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PayClock & FaceIN Terminal Installation Guide

Important Notice

Please carefully read this guide before inserting this CD and beginning the
install or upgrade process. The newest version of PayClock may require
upgrades to your computer and/or your time collection terminal(s). Do not
install this software until you verify that your current hardware meets the
latest system requirements.

Certain custom programs and interfaces may not work with the newest
version of PayClock Version 6. If you have a custom interface to an
accounting / payroll application or a custom report provided by Lathem,
please contact us before installing PayClock V6 to discuss upgrading this
application. Additional fees may apply to update your custom programs or
interfaces.

The PayClock Version 6 software should NOT be installed in the same
folder as a previous version of the PayClock software, i.e. version 5 or
version 4. The current data from the old version of PayClock can be
migrated into the PayClock Version 6 software. You must leave the old
version of PayClock installed if you want to have access to the historical
data.
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Welcome to PayClock Version 6

This install pack is designed so it can be used for a new installation or an
upgrade for the following configuration:

¢ A PayClock system that uses a FaceIN terminal which communicates
using an Ethernet cable over a LAN.

PayClock Version 6 Installation Steps

Carefully follow each step for a trouble-free experience.

1. Verify your computer meets the Minimum System Requirements, listed
on page 6.

2.Install the FaceIN Terminal. See page 4.

3.Run the software installation for the appropriate configuration.

The installation types on the PayClock CD-ROM are:

ﬁPayClock Standard Install - Page 7

The Standard Install loads the client and server application as well as
your database. The Standard Install is required for all scenarios and
should be completed on only one computer on your network. Note:
PayClock Version 6 is single user by default.

-

Y PayClock Additional User (Client) Install - Page 12

PayClock Version 6 is by default set up with a single user license. The
Client Install is optional and is used when you wish to access the
PayClock software from different computers on your network. The
PayClock Standard Install must be completed prior to running the
Client Install on any additional computers. Note: The Multi-User
license must be activated if you wish to access the PayClock software
from different computers on your network. Additional license fees may

apply.
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Install the FacelN Terminal

1

Separate the mounting-plate from
the FaceIN terminal by removing
the Philips head screws. Retain
the screws for later.

A\ \
Fastening Screws

3

Plug the RJ45 network cable into
the Ethernet port and the Power
Adapter plug into the Power
Adapter port which is located in
the compartment on back of the
terminal.

2

Install the mounting-plate to the
wall using the supplied wall-mount
screws. Note: For best visibility
mount the terminal for the shortest
employee, taller employees can
bend down.

4

Align the FacelIN terminal with the
pins on the mounting-plate and
secure the two together with the 2
Philip head screws. Be careful not to
pinch the AC cord.

N A
Fastening Screws

When finished, plug the Power
Adapter into an AC wall outlet.
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FacelN Terminal Startup

Dset Volume

iiAdmin. 1 Unset

-Set up the network communications-

+ Press the MENU key, the Functions Menu
will open.

+ Press 4, the System Setting menu will open.

+From the System Setting menu, press 2 - Set
Network.

+Enter the IP Address for the terminal and
press OK.

+ Enter the Mask Code and press OK.

+Enter the Gateway Address and press OK.

+ The terminal will automatically restart.

Note: You may have to contact your network
administrator if you are unsure how to set up
the network communications.

-Set up the first Administrator-

+ Press the MENU key, the Functions Menu
will open.

+Press 1, the Set Admin menu will open.

+ From the Set Admin menu, press 1 -
Admin 1.

« Position your face and follow the prompts.
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System Requirements

PayClock Version 6 requires more computer processing power (speed) than
prior versions. If the computer does not meet these specifications, DO NOT
attempt an install or upgrade.

