlines server specific information such as memory, 
operating system and connection information. 

 
�  Applications Hosted 

This section lists the applications being hosted by the server and 
specific license information. 

 
�  Installers 

This section allows users to instantly download client specific 
installers. 

 
�  Documentation 

This section lets users download and install application specific 
documentation such as user guides and manuals. 
 

Installing and Distributing the Client 
 

Simply go to the machine you would like to install Vantage Time Clock on 
and navigate to the server home page as outlined above.  Navigate to the 
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“Installers” section, click on the Vantage Time Clock Client installer and 
click “run” just as you would any file off of the Internet. 

Setting Up the Client Connection 

Connection Parameters 
When you first launch Vantage Time Clock you will see the following 
dialog while it attempts to connect to the server. 

 

 
 

The client is set to default to connect to “localhost” this means that the 
server is running on the same machine as the client.  If not, you will most 
likely get the following message below notifying you that you need to 
setup the client to point to the server.  If it does connect without the error, 
then you have connected to the server on the same machine; you can 
continue without following the next few steps. 

 

 
 

When you get to the main screen, you will notice that all the buttons are 
grayed out except for Setup and Exit. 
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 Click on Setup to receive the dialog below: 
 

 

 
 
 Click OK to see the dialog below: 
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Fill in the following information and click “Save Settings and Connect to 
Database.” 
 

�  Data Server : The name or IP address of the server running the 
server application.  If it’s the same machine as your running the 
client on (as in single PC setups) enter “localhost.” 

 
�  User:  The server user you setup when configuring the server. 

(Default is “Upsilon”) 
 

�  Password : The server password you setup when configuring the 
server. (Default is “Dynamics”) 

 
�  Port : The port you setup when configuring the server. (Default is 

6001) 
 

Testing the Connection 
 

Once you have entered all the server connection information, click on the 
“Save Settings and Connect to Database.” button, if you entered the 
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proper information and the server is running you will get the following 
message in the image below: 
 

 

User Authentication and Default Administrator Accou nt 
Access is controlled very carefully to various sections of the application. The 
diagram below outlined below shows the password dialog below. 
 

 

The default administrative credentials 
are as follows; this can be changed in 
the Administrator Console at your 
discretion.   
 
ID Code:0000 
PassCode:0000  

Application Configuration 
 

From the main Vantage Time Clock screen; click on the “Setup” button to 
enter the Application Configuration dialog window.  You will see a window 
with multiple tab pages as shown in below: 
 

 
 

General Settings 
 

Click on the “General Settings” tab to display 2.1 below.  This screen 
allows you to setup some generic global settings such as company 
information and clock settings. 
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The options outlined on this page are described below: 
 

�  Company : Your company name 
�  Address : Your Company address. 
�  State /ZIP: Your company state and ZIP code. 
�  Logos and Images : Select a logo from an image file.  This logo will 

also be displayed on the main terminal window. 
�  Clock Settings (12/24) : Select the format for the clock on the main 

terminal. 
 

Login Terminal Options 
 

Click on the “Login Terminal” tab, the dialog shown will be displayed. 
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The options are described below: 
 
Mask Employee ID Code: If this is selected it will mask the employee ID 
code when users punch in their ID in the log in terminal so other 
employees cannot see as a security precaution. 
 

�  Maximize screen on entry : If this is selected, as soon as a user enters 
the login terminal, the screen will automatically be maximized. 
 

�  Allow users to only see their own schedule :  Only allow employees to 
see their own schedule; if this is not selected, users will be able to see 
everyone on the schedule in their department. 
 

�  Require users to enter pass code to check schedules :  Will enforce 
the user to enter their pass code before viewing schedule information. 
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�  Allow employees to enter project logs without punch ing in/out : 

Employees can access the project hours logging area without having to 
punch out first. 
 

�  Administrator/Manager password needed to exit to ma in menu :  Will 
require a manager or manager enter their password and user code before 
the terminal screen can be closed. 
 

�  Administrator/Manager password needed to resize ter minal window :  
Will require a manager or manager enter their password and user code 
before the terminal screen can be maximized or minimized. 
 

�  Show mail icon on terminal window when users have m ail : Will 
display a small mail icon on the lower right hand side of the terminal 
screen when users enter their ID code. 
 

�  Ask users if they want to check their mail upon pun ching in if they 
have new mail :  Will ask the user if they want to enter the message 
center ONLY if they have new messages waiting. 
 

�  Show user profile picture on terminal display :  This option will display 
the user profile picture when they enter their ID code on the terminal 
window. 

 
�  Enable screensaver : If the login terminal is inactive for a certain length of 

time, a screensaver will display.  The screensaver is your company logo 
that will bounce around on the screen. 
 

�  Color scheme : Let the user select a color scheme for the login terminal. 
 

Shift and Shift Automations 
 

Vantage Time Clock allows administrators to setup a variety of shift and 
shift automation options.  Select the “Shift Settings” tab to display the 
dialog below. 
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The options are explained below: 

Shift Options 
 

�  Enforce shift levels : This option if enabled will disallow employees 
to be a certain number of minutes late; if they are late either punch 
them in and display a message or do not punch them in. 

 
�  Do not allow employees to clock in x minutes before  their shift 

starts : Inhibit employees from clocking in if they are too early. 
 

�  Employees need to enter their pass code to punch in  and out : 
Require users enter their pass code to punch in or out. 

Automatic Lunch 
 

�  Enable Automatic Lunch :  Automatic lunch will deduct an amount 
of time automatically from an employees shift. 
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�  Apply when employees have worked x consecutive hour s: Only 
apply an auto lunch when employees have worked a certain 
amount of time. 

Shift Automations 
 

�  Automatically punch employees out if they are still  punched in 
at:  This option will punch employees out (GLOBAL) if they are still 
clocked in at a certain time.  This is a good global rule if your 
company wants to make sure no one is punched in after a certain 
time. 

 
�  Automatically punch employees in if they are not pu nched in 

by:  This option will enable the system to automatically punch 
employees in (GLOBAL) at a given time.  This rule is good if your 
company has a global rule defining a single start time. 

 
�  Automatically punch employees in if they are not pu nched in 

when their shift starts :  This option will allow the system to clock 
employees in automatically when their assigned shift begins. 

 
�  Automatically punch employees out when their shifts  ends :  

This option will let the system automatically punch employees out 
when their assigned shifts end. 

 

Payroll Rules 
 

Vantage Time Clock allows administrators to setup a variety of payroll 
rules and calculation options.  Payroll calculation options are very 
important because they affect the dynamics of how your payroll will be 
calculated.  Click the “Payroll Calculation” tab to display the dialog below: 
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The options available are outlined below: 
 

Hours Calculation 
 

�  Time Rounding :  This will set how hours are rounded when 
calculated. The options available are:   

 
�  No Rounding – Will not round and take the exact time. 
�  Round Closest – Will round to the closest round interval. 
�  Round Up – Will round up to the next round interval. 
�  Round Down – Will round down to the next lowest round interval. 

 
�  Round Interval : This value will determine how hourly totals are 

rounded. 
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Overtime 
 

�  Weekly After :  Pay overtime weekly after x hours worked. 
�  Daily After : Pay overtime daily after x hours worked. 
�  Credit salaried employees worked hours their overti me rate : If 

an employee is salaried, pay an extra overtime rate hourly for 
hourly overtime worked. 

