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Please read before using

An electronic, digital, printing employee/volunteer timeclock, with a built-in magnetic
badge reader and high speed (18 LPS) thermal printer. Calculates both total
hours/minutes and hours/decimal for any pay cycle for each employee and
total for the period.

A Prints year, month, day, hour and minute, in real time 24-hour format hh:mm with
time card totals printed both by hours/minutes and by hours/decimal.

A Internal calendar auto-adjusts for number of days in the month, leap year and
daylight savings time.

A Internal battery provides back-up memory protection.

A Keypad ID or reusable magnetic swipe card employee clocking.

A Stand-alone: no PC nor Internet nor Ethernet nor phone connection required.

The ARG (510, 570, 610) are a series of 3 program APPs that use the VeriFone VX
transaction machines. These Attendance Recorders print i o n  d e maaaldtilne
reports ge ner at-thedf | yan f r o m Panaoh file.MAh AutonFariction feature
allows selected functions to automatically perform at a set date and time, eg print
reports and starting a new pay period. Alternatively, you can choose to not set the auto
functions and manually take reports, and then save and clear for the next period.

Note s

1) Units are shipped with 20 fgenerico employee profiles so that employees can
I mme d i stdrt@unghingiout-of-the-b o x 0 .

2) Each AR model has an edit function to add/change Names, Punch ID, Departments,
Start Times, add Mag Cards; and to correct miss-punches.

4) The AR machine can be placed anywhere, countertop or desk. The 510AR can be
wallmounted. The compact wunit ( 80 X4 o09pacavanchi®user c |
friendly with very little employee training necessary. No complicated installation
process just plug it in and start enjoying all the benefits of a digital timeclock with none
of the hassle!

5) Reset machine. Email customer service if you have issues: Cardsyst@aol.com

6) State Paid Rest Break Laws
The AR Time Clocks will record Paid Rest Breaks by using Option U. Here are the
current state rules on paid rest breaks for adult employees.

California: Employees receive a 10-minute paid rest break for every 4 hours worked.
Colorado: Employees receive a 10-minute paid rest break for every 4 hours worked.
Connecticut: Unless they receive a meal break, employees are entitled to a total of 30
minutes of paid rest breaks for every seven-and-a-half hours worked.
Kentucky: Employees receive a 10-minute paid rest break for every 4 hours worked.
Minnesota: Employees are entitled to an adequate paid rest break for every four hours
worked to use the rest room.
Nevada: Employees receive a 10-minute paid rest break for every 4 hours worked.
Oregon: Employees receive a 10-minute paid rest break for every 4 hours worked.
Vermont: Employees are entitled to a reasonable opportunity to use the restroom.
Washington: Employees receive a 10-minute paid rest break for every 4 hours
worked.
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Operation Procedures

The AR Digital Employee Timeclocks are configured to be up and punching in minutes
Simply plug it in, adjust the time to your location, and give your employees a Punch ID.
The machine is shipped with generic employees pre-loaded with ID punch codes 101
to 120.

ID 101 (name is EMPLOYEE 101). You have the option of changing the generic name
(i.,e. ID 101=EMPLOYEE 101) to a real name (ID 101=JACK), adding department
numbers, start time, mag cards, and punch options. Punch opti on nA-B
paid meal breaks to be deducted, opti on AUO all ows pai
recorded, and option X allows working past midnight,.

You can also add your own 3-line Report Header. Line 1 of the Header also prints on
Reports, Badge Labels and Security Receipts.

AR products work in Real-Time. This not only means that your data is always available
live and up to the minute, it also means you eliminate the possibility of lost or corrupted
data. Employees can view/print their own day/period hours when logging out.

The AR stores employee profile information (Name, Punch ID, Punch Options,
Department, Start Time, and Mag Card) and a Punch file in its database. An internal
battery ensures data stored in the AR is retained in the event of a power outage. The
610AR has an external lithium-ion battery that allows operation during power outages.

The AR functions as a user-selected, Weekly, Bi-Weekly, Semi-Monthly, or Monthly
attendance recorder. An auto-function feature in all models allows functions to be
performed unattended at any day/time. Or management can end/start a pay period at
any time, as described in the Period Close Procedures at the end of this instruction.

The AR instantly, in real-time, prints all or a selected Time Card on demand during the
current pay period, or from the saved previous period. Time Cards can be can be
reviewed to determine if any failed punches need to be corrected before final printing.
Management can also access and adjust the time cards of the saved previous pay
period.

At the end of a pay period, and before the start of the next one, all time cards are
saved for management review and hours corrected, if needed.

In addition to the end-of period Time Cards report, the ARhasac onv eni e INt
report. The screen confirms that a punch was successful and flags missed punches
with an automatic clock out of employees out if they fail to log
out

What is included

=

AR machine

2. Thermal Paper roll 2 1/4 in by 85 ft (available at Office
Supply stores)

Power adapter

2 Manager access cards

Sample reusable employee swipe cards

Manual (download latest from 510AR.com)

Wall hanger bracket for 510AR
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Installation. The AR should be located near an electrical outlet.

Plug the included power adapter into a 120 VAC electrical outlet and connect it to the
AR. The display screen will light and show the idle prompt that includes time, day, and
date. The time should be adjusted to your location for proper operation. Reports have a
3-line header, which can be changed at any time with code 78. All codes are listed at
the end of this instruction.

Mounting. TheAR6 s mal | si ze ( 8convemignt chunter omskeef mi t s
mounting. Affix a wall shelf, within distance of an electrical outlet, about 4 feet above
the floor. A wall hanger bracket is provided for 510AR (see page 22)

To change date and time When you receive your AR you might need to set the
time for your location. Automatic Daylight Savings Time default is ON. Use code 39 to
turn OFF if you do not observe DST.

Swipe Manager Access Card

Press F4
Enter pass code 7424 Tl
Press F3 *R1ERTS
The current date and time are shown as a guide. Use military

time as 1 PM is 13.

