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SECTION 1: INTRODUCTION

Overview

Please return this Questionnaire within one week.  

The person with the most knowledge of your organization’s time and attendance policies should complete this Questionnaire. We will use this information to create a System Specification document, which we will submit to you for approval. Once we receive your approved System Specification document, we will configure your ADI Time system, install it at your location(s), and train your employees. 

Please answer all questions as completely as possible. Exceptions to your rules are very important. If a question is not applicable to your organization, write “N/A” beside it. If you do not understand a question, write a question mark (?) beside it. 

We have provided sample data in some of our tables as an illustration. If any of our examples happen to fit your organization, you may write “KEEP” next to the example and we will include that information in your system configuration.

     
Completing the Questionnaire electronically

You can fill out the Questionnaire electronically, or you can print it and fill it out manually. To complete it electronically, follow the instructions below.

1. Advance to the next entry field either by pressing the [Tab] or [Page Down] keys, or clicking the field with your mouse. To view a different page or page section, use the scroll bar on the right side of your screen.

2. For text fields, type in the field. For check box fields, press the space bar or click the check box. For drop-down list fields, select an item from the list.

Company Information

Company Name:      
 

Payroll Coordinator (The person currently responsible for your payroll function.) 
Name:      
 

Phone:      
     Fax:      
    E-mail:      

Backup Payroll Coordinator

Name:      
 

Phone:      
     Fax:      
    E-mail:      

How many system operators need training for ADI Time(?      

SECTION 2: SYSTEM PARAMETERS

A. Time & Attendance

	1. Would you like to assign a supervisor to each employee? 

· This allows you to run a Time Detail Report by Supervisor and Employee Transaction Report by Supervisor.

· If you will be using the Leave Request feature of ADI Web, answer Yes.


	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	2. Would you like your salaried employees to be included in the system?

If yes, let us know how the system should handle salaried employees by selecting only one of the following options:
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Salaried employees punch in and out and their time is transferred to payroll.

 FORMCHECKBOX 
 Salaried employees punch in and out and their time is not transferred to payroll.

 FORMCHECKBOX 
 Hours for salaried employees are automatically loaded and their time is transferred to payroll.

 FORMCHECKBOX 
 Salaried employees do not punch at all; they are only in the system to track employee profile information.


B. Identification

1. How many alphanumeric characters is your Employee ID?        (Max = 10)
(This is usually the ID that payroll vendors use to identify employees.)

2. How is your Employee ID generated? 
 FORMCHECKBOX 
 User Defined   
 FORMCHECKBOX 
 Social Security No.   


3. Did you purchase badges from ADI? 
 FORMCHECKBOX 
 Yes   
 FORMCHECKBOX 
 No (If not, please contact your Sales Representative.)
C. Time Clock Functions

	1. Do you want the time clock to restrict when an employee can punch in or out based on his or her schedule? Caution: If you select yes, every employee must be assigned a schedule and schedules must be downloaded on daily basis. 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	For example, John is scheduled from 7:00 a.m. to 3:00 p.m. with a 15-minute grace period. He may punch in between 6:45 a.m. and 7:00 a.m., but if he tries to punch in at 6:44 a.m., the clock will prevent the punch.


2. If you use Accu-Time or CMI clocks, you can perform the following functions at the time clock. Select which functions you would like activated. Hand Punch and CDP clock users can skip this section because the functions are preset. 

	Description of Function
	Activate

	Employees can use the keypad to punch in and out.
	 FORMCHECKBOX 


	An employee can view his or her total hours for the pay period.
	 FORMCHECKBOX 


	An employee can view all of his or her punches since the last poll.
	 FORMCHECKBOX 


	If the clock is being used for door access, this key must be used for punching in and out.
	 FORMCHECKBOX 


	If you track employees’ hours by job or task, this key will allow them to designate which job or task they will work on when they punch in. 
	 FORMCHECKBOX 


	An employee can transfer to a different department or position during the day.
	 FORMCHECKBOX 


	Employees can use the keypad to enter tips or sales.
	 FORMCHECKBOX 


	A supervisor can modify his or her employees’ hours. (Only if you answered “yes” to question 2 of the Payroll Information section above.)
	 FORMCHECKBOX 


	A supervisor can add or delete punches.
	 FORMCHECKBOX 



D. Maintenance 

Maintenance tasks can be automatically run during off-peak hours (when less people are using the system) on a daily/weekly basis. We recommend that you check with your Network Administrator for the best time to run these tasks to ensure that they don’t interfere with other system maintenance. 