Weekend Overtime 

 
�  Pay overtime on Saturday : Pay overtime for all hours worked on 

Saturdays. 
 

�  Pay overtime on Sunday : Pay overtime for all hours worked on 
Sundays. 

 
�  Only if an employee has worked at least x hours : Only credit the 

overtime rate if an employee has worked at least a certain amount 
of hours. 

Holidays 
 

�  Disable Holiday pay : Do not pay overtime for holidays worked. 
�  Enable Holiday pay : Pay overtime for holidays worked. 

Employee Worked 
 

�  Pay shift using OT rate : Pay holiday hours using employees 
default overtime rate. 
 

�  Pay a factor of their regular pay : Pay x factor their regular pay. 
 

Employee Didn’t Work 
 

�  Credit x hours : If an employee didn’t work on a statutory holiday, 
credit them x hours of work. 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

23 

 
�  Average last x days : Pay an average shift based on the last x 

number of days worked. 
 

�  Only credit if employee has worked last x scheduled  shifts :  
Determine if an employee has worked their last x number of 
scheduled shifts before paying overtime. 

Accrual Rules 
 

In order to setup accrual rules for your company, click on the “Accruals” tab 
and you will be presented with the dialog below: 
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     The options on this screen are outlined below: 
 

�  Monthly Accrual : Accrue time monthly 
�  6 Month Accrual : Accrue time every 6 months. 
�  Quarterly Accrual : Accrue time every 3 months. 
�  Annual Accrual : Accrue time annually. 
�  Accrual Amount : This is the number of days per accrual period an 

employee accrues. 
�  Employees have been employed for x days : The employee must have 

a started at least x days ago (usually 90). 
�  Start with : A base amount the system will credit each employee with. 
�  To a maximum : The system will accrue accruals up to a maximum of x 

number of days 

Vacation Time 
 

      Employees can accrue vacation time. 

Sick Time 
 
      Employees can accrue sick time. 

Accrue Starting 

 
Specify whether accruals are calculated from the beginning of the year or an 
employee start date. 

 

Surveillance and Webcam Configuration 
 

Administrators can configure Vantage Time Clock to use video surveillance 
through webcams.  Click on the “Video Surveillance” tab to configure each 
terminal’s Webcam and surveillance preferences.  The dialog window shown 
below will be shown when you click on the tab. 
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The options are outlined below: 
 
�  Video Source : This field will detect webcams currently installed on the 

system and display them in a drop down list. 
 

�  Transmit Port : A port the system will use to transmit images to and from 
other terminals.  The ports must all match for the system to work properly. 

 
�  Transmit Video Feed : Check this if you want this terminal to transmit a 

video feed to other terminals. 
 

�  Snap picture from terminal when employees log in : If this is checked, 
every time an employee punches in or out; a snap shot image will be 
taken. 

 
�  Disable screen saver when motion is detected :  This will disable the 

screen saver if the camera detects motion (i.e. someone approaching the 
terminal). 
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�  Transmit image ever x seconds : Transmit a new image to other 
terminals every x seconds. 

 
We recommend clicking the “Test Feed” button to ensure that the system 
successfully can use your webcam. 

Images and Appearance 
From this tab you can configure the system will display the main login terminal.  
You can select colors and images to compose the terminal screen. 
 

 
 

The options are outlined below: 
 
�  Company Logo : You can configure the system to display your company 

logo on the main screen. 
�  Background Image : The information panel can be configured to have a 

textured or background image. 
�  Color : Specify up to 3 different colors that compose the color scheme of 

the login terminal. 
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�  Centered : The image will be centered within its display area. 
�  Tiled : The image will be tiled within its display area; this is good if you 

have repeatable textures. 
�  Stretched : The system will stretch the image to fit the display area. 
 

Project Logging 
From this tab you can setup how the system enforces project hours logging.  
 

 
 

The options are outlined below: 
 
�  Force employees to log hours before punching out : If this is set, the 

system will ONLY clock the users out if they log their hours; the project 
logging dialog will display automatically for them to do this. 

�  Only when employee has worked : Only enforce project hours logging if 
the employee has worked more than x number of hours. 

�  Enforce number of hours worked log-able ONLY : The system will 
ONLY allow the employee to log the hours he or she has worked. 
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Biometrics 
From this tab you can configure the system how you want it to take Biometric 
measurements. 
 

 
 

The options are outlined below: 
 
�  Request bio scan when users punch in : When users attempt to punch 

in of the system it will ask to verify a fingerprint scan. 
�  Request bio scan when users punch out : When users attempt to punch 

out of the system it will ask to verify a fingerprint scan. 
�  Bio scan on pass code entry : Whenever a user is asked to enter their 

pass code, they will also be asked for a fingerprint scan. 
�  BioScan Punch In/Out Automatically : Automatically punch users in or 

out when they press their finger to the scanner. 
�  BioScan Auto Fill ID Code : Automatically look up and populate the ID 

code when a user scans his fingerprint. 
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Schedules 
From this tab you can setup how the system calculates schedule completion and 
breaks allotted for shifts.  The system uses this information to aide in the 
calculation of reports and other analysis. 
 

 
 

Media Broadcasts 
 

Media broadcasts allow administrators and managers to transmit P/A 
messages, videos and images to other terminals.   Clicking on the 
“Broadcasts” tab will display the window shown below: 
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The options are outlined below: 
 
�  Transmit Port : This is the port the system will send and receive media 

broadcasts on.  This must be set individually on each terminal, and the 
number must match that of the others for the transmit to function properly. 

�  Receive :  Select the type of media to receive; Audio, Video or Image. 
 

Administration 
 
 From the main Vantage Time Clock window, select “Admin Console”, this 
will bring up the Administrative Console and default the tab view to the “System 
Status” tab. 
 

System Status 
 
The system status tab gives vital information about currently clocked in 
users, gives a total count of users and more. 

 
Viewing System Status 
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When you first enter the administrative console you will see the system 
status tab.  This tab gives a quick snapshot of who's logged in, when they 
logged in and for how long. Double clicking on any entry will bring you 
directly to the labor center entry for that record. The figure below shows 
the system status tab. 
  

 
 
You can filter the data as well as print it as in many of the other 
administrative screens in the system. 

 

Users 
 

Clicking on the "Users" tab will bring you to the user administration view. 
From this tab you can add, delete and edit users in the system.  Figure 2.9 
below shows the user administrative view. 
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Adding New Users 
 

1. Click on the "Add User" button to add a nee user into the system. 
The dialog below shows this. 

 
2. Click the get ID Code button to generate a new and unique ID code 

for the user.  Now fill out the information described below and click 
OK to add the user into the system. 
 
First Name : Employees first name 
Last Name : Employees last name 
Address : Employees home address 
City : Employees city 
Postal/ZIP : Employees ZIP or Postal code. 
Phone : Employees phone. 
Mobile : Employees mobile phone. 
Rate: Employees standard rate of pay. 
OT Rate: Employee overtime rate. 
Date of Birth : Employee birth date. 
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Start Date : Employee first day of work. 
Eligible for Accruals : Will this employee receive accruals? 
Eligible for Holiday Pay : Will the employee receive Holiday pay? 
Active : Is this employee active at the company. If this is set to 
false, the employee will not be able to clock in and his or her id will 
not appear on the terminal login screen. 

 
Below is a screenshot of the field editor window. 