To Punch IN and OUT |
YOLUNTEER classroom
1zt Funch of da¥

The AR has an employee profile file, identified by a personal
employee punch ID for clocking IN/OUT, and a punch file. AR . —

Management Function Access is secured by a magnetic swipe o

access card. Other than punching IN/OUT, access to all xr.cx“ 0 0 0
functions such as hiring and taking reports requires the |i 3
swiping of this card, so keep it handy at a convenient location.

IM auT
¥

Key-enter the Punch ID followed by the green ENTER key or swipe a magnetic 1D
card. Current punch status is displayed by a down arrow below the employee name. In
the example shown, the employee next step is to punch IN by pressing the left purple
key below the down arrow.

When punching OUT, the display will show the hours worked

today and the total for the period FERNSTROM GRYLORD

Currently IM

QT at 15:41
DAY 4:12 Tt1 18:39

Day End

The day automatically ends at 23:45 (11:45 PM), and cannot be changed. At this time
any employee still punched IN will be given a <FP> Failed Punch note on their Time
Card. This can be adjusted by manager code 8. Employees given an X option will be
allowed to work past midnight.




Loading Paper

To load the paper into your AR, follow the simple instructions below.

Aress down on the button located on the right of the
recorder to unlatch the paper roll cover, then lift the cover
up and back.

ARemove any patrtial roll of paper in the printer tray.

Adold the roll so the paper feeds from the bottom of the roll.
Mrop the paper roll into the printer tray.

AKClose the paper roll cover by pressing directly on the cover
until it clicks shut, allowing a small amount of paper past
the tear bar.

Recorder Overview

e ———————

reiii KON

GAYLORD

LOG IN

(Alpha) key

Clear Back Enter Key
Space

Thermal Printer

" 510AR Mag Card

EMPLOYEE TIME CLOCK ") Sw|pe Reader

Furple key

LOG OUT
Purple key

Print Receipt




Manager Access Functions

Press the left purple key or swipe the manager access card to print reports, hire
employee, etc. The card is printed with the most often used codes. Access using the
left purple can be disabled using the restricted function described below. Note that
once swiped, you have 1 minute to start functions before the AR reverts to the idle
prompt.

AR Manager Access Codes

1 Add/edit employee profile

2 Change/delete ID

3 Day flash

4 Who's in now

5 All time cards (pull sheets)

6 Individual time card (pull sheet)
7 Total hours by day

8 Fix day totals

Swipe the Access Card to display the manager access
functions.

Press F1 FUNCTION MENU to select functions using the
screen addressed function menu. See chart of function
selections below

Press F2 FUNCTION NUM ENTRY to direct enter a selected

function code. See the code list below. T FUMCTIOM MEMU F1
Press F3 SAVED DATA MODE to access and edit Time /=T IHH HUIERTRY F2
Cards saved from the last pay period. SHYED DATA MODE F3

. : RESTRICTED F4
F1 prints all saved time cards

F2 prints saved employee info file
F3 prints saved day hours
F4 allows correction of saved day hours

il
iy

Saved TIME CARDS  F1
ved EMP DATA Fz

R

o

Saved DAY HOURS 3
Press F4 RESTRICTED to clear names and punches and .. .  riepErTioM r4
reset the AR. Clearing is protected with pass code
9086867220. Entering pass code 7424 disables/enables use CLE EMF FILE F1
of left purple key for manager access, 7 passcode (default) CRESFCHFILE F2

adds SUN, MON, etc. to time card report, 14 passcode [LEAE AUTO EVENT= F=
removes SUN, MON, etc. from time card report. CLEAR LOG FILE Fd
F1 Clears employee file (Employee profiles Name etc. only are cleared)

F2 Clears punch file (Current Punch File only is cleared; Saved Punch File is not cleared)
F3 Clear auto events (Auto-events only are cleared)

F4 Clear log file (250-transaction log file only is cleared)




Function key (F3-F4) selection to print saved punches and to clear machine

gaved TIME CARDS F1
saved EMP DATA F2
gaved DAY HOURSF2
Saved CORRECTION F4

CLRFCHFILE F2

CLREMPL FILEF1
CLEAR ALUTOEVENTS F3

CLEARLOGFILE F4

(Fasscode required)

FLIMCTION MEMNLIFA

FLMCTION MU EMNTRY F2
SAYED DATA MODEFZ

RESTRICTED F4

Function key (F1-F2) selection with associated keypad code entry
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Selected Function Codes
Swipe Manager Access Card, Press F2 to direct enter a code

1 AddEdit EmployedddNew Employee e tDéabase dedit Existingmployee

2 DeletédChdRemove NowunchiD. DeletélTerminate Employee or Give New IBur]
Deleted Drénmain irhe Database ur@fiode 2&lears current Punch file

3 PrintFlash ReportNumbeof Employed3FF Clock, QBlock, Total of Day Hrs, Mq
Hrs, And Fp (Failed Punch) Total

4 PrintWho's INList. PrintsAl Employees Currently Punched IN for day

5 PrintAll Time Card#rintsAllActive Time Cards (Engasythat did not Punch IN/(
during the current pebod\Not Print)

6 PrintIndividual Time CarBrintdndividual Tin@ard (Pull Sheet)

7 PrinfTotal Dajdourdor Perioddourgper weellaywithouPunchegormatiH:MM

8 ManagelCorrection AllowsManager to Correct <Fp> Failed Punch Errors by
Total Time Worked for Individuals for Any Day

9 PrintDept. Hours RepétintsTotal Hours Worked in Each Department
10PrintSite InfdPrintDefault Values and Listubd Aunctions

11PrintLog Printd.ist of Last 250 Transactions including Punches
12SortbyNameSortdPunch File Alphabetical Order

13SortbyDeptSorts Punch FileDepartme@rder

14SortbylIDNumbeiSortdPunch File NumericdDOrder

15PrintEmployee ProfirintdProfildD, Name, Options, Dept, Start Time, Mag Ca
16PrintDept. Time CaRrintsTime CarderSelected Department