Daily system maintenance should start at          FORMCHECKBOX 
 a.m.   FORMCHECKBOX 
 p.m.
Select the task(s) that should be run:

	 FORMCHECKBOX 

	Poll the time clock(s)

This transfers information (e.g. punches) from the time clock(s) to the database.

	 FORMCHECKBOX 

	Post punches

Posting takes the information transferred during the polling process and distributes it to the individual employee timecards. 

	 FORMCHECKBOX 

	Download to the time clocks

This transfers information (e.g. badge numbers, schedules, departments, and employee weekly totals) from the database to the time clock(s).

	 FORMCHECKBOX 

	Print reports

Reports allow you to verify that all timecard adjustments and totals are accurate before transferring a payroll file to your payroll vendor. You can save the printed reports as a backup and for easy reference.

	 FORMCHECKBOX 

	Backup the database

In the event that the database becomes unusable (due to file corruption or hard drive failure, for example) you will be able to restore your backup copy.

	 FORMCHECKBOX 

	Build schedules 

Building schedules allows you to later generate exception codes. Exception codes are usually generated when there is a variance between an employee’s timecard and schedule.

	 FORMCHECKBOX 

	Repair/Compact the database

This keeps your database running efficiently.


SECTION 3: USER PARAMETERS

While answering the questions in this section, please be specific and identify all of your policies. Exceptions to the rules are very important. 

A. Hierarchy Information


Hierarchy refers to your organizational structure. ADI Time assumes the following structure: 

 








Does your organization have more than one of any of the following elements?

 FORMCHECKBOX 
 Company      FORMCHECKBOX 
 Location      FORMCHECKBOX 
 Division      FORMCHECKBOX 
 Department      FORMCHECKBOX 
 Position


Complete the table on the next page for your companies, locations, divisions, and departments. If you need more room, please photocopy this page. If you have an electronic copy or a printout of your hierarchy information, please email/fax this to your Account Manager.

B. Department List

Company Code:      
   Company Name:      
 


1 – 10 alphanumeric characters.
Up to 30 alphanumeric characters.

Address:      
 


Street, City, State, Zip Code

	Location 

Code

(1 – 10 alpha-numeric chars)
	Location 

Name

(1 – 30 alphanumeric characters)
	Division

Code

(1 – 10 alpha-numeric chars)
	Division

Name

(1 – 30 alphanumeric characters)
	Department Code

(1 – 10 alpha-numeric chars)
	Department 

Name

(1 – 30 alphanumeric characters)

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


C. Position List 

You may skip this page if you do not have more than one position in any department, if you do not use departments, or if you do not use positions.

If you do have more than one position within a department, list the positions below. If you need more room, please photocopy this page. If you also track employees’ time by either job or task, please contact your Account Manager.
	
	Position

Code

(1 – 10 alphanum chars)
	Position Title/

Description

(1 – 25 alphanumeric chars)
	Assigned Dept

(1 – 10 alpha-numeric chars)
	Payroll Interface Code
	(From page 6)

	
	
	
	
	
	Co.

Code
	Loc.

Code
	Div.

Code

	(Example)
	100
	Administrative Assistant
	200
	123456
	01
	10
	01

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     


Field Descriptions 

Assigned Dept – Each position must be assigned to a department. 

Payroll Interface Code – Enter the code assigned to this position by your payroll company.

Co. Code/Loc. Code/Div. Code – Enter the company, location, and division to which the department belongs.
D. Pay Type List

A pay type is assigned to each hour worked. Typical examples are Regular, Vacation, Bonus, and Overtime. Please list all of your pay types in the chart below. 

	3. Do employees receive tips?
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

	4. If so, which of the pay types below will be used for tips?      



* Required information. (See bottom of page for field descriptions.)

	
	
	*
	*
	*
	*
	
	*

	
	Pay Type

ID

(1 – 10 alpha-numeric chars)
	Pay Type

Name

(1 – 26 alpha-numeric chars)
	Paid

Time?
	Contribute to OT?

Day       Week
	HRS or $$$
	Consider Absent?
	Payroll Transfer Code

	(Example)
	Vac
	Vacation
	Yes
	No
	Yes
	HRS
	No
	03

	(Example)
	Sick
	Sick
	Yes
	No
	No
	HRS
	Yes
	06

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     

	
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	     


Field Descriptions 

Paid Time? – Is this pay type paid time or is it used for tracking purposes only (e.g. unpaid sick time)? 