 
 

Modifying Users 
 

1. Select the user you would like to delete from the user grid.  Once 
you have the row desired selected, click the “Edit User” button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Users 
 

1. Select the user you would like to delete from the user grid.  Once 
you have the row desired selected, click the “Delete User” button. 

 
Note on deleting users: Deleting a user from the system may not always 
be required; the system allows you to flag users as “INACTIVE” which will 
render their punch in and out abilities non-functional. 
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Biometric Profiling 
 
Vantage Time Clock has built in support for Biometric readings by integrating 
directly with DigitalPersona® finger print scanners.  Administrators can associate 
up to 10 fingerprint scans with an employee record for identification and 
authentication purposes.  The screen shot below shows the user configuration 
screen. 
 

 
 

User Fingerprint Enrollment 
You will notice a small fingerprint icon show up when you select an employee 
who has a fingerprint profile associated with them.  The “Biometric” button 
located at the bottom right hand side of the panel allows you to take biometric 
measurements for the given user. 
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The process of recording fingerprints and associated them with a user is called 
“enrollment.” Follow the instructions below to enroll and associate a fingerprint 
profile with a specific user. 
 

Enrolling Fingerprints 
1. Select the user you would like to store a finger print profile with. 
2. Press the “Biometric” button to display the screen dialog below: 

 

 
 
3. Follow the onscreen prompts to enroll the fingerprint profile. 
4. Once the enrollment is completed, the fingerprint icon will display 

when the user is selected from the User Configuration screen. 
 

Using Fingerprints for Punching In and Out 
The system can be configured to allow users to punch in and out of the system 
using their finger prints; the system can also be configured to verify all punched 
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in ID codes with a biometric fingerprint scan.  The following dialog pops up when 
a user is required to enter their fingerprint. 
 
 

 
 
Users simply need to press on of the highlighted fingers to the scanner to 
continue; if a valid biometric comparison is done, the system will provide access 
to the following area. 

 

Departments 
 
Departments allow administrators to configure the system to split your 
employees into departments.  Once you have created your departments, 
you can start assigning users/employees to use them.  Departments help 
define a container for employees.  Selecting the “Departments” tab will 
bring you to the following screen: 
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Adding New Departments 
 
Click on the "Add Department" button to add a new department. The 
dialog below shows this. Once you are finished, click OK to add the new 
department. 
 

 
 

 The fields available for edit are explained below: 
 
 Department : A name for the department. 
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 Description : A description for the department. 
 

Modifying Departments 
 

1. Select the department you would like to delete from the department 
grid.  Once you have the row desired selected, click the “Edit 
Department” button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Departments 
 

1. Select the user you would like to delete from the department grid.  
Once you have the row desired selected, click the “Delete 
Department” button. 

 

Shift Levels 
 

Shift Levels allows administrators to create custom shifts to assign to 
users.  Clicking on the "Shift Levels" tab will bring you to the Shift Level 
administration view. From this tab you can add, delete and edit shifts in 
the system.   
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Adding New Shift Levels 
 
Click on the "Add Level" button to add a new department. The dialog in 
the figure below shows this. Once you are finished, click OK to add the 
new shift. 
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 The fields available for edit are explained below: 
 
 Shift Level : A name for the shift. 
 Shift Start : time the shift begins. 
 Shift End : Time the shift ends. 
 

Modifying Shift Levels 
 

1. Select the shift you would like to delete from the shift grid.  Once 
you have the row desired selected, click the “Edit Level” button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Shift Levels 
 

1. Select the shift you would like to delete from the shift grid.  Once 
you have the row desired selected, click the “Delete Level” button. 

 
Note on deleting shifts: The system will not allow you to delete a shift 
level if users are currently using it. 
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Holidays 
 
Holidays are used in the calculation of payroll and other hourly reports.  
Holidays tie in tightly with payroll calculation rules and help determine 
overtime pay for statutory holidays.  The screenshot below shows the 
holiday tab in the administrative interface: 
 

 
 

Adding New Holidays 
 
Click on the "Add Holiday" button to add a new holiday. The dialog in the 
figure below shows this. Once you are finished, click OK to add the new 
holiday. 
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 The fields available for edit are explained below: 
 
 
 Holiday : Name of the Holiday. 
 

Date: Date of the Holiday 
 
Active : Is this Holiday currently set as active? If this is set to NO the 
system will ignore it when calculating payroll. 
 
Recurring : Is this Holiday recurring yearly? If this is set to true, the same 
date EVERY year is taken as this Holiday. 

 
Modifying Holidays 
 

1. Select the holiday you would like to delete from the holiday grid.  
Once you have the row desired selected, click the “Edit Holiday” 
button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
 

Deleting Holidays 
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1. Select the holiday you would like to delete from the holiday grid.  
Once you have the row desired selected, click the “Delete Holiday” 
button. 

Projects 
 
The Projects tab allows you to work with projects in two different ways: 
 
1) Standard list view 
2) Tree View 

 
Projects allow you to organize and store hours worked on various projects 
in the form of project logs.  From the administrative screen, you can create 
and work with Projects that your employees can then log hours under. 

 
Working with Projects in the List View 

  
You can work with projects just as you would with other items in the 
system.  Click on the Project Listing tab under the Projects tab to display 
the window shown below: 
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Adding Projects 
 

1. Click the “Add Project Button”, this will display the following dialog.  
Fill in all information and click OK to save.  The options are 
explained below: 

 

 
 
 
 Project Name : Name for your project. 
 

Parent : You can nest projects; this drop down allows you to select a 
parent for the project. 
 
Project Description: Fill in a project description for your project here. 
 
Status: Fill in a status value for your project. 
 
Start Date:  Select a date for this project beginning. 
 
Target Date: Select a target completion date for this project. 
 
Active: Select if this project is Active or not.  If it is not active, users 
cannot log hours into it. 

 

Modifying Projects 
 

1. Select the project you would like to modify and click “Edit” project.  
Modify the appropriate fields and click OK to save the changes. 
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Deleting Projects 
 

1. Select the project you would like to modify and click “Delete” 
project.  Click yes to confirm the delete or no to cancel. 

 
Working with Projects in the Tree View 

  
As mentioned before, projects can be nested within other projects to 
support whatever project hierarchy your company requires for projects.  
While in the Projects tab click on the Project Tree tab to display the 
following dialog window: 
 

 
 
 As you can see, projects are nested in a tree view like fashion.  You can 
rename, move and delete projects from this screen.  To the right there is a 
Project Information pane which displays information about the highlighted project.  
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Adding Projects (Root and Child) 
 

1. Right click anywhere in the tree view area and select the “Add 
Root” or “Add Child” project buttons. 

2. A new project will appear in the tree where you can begin to modify 
its properties. 

Modifying Projects 
 

1. Select the project you would like to modify, drill down through the 
project tree using the + and – node buttons.  Once you have found 
it, select the project you wish to change. 

2. To rename, click and wait on the node until an edit cursor appears; 
change the name and press enter to apply. 

3. To modify other pieces of information, simply select the project from 
the tree and change the information to the right.  Clicking another 
tree node (project) or switching to the Project Listing tab will 
automatically save the changes. 

Deleting Projects 
 

1. Select the project you would like to modify, drill down through the 
project tree using the + and – node buttons.  Once you have found 
it, select the project you wish to change. 