20X OptiowVork past midni@imable

21X OptioiVork past midnighsable

22Print XOption Stat&ork past midnight

25PeriodClose ClearsPuncltileforStarofNew Recordimgriod

29AutoClock OUTlock®ut ThoseithOptiorO

33TurnrModem ONDefault ARnswesPhonen1 RinglconShows o Idle Prompt
34TurnModem BE ARWill Not Answer PhdonenRemovettomldie Prompt
35KBDPunch ONDefaul&llowKeypad EntofPunchiD

36CardReader ONDefaulAllowdeadingfSwipe Cards

37KBDPunch OFEBisable&eypadorPunching

38CardReader OFEPBisable€ardReader
39 Daylight Saving Time On/Off. Default is ON. Turn OFF if you do not observe DST

75SaveCurrent Time CardSavesCurrenPunch FilasSaved Punch File
78SetHeader TexEntei3-Line Headdrext (First Line PrintsR@port$
79SetAutoFunctionsSetFunction® e Performed Automatitsliipay iad Time
82Print~unction Code LBtintsAllFunction Cod@ssted at end of this instruction)
86SetOptiorO PreOut Setshrsthat Employasustvorkoefore Automatic Punch Out
80 Print Punch Option List Prints Punch Options (see following table)
82 Print Function Code List Prints Function Codes (see following table)

90 Print Saved Day Hrs without period totals format: HH:MM
91 Print Current Hrs Day without period totals format: HH:MM

95 Print Saved Time Cartisne Cards from Past Period
96 Clear Auto Event List (caution, events must be re-entered using code 79)
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Employee Profiles

___BEGIN, #95,27/11/201x
#05 ALL TIME CARDS SUN

1. Continue to use the AR with the | 1127201x  ByPay 3:16p

Card System Technologies

generic installed ID profiles (code 15 t0 | s THIS REPORT BASED ON s

print) wookkk DATA SAVED 11/27/201x ki
. —  IVORY 179
2. You can change the ID profiles to | mon1121 IN 9:53 oUT 1647 654
i TUE 11/22 IN 9:41 OUT 16:45 T7:04
use actual names and add: FRI11/25 IN 9:40 OUT 16:41 7:01

department, punch options, start time | SAT/26 IN 949 OUT 1651 7:02

(code 1) -SUN -MON -TUE -WED -THU -FRI- -SAT
. . 654 70 4 . 7:01 7:02
3. You can hire new employees using | —— "~ Period Total 28:01
actual names and payroll Punch 1D6 s e

(code 1) -~ ROBERT 1962
MON 11/21 IN 9:53 OUT 16:52 6:59

4. You can terminate (delete) any or all | Tue1122 I 9:52 OUT 16:45 6:53
of the default employees as | _syv -mon -TUE -WED -THU -FRI- -sAT

1 H . 6:59 6:53_ : : : :
described above in Manager Access | —— T —
Funct i RESTRICTED. Decimal Hours 13.87

- SUSAN 4778
. MON 11/21 IN 9:53 OUT 16:52 6:59
Sort Employee Profile TUE11/22 IN 9:39 OUT 16:44 7:05
FRI 11/25 IN 10:06 OUT 16:38 6:32
. . . SAT 11/26 IN 9:59 OUT 17:00 7:0 1
Reports are generated in real time using | _ = o o thu -ERI. - sAT
the profile to access the employee Punch | _: esse7os_: : 632 7:00
. . . Period Total 27:37
File. The profile consists of Name, Punch Decimal Hours 27.62
ID, options, Department, Start Time, and Report Tota 69:30
Mag Card. The profile can be pre-sorted in B

1) Punch ID order, 2) Name order, or 3)
Department order. To enhance printing speed, sort the profile in the same order that a
report is desired

Swipe Manager Access Card
Press F2

Enter code 12 to sort in alphabetical order by Name.
Enter code 13 to sort in Dept order
Enter code 14 to sort in numerical order by Punch ID (preferred for 200-500 accounts)

Print Employee profiles.

The machine is shipped with 20 generic employees pre-loaded, starting with ID 101
(name is EMPLOYEE 101). You have the option of changing the generic name (e.g.ID
101=EMPLOYEE 101) to a real name (ID 101=JACK), adding department numbers,
start time, mag cards, and punch options.

Assign Punch ID numbers to your employees and start using the AR. You can use the
employeed payroll number or any unique number as their Punch ID. At any time, you
can edit, add more, or delete Punch ID6 .s

Swipe the manager card, press F2 to enable function num code entry. Enter code 15
PRINT EMPLOYEE INFORMATION to print a list of all employees in the database
along with the employee NAME, OPTIONS, START TIME, and MAGNETIC CARD
number

10




Entering Letters (DO NOT USE SPECIAL CHARACTERS AS THESE MAY CAUSE SORTING
ISSUES.)

Select letters by first pressing the 1-qQz.
number with the wanted character 2=ABC
and then pressing the ALPHA button 3=DEF
(above t hasmar® imekte)4=GHI
have the desired character appear on

the display. 7-PRS

To Enable Automatic Daylight Savings Time (Some states do not observe
Daylight Savings Time)

The AR default adjusts time for local for savings time. T
Corrects daylight saving time at 2 AM on the second Sunday —  paui ait o fas
in March and the first Sunday in November.

TES HO

Swipe Manager Access Card NG (nma
Press F2 Sl
Enter code 39 DAYLIGHT SAVING ON/OFF

Press left purple button for YES and right for NO

To Change 3-line report header (line 1 text prints on badge label)

Swipe Manager Access Card

Press F2

Enter code 78 SET/EDIT HEADER TEXT Prints 3-line header on all reports
ENTER LINE 1 text. Press F1 to clear line (line 1 also prints on receipt and labels)
ENTER LINE 2 text
ENTER LINE 3 text — AOD NEW EMP F1
EDIT EXISTING EMP F2
To Add New Employee

Swipe Manager Access Card

Press F2

Enter code 1 ADD/EDIT EMPLOYEE

Press F1 ADD NEW EMP EHTE'F_ElF_”:lEH 10

i Pe Card
Enter Punch ID (up to 11 digits or swipe mag card with pre-encoded weHame & Humber

Name/ Punch ID or DL or Credit Card)