Contribute to OT? – Does this pay type contribute toward the daily or weekly overtime threshold?

HRS or $$$ – Is this pay type tracked by hours or dollars?

Consider Absent? – Is the employee considered absent if this pay type is used? 

Payroll Transfer Code – The code assigned to this pay type by your payroll company (you may need to contact your payroll company for this information).

E. Pay Calendar 

The pay calendar is used to define your pay periods and is based on a normal calendar year 

(Jan 1 – Dec 31). Please list only the first pay period of the year for each calendar type. The system will calculate subsequent pay periods. 
(See bottom of page for field descriptions.)

	
	Calendar Type
	First pay period of the year

Start Date               End Date

	(Example)
	Weekly
	12-29-2002
	01-04-2003

	(Example)
	Bi-Weekly
	12-29-2002
	01-11-2003

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     


Field Descriptions 

Calendar Type – Either weekly, bi-weekly, semi-monthly, monthly, or custom. (If custom, please attach a copy of your pay calendar.)

Start Date – The date the first pay period of the year begins.

End Date – The date the first pay period of the year ends.

F. Pay Groups 

Pay groups allow you to group employees that share the same time and attendance rules regarding meals, holidays, overtime, etc.

Some typical pay groups are as follows:

· Salary: Salaried employees are paid for 40 hours per week regardless of actual hours worked.

· Hourly: Hourly employees are paid only for hours worked. They must punch out for meals and breaks. They receive overtime for all hours over 40 per week. They are paid for holidays.

· Factory: Factory employees share the same rules as Hourly employees, except that they receive two 15-minute paid breaks.

A new pay group should be set up for each policy variation. In the above example, Hourly and Factory are two separate groups because Factory employees are paid for breaks, and Hourly employees are not. The system is capable of handling an unlimited number of pay groups that may be added or edited at any time.  

General Pay Group Information

Enter your pay group information in the chart below. All fields are required. (See bottom of page for field descriptions.)

	
	Pay Group ID

(1 – 6 alphanumeric chars)
	Pay Group Name

(1 – 25 alphanumeric characters)
	Pay Calendar Type

	(Example)
	SAL
	Salary
	Bi-Weekly

	(Example)
	HR
	Hourly
	Weekly

	(Example)
	FAC
	Factory
	Weekly

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     


Pay Calendar Type – Select from the Pay Calendar you defined on page 9. Select only one per pay group.
1. When an employee’s shift starts before midnight and ends after midnight, which day should the hours be credited to?

 FORMCHECKBOX 
 The day the shift started 

 FORMCHECKBOX 
 The day the shift ended

2. On which day of the week does your pay period start? 


 FORMCHECKBOX 
 Sunday     
 FORMCHECKBOX 
 Monday     FORMCHECKBOX 
 Tuesday     FORMCHECKBOX 
 Wednesday     FORMCHECKBOX 
 Thursday     FORMCHECKBOX 
 Friday     FORMCHECKBOX 
 Saturday

3. At what time does a new day start?         FORMCHECKBOX 
 a.m.   FORMCHECKBOX 
 p.m.
	4. Time Card Approval (Caution: If Time Card approval is used, every Time Card must be approved before payroll is closed. If supervisor approval is required, all supervisors must have access to ADI Time; if employee approval is required, all employees must have access to ADI Time.)
Supervisor Approval:  FORMCHECKBOX 
Required Weekly   FORMCHECKBOX 
Required Daily   FORMCHECKBOX 
Required per Pay Period   FORMCHECKBOX 
None



Employee Approval:   FORMCHECKBOX 
Required Weekly   FORMCHECKBOX 
Required Daily   FORMCHECKBOX 
Required per Pay Period   FORMCHECKBOX 
None




	Holiday Benefit Hours




	Pay Group:      

	Pay Group: ____________________


Please list all of your Holidays and Special Days
 below. If your company does not have paid holidays, you may skip this section. 

If different pay groups have different rules, please photocopy this page and indicate the pay group at the top of each page.

(See bottom of page for field descriptions.)

	
	Holiday/Special Day Name
	Date of Holiday/Special Day
	Days before

holiday
	Days after 

holiday
	# Days

employed

	(Example)
	New Year’s Day
	01-01-00
	1
	1
	90

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     


Field Descriptions 

Days before holiday – How many scheduled workdays must an employee work before the holiday in order to receive holiday pay?

Days after holiday – How many scheduled workdays must an employee work after the holiday in order to receive holiday pay?