2. Right click the project you wish to delete, and click “Delete” to 
delete the project. 

Moving Projects 
 

1. Select the project you would like to modify, drill down through the 
project tree using the + and – node buttons.  Once you have found 
it, select the project you wish to change. 

2. Drag the project to any location within the tree, you can even move 
the project item to other levels within other projects.  

3. To move an item to the root level, right click on the project; and 
select the “Move to Root” option. 

 
Note: You cannot move a project within itself or un der any 
derivative item of itself. 
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Email Profiles 
 

Email profiles allow the system to automatic emails to contacts.  These 
are used heavily in automation and triggers.  This is very similar to 
configuring your email client to use various SMTP settings for sending 
email.  Clicking on the “Email Profiles” tab will display the following dialog: 
 

 
 
 

Adding New Email Profiles 
 
Click on the "Add Profile" button to add a new profile. The dialog below 
shows this. Once you are finished, click OK to add the new profile. 
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 The fields available for edit are explained below: 
 
 Profile Name : Name of the Email Profile. 

Email Address : The email address of this account. 
Active : Is this Holiday currently set as active? If this is set to NO the 
SMTP Server : The name of the SMTP server the account is on. 
SMTP Port : The port to use when connecting to the SMTP server.  Often 
times the default port is 25 but not always; use the port applicable to the 
SMTP server you have specified. 
User Name : The user name to use when connecting to the SMTP server. 
Password : The password used to connect to the SMTP server. 

 
Modifying Email Profiles 
 

1. Select the profile you would like to delete from the profile grid.  
Once you have the row desired selected, click the “Edit Profile” 
button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Email Profiles 
 

1. Select the profile you would like to delete from the profile grid.  
Once you have the row desired selected, click the “Delete Profile” 
button. 

 
Note on deleting email profiles: Often times trigge rs are using email 
profiles for automated report delivery, ensure that  no triggers are 
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using the email profiles before deleting them other wise your triggers 
will not function properly. 
 
 

Management Contacts 
 

Management contacts allow the system to track key contacts that need to 
be notified of the systems activities.  Contacts are also used by triggers for 
automated report and graph delivery through email. Clicking on the “Mgmt 
Contacts” tab will display the dialog shown below: 
 

 
 
Adding New Management Contacts 
 
Click on the "Add Contact" button to add a new profile. The dialog shown 
below shows this. Once you are finished, click OK to add the new contact. 
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 The fields available for edit are explained below: 
 
 Contact Name : Name of the contact. 

Email : The email address of this contact. 
Phone # : The phone number for the contact. 
Mobile # : The mobile phone number for the contact. 

 
Modifying Management Contacts 
 

1. Select the profile you would like to delete from the contact grid.  
Once you have the row desired selected, click the “Edit Contact” 
button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Management Contacts 
 

1. Select the profile you would like to delete from the contact grid.  
Once you have the row desired selected, click the “Delete Contact” 
button. 

 
Note on deleting contacts: Often times triggers are  using contacts 
for automated report delivery, ensure that no trigg ers are using the 
contacts before deleting them otherwise your trigge rs will not 
function properly. 
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Security Groups 
 

Security groups provide a powerful way to control access to various areas 
of the system based on group. The screenshot below shows the Security Groups 
screen within the Administrative Console. You can create security groups with 
different sets of permissions which match various roles in your organization with 
50+ different types of permissions.  You can then, assign your users to be a 
member of a group which then allows them to inherit all of the permissions 
associated with that group. 
 

 
 
Adding New Security Groups 
Click on the "Add Contact" button to add a new security group. The dialog 
below shows this. Once you are finished, click OK to add the new contact. 
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 The fields available for edit are explained below: 
 
 Security Group : Name of the security group 

Description : What this security group is for. 
Administrator Group : An administrator group is a group that allows its 
members to view all items not just specific to their department.  For 
example; if a specific user can view/edit/modify user data; they will be able 
to do it for all of the users not just those in their own department. Most 
manager type groups will not require this option as they will most likely 
only need to work with employees in their own department. 
 
Permissions : The permissions available for each group is specified 
below, simply select yes or no to allow or disallow a specific permission.  
The permissions are explained in the chart below. 
 
Administrator Group Determines whether or not this is an Admin. Group. 

Admin group members can view all objects not only 
specific to their own department. 

Enter Admin Console Users can enter the administrative console. 
Change Glob. Message Users can view and change the global message. 
View Users Users can view user information. 
Edit Users Users can create/edit/delete user information. 
View Departments Users can view departments. 
Add/Edit Departments Users and create/edit/delete departments. 
View Holidays Users can view holidays. 
Add/Edit Holidays Users can create/edit/delete holidays. 
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View Shifts Users can view shift levels. 
Add/Edit Shifts Users can create/edit/delete shift levels. 
View Projects Users can view projects. 
Add/Edit Projects Users can create/edit/delete projects. 
View Project Logs Users can view project logs. 
Add/Edit Project Logs Users can create/edit/delete project logs. 
View Labor Users can view labor entries. 
Add/Edit Labor Users can create/edit/delete labor entries. 
View Triggers Users can view triggers. 
Add/Edit Triggers Users can create/edit/delete triggers. 
View Email Profiles Users can view email profiles. 
Add/Edit Email Profiles Users can create/edit/delete email profiles. 
View Contacts Users can view management contacts. 
Add/Edit Contacts Users can create/edit/delete management contacts. 
View Groups Users can view security. 
Add/Edit Groups Users can create/edit/delete security groups. 
View Reports Users can view reports. 
Add/Edit Reports Users can create/edit/delete report templates. 
Run Reports Users can run reports. 
Enter Security Area Users can enter the surveillance and security area. 
View Security Shots Users can view the security shots. 
View Security Feeds Users can view the security image feeds. 
View Broadcasts Users can view broadcasts. 
Add/Edit Broadcasts Users can create/edit/delete broadcasts. 
Transmit Broadcasts Users can transmit broadcasts. 
View Schedules Users can enter the schedule creator. 
Add/Edit Schedules Users can create/edit/delete schedules. 
Change Appl. Options Users can enter the application options screen. 
View Accruals Users can enter the accruals screen. 
Add/Edit Accr. Groups Users can create/edit/delete accrual groups. 
View Accrual Entries Users can view accrual entries. 
Add/Edit Accr. Entries Users can create/edit/delete accrual entries. 
View Sch. Terminal Users can view schedules from the Login Terminal. 
Enter Messages Users can enter their message center. 
Can exit Terminal Users can close the Login Terminal. 
Can resize Terminal Users can resize the Login Terminal. 
Term. Project Hrs. Users can log project hours from the Login Terminal. 

 
Modifying Security Groups 
 

1. Select the group you would like to delete from the group grid.  Once 
you have the row desired selected, click the “Edit Group” button. 

2. Modify the fields in the edit window that is displayed and click OK to 
save the record. 

 
Deleting Security Groups 
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1. Select the group you would like to delete from the contact grid.  

Once you have the row desired selected, click the “Delete Group” 
button. 

The Labor Center 
 
The labor center is how you can view, edit and remove entries of when 
employees have clocked in and out of the system.  Navigate to the “Labor 
Center” tab to display the labor center shown below.  To view entries simply 
select for what day from the calendar to the left, apply whatever filters you would 
like (User, Time, etc). 
 

 
 

Creating New Entries 
 

1. Click on the “Add Entry” button, this will display the dialog shown 
below.  Select for what employee the entry is for, the punch in and 
out times and click OK to save the entry. 
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Editing Existing Entries 
1. Select the entry you would like to modify, click on the “Edit Entry” 

button.  Make your changes and click on OK to apply. 
 