NAME: up to 21 alpha/numeric char CLEAR F1

DEPT: up to 4 alpha/numeric char or ENTER to skip 10 Hum 5323

OPTIONS: up to 8 alpha char or ENTER to skip s

START TIME: hh:mm or ENTER to skip 7 Hemw Hire_

SWIPE EMPLOYEE MAG CARD: or ENTER to skip

. SMITH JOHH

Press F1 to clear or press yellow backspace to edit. When 0= S
completed, press the left purple key to SAVE or the right fat.anes Yo,

purple key to CANCEL. Next prompt PRINTS LABEL, YES =fart Times g
Card-= Hone
OR NO. SAYE CAMCEL

11




To Edit Existing Employee (code 1)
The machine is shipped with 20 generic employees pre-

loaded, starting with ID 101 (name is EMPLOYEE 101). You AOD NEW EMF F1
have the option of changing the generic name (e.g. ID EOIT EXISTING EMP F2
101=EMPLOYEE 101) to a real name (ID 101=JACK), adding

department numbers, start time, mag cards, and punch

options

Swipe Manager Access Card

Press function key F2 (FUNCTION NUM ENTRY)

Press 1 ENTER

Press function key F2 (EDIT EXISTING EMP)

Enter PUNCH ID number followed by ENTER

Press F1 (CLEAR) to change ID Name

Press ENTER to cycle thru prompts to edit: Dept, Options, Start Time, swipe employee
card (F2). When completed press F4 accept then the left purple key to SAVE or the
right purple key to CAN. You can clear a prompt by pressing function key F1, edit by
pressing the yellow backspace key.

To Terminate/Change/Remove Now Punch ID (code 2)

Swipe Manager Access Card TERMIMATE F1
Press F2 I - "
Enter code 2 CHANGE PUMCH ID FZ
REMOVE HOW F3
Enter Punch ID then select: VOLLNTEER

F1 to terminate Punch ID (The letters TRM will be tagged to the

Punch ID (code 15 Print Empl Info). All employees with the TRM status no longer can punch IN/OUT, but
remain in the punch file until the end of the pay period (code 25).

F2 to change Punch ID (associated punches in the punch file will be deleted)
F3 to remove now (Immediately removes a Punch ID and associated punches)

To Set Employee Start Time

Employees with the E option can have the first punch of the day moved to a specific
start time. They can punch IN up to 15 minutes before their start time and their punch
will be moved to the start time. If they try to punch in earlier they get a Too Soon
message. If they punch in after the scheduled punch time, punch is actural time.
Empl oyees start time is not activated u
can be different for each employee.

Swipe Manager Access Card

Press F2

Enter code 1 ADD/EDIT EMPLOYEE

Enter Employee Punch ID

Follow the prompts to enter the time and punch ID option E

To give Employee 8 Hours per shift

OUT JONES BILL 5013
Code N min 8 hour Employee must work at | 1
THU 01/02 IN 9:08 OUT 15:22

least 5 hours (cannot be changed) is given | 5.4

8 hours, gets exact time worked if greater THU 01/02 N Option Addition
1:46
than 8 hours. Used when employees do not CR101/03 IN 10:06 OUT 18:20

have access to the AR after 5 hours. 8:14

12
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All Punch Options: none = exact time
B Unpaid Punch ID breaks, can be an auto function. Punch ON break with code 26
and OFF break with code 27.

85 SET/EDIT OPTION B PRE-BREAK Pre-break (time employee must be working before break
takes effect) default is 15 min (printed on code 10 report).

D Auto Lunch D option, an auto function will automatically deduct a lunch break after a
set number of hours worked. Implemented at day close 11:56 PM.

87 SET/EDIT OPTION D OVER & DEDUCT Sets minutes to deduct (default 30 min), and number
of minutes worked before the deduction takes effect (default 60 min).

E Moves IN punch to start time.

84 SET/EDIT OPTION E PRE-START Sets before start time employee can punch IN. default is 15
min, punching earlier gives display message TO SOON, punching after start time is time of the
punch

N min 8-hour Employee must work at least 5 hours (cannot be changed) is given 8
hours, gets exact time worked if greater than 8 hours

O auto punch out. Enter CODE 29 to automatically punch employee out (can be an
auto function).

86 SET/EDIT OPTION O PRE-OUT time before employee must be ON clock before punch out
can be implemented with CODE 29, default is 300 min, 5 hours.

R Round punch to 1/4 hr default punching is exact time

The AR complies with the US Dept of Labor Wages and the Fair Labor Standards Act (FLSA)
Rounding Hours Worked. Employees with option R track employee hours worked in 15 minute
increments Employee time from 1 to 7 minutes will be rounded down, and thus not counted as
hours worked, but employee time from 8 to 14 minutes will be rounded up and counted as a
quarter hour of work time.

U Paid break, display screen prompt allows employee to punch ON and OFF a paid,
usually 10 min. paid break. Code 17 prints Paid Break Report

X Allows working past midnight. Employee with X option will be left on clock after
midnight. Default X option 20 enabled in auto functions

20=X OPTION ENABLE 21=X OPTION DISABLE 22= PRINT X OPTIION STATE

What if | have employees that work thru midnight?

The day closes automatically at 23:56 (11:56 PM). If employees are to continue
working, each must have the option X, which is activated by code 20.

@ 23:56 employee with X option will not be given a ftp (failed to punch) and remains
ON the clock)

@ 00:01 employee with an X option and ON clock will be clocked out "yesterday" at
24:00 and clocked in "today" at 00:00

Code 20 x option enable employees with x option allowed to work past midnight
Code 21 x option disable
Code 22 prints the status of the X option

13




Activate magnetic card/badge reader (default is

card reader icon ON) H:55.,
TO turn the AR card reader OFF/ON WED 1711; 0
nter PUNCH ID

Swipe Manager Access Card -
Press F2 setting B
Enter code 38 to turn OFF, 36 to turn ON

The card reader ON Icon on the bottom right corner of the display will be removed.

Activate employee specific magnetic card/badge. The AR unique
magnetic card/badge reader concept allows any magnetic striped card/badge to be
associated to any employee Punch ID, and to be reused later for another employee.