Minimum Requirements:

Processor: 1Ghz or higher

Operating System: Microsoft Windows 32-Bit or 64-Bit

+ XP SP2 or later

+ Vista

+ Windows 7

» Windows Server 2003 or 2008 (Standard or Enterprise Edition)
Memory: 1 GB of RAM or higher

Hard Disk Drive: Up to 450 MB of free disk space; up to 1 GB if
the .NET Framework is not installed

Display: 1024x768 or higher resolution
CD-Rom Drive: Required

Internet: 56 Kbps (broadband recommended for online
features/services)

Printer: Any printer compatible with Windows XP SP2 or later

Network Interface: Network adaptor configured for TCP/IP
connected to a switch on LAN network

Additional Software:
+ Microsoft .Net 3.5 SP1 (included in the installer)

+ Internet Explorer 7.0 or later
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Install the PayClock Software

Follow these instructions for these scenarios whether it is a new install or an
upgrade:

You want PayClock to only run on one computer

_Or_

You want to install the Server in a Multi-User system. (The multi-
user license must be activated if you wish to access the PayClock
software from different computers on your network. Additional
license fees may apply. You will have to register your PayClock
software first in order to activate the multi-user license.)

Run the PayClock Setup Program

¢ Go to the computer where you want to install PayClock.

e Make sure your screen saver is not showing before inserting the
PayClock CD.

¢ Insert the PayClock CD in the CD-ROM drive. Note: If you are
installing on Windows Vista or Windows 7 you may have to click
Allow, Continue or Yes at the User Account Control confirmation
window.

¢ The Setup program should run automatically. If not, follow the
steps below.

¢ Click Start | My Computer or Computer.
* Double click on the drive that contains the PayClock
installation CD.
Follow the Setup Steps

¢ It may take the install a few minutes to start, please be patient.
¢ From the Install PayClock window click on Next.

¢ Read the License Agreement and select I accept the terms of the
license agreement and Next to move forward.

* The Standard Install (Recommended) will be selected, click Next
to continue.

¢ At the Ready to Install screen, click Next.

* At the Server Summary screen click the Print button, this data may
be needed at a later time. Click Next to move forward.

* At the Installation Complete screen, click Finished.
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Open PayClock @

*  After installing, you can run PayClock by clicking its icon. The
default log in is Admin with the password ‘lathem’.

Add the FaceIN Terminal

e Add the FacelN terminal to the PayClock software by clicking the
Terminal Manager tab.

* Click Add Terminal button, select FaceIN and click OK.

¢ Enter a name for the terminal.

* Atthe IP Address field enter the IP address that was configured in
the FacelIN terminal.
*  Click Save.

*  To verify the communications, click the Test Connection button.
PayClock Product Registration

*  From the Getting Started windows, register PayClock via the
Internet or phone. You must register with 30 days of when you
install the software. Note: You cannot activate the multi-user
license until you register PayClock.

Purchase Features

e Contact the help desk by calling 1-800-241-4990 or visit
http://shop.lathem.com to purchase accessories and software
modules.

*  Options include employee capacity upgrades, multi-user, long-
reach cables, additional badges, badge racks and more.
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Converting Data from Older Versions of
PayClock

The data conversion allows you to get up and running quicker with the new
PayClock Version 6. The following data will be converted:

Punch Data - The two open pay periods (current and next) will be
converted. Note: Closed or historical data will not be converted. Use
the older version of PayClock to access the historical data.

Employees - Active employees will be converted. You can also choose
to convert “inactive” and “terminated” employees.

Payroll Rules - The pay period and overtime rules will be converted.
Departments - Departments will be converted.

Company Information - The company name and address will be
converted.

Note: The data conversion will make every attempt to covert the older
version data. After the conversion finishes it’s recommended to verify the
data and make any needed adjustments. No data from the old version
PayClock will be removed, it will remain intact and available for viewing
should you need historical information.

Q

Run the PayClock Version 6 Conversion Process

¢ Open PayClock Version 6.

*  Click the Convert Data button on the Get Started window, the Data
Migration wizard will open.

*  Click the “Important: Running this wizard will delete all existing
data in the PayClock V6 data. Click this checkbox to continue.”
option and click Next.

¢ Click Browse and navigate to the old version PayClock application
folder, typically C:\Payclock.

¢ Select the data options you wish to migrate and click Next to
continue.

*  When the data migration process has completed, click Finish.

Verify the PayClock Version 6 Conversion

*  Open PayClock Version 6, verify the data conversion and make
any needed adjustments.