Deleting Existing Entries 
1. Select the entry you would like to modify, click on the “Delete Entry” 

button.  
 

Triggers and Automation 
 

Triggers are a powerful, flexible and highly capable feature of Vantage 
Time Clock.  Triggers are pre-defined entities that help define how the 
system functions in many different ways ranging from: 
 

1) Inhibiting access to areas of the system. 
2) Displaying messages when certain events occur such as 

users entering the terminal, message center or schedule 
center. 

3) Clocking users in and out of the system. 
4) Emailing management contacts when certain events occur 

(A certain user clocks in or checks their schedule, etc) 
5) Generating reports and graphs and emailing them 

automatically to management contacts. 
6) Automatically transmitting messages to terminals. 
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7) Triggers can be schedules to run at specific dates and times. 
8) Flexibly applying themselves to users, departments or 

combinations of by using a powerful filtering mechanism. 
 

Selecting the “Triggers and Automations” tab will display following window: 
 

 
 

 Triggers consist of events which occur, resulting in a specific action.  The 
events are explained below. 
 

1) Employees punch in. 
2) Employees punch out. 
3) Employees enter message center. 
4) Employees enter login terminal. 
5) Employees check their schedule. 
6) Employee is late for their shift. 
7) Scheduled 

 
When #1-7 occurs, one of the following can happen depending on the event 
which has occurred. 
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1) Display message and abort the action. 
2) Display a message. 
3) Punch user in. 
4) Punch user out. 
5) Send an email. 
6) Generate Charts/Graphs and email. 
7) Transmit a broadcast to all terminals. 

 
Creating a New Trigger 
 

2. Click on the “Add Trigger” button, this will create a new Trigger in 
the system.  Fill in the Trigger name 

3. Select the Event under the “Event Occurs” drop down list. 
4. Under the “Do the Following” drop down box, select what you want 

this trigger to accomplish. 
5. Configure the Trigger condition, this is explained in the next 

section. 
6. Fill in a value for the trigger in the value text box; this value is used 

for messages; for example, if you specify “Display a message” type 
trigger action; fill the message you want displayed here. 

7. Based on the selection you made in #3, you may be able to select 
specific Parameters.  If the “Select” button next to any one of the 
three parameter text boxes is enabled, click on Select to select the 
Parameter.  Parameters may be contacts, reports, email profiles or 
broadcasts which are specific to this trigger. 

8. Click on the “Save” button.  If you do not click on this button, your 
Trigger will not be saved into the system 

Working with Trigger Conditions 
  

 The ability to create Triggers based on custom rules is one of Vantage 
Time Clock’s most powerful features.  This is accomplished using filters; if the 
result of a filter is true, the Trigger is executed.  Clicking on the “Select” button in 
the condition area will display the dialog shown below.  If you are not familiar with 
how the filter screen works, please refer to the “Working with Filters” section in 
this document. 
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User Code 
 User Code is used when defining who’s performing or 
triggering an event or what users to apply the trigger to. Use the 
“Constant” value selection or “Pick” button to define values; clicking 
the “Pick” button will bring up the available options for selection. 

 
Department 

Department is used when defining what departments are 
performing or triggering an event or what departments to apply the 
trigger to. Use the “Constant” value selection or “Pick” button to 
define values.  Clicking the Pick button will bring up the available 
options for selection. 

 
Time 

Time specifies a specific time in the day, use the “Time” 
value selection to define values. Time is calculated down to the 
minute precision.  Time ranges can be specified with multiple 
conditions.  Time is defined as a 6 digit numeric in the system 
which appears as “HHmmss” where HH is the 24 digit hour, mm is 
the minute and ss is the second. 
 

Date 
Date specifies a specific date value.  Use the “Date” value 

selection to define values.  Date is specified as single days but 
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ranges can be specified with multiple conditions.  Date is defined as 
an 8 digit numeric in the system which appears as “YYYYMMdd” 
where YYYY is the year and MM is the month and dd is the day. 

 
Day of Week 

Day of Week specifies what day of week to apply this Trigger 
on.  The values must be specified in the “Constant” value selection 
area.  The possible values are (CASE SENSITIVE): 
 

�  Sunday 
�  Monday 
�  Tuesday 
�  Wednesday 
�  Thursday 
�  Friday 
�  Saturday 

 
 

Day of Month 
Day of Month specifies what numeric monthly day to apply 

this Trigger on.  This can be a numeric value from 0 to 31. 
 

Minute 
Minute specifies the numeric minute to apply the Trigger on.  

This can be anything from 0 to 60. 
  
 

You can combine Trigger conditions to get the desired result which is one 
of the main reasons that Triggers are so customizable and give you so 
much power over how your system works.  See below for a few examples: 

Example Triggers Conditions 
 
Example #1  

 
Desired Effect 
Display a message when users punch in on Fridays. 

 
 Event Occurs 
 When users punch in 
 
 Action Occurs 
 Display Message 
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Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
Day of Week = Constant Friday 

 
 Value 
 “Hi! Thanks for punching in, it’s Friday! Only 8 hours left” 
 

Example #2  
 

Desired Effect 
When employee #0005 attempts to punch in; display a message and deny 
him/her access.   

 
 Event Occurs 
 When users punch in 
 
 Action Occurs 
 Display Message and abort action 
 

Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
User Code = Constant� Pick 0005 

 
 Value 

“Hi 0005, you cannot punch in because you have not submitted your R&D 
hours for last week. Please talk to your manager.” 

 
 

Example #3  
 

Desired Effect 
When employee #0003 checks their schedule on Tuesdays before 3PM, 
display a message. 

 
 Event Occurs 
 When users check their schedule 
 
 Action Occurs 
 Display Message 
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Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
User Code = Constant� Pick 0003 
Day of Week = Constant Tuesday 
Time < Time 150000 

 
 Value 

“Hi 0003, please note that John’s shift has been moved this week. Please 
talk to your manager if you need more information.” 

 
Example #4  

 
Desired Effect 
Every night at 6PM clock everyone out of the system. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Punch User Out 
 

Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
Time < Time 210000 

 
 Value 
  None 
  
 
 

Example #5  
  

Desired Effect 
Every night at 6PM, clock users 0003 and 0004 out of the system. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Punch User Out 
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Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
Time = Time 180000 
User Code = Constant� Pick 0003 
User Code = Constant� Pick 0004 

 
 Value 
  None 
 

Example #6  
 

Desired Effect 
Every night at 6AM clock every one in except employees in department 
“Software Development.” 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Punch User In 
 

Required Conditions 
Field Relationship : AND 

Field Operator  Value Type Value 
Time = Time 060000 
Department != Constant� Pick Software Development 

 
 Value 
  None 
 
 
 

Example #7  
 

Desired Effect 
Every night at 12:00 generate a report for the past days total hours and 
email the report immediately to a management contact. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 
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Generate and Email Report/Graph 
 

Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
Time = Time 000000 

   
 Value 
  None 
 
 Parameters 
 Parameter #1: Select Email Profile to use. 
 Parameter #2: Select the Management Contact to email. 