APPLICATION NOTE
The AR readsack 2 ofmagnetic stripecards You can ordeblank encoded cards in lots of 10 or 25

Swipe Manager Access Card
Press F2 FUNCTION NUM ENTRY

Enter function 1 ADD NEW EMP OR EDIT EXISTING EMP

Select new or existing employee
Enter PUNCH ID. Follow prompts by pressing ENTER 6 ,————————
times) until display shows SWIPE EMP CARD F2. Press oo

F2 and swipe any mag card. Then press F4 ACCEPT. | |
When completed press the left purple key to SAVE or the \——
right purple key to CANCEL. The card is nhow associated ‘
with that Punch ID. If you placed an adhesive thermal label
roll in the AR paper compartment, you can print a label s

after you save. Cards with printed ID

Cards with blank ID 10_1-110
Order in Lots of 10 or 25 Order in Lot of 10

Punch ID: ;2_3 !

‘EBM

510AR.com

To use or re-use an employee magnetic card: Make sure there is no

activity on the Punch ID associated with card. Caution: Do not re-use a card until the
former employee has been removed (code 2).

To Make Manager Corrections for Current Recording Period

First print all time card report (code 5) to determine if any Employee have <FP> failed
punch errors

Swipe Manager Access Card

Press F2 Enter code 5

Enter code 8 MANAGER CORRECTION
Press F2 Enter code 8

m

Enter Punch ID RICKS0M FOMALD
Enter Correction Date using format: mm/dd/yy Enter ngrj'rj'(;;:“rli on Date
Enter Corrected Hours worked using format: hh:mm Gms dd/2

Note that code 8 adds to the hours worked if used for the "

current day, but replaces hours worked for past/future days. Enter Corrected Hours
hh: mm

Code 8 can also be used to enter total hours for an

employee that has not punched.
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When completed, press the purple button N VOLUNTEER 101 101
THU 06/16 IN 16:30 OUT 17:30 VOID
below OK to accept ) THU 06/16 IN 17:30 <FP> _: .
ID 101 corrected <FP> for 4 hr 15 min for total THU 06/16 Manager Correction 415
FRI 06/17 IN 8:00
day hours Period Total 4:15

To Make Manager Punch Corrections for Saved

Pay Period CORRECTION FOR

Used if the manager failed to make punch corrections . EEIEESHH BORRLE

during the active pay period T TR -
i Ok, CAM

Swipe Manager Access Card o -

Press F3 to enter the SAVED DATA MODE to access and FURCTION FEAU F1

edit Time Cards saved from the last pay period FUMCTION MUM EMTRY FZ

Press F1 Saved TIME CARDS to print saved Time Cards SAYED DATA MODE F3

and locate any days that employees have an uncorrected P

<FEP> failed. FESTRICTED F4g

Press F4 Saved CORRECTION to replace employees Saved TIME CARDS  Fl
<FP> with total hours worked for that day by entering «c...4 eve DATH Fz
Punch ID, selecting the day using format mm/dd/yy and Gaved DAY HOLRS =
then entering total time worked for that employee. This == =~ =
feature can also be used to enter total hours for an =aved CORRECTION R4
employee that has not ed. Note that the code is additive, o

and if used more than once for a single day, the hours ERICKSOM RONALD
entered on that day will be added together Eﬂr”ﬂr’n-”:'fgm tion Date

Press F1 to re-print corrected saved Time Cards
To Print Status of All Employees

Swipe Manager Access Card
Press F2

Enter code 3 PRINT FLASH REPORT Displays Number Employees OFF clock, ON
clock, total of Day Hrs, Period Hrs, FTPs (failed punches) MCs manager corrections.

#03 FLASH REPORT FRI
10/17/20xx By Name 5:52p
OFFICE
6 OFF CLOCK
0 ON CLOCK

30:44 Day Hours
183:29 Period Hours
1FTPs 0MCs
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To Print Service Receipt

APPLICATION NOTE
Volunteers/visitors print to get school pass, or to keep track of day and period hours worked.

Press the alpha key after punching IN/OUT to print a

receipt

When clocking IN: time and date print

When clocking OUT prints

Facility name

Employee name

Time punched OUT

Month/day/year

Hrs for the current day

[t e b o P
HILLSIDE FOOD BANK

SHMITH
JOHH

OUT at 14:39 09,26-2015
DAY 15:39 Ttl 82:38
101

Hrs total HR:MIN from period start

ID number

Receipt header is report header line 1. If 12 characters or less, printing is double
height, double wide. Header is edited by code 78.

To Print Reports (all printed reports listed at end of this manual)

Swipe Manager Access Card
Press F2

Enter the code for desired report (most used codes are printed on the Manager Card)

Individual Employee Time Card

Code 6 prints a single employee timecard.
The Period total hours are printed both by | —
hours/minutes and by hours/decimal.

The total hours for each day of the week
(MON-SUN) is printed at the bottom of
each time card. This is useful on weekly

-SUN -MON -TUE
. 6554 7.04

#06 INDIVIDUAL TIME CARD WED
11/23/201x 10:02a
IVORY 179

MON 11/21 IN 9:53 OUT 16:47 6:54
TUE 11/22 IN 9:41 OUT 16:45 7:04

-WED -THU -FRI- -SAT-

Period Total 13:58
Decimal Hours 13.97

pay periods, but not on greater periods. The total day printing can be removed.
Press F4 and enter 14 as the passcode to remove the daily totals or 7 to restore them.

Wh o éasWork Now

Wh o 6 s4 répbit shown: upper case shows
employee is currently punched IN and lower-
case employee is on paid Punch ID break.

Site Setup and Auto Functions

#o4 WHO'S IN LIST MON
10/28/20xx 7:11p
WHSE
IN SMITH MARIAN 14217 99
IN JONES LUIS 17267 98
in KING ANA 19278 98
in FERNSTRON SHOMAR 20041 98
in SAGREDO LUIS 22840 99

APPLICATION NOTE

prints the AUTO EVENTS time table.

The AR can be set to perform up to !