# Days employed – How many days must an employee be employed with your company in order to be eligible for holiday pay?

	5. Is there a possibility of any employee working on a holiday? If not, skip to the next page.


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No


6. If employees are scheduled to work on a holiday and they report to work that day, how many holiday hours are they paid for?

 FORMCHECKBOX 
 The number of hours they work

 FORMCHECKBOX 
 The number of hours for which they are scheduled  

 FORMCHECKBOX 
 A fixed number of hours:      
 FORMCHECKBOX 
 Varies by employee. Explanation:      



 FORMCHECKBOX 
 None (no holiday hours; they may be paid regular or overtime hours instead) 

7. If employees are scheduled to work on a holiday and they do not report to work that day, how many holiday hours are they paid for?

 FORMCHECKBOX 
 The number of hours for which they are scheduled  

 FORMCHECKBOX 
 A fixed number of hours:      
 FORMCHECKBOX 
 Varies by employee. Explanation:      

 FORMCHECKBOX 
 None

8. If employees are not scheduled to work on a holiday, but they report to work that day, how many holiday hours are they paid for?

 FORMCHECKBOX 
 The number of hours they work

 FORMCHECKBOX 
 A fixed number of hours:      
 FORMCHECKBOX 
 Varies by employee. Explanation:      

 FORMCHECKBOX 
 None (no holiday hours; they may be paid regular or overtime hours instead)

9. If employees are not scheduled to work on a holiday, and they do not report to work that day, how many holiday hours are they paid for?

 FORMCHECKBOX 
 A fixed number of hours:      
 FORMCHECKBOX 
 Varies by employee. Explanation:      

 FORMCHECKBOX 
 None

	10. Are any holidays paid differently from the above? (See footnote on previous page.) If yes, please attach your company policy. 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


	Meals and Breaks





	Pay Group:      



If different pay groups have different rules, please photocopy this page and indicate the pay group at the top of each page.

	1. Do employees punch out for meals?  
	 FORMCHECKBOX 
 Always  

 FORMCHECKBOX 
 Sometimes  

 FORMCHECKBOX 
 Never

	2. Do employees punch out for breaks? 
	 FORMCHECKBOX 
 Always  

 FORMCHECKBOX 
 Sometimes  

 FORMCHECKBOX 
 Never


	3. If an employee does not punch out for a meal, should the system automatically deduct the time? 
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No

	If yes, how many hours must an employee work before the deduction occurs?      
How many minutes should be deducted?      


	4. Should the system automatically deduct time for unpaid breaks?

	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No

	If yes, how many breaks should be deducted?      

How many hours should an employee work before each deduction occurs?      
 

How many minutes should be deducted for each break?      
 

	5. Paid Breaks: If employees are sometimes paid for meals or breaks for which they have punched out, how many minutes are they paid?

Break 1      

     Meal      

     Break 2      
   

	6. Are employees paid for breaks? If yes, please explain and provide examples.
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No

	7. Can employees combine breaks (for example, can employees take a one-hour lunch instead of their half-hour lunch and two 15-minute breaks)?  
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No


8. An employee punches out for less time than his or her scheduled meal.

a.  How much time should be deducted? 

 FORMCHECKBOX 
 Deduct the exact number of minutes taken   FORMCHECKBOX 
 Deduct the number of minutes that were scheduled 
 FORMCHECKBOX 
 Round to the nearest quarter      FORMCHECKBOX 
 Round to the next quarter      FORMCHECKBOX 
 Round to the previous quarter


 FORMCHECKBOX 
 Round to the nearest tenth      FORMCHECKBOX 
 Round to the next tenth      FORMCHECKBOX 
 Round to the previous tenth
 FORMCHECKBOX 
 Other      



	b.  Should a Short Break (SB) exception be noted on the employee’s time card? 


	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


9. An employee punches out for more time than his or her scheduled meal.

a.  How much time should be deducted? 

 FORMCHECKBOX 
 Deduct the exact number of minutes taken   FORMCHECKBOX 
 Deduct the number of minutes that were scheduled 
 FORMCHECKBOX 
 Round to the nearest quarter      FORMCHECKBOX 
 Round to the next quarter       FORMCHECKBOX 
 Round to the previous quarter
 FORMCHECKBOX 
 Round to the nearest tenth      FORMCHECKBOX 
 Round to the next tenth      FORMCHECKBOX 
 Round to the previous tenth
 FORMCHECKBOX 
 Other      

	b.  Should a Long Break (LB) exception be noted on the employee’s time card?  
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


	Rounding Rules





	Pay Group:      

	Pay Group: ____________________


If different pay groups have different rules, please photocopy this page and indicate the pay group at the top of each page.