Parameter #3: Select a report that has a date range specified as “Last 1 
Day(s)” 

 
Example #8  

 
Desired Effect 
Generate and email a shift report at 8AM, 12PM and 4PM every day. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Generate and Email Report/Graph 
 

Required Conditions 
Field Relationship : OR 

Field Operator Value Type Value 
Time = Time 080000 
Time = Time 120000 
Time = Time 160000 

   
 Value 
  None 
 
 Parameters 
 Parameter #1: Select Email Profile to use. 
 Parameter #2: Select the Management Contact to email. 

Parameter #3: Select a report that has a date range specified as today 
and report type “Shift Report by Day”. 
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Example #9  
 

Desired Effect 
Publically broadcast a message to all the terminals letting them know that 
lunch is in 15 minutes everyday. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Generate and Transmit Broadcast 
 

Required Conditions 
Field Relationship : AND 

Field Operator Value Type Value 
Time = Time 114500 

   
 Value 
  None 
 
 Parameters 

Parameter #1: Select the saved Broadcast you would like to transmit. 
  

Example #10  
 

Desired Effect 
Publically broadcast a message to all the terminals every 30 minutes 
letting them know something. 

 
 Event Occurs 
 Scheduled 
 
 Action Occurs 

Generate and Transmit Broadcast 
 

Required Conditions 
Field Relationship : OR 

Field Operator Value Type Value 
Minute = Numeric 0 
Minute = Numeric 30 

   
 Value 
  None 
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 Parameters 

Parameter #1: Select the saved Broadcast you would like to 
transmit. 

 
Notes on Trigger Conditions 
 
 If you do not specify a trigger condition, that trigger will always fire 
when the event occurs.  If the event type is “Scheduled” this means that 
the trigger will fire every minute since triggers are checked and ran once 
per minute. 
 
Modifying Existing Triggers 
 

1. Select the trigger you would like to change in the Trigger list, once 
the Trigger has been highlighted; make the appropriate changes. 

2. Click “Save” if you do not click the “Save” button, your changes will 
be lost as soon as you select another Trigger from the list. 

 
Deleting a Trigger 

  
1. Select the Trigger you would like to remove from the list of available 

triggers and click the “Delete Trigger” button. 

Working with Filters 
 
Filters are one of the most flexible and versatile ways to find data in the system.  
A filter is basically a set of rules that help define the data you are looking for.  
Using combinations of fields, operators and values; you can create virtually any 
combination of data possible. 
 
A way to think of filters is performing an Internet Boolean search or if you are 
familiar with SQL, formulating a query.   If you find you have a HUGE list of items 
in a grid, use a filter to narrow down the search. 
 
There are filter buttons scattered throughout the application which will bring up 

the filter dialog as shown below in figure.  The buttons appear as  and 
when you click on them, the following filter dialog will display. 
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Definition of Filter Options and Buttons 
 

�  Field Relationship : This gives the user an AND or OR option; this 
is what ties the conditions together into a single condition. 

�  Clear Filter : Remove ALL conditions. 
�  Remove : Remove the currently selected condition. 
�  Field List : You have a field list on the left; these fields are used to 

define the condition or what we are trying to compare. 
�  Operator : Define the operator. 
�  Constant : Specify a constant value to compare to. 
�  Numeric : Select a numeric value to compare to. 
�  Date: Select a date value to compare to. 
�  Time: Select a time value to compare to. 
�  Pick : If available, clicking this button will give the user possible 

options. 
�  NOT: Use this to invert a condition. 
�  Update : This button will update an already selected condition with 

the new values. 
�  Add : This button simply adds a new condition to the list. 

 
1) Adding Conditions 

 
1) Select the field you want to set a condition for from the list on the 

right. 
2) Select an operator from the center list box. 
3) Choose the proper value to compare it to on the right; select the 

radio box most applicable to what the value comparison is and set 
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the value using the textbox, numeric up down control or date time 
selections. 

4) Click the “Add” button to add the condition to the condition list at the 
top. 

 
2) Updating Conditions 

 
1) Select the condition you would like to change from the list of 

conditions at the top. 
2) Select the field you want to set a condition for from the list on the 

right. 
3) Select an operator from the center list box. 
4) Choose the proper value to compare it to on the right; select the 

radio box most applicable to what the value comparison is and set 
the value using the textbox, numeric up down control or date time 
selections. 

5) Click the “Update” button to update the condition on the condition 
list at the top.  You will notice that the condition will change. 

 
3) Deleting and Clearing Conditions 
 

1) Select the condition you would like to change from the list of 
conditions at the top. 

2) Click the “Remove” button to remove the condition.  Alternatively, 
clicking the “Clear Filter” button will clear ALL conditions so be 
careful before using this button.  If you accidentally remove a 
condition and want to go back, you can cancel out of the filter editor 
and go back in and the original values will remain in tact. 

 
4) Working with Dates and Time 

 
Dates and times in Vantage Time Clock are represented by Julian type 
numeric values.  The formatting is as follows: 
 
Dates: YYYYMMdd 
 

o YYYY: 4 digit year value 
o MM: 2 digit month value within the year. 
o dd: 2 digit day value within the month. 

 
Times: HHmmss 
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o HH: 2 digit daily hour value within the day. 
o mm: 2 digit minute value within the hour. 
o ss : 2 digit second value within the minute. 

 
When you select date and time values using the filters, you will be able to 
select dates and times using the time and calendar objects; but once you 
add the condition they are converted to this format. 

Scheduling 
 Vantage Time Clock comes equipped with powerful staff scheduling 
capabilities.  Schedules allow you to create weekly schedules for your employees 
broken down by department.  Employees will be able to view their schedules and 
if so desired their peer’s schedules through the login terminal.  To get started 
with schedules, click on the “Schedule Creator” button from the main screen.   
 
The dialog window shown below will be displayed: 
 

 
 

Creating and Editing Weekly Schedules 
 

Click on the “Add Schedule” button to start creating a new schedule, the 
figure below will be displayed; select the Department you wish to create 
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the schedule for and any day in the week for the schedule you are 
creating; it will default to the last closest Sunday.  Click OK to continue. 
 

 
 
The system will now ask if you want to edit the schedule as shown below. 
 

 

 
Clicking “Yes” will bring you to the next screen where you can begin to add 
and author the schedule for your employees. 
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Double clicking on any one of the rows will allow you to setup the schedule for 
the selected employee as shown below.  Alternatively, selecting the row and 
clicking on “Edit Entry” will have the same result.  You can also print the 
information from this screen by clicking on the “Print Schedule” button. 
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Clicking on Select for each day will allow you to select the date range for the 
employees shift.  Clicking on “OK” will save the result. 
 

Modifying Existing Schedules 
Locate the schedule you want to modify in the list and click on “View/Edit 
Schedule” this will edit the actual entries in the schedule.  The entry editor 
window will be displayed, make modifications and click “Back” to return to 
the schedule main page. 

 

Copying another Schedule 
Sometimes you may want to create a new schedule identical of the last 
week’s schedule.  Re-entering all of the entries manually can be tedious; 
copying from another weeks schedule will automatically copy all the 
entries into the new one. 
 

1) Create a New Schedule 
2) When it asks you if you want to edit the schedule, click NO. 
3) Click the “Copy From” button to copy a previous weeks 

schedule into the scheduled currently selected.  
 

 
 

4) Select the date to copy from and click OK. The message 
below will be displayed: 

 

 
Fig 5.0 

 
Click on “Yes” to continue.  Once the schedule has copied, the 
message is shown as below. 
 