#10 SITE INFORMATION VIED
1073072013 6:30p

OPTION E PRE-START = 10 mins

OPTION D (Deduct for break at pu-cmm—

functions automatically from a time
schedule that is set with Code ./Qode 10

Code 10 prints the AR default
values for options B, O, E, D, N, X
the auto events set times and other
defaults specific for your machine.

o ins)
—---then deduct DDEDUCT (30 mins)
OPTION N Qfin DAY HDURS at DAY CLOSE)
-—-DAY HOURS = 8 hours minimum
KBD-PUNCH__= YES

CARD-PUNCH = NO

PRINT LOG DATA =N
AUTO DAYLIGHT SAVING = YES
Date of Saved Data = 10f2772013
UNIT SERTAL NUMBER = 766-154-998
RAM = 1024 1
FLASH = 2048 >
COM3 = 4 Conexant Banshee modem

#01 DLY @ 23:59 24 DAY CLOSE

#02 SAT @ 05:00 14 SORT PUNCH ID
#03 SUN @ 02:00 05 TIME CRRDS

#04 SUN @ 02:00 07 DAY HDURS

#05 SUN @ 03:00 75 SAVE PERIOD DATA
#06 SUN @ 03:00 25 PERIOD CLOSE
#07 DLY @ 23:45 33  MDDEM ON

#08 DLY @ 12:00 26 START BREAK

#09 DLY @ 12:30 27 END BREAK

#10 FRT @ 11:44 29 AUTO CLOCKDUT

> 27 END BREAK (OPTION B)

Codesto change OPTIONS

85 SET/EDIT OPTION B PRE-BREAK

86 SET/EDIT OPTION O PRE-OUT

84 SET/EDIT OPTION E PRE-START

87 SET/EDIT OPTION D OVER & DEDUCT

Code 79 SET AUTO FUNCTIONS
4 PRINT WHO'S IN LIST

5 PRINT ALL TIME CARDS

7 PRINT DAY HOURS

9 PRINT DEPT HOURS REPORT.
12 SORT by NAME

13 SORT by DEPT

14 SORT by PUNCHID

17 PRINT PAID BREAK REPORT
24 DAY CLOSE

25 PERIOD CLOSE

26 START BREAK (OPTION B)

29 AUTO CLOCKOUT (OPTION O)
30 PRINT LOG DATA ON

31 PRINT LOG DATA OFF

33 MODEM ON

34 MODEM OFF

35 KBD PUNCH ON

36 CARD PUNCHON

37 KBD PUNCH OFF

38 CARD PUNCH OFF

75 SAVE PERIOD DATA
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To Set Auto Event Functions

APPLICATION NOTE
Several functions can be set to happen at the same time. They will be performed in the order listed. If you want
to clear all auto events enter code 96. Take a 10 report to see stored auto-events. A changed auto-event
must pass thru midnight in order to take effect.

Individual functions can be set for every day or any day. If you have a 2-week period,

take 2 weekly reports, or letthe punchf i | & @mal Imanual |l y. cl ea
. SAVE & EXI i — F1

Swipe Manager Access Card B o ol

PreSS F2 - #81 1st @ Z3:55 75 % A

B ™ Ffa

HEXT DEL EDIT PREY

Enter code 79

Prompt shows event #01 data. Using the left purple key
select NEXT to go the next sequential event, the 2" purple key DEL to remove the
event, the 3@ EDIT to edit the event, or the right purple key PREV to go back the
previous event. If you want to save & exit press F1.

The EDIT function will allow the selection day of week 0-6, or every day 7, or monthly 8
or 9 on the 1%t or 16" day. Press the number associated with the day that you want.

In the example below event 3 was entered and the next prompt shows SUN and allows
the next step which is to enter the time on WED you want the event to happen in the
format hh:mm.

B=5y 1=Ma 2=Tu 3=lle SAYE & ERIT
1= E=Fr E=5a T7=0LY ’
:?::I-l_:-,'r' # 5=1§ﬂ', L Enter Time of Ewent
#03 SUN @ BZ:00 65 e e ks

Battery operated 610AR Model

The portable AR (model 610AR) has the same features described in this instruction.
When connected to AC power it will continuously operate and charge the battery. If AC
power is removed, it will still be fully functional for several hours.

To conserve battery power, the unit can be placed in an i O f niodedf AC power is not
available for an extended period. To manually turn the clock OFF hold down the Red
button until it powers OFF.

To manually turn the clock ON, hold down the Green button |
until it powers ON (the percent of available battery use will be

displayed). - !
played) BRATTERY 923 SETHT F

Fix
ICH
Zaa
RVE

Battery life while powered is approximately 4 hours but will vary based on continual
usage. The battery charge should last 1 to 7 days depending on use. Again, this could
also vary. It takes about 4 hours to recharge a depleted battery.

If the 610AR is not to be used for several days,
remove the battery, as it continues to discharge
even when the terminal is turned off.

The 610AR automatically shuts off when the
battery reaches the critically low charge state. If
this occurs, the battery must be recharged .
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REPORTS

The following reports can be printed at any time
3 Print Flash Report Number Employees Off Clock, On Clock, Total of Day Hrs,

Period Hrs, And fp (Failed Punches) Total

4 Print Who's IN List Prints All Employees Currently Clocked IN
5 Print All Time Cards Prints All Active Employee Time Cards (Employees that did not

Punch during the Period will not print)

6 Print Individual Time Card Prints Individual Time Card (pull sheet)

7 Print Day Hours Report Prints Hours Worked Each Day without Punches

9 Print Dept. Hours Report Prints Total Hours Worked in Each Department
10 Print Site Info Prints AR Specific Default Values and List of Auto Functions
11 Print Log Prints an Activity Log of All Events. Loop of the Last 250 Events
15 Print Employee Information Print Employee Profiles