Poll the FaceIN Terminal

*  Poll the FaceIN terminal which will bring over any punch data as
well as the face enrollments.
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Data Migration Notes
After a data migration from a previous version of PayClock 5.X to Version
6 the following items may need attention. Note: Migrating from a previous
version of PayClock less than 5.X will result in some data being incorrect.
Punch Data:
¢  Only the 2 open pay periods in PayClock version 5 will be migrated.
PayClock version 5 and all its data will remain intact to allow for
historical reporting.
Employees:
¢ All employees will be migrated; however, if you have more than 100
Active employees you will not be able to see all of them until the software
is registered and licensed for an amount greater than the actual number of
Active employees.
¢ Terminated and In-Active employees can be migrated.
¢ Images — Employee image files will not be migrated.
*  Termination Date — The utility will attempt to migrate the termination date
if possible.
Pay Class:
¢ If you renamed the “Standard” Pay Class, a Pay Class with the same name
will be created and the V6 default “Standard” Pay Class will also exist.
Also, the first time you enter the Time Card screen you will need to select
the proper Pay Class from the list at the top of the screen.
Custom Rounding:
*  No user defined rounding will be migrated, defaults 00 and 1/10 will only
be migrated.
Pay Codes:
* If you changed the Name or Modifier of a Pay Code that information will
not be migrated. Pay Codes will revert to the default Name and Modifier.
You can make any desired changes under Setup Tab | Pay Codes.
¢ If you changed the default Non-Worked Pay Code, it will be reset to
Vacation. You can change this under Setup Tab | Preferences.
Exports:
¢ Exports will not be migrated, you will need to run through the Export
Setup in Version 6 under Setup Tab | Exports.
Accrual Policies:
*  Accrual Policies will not be migrated. PayClock Version 6 does not
support Accrual Policies.
Users & Passwords:
¢ User accounts and passwords will not be migrated. PayClock Version 6
has one default user, Admin, with the password of “lathem”. Additional
users can be added with either administrator or limited access rights.
Departments/Groups:
*  Any groups that have the “Include in Home List” option NOT selected
will not be migrated, these are considered filters not departments.
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Setting up a Multi-User System

PayClock is by default a single user system. You must purchase and enable
the multi-user feature in order to access PayClock from other computers on
your network.

Note: You must register your PayClock software before enabling the Multi-
User feature even if you have already paid for the feature. After registering
PayClock, call the help desk for a feature un-lock code.

What is the difference between a Single User and Multi-User system?
With a single user system users cannot access the PayClock from different
computers on the network. With a multi-user system other users can have
the PayClock client installed on their computers and access PayClock
across the network.

Enable the Multi-User Feature

*  Open the PayClock software.

*  Click on the PayClock orb in the upper left hand corner and select
Upgrade PayClock.

*  The Feature Wizard will open, click Next.
* At Number of Users select Multi-user.

e Click Next if you wish to demo the feature, click Finish. This will
activate the feature for a 30 day trial.

» If you wish to purchase the feature select Purchase the selected
feature and click Next.

*  Enter your credit card information and click Process Payment.

*  Your system will now be a multi-user system; you can install the
PayClock client on other computers and access PayClock across
the network.

See the PayClock Help for detailed information on setting up
additional PayClock users.




PayClock & FaceIN Terminal Installation Guide

Client Installation in a Multi-User System

Follow these instructions when you want to run PayClock on more then one
computer. These client instructions apply whether it is a new install or an
upgrade. The PayClock Server must be installed before installing the Client
software.

Note: The multi-user license must be activated if you wish to access the
PayClock software from different computers on your network. Additional
license fees may apply. In order to activate the multi-user license, you will
have to register your PayClock software first.

(] Run the PayClock Setup Program

.

Go to the computer where you want to install the PayClock client.
Make sure your screen saver is not showing before inserting the
PayClock CD.

Insert the PayClock CD into your computer’s CD-ROM drive.
Note: If you are installing on Windows Vista or Windows 7 you
may have to click Allow or Yes at the User Account Control
confirmation window.

The Setup program should run automatically. If not, follow the
steps below.

*  Click Start | My Computer or Computer.

¢ Double click on the drive that contains the PayClock
installation CD.

Follow the Setup Steps

It may take the install a few minutes to start, please be patient.
From the Install PayClock window click on Next.