 

Vantage Time Clock 
Copyright 2008-2009 Upsilon Dynamics

Administrator Guide 1.1
February, 2009

 

 

Vantage Time Clock  
Copyright 2008-2009 Upsilon Dynamics 
Administrator Guide 1.1 
February, 2009  
 

72 

 
 
It will give you the option to edit the entries, click “Yes” if you 
want to make further changes or “No” if you are satisfied with an 
exact copy. 
 

Comparing Schedules vs. Actual Worked 
 

In the schedule listing screen, locate the schedule you want to compare 
actual worked to the scheduled hours.  Click on the “View/Edit Schedule”, 
and then click on the “Show Actual Worked” check box; the system will 
calculate and display the hours worked versus the actual scheduled hours 
shown below. 
 

 
 

The system will add black alternating rows which correspond to the actual 
hours worked by the employees.  Entries shown in green show a 
successfully worked shift, entries shown in red show a shift not completely 
satisfied.  The rules for satisfied vs. not satisfied are below: 
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�  Employee must work the same number of hours scheduled 
�  Employee doesn’t have to work actual shift as long as the total 

hours is satisfied 

Setting up Accruals 
Accruals allow the system to accrue vacation or sick time over time for 

your employees.  Accruals can be accessed by clicking on the “Accruals” button 
from the button on the main Vantage Time Clock screen; this will display figure 
below.  The system supports two types of accruals – Vacation and Sick.  These 
are stored separately and on a per employee basis.   

 

 
 
The system will display a list of accruals; accruals are done on a yearly basis, the 
system will automatically update the values when you go into this screen.  Note 
the drop down box at the top left hand of the screen, if you select “Vacation 
Time” the list will display accruals for vacation time; if you select “Sick Time” the 
list will display accruals for sick time. 
 
Remember that Accrual specific rules are setup in the “Setup” dialog window for 
the application. 
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Creating Accrual Groups 
1) Click on the “Create Accrual Group” button to create a new yearly 

accrual. 
2) The system will ask you for a year as shown below. Select the year for 

which you would like to create for and click “OK.” 
 

     
 

3) The accrual group will automatically calculate; adding in all users who 
are eligible for accruals and populating the proper credited days. 

 

Deleting Accrual Groups 
1) Click the “Delete Accrual Group” button to delete a specific accrual 

group.   
2) The system will ask you for a year. Select the year for which you are 

delete accruals for and click “OK”. 
3) The accrual group is now deleted. 
 

Carrying Forward Accruals from a Previous Year 
 

1) Click the “Carry Forward Days” button to forward days. 
2) The system will ask you for a source year. Select the year for which you 

are crating accruals for and click “OK”. 
3) The system will ask you for a destination year as shown in the second 

screenshot below.  Select the year for which you are crating accruals for 
and click “OK”. 

4) The accrual group is now deleted. 
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Working with Vacation and Sick Time 
Selecting an employee in the accrual list and clicking the “Entry” button will 
display all entries for that employee as shown in figure below. 
 

 
 

Depending on the accrual type (Vacation/Sick) the appropriate entry list will 
display showing all entries relevant to the specific user.   

Adding New Entries 
1. Click on the “Add Entry” button, this will display the entry box below: 
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2. Fill in the From, To and Description fields and click on “OK” to add the new 
entry.  The system will automatically calculate the total number of days 
dedicated.  If there is not enough time, the error dialog below will be 
shown. 

 

 
 

Modifying Existing Entries 
1. Click on the “Edit Entry” button, this will display the entry box below: 
 

 
 

2. Make your changes to the appropriate fields and click “OK” to save them.  
If there are not enough days remaining in the employees’ accrual bank, 
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you will receive an error stating that the employee doesn’t have enough 
remaining accruals. 

 

Deleting Entries 
 

1. Select the accrual entry to delete 
2. Click “Delete Entry” to delete the entry.  The system will re-credit the 

employee with whatever days were allocated to the deleted entry. 

Security and Surveillance 
Vantage Time Clock comes equipped with video and image surveillance 
capabilities.  Using webcams setup at each terminal, you can have the system 
transmit image feeds to other terminals and even take security snapshots time 
stamped with the terminal ID, date and time.  This is extremely useful if you 
suspect your employees are being dishonest or having others clock them in. 
 
Click on the “Surveillance and Security” image at the main screen will bring up 
the window below: 
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Security Punch In/Out Images 

Viewing Images 
As soon as you enter the Security and Surveillance window you will see the 
“Terminal Security” tab will be in focus.   
 

1. Select the date on the calendar to see all security feeds for a specific day; 
you can even filter the list to narrow down a specific image.   

2. Select the specific record you would like to view. 
3. The image taken will be shown in the lower right hand side of the screen 

along with a time stamped security image. 

Deleting Images 
1. Select the security image record you would like to delete. 
2. Click the “Delete Image” button to delete the image. 

Saving Images 
1. Select the security image record you would like to delete. 
2. Click the “Save Image” button to save the image.  
3. Once you have saved the image, the system will ask you to view the 

image; if you click “Yes” windows will open the default image application 
for the image. 

 

 
 

Security and Monitoring 
Clicking on the “Security and Monitoring” tab will display the figure below.  This 
screen retrieves image information from all terminals that are connected to the 
system.  Each image feed is displayed in the view window and refresh roughly 
every second. 
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Media Broadcast 
Clicking on the “Media Broadcast” tab will bring up the broadcast control panel.  
Broadcasts can be used to publically broadcast voice messages, alarms, pre-
existing images, videos and sound files across specified terminals.  These are 
particularly good for public messages or reminders throughout the day, 
broadcasts can be used in conjunction with scheduled triggers to create 
automatic announcements. 
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Broadcasting Existing Media 
You can choose to broadcast already existing media files, the file formats 
supported are .jpg, .bmp, .png, .wav, .avi, and mpg.   
 

1. Select the terminals you wish to broadcast to by checking off all applicable 
terminals. 

2. Depending on the type of media you would like to broadcast, click on 
audio, video or image as shown in the “Media Public Announcement” 
area. 

3. A browse file dialog will show up; select the file you want to broadcast and 
click OK. 

4. The media file is broadcasted to the terminals. 
 
Notes on broadcasting existing media: Try to broadc ast media files that are no bigger than 
2-3 megabytes in size.  The actual data is transmit ted to each terminal as opposed to 
streamed before playing. 
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Broadcasting a Live Message 
If you have a microphone, you can record a new message and immediately 
broadcast it to the terminals desired whenever you like.  Broadcasts can be 
saved or simply done on an ad hoc basis.   
 

1. Select the terminals you wish to broadcast to by checking off all applicable 
terminals. 

 
2. In the Record and Send Public Announcement area click on the “New 

Broadcast” button to begin a new announcement. 
 

3. Click the “Record” button to begin recording.  Once you have finished 
recording, click the “Stop” button. 

 
4. Preview your newly recorded broadcast by clicking on the “Play” button. 

 
5. Once you are satisfied with your new broadcast, click the “Broadcast” 

button to broadcast the recording to all of the selected terminals. 

Saving a Broadcast 
You can save a recorded broadcast for later use in either scheduled triggers or 
manually by: 
 

1. Create a new broadcast as in the previous step. 
2. Click the “Save” button to save the broadcast in the broadcast list. 