16 Print Dept. Time Cards Prints Time Cards for Selected Department

17 Print Paid Break Report Prints Breaks of Employees with the U Option

18 Print Current Staffing Report in 1 Hour Increments

19 Print Saved Staffing Report in 1 Hour Increments

22 Print X Option State Prints Status of X Option

80 Print Punch Option List Prints Punch Options (see following table)

82 Print Function Code List Prints Function Codes (see following table)

90 Print Saved Total Day Hrs HH:MM
91 Print Current Total Day Hrs HH:MM
95 Print Saved Time Card

96 Clear Auto Event List

#10 SITE INFORMATION WED
11/23/201x 10:07a

Card System Technologies

PROG DATE = 22 NOV 2016

MAX EMP COUNT =125

MODEM STATE =OFF

OPTION B PRE- BREAK = 15 mins

OPTION O PRE- OUT =15 mins

OPTION E PRE- START = 10 mins

OPTION D (Deduct for break at DAY CLOSE)
- If day hours over (60 mins)

-- then deduct (30 mins)

OPTION N (Min DAY HOURS at DAY CLOSE)
- DAY HOURS = 8 hours minimum

KBD PUNCH = YES

CARD PUNCH = YES

PRINT LOG DATA =NO

AUTO DAYLIGHT SAVING =YES

7 DAY =YES

Date of Saved Data =11/23/2016

UNIT SERIAL NUMBER =214 - 356- 883
RAM =2048 kb

FLASH = 4096 kb

COM3 = 4 Conexant Banshee modem

-- AUTO EVENTS--
#01 DLY @ 12:00 26 START BREAK
#02 DLY @ 12:30 27 END BREAK
#03 DLY @ 6:1529 AUTO CLOCKOUT
#04 DLY @ 22:00 22 PRINT X STATE
#05 DLY @ 4:00 20 X OPTION ON
#06 DLY @ 4:00 14 SORT PUNCH ID
#07 DLY @ 23:30 24 DAY CLOSE
#08 SUN @ 6:30 75 SAVE PERIOD DATA
#09 SUN @ 6:30 25 PERIOD CLOSE

#06 INDIVIDUAL TIME CARD

WED

11/23/20xx 10:02a
IVORY 179

MON 11/21 IN 9:53 OUT 16:47 6:54
TUE 11/22 IN 9:41 OUT 16:45 7:04

-SUN -MON -TUE -WED -THU -FRI- -SAT-
_ 654 7:04__: : : :

Decimal Hours 13.97

__ BEGIN, #95,27/11/201x
#05 ALL TIME CARDS SUN

11/27/201x By Pay# 3:16p

Card System Technologies
wreeeoons THIS REPORT BASED ON - s
Fikkkkk DATA SAVED 11/27/201x  *xxxxxx

--  IVORY 179
MON 11/21 IN 9:53 OUT 16:47 6:54
TUE 11/22 IN 9:41 OUT 16:45 7:0 4

FRI'11/25 IN 9:40 OUT 16:41 7:01
SAT 11/26 IN 9:49 OUT 16:51 7:02

-SUN -MON -TUE -WED -THU -FRI- -SAT-
_ . 654 704_: _ : 701 7:02
Period Total 28:01
Decimal Hour s 28.02

- ROBERT 1962
MON 11/21 IN 9:53 OUT 16:52 6:59
TUE 11/22 IN 9:52 OUT 16:45 6:53

-SUN -MON -TUE -WED -THU -FRI- -SAT-

. 659653 _: o o
Period Total 13:52
Decimal Hours 13.87

- SUSAN 4778

MON 11/21 IN 9:53 OUT 16:52 65 9

TUE 11/22 IN 9:39 OUT 16:44 7:05
FRI1'11/25 IN 10:06 OUT 16:38 6:32
SAT 11/26 IN 9:59 OUT 17:00 7:01

-SUN -MON -TUE -WEB -THU -FRI- -SAT-
. 659 705_: 632701
Period Total 27:37
Decimal Hours 27.62

Report Total 69:30
Decimal Hours 69.50

#03 FLASH REPORT SAT
xx/25/201x By Name 2:31p

UNION OFFICE
6 OFF CLOCK
0 ON CLOCK
0:00 Day Hours
199:27 Period Hours
0 FTPs 0 MCs
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Paid Breaks

Employee name Payroll number/ punch 1D

--- FENSTRCOM JULIA
MON 10707 IN G:48
TUE 10/08 __IN a: 46
WED 107029 TN c:46 ouT
THU 10/10 IN &: 50 ouT
MON 10707 9:48 to  10:1Z2
MON 10707  1Z:08 to 12:38
TUE 10/08 9:47 to_ 10:10
TUE 10/08  1Z:09 to 12:37
TUE 10/08 15:46 o 16:11
WED 10/0%2 9:48 to  10:1Z2
WED 10/02 1Z:0% to 12:39
WED 10/02 15:47 to 16:1Z2
THU 10410  1Z:08 to 12:38
THU 10410 15:432 o 16:10

ouT
ouT

Hi5a)
128
122
;30
0:24)
:30)
23)
1 28)
e
24
:30)
HET
:30)
Ek)

B N
Ooooo0oooo

e b E e T HAAEE ]

i 10:35 10:35 10:36 10:36

———————\-— ——————————————————— -{— ——————

AUERALT] aUEAALL. e e ]

Period Total Z1:1 |

Dept
_____ 4 Daily INfOUT punches
99E . Ds‘ showingtimesand total
10:35 | hours/min worked for the
ig : gz | ~| punch period.If an unpaid
10:36 B meal break istaken, each

day would show 4 punches

Memo total of PAID

BREAKS each day, date
ONfOFF timesand total
minutes for each break

Total of hours/min worked
each dayand total for week

Function Code Table (code 82 to print)