Read the License Agreement and select I accept the terms of the
license agreement and Next to move forward.

Select the Custom option and click Next to continue.

At the Install Client Only or Client & Server window, select
Client Only and click Next to continue.

At the Ready to Install screen, click Next.
At the Installation Complete screen click Finished.

Open PayClock

After installing, you can run PayClock by clicking its icon. The
default log in is Admin with the password ‘lathem’.
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Frequently Asked Upgrade Questions

How do I get my data from the old PayClock software into PayClock

Version 6?
You can transfer some of the data from the old version of PayClock
into the new PayClock Version 6. Simply click the Covert Data button
on the Getting Started window and follow the on screen instructions.
Note: The data conversion will make every attempt to covert the older
version data. After the conversion finishes it’s recommended to verify
the data and make any needed adjustments.

What data can be converted from the old version of PayClock?

¢ Punch Data - The two open pay periods (current and next) will be
converted and available in PayClock Version 6. Note: Closed or
historical data will not be converted. Use the older version of
PayClock to access the historical data.

¢ Employees - Active employees will be converted and available in
PayClock Version 6. You can also choose to convert “inactive”
and “terminated” employees. Note: Employee face images will not
be converted.

¢ Payroll Rules - The pay period and overtime rules will be
converted and available in PayClock Version 6.

¢ Departments - Departments will be converted and available in
PayClock Version 6.

*  Company Information - The company name and address will be
converted and available in PayClock Version 6.

Do I have to uninstall my old version of PayClock?
No, you should leave your old version of PayClock installed. Historical
data from you old version of PayClock can not be migrated into
PayClock Version 6. You will need to keep the older version to access
your historical data.

Will I have to register my new PayClock software?
Yes, PayClock Version 6 requires that you register the software with
Lathem Time Corporation within 30 days of the installation. You can
register the software online (recommended) or by phone.

What happens if I do not register my new PayClock software?
After 30 days the PayClock software will stop operating. Completing
the registration process will activate the PayClock software.

What should I do if I have a technical issue or a problem installing or
using the new PayClock software?
If you have a problem with the installation or a technical issue, refer to
the Installation & Users Guide first.
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Per Call Telephone Support - The perfect option when you want to pay
as you go for one-on-one support. Assistance is available from 8:00
a.m. to 7:00 p.m. EST, Monday - Friday. You can us convenient
billing to your Visa, MasterCard, or American Express. 1-404-691-
1065

Email Support - Submit a question through our online knowledgebase
and one of our technicians will respond to your inquiry within 24 hrs.
Our knowledgebase contains many hints, tips, and troubleshooting
items that will help you get up and going. http://support.lathem.com

The database for my current PayClock software is located on a

network drive; can I keep it there with this new version of PayClock

software?
Yes, for this scenario you should run the “Standard Install” on the
computer where the database is located and run the “Client Install” on
the computer(s) where the users will access the PayClock software.
The PayClock Database Service has to be installed on the computer
where the database will reside. The PayClock Database Service is
installed during the “Standard Install”. Note: The multi-user license
must be activated if you wish to access the PayClock software from
different computers on your network. Additional license fees may
apply.

What if my client workstations can’t find the server and nothing I try

has worked?
The new PayClock system is designed to automatically connect its
various components in most standard Microsoft peer-to-peer networks.
However, you may find it necessary to make adjustments to your
network or PC settings. We recommend that you have access to
internal or outside help if you need to troubleshoot your network,
firewall, or IP settings. Though Lathem support representatives are
well trained, they may need a trained computer professional on your
site to help with certain troubleshooting tasks.
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Annual
Agreement

- Free updates and version upgrades
While you are covered under the support plan, you will have availability
to the latest versions of your software when they become available.
New versions often have improved features designed to increase the
functionality of the product, and make existing operations work easier.
Without the support plan: Software upgrades must be purchased individually.

- Toll-free telephone support
If you have any questions with the operation or support of your system, you
will have access to a trained support representative via our toll free number.
Our knowledgeable representatives are trained to answer your questions quickly
and effectively, so you won't waste your time unnecessarily.
Without the support plan: Customer support calls will be billed on a per incident basis.

For more information, visit www.lathem.com or call 1-800-241-4990.
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