Modifying an Already Existing Broadcast 
You can modify and playback existing broadcasts: 
 

1. Select the broadcast you would like to playback or modify. 
2. Select the “Play” button to play back the broadcast or “Broadcast” to re-

transmit the broadcast.   
3. If you would like to re-record it, click the “Record” button; record your 

message as you would normally when creating a new broadcast and click 
on “Save.” 

Deleting a Broadcast 
1. Select the broadcast you would like to playback or modify. 
2. Select the “Delete Broadcast” button to delete the broadcast.   
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Biometric Identify 
Biometric identify allows security and management personnel to immediately 
identify individuals using their finger print profiles.  Navigate to the “Biometric 
Identify” tab to display the screen below: 
 

 

Identifying Users Using ID Codes 
Simply enter the user’s ID code in the ID Code text box, when you enter a valid 4 
digit ID code the information will be displayed on screen including the user 
identification photo if available.  Entering an invalid code will simply render no 
results. 

Identifying Users Using Fingerprints 
Simply press the individual’s finger to the Biometric print scanner and await 
results; if there is a match in the system the ID code field will automatically 
populate and display the user’s information.  If they are not found, the status bar 
will display in red “IDENTITY NOT FOUND.” 
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Working with Project Logs 
You can view, edit and delete project log information for any user in the system 
through the Project Logs interface.  Click on the “Project Log” button from the 
main Vantage Time Clock screen to display the following screen: 
 

 
 
From this screen, you can literally review hours that have been logged for any 
time, project and user.  First select the date from the date selection box located 
at the top left hand side of the screen to display all logs for that given day.  As 
always, you can use the Filters to filter the data by what you are searching for. 
 

Adding Entries 
1. Click on the “Add Entry” button to display the following dialog input screen: 
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Fill in all available information, the options are explained below: 
 
Project: Fill in the project for which you are logging hours for. 
Project Date:  Select the date the hours are logged for. 
Hours:  Enter the number of hours for the logging. 
User ID:  Select a valid user to log hours under. 
Notes: Add any notes relevant to this specific entry. 
 
Click OK to apply the settings. 

Modifying Entries 
 

1. Select the project you wish to modify from the list. 
2. Click the “Edit Entry” button, make whatever changes are necessary and 

click OK to apply them. 

Deleting Entries 
 

1. Select the project you wish to modify from the list. 
2. Click the “Delete Entry” button and confirm the delete, clicking NO when it 

asks you will cancel the delete. 
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Graphs and Reporting 
Graphs and Reports are a powerful feature of Vantage Time Clock that allows 
Administrators and Managers to analyze their payroll and hours worked data in 
many different ways. Clicking on the “Reporting Center” button on the main 
screen will display figure as shown below is the main reporting interface for 
report and graph authoring. 
 

 
 
You will notice that there are four basic sections of the reporting center interface: 
 

1. Pay Period 
Pay period determines from what time period the data is going to be pulled 
for.  You can either define a concrete date range, the day the report is ran 
on or x number of days or weeks relative to the date the report is ran on. 

 
2. Criteria Selection 
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Criteria selection allows you to specify what employees, departments and 
shift levels will be used when creating your reports or graphs.  You can 
select “All Employees” and the data will be reflective for all employees.  
Another option for criteria is a project value. 

 
3. Payroll and Hour Reports 

From this section, you can create hour and payroll specific reports based 
on your data. 

 
4. Charts, Graphs and Data Analysis 

Charts and graphs can be created in this section.  This is good for 
manager and administrators to have visuals to look at when performing 
comparative analysis. 

Creating Reports 
Reports can be created that are reflective of the hours your employees work and 
automatically calculate payroll specific totals as well.  Reports are also available 
to output project log hours and analysis and breakdown of. 
  

1. First select the Reports tab to display the screen shown above. 
2. Select the date specific criteria for the data you want to report on. 
3. Select the report specific employee, department and shift levels. 
4. Select the report type from the “Report Type” drop down list. 
5. Check or uncheck the “Add payroll header to report” checkbox.  If this is 

checked the system will add payroll specific information to each 
employee’s record in the resulting report. 

6. Click on “Create Report” to generate the report.  The report information 
will populate the grid at the bottom of the screen which is shown below. 

 

 
 

Report Templates 
Report Graph Templates are essentially reports that have been saved for reuse; 
when you save a report to a template, all settings and criteria are saved.  Reports 
can be easily retrieved in the future either for manually report generation or 
through triggers.  Triggers that generate and email reports use template 
exclusively. 
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1. Generate the report as shown in the previous step. 
2. Click on “Add” template to add a new template. 
3. Click on the newly added template row to rename it to whatever you would 

like. 
4. Click on “Save” to save the new template. 

 

Creating Graphs 
Graphs come in extremely handy when managers or administrators would like to 
graphically present payroll and hourly data, or to plot out project log hours for 
R&D purposes..  Vantage Time Clock allows the creation of very flexible and 
custom designed graphs with various colors, styling and other options. 
 
Graphs are an excellent way to do comparative analysis for either trends or 
comparing scheduled vs. worked hours, hourly traffic and much more.  Graphs 
can be re-generated and used repeatedly either manually or through the use of 
automatic scheduled triggers. 
 

1. First select the Graphs tab to display the screen below: 
 

 
 
2. Select the date specific criteria for the data you want to report on. 
3. Select the graph specific employee, department and shift levels. 
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4. Select the graph type from the “Chart Type” drop down list. 
5. Set graph options, colors and graph type options (Line or Bar) as shown in 

the figure below. 
6. Set your Y-Axis values 
 

 
 

7. Click the “Create Chart” button to generate a chart.  The chart will appear 
as show below.  Using the File  menu you have the option to print and 
save the graph.  Graphs can be printed directly to the printer, or saved into 
a file as an image for distribution purposes. 
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Note : You may have to alter your graph options multiple times before 
achieving the desired graph.  Axis settings especially need to be modified 
a few times before the correct scaling and size are achieved. 

Graph Templates 
Graph Templates are essentially charts that have been saved for reuse; when 
you save a report to a template, all settings and criteria are saved.  Charts can 
be easily retrieved in the future either for manually graph generation or through 
triggers.  Triggers that generate and email charts use template exclusively. 
 

5. Generate the chart as shown in the previous step. 
6. Click on “Add” template to add a new template. 
7. Click on the newly added template row to rename it to whatever you would 

like. 
8. Click on “Save” to save the new template. 

 

Printing and Exporting Reports & Charts 
You can print and export the data from either reports or graphs.  Whenever you 
generate a report or a graph, the grid at the bottom of the screen is populated.   
 
You can output data in three formats using the area shown: 
 

 
 

1. Structured Text : Structured text exports the data to text using specific 
formatting to achieve an aligned report. 
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2. Comma Delimited (CSV):  Comma delimited files or comma separated 
value files are used for exporting and reading data in Excel. 

 
3. HTML:  HTML output formats the data into an HTML compatible file with 

table data.  The HTML file can be viewed in all browsers and is easily 
distributable and even printable from the web browser of choice. 
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Clicking on “Print” will export the data as requested. 
 
Note: The output type is saved along with other template information, so when 
you re-use them with Triggers; the resultant file that is emailed will correspond to 
the type of output you have selected. 
 

Software Support and Contact 
 
If you have any questions or concerns not addressed in the user manual or are 
experiencing problems with Vantage Time Clock, please contact us at 
support@upsilon-dynamics.com.  Our support team will be eager to handle any 
support issues you may be having. 
 