	1. Do you always pay employees for the exact number of minutes for which they are punched in? If yes, you may skip to the next section. Otherwise, please complete questions 2–7 regarding your rounding rules.
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


2. An employee punches in before his or her scheduled start time.

a.  How are the extra minutes paid? 

 FORMCHECKBOX 
 Pay the exact number of minutes worked     FORMCHECKBOX 
 Pay according to schedule (no extra minutes are paid)

 FORMCHECKBOX 
 Round to the nearest quarter     FORMCHECKBOX 
 Round to the next quarter     FORMCHECKBOX 
 Round to the previous quarter


 FORMCHECKBOX 
 Round to the nearest tenth     FORMCHECKBOX 
 Round to the next tenth     FORMCHECKBOX 
 Round to the previous tenth

 FORMCHECKBOX 
 Other      

b.  How many minutes before the scheduled start time does the above rounding rule start to apply?      

For example, you round to the nearest quarter and your rule applies 10 minutes before the scheduled start time. Jane is scheduled to start at 8:00, but punches in at 7:50. She will be paid from 7:45. Joe is scheduled to start at 8:00, but punches in at 7:51. He will be paid from 8:00.

	c.  Should an Early Arrival exception (EA) be noted on the employee’s time card? 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


If yes, how many minutes early must they be to receive this?       

3. An employee punches in after his or her scheduled start time.


a.  How are the non-worked minutes deducted? 

 FORMCHECKBOX 
 Pay the exact number of minutes worked     FORMCHECKBOX 
 Pay according to schedule (no minutes are deducted)

 FORMCHECKBOX 
 Round to the nearest quarter     FORMCHECKBOX 
 Round to the next quarter     FORMCHECKBOX 
 Round to the previous quarter


 FORMCHECKBOX 
 Round to the nearest tenth     FORMCHECKBOX 
 Round to the next tenth     FORMCHECKBOX 
 Round to the previous tenth

 FORMCHECKBOX 
 Other      

b.  How many minutes after the scheduled start time does the above rounding rule start to apply? _______

For example, you round to the nearest quarter and your rule applies 10 minutes after the scheduled start time. Jane is scheduled to start at 8:00, but punches in at 8:10. She will be paid from 8:15. Joe is scheduled to start at 8:00, but punches in at 8:09. He will be paid from 8:00.

	c.  Should a Late Arrival exception (LA) be noted on the employee’s time card?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


If yes, how many minutes late must they be to receive this?      
4. An employee punches out before his or her scheduled end time.


a.  How are the non-worked minutes deducted? 

 FORMCHECKBOX 
 Pay the exact number of minutes worked     FORMCHECKBOX 
 Pay according to schedule (no minutes are deducted)

 FORMCHECKBOX 
 Round to the nearest quarter     FORMCHECKBOX 
 Round to the next quarter     FORMCHECKBOX 
 Round to the previous quarter


 FORMCHECKBOX 
 Round to the nearest tenth     FORMCHECKBOX 
 Round to the next tenth     FORMCHECKBOX 
 Round to the previous tenth

 FORMCHECKBOX 
 Other      

b.  How many minutes before the scheduled end time does the above rounding rule start to apply?      
For example, you round to the nearest quarter and your rule applies 10 minutes before the scheduled end time. Jane is scheduled to end at 4:30, but punches out at 4:20. She will be paid until 4:15. Joe is scheduled to end at 4:30, but punches out at 4:21. He will be paid until 4:30.

	c.  Should an Early Departure exception (ED) be noted on the employee’s time card?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


If yes, how many minutes early must they leave to receive this?      
5. An employee punches out after his or her scheduled end time.


a.  How are the extra minutes paid? 

 FORMCHECKBOX 
 Pay the exact number of minutes worked     FORMCHECKBOX 
 Pay according to schedule (no extra minutes are paid)

 FORMCHECKBOX 
 Round to the nearest quarter     FORMCHECKBOX 
 Round to the next quarter     FORMCHECKBOX 
 Round to the previous quarter


 FORMCHECKBOX 
 Round to the nearest tenth     FORMCHECKBOX 
 Round to the next tenth     FORMCHECKBOX 
 Round to the previous tenth

 FORMCHECKBOX 
 Other      

b.  How many minutes after the scheduled end time does the above rounding rule start to apply?      
For example, you round to the nearest quarter and your rule applies 10 minutes after the scheduled end time. Jane is scheduled to end at 4:30, but punches out at 4:40. She will be paid until 4:45. Joe is scheduled to end at 4:30, but punches out at 4:39. He will be paid until 4:30.

	c.  Should a Late Departure exception (LD) be noted on the employee’s time card?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


If yes, how many minutes late must they leave to receive this?      
	Overtime & Double-Time
	Pay Group:      

	Pay Group: ____________________


If different pay groups have different rules, please photocopy this page and indicate the pay group at the top of each page.