---Auto Function Codes-

03 Flash Report

04 Who's In List

05 All Time Cards

07 Day Hours Report

09 DepiHours

10 Site Info

11 Print Log

12 Sort by Name

13 Sort by Dept

14 Sort by Punih

15 Employee Information

17 Paid Break Report

18 Staffing by Hour Report

19 Saved StaffingHigur Rport
20 X Option Enable

21 X Option Disable

22 Print X Option State
24Day Closd t56PMApply D & N Optio
25 Period Close

26 StartnpaidBreak (Option B)
27 EndJnpaidBreak (Option B)
29 Auto Clock out (Option O)
30 Print Log Data On

31 Print Log Data Off

33 Modem On

34 Modem Off

35 Kbd Punch On

36 Card Punch On

37 Kb Punch Off

38 Card Punch Off
39Daylight Saving Time On/Off. Defaul
ON. Turn OFF if you do not observe DS
75 Save Period Data

--Other Function Codes

01 Add/Edit Employee

02 Delete/Ciigemove No®unch ID
06 Individual Time Card

08 Managetorrection

16 Dept Time Card

39 Daylight Saving On/Off

78 Set/Edit Header Text

79 Set Auto Functions

80 Print Punch (@ptL.ist

81 Print Pay @piList

82 Print Function Code List

84 SdEditOption E Ps&tart
85SetEditOption B Pi#ereak
86SetEditOption O Ps@ut
87SetEditOption Meduct Hrs

88 Saved Staffing
90PrintSavedotal Day Hrs HH:MM
91PrintCurrentotal Day Hrs HH:MM
95 Print Saved Time Card
9% Clear Auto Event List
-PUNCH OPTION CODES

B Unpaidreak

D Deduct Break Time

E Move Punch to Start Time
N Min 8 Hours

O Auto Punch Out

R Round to Nearest 1/4 Hour
U Paid Break

X Work past midnight

S Staff

V Volunteer

P Partner in Ed

C Community Service

L Local Board

M Military

G Group
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Close Procedures for any Pay Cycle, e.g. Two Weeks
(no auto functions set)

If auto-functions are not set, the AR continues to accumulate day hours until the punch
file is cleared Manually end and start a new period by printing the desired reports,
saving the punch file for later retrieval (code 75), then entering the period close (code
25). to clear the punch file. If punch corrections are not made before the time cards

are saved, adjustments can be made to the saved punches.
The day ends automatically at 23:45 (11:45 PM).

After everyone punches out

Swipe the manager card, press F2 T FUMCTION MEHU F1
FUHCTIOHN HUM EMTEY F2

1) Enter code 4 PRINT WHO'S IN LIST. Clock out
anyone on the clock and adjust the day hours using

SAYED DATA MODE F3

code 8 MANAGER CORRECTION RESTRICTED F4

2) Enter code 3 Prints employees OFF clock, ON clock, total of Day Hrs, Period

Hrs, MC (manager corrections), and FP (failed punches)

#3 FLASH REPORT FRI
10/17/20xx By Name 5:52p
Location Header

6 OFF CLOCK

0 ON CLOCK

30:44 Day Hours
183:29 Period Hours
1FTPs 0 MCs

3) Enter code 5 PRINT ALL TIME CARDS check for any <FP> failed punches
and use code 8 MANAGER CORRECTION to give correct hours for the day. If

you change the day hours, reprint all Time Cards for a permanent record.
4) Enter code 75 SAVE PERIOD DATA (for later viewing/printing)
5) Enter code 25 PERIOD CLOSE (CLEAR TIME CARDS) Clears punch file

NOTE: Saved Time Cards from the previous period can be directly printed
using code 95. The saved time cards can be edited in the SAVED DATA

MODE, swipe manage rolloevedibydF4.¢é pr es s
[ FUNCTION MEMU F1 Saved TIME CARDS  F1
FUMCTION MUM EMTRY FZ Saved EMP DATA Fz
SAYED DATA MODE F3 Szved DAY HOURS F3
RESTRICTED F4 Saved CORRECTION  Fd
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Close Procedures for Weekly, Bi Monthly, Monthly Periods
(auto functions set)

End a Weekly, Bi Monthly, or Monthly pay period by printing any desired reports.
Printing of the Time Cards, then saving the current punch file for later retrieval, then
clearing the current punch file, are all done automatically at the end of the period. Take
a code 10 report to see when these events occur.

If the necessary punch corrections cannot be made before the time cards are saved,
corrections can be made to the saved punches.

The day ends automatically at 23:45 (11 :45 PM). Anyone on the clock at this time will
be automatically clocked out and given a failed punch<FP>.

Status and correcting failed punch es

T FUNCTION MEMU F1
Swipe the manager card, press F2 to enable FUNCTION FUMCTION MUM EMTRY EZ
NUM ENTRY of codes SAVED OATA MODE F3

After everyone punches out RESTRICTED F4

Enter code 4 PRINT WHO'S IN LIST. Clock out anyone on the clock and adjust the
day hours using code 8 MANAGER CORRECTION

Enter code 3 Prints employees OFF clock, P S
ON clock, total of Day Hrs, Period Hrs, MC 10/17/20xx By Name  5:52p
(manager corrections), and FTP (failed ==========
punch) 0 ON CLOCK

30:44 Day Hours
Enter code 5 PRINT ALL TIME CARDS 183:29 Period Hours
check for any <FP> failed punches and use 1FTPs 0MCs

code 8 MANAGER CORRECTION to give correct hours for the day. If you change the
day hours, reprint all Time Cards for a permanent record.
Enter code 95 PRINT SAVED TIME CARDS any time after period ends at 3 AM

NOTE: Saved Time Cards from the previous period can be edited in the
SAVED DATA MODE, swipe manager <card

[ERRE I C RO MEMY F1 Saved TIME CARDS  Fl
FUMCTION HUM EMTREY FZ2 Saved EMF DATA F&
SAVYED DATA MODE F=2 Saved DAY HOURS 2
FESTRICTED F4 Sawved CORRECTION Fd

NOTE

Auto Events set to save punches then clear automatically, weekly on

SUN MON TUE WED THU FRI SAT at 3 AM

IF YOU NEED A TIME CARD REPORT BEFORE THE AUTI-FUNCTIONS PRINT TAKE A 5
REPORT, BUT LET THE AUTO-FUNCTIONS CLEAR FOR THE PERIOD
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Wall Hanger for 510AR Employee Time Clock

1. General

The wall hanger can be used for drywall, plaster, block, brick, and concrete

applications. When used with block, brick, or concrete, predrill with carbide tipped 3/16
in drill bit.

2. Installation
1 Remove adhesive backing and adhere to wall
1 Using a #2 Phillips driver tighten mounting crew. Do not over tighten
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