1. When are employees eligible for overtime? 

 FORMCHECKBOX 
 On a weekend

 FORMCHECKBOX 
 On a holiday 

 FORMCHECKBOX 
 On a holiday only if not scheduled

 FORMCHECKBOX 
 After 8 hours per day

 FORMCHECKBOX 
 After 40 hours per week

2. How do you calculate overtime pay?

 FORMCHECKBOX 
 Overtime hours are multiplied by 150% of the regular rate.

 FORMCHECKBOX 
 Other      

	3. Are employees eligible for double-time?

	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	If yes, when does this apply:      



4. How is double-time paid?

 FORMCHECKBOX 
 Double-time hours are multiplied by 200% of the regular rate.

 FORMCHECKBOX 
 Other      



	5. Do overtime and double-time stop at midnight (or at the end of the work day if your work day ends at a time other than midnight)?
 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


	6. Are employees paid overtime or double-time for working a specific number of consecutive days? 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	If yes, how many consecutive days must they work?      

	How are they paid?     FORMCHECKBOX 
 Overtime   FORMCHECKBOX 
 Double-time   FORMCHECKBOX 
 Other      


	Must consecutive days be in the same pay period? 


	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	7. Are employees paid overtime or double-time for hours worked on a weekend or holiday? 
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No


If yes, explain the rules      

	Premiums
	Pay Group:      

	Pay Group: ____________________


If different pay groups have different rules, please photocopy this page and indicate the pay group at the top of each page.

If you pay a higher rate (premium rate) for certain shifts, please fill out the table below. For example, employees that work second shift are paid an extra 50 cents per hour. Please enclose a copy of any relevant documentation with your completed Questionnaire.
(Example)

	Premium Name
	2nd Shift
	     
	     
	     

	1. Choose when the premium rate applies:

· Based on a master schedule (see page 22)
(Specify the hours and days)

or

· Fixed time window
(Write the start and end times, and days)
	Fixed: 3-12
everyday
	     
	     
	     

	2. Specify the conditions that must be met:

a. How many hours must be worked within the window specified above? (None, Minimum of (specify), Maximum of (specify), Range of hours (specify)).
	4
	     
	     
	     

	b. Must the employee work a certain number of hours before or after the window specified above? If yes, specify.
	1 hour before

and

1 hour after
	     
	     
	     

	c. Can hours worked outside of the window be paid at premium? 
(Example: If an employee is scheduled from 11:00 PM to 7:00 AM and the employee punches out at 7:15, how is the 15 minutes outside of the window paid?
	Yes
	     
	     
	     

	d. Is there minimum or maximum number of days of employment? If yes, specify.
	90 days
	     
	     
	     

	3. What is the premium (difference) paid for this shift? 

(Examples: $.50/hr, 5%/hr, a fixed $ amount)
	$ .50/hr
	     
	     
	     

	4. Does the premium rate apply to overtime hours?
	Yes
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	5. Should there be a different pay type for this premium? (Examples: “Reg2” pay type for Shift 2, “Reg3” pay type for Shift 3, etc.)?
	Yes
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	6. Choose how many hours will be paid:

a. The number of hours worked within the window specified in question one.

b. The number of hours on the schedule (regardless of how many are worked).

c. A fixed number of hours (specify how many).
	a
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Guaranteed Hours

If any of your employees are guaranteed a minimum number of hours in certain situations, please fill out the table below. For example, an employee punches in on Saturday and works for only one hour, but is guaranteed a minimum of four hours pay.

(See bottom of page for field descriptions.)

	
	Pay Group
	Minimum Hours Required
	Guaranteed Hours
	Based on daily or weekly hours?
	Unscheduled only (call-in)?

	(Example)
	Salary
	37.5
	40
	Weekly
	No

	(Example)
	Maintenance
	No minimum
	4
	Daily
	Yes

	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	     
	     
	     
	 FORMDROPDOWN 

	 FORMDROPDOWN 



Pay Group – Which pay group(s) the guarantee applies to.
Minimum Hours Required – The minimum number of hours an employee must work to qualify.

Guaranteed Hours – The number of hours employees will be paid.
Based on daily or weekly hours? –  Is the guarantee based on daily or weekly hours?
Unscheduled only (call-in)? – If the guarantee is based on daily hours, does it only apply to employees who were not scheduled to work that day (called in)?

G. Time-Off Reasons

Scheduled time-off must be assigned a reason code. Reason codes are displayed on the time off calendar and on the timecard. Please list all time-off reasons below. 

Examples: Jury Duty, Military Leave, Maternity Leave, Vacation, Floating Holiday.  

	Time-Off Reasons

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


H. Termination Reasons

This section is optional. When you terminate an employee, you will be prompted for the termination date and reason. Please list all termination reasons below.

Examples: Personal Reasons, Quit, Excess Absenteeism, Returned to School, Seasonal Employee.

	Termination Reasons

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


SECTION 4: LABOR MANAGEMENT

A. Employee Profile

ADI Time can store all of the information shown below for each employee. We can set up an additional 20 fields (User Defined Fields) for you, if needed. 

	Do you want pay rates to be hidden on reports (only show hours)?
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No


Existing Fields

	
	General
	Personal
	
	Withholding & Other

	*
	Last Name
	Address
	**
	Taxes (Federal, State, County, City)

	*
	First Name
	Telephone #
	
	Family Data

	*
	Short Name (system-generated)
	Type (e.g. Manager, Supervisor, Associate)
	
	Race

	
	Middle Initial
	Status (e.g. active, terminated)
	
	Gender

	*
	Initials
	Pay Rate/Salary
	
	Union Information

	*
	Social Security #
	Lunch Break
	
	Immigration Information

	*
	Employee Id #
	Hire Date
	
	Emergency Contact

	*
	Clock ID #
	Review Date
	
	Language

	*
	Primary Department/Position
	Seniority Date
	
	Education

	*
	Pay Group
	
	
	Alternate Telephone Number

	**
	Shift
	
	
	Birth Date

	**
	Schedule
	
	
	Work Permit Information

	**
	Supervisor
	
	
	

	*
	Accrual Group
	
	
	

	*
	Points Group
	
	
	


*Always required     
**Only required if activated 

There are also check boxes for the following:

· No Pay

· Paid Holidays

Note: The following fields will become visible if an employee’s status is changed to Terminated: 
Termination Date, Rehire checkbox, and Reason for Leaving.
User-Defined Fields

If you would like more fields added to the Employee Profile screen, fill out the table below. The maximum is 20 user-defined fields. Note: User-defined fields are for reference only and will not be included in standard reports. Contact your Sales Representative if you would like to have a custom report created that contains this information. 

(See bottom of page for field descriptions.)

	
	
	
	Field Type (select one)
	

	
	Field Label
	Field

Size
	Text
	Currency
	Check

box
	List Box*
	Date
	Number
	Required?

	(Example)
	Comments
	200
	X
	
	
	
	
	
	No

	(Example)
	401K
	1
	
	
	X
	
	
	
	No

	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 


	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMDROPDOWN 



Field Descriptions 

Field Label – A description of the new field.

Field Size – The maximum number of alphanumeric characters that can be typed into the new field.

Field Type – Choose Text, Currency, Checkbox, List Box, Date, or Number.

Required? – Is this a required field on the Employee Profile screen? 

*List Box – You must provide the items for the list box.
B. Master Schedules

To speed up the scheduling process, you can create master schedules. By listing all of your workday hours below, we can create a template that you can use when creating employee schedules. This is optional. 

	Do you use rotating schedules? If so, contact your Account Manager.
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No


(See bottom of page for field descriptions.)

	
	Start Time
	Stop Time
	Days of the Week
	Break Minutes per Workday

	(Example)
	8:00 a.m.
	5:00 p.m.
	Monday - Friday
	60

	(Example)
	11:00 p.m.
	7:00 p.m.
	Sun, Mon, Wed, Fri.
	60

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     


Start Time – The time the workday begins. 

Stop Time – The time the workday ends.

Days of the Week – The days these hours are worked.

Break Minutes per Workday – The number of minutes deducted from each workday for meals and breaks. The break minutes you enter here affect the schedule only; they are will not be automatically deducted from the Time Card unless you instruct us to do so. 
SECTION 5: INTERFACES

The data collected by the ADI Time system can be transferred to a payroll company (through an interface) in order to process payroll checks. 

	1. Do you send your payroll data to an outside vendor to process your payroll checks?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	If yes, which payroll service are you using?  FORMDROPDOWN 


How do you send your payroll data to them?    FORMCHECKBOX 
 Email    FORMCHECKBOX 
 Electronic transfer    FORMCHECKBOX 
 Call in    FORMCHECKBOX 
 Fax


What is the Payroll Code that the payroll service uses to identify your company?      




	2. ADI Time can automatically transmit your payroll information to your payroll service. Would you like to utilize this feature?

If yes, please send us your file layout and sample file. You may need to contact your payroll representative for this information.


	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	3. Do you want to import an existing employee database into ADI Time?
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

	If yes, please send us your database file (the format must be either comma-delimited or fixed-length). All fields marked with an asterisk on page 21 are mandatory. 




SECTION 6: ACCRUALS & POINTS

If your organization will use accruals and points, we need as much information as possible to properly configure the rules. In addition to filling out the information in this section, please enclose a copy of any relevant documentation (e.g. your accrual policies and attendance policy) with your completed Questionnaire. 
A. Accruals

Please fill in the table below. (See bottom of page for field descriptions.)

	
	Accrual Type
	Pay Type(s)
	Accrual Group
	Years of Service
	Hours to

Accrue
	Period
	Posting Day
	Waiting Period
	Expira-

tion

	(Example)
	Vacation
	Vacation, Personal
	Full Time
	0 – 5
	80
	Annual
	Jan 1
	1 month
	Dec 31

	(Example)
	Vacation
	Vacation, Personal
	Full Time
	5 – 10
	120
	Annual
	Jan 1
	1 month
	Dec 31

	(Example)
	Sick
	Sick
	Part Time
	N/A
	8
	Every 4 mos
	1
	90 days
	Dec 31

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     
	     
	     
	     


Accrual Type – Accrual Types are like buckets. When benefit time is accrued, it is added to one of the buckets. When benefit time is used (e.g. when an employee takes a vacation), it is drawn from one of the buckets. 
Pay Type – You must select one or more pay types (of those that you identified on page 8) that will draw time from each accrual type. 
Accrual Group – Accrual Groups contain all of the rules governing the calculation and expiration of accrued benefit time for a group of employees. At least one rule must be configured for each Accrual Type for which hours will be accrued.

Years of Service – You can specify a minimum and/or maximum length of employment.

Accrual Hours – The number of hours accrued during each period.

Period – How often is this accrual type accrued?

Posting Day – Which day of the accrual period should the accrual post to the system? For example, if your accrual period is monthly and you would like the accrual posted on the 15th, enter “15”.

Waiting Period – The amount of time before new employees are eligible to accrue this benefit.

Expiration – When do these hours expire?

B. Points

If your organization assesses points for attendance policy infractions, enter the point value for each applicable infraction listed below. These items are already in system; you may enter additional items in the blank fields.

	Point Value
	Attendance Policy Infraction
	Point Value
	Attendance Policy Infraction
	Point Value
	Attendance Policy Infraction

	     
	Early Arrival 
	     
	Missing Punch
	     
	     


	     
	Late Arrival
	     
	Manual Entry
	     
	     


	     
	Early Departure
	     
	     

	     
	     


	     
	Late Departure
	     
	     

	     
	     


	     
	Short Break
	     
	     

	     
	     


	     
	Long Break
	     
	     

	     
	     


	     
	Employee Absent
	     
	     

	     
	     


	     
	Not Scheduled
	     
	     

	     
	     



C. Time Edit Reasons

When a time card is edited, a reason code can be assigned to the transaction. Also, Points Rules can be configured based on reason codes. Please list all edit reasons below. We will assign a two-character abbreviation to each reason. 

	Time Card Edit Reasons

	Examples: 


Snow Day
	     
	     

	
Forgot Time Card
	     
	     

	
Doctor Appointment
	     
	     

	
Approved Late Arrival
	     
	     

	     
	     
	     

	     
	     
	     


SECTION 7: Data Retention
How many days of employee history would you like to store in your system?        

(Recommended: One year or less)

To keep the database operating at peak efficiency, we recommend purging data that is more than one year old. Your ADI Time Account Manager can show you how to create a backup database to allow you to run reports on this data.

Thank you for selecting ADI Time as your complete Time and Attendance solution!
Additional Comments
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� The difference between Holidays and Special Days is that the qualification rules (the last 3 columns of the table) do not apply to Special Days. Typical examples of Special Days are the day after Thanksgiving or the day after Christmas.








