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Login to Helpside Tools at tools.helpside.com

Under Quick Links, click on Timeclock - Manager

Quick Links

Benefit Information & Forms

Document Center

Find a Provider
Talent LMS
PrismHR Payroll Software

Timeclock

Timeclock - Manager o
Vages on Demand (ZayZoon)

Step 1: Click on Maintenance Menu.

Step 2: Click on Biometrics Maintenance.

& Maintenance Menu o
2 Employes Groups
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You will see a list of employees divided by their registration status.
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Things you should know about fingerprints:

e Fingerprints that have no matching employees- These are prints that have been enrolled on
timeclock, but the PIN associated with the fingerprint doesn’t match any employees. This could
be due to a new hire being enrolled before they are entered into Employee Setup or because an
employee is enrolled with the wrong PIN number (Does not apply to TimeWorksTouch clocks).

e Separated Employees- If an employee is terminated in the Employee Setup, their name PIN
appears in this list. If the clock contacts the server to do a full download of print templates, it
will exclude these employees from the download.

o Fingerprints were present in the past, but have since been deleted- There are fingerprint
templates that were overwritten and deleted from the clock.

¢ Employees that do not have any fingerprints enrolled- These are employees with a record in
Employee Setup who have not been enrolled on a clock. This list is useful when trying to
determine which employees still need to have their fingerprint registered.
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Delete Prints -TimeWorksTouch
Step 1: From the Main Menu, click on Employee Setup.
Step 2: Click on the employee’s name.
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MAIN MENU !: » INSTRUCTIONS l
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Click 1o show the employes list Flber
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Step 3: Click on the Edit button next to “Identify”.

identity (Edil €)

Employee Code 1

First Name David
Middle Name

Last Name Ortiz
Designation

Phone

E-mail

Start Date 2017-01-01
Separation Date

Export Block Mot blocked
Web Clock Enabled Yes
Enforce Schedule Enforce

Maobile Punch Enabled Yes

Add GPS to Mobile
Punch (If Available)

Enforce geofence(s) Mo

Social Security Number 159753456
Options

External Employee Id

OTThreshold
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Step 4: Terminate the employee by adding a separation date. (After this date, when the clock checks
the server, it will remove the print from the clock.)

Step 5: Click Save and Remain.

Employee Setup e

Identity

Employee Code [1 |
First Name [David |
Middle Name | |
Last Name [Ortiz |
Designation | |
Phone | |
E-mail | |
Start Date 2017-01-01 |
Separation Date (0713172021 ° |
Export Block | Not blocked v |

Web Clock Enabled |Yes v|

Enforce Schedule | Enforce v|

Mobile Punch Enabled | Yes v

Add GPS to Mobile
Punch (If Available)

Enforce geofence(s) | No v |

Social Security Number 159753456 |

[No v|

Options | |

External Employee Id
OTThreshold | |

[Save and E:it”Save and Hemaini[t’.’anceﬂ
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Once the date in Step 4 has passed:
Step 6: Clock on Maintenance Menu.

Step 7: Click on Biometrics Maintenance.
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MAIN MENU

Dashboard (Try Dashboard
Beta)

Time Off Reguests (1)
Employes Selup

Add New Employea

Time Cards

Multi-Time Card Editor
Yesterday's Entries
Today's Entrias

Current Period - Start: 8/8
Previous Period - End: 87

Select Other Periods

Maintenance Mnnuo

Employee Groups

Finalize Pay Period
Biometrics -‘.1a-n'.énanr:e_-°
Login Maintenance

Quick Add Time Card
Entries

Unmatched Punches
Reports Menu

Settings Menu

Timeclock -Fingerprint Management
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Timeclock -Fingerprint Management

Step 8: Click on the PIN/Card # for the fingerprint you want to delete.

PINICard#
208114921
179781361
176551378
207673329
122354154
126172643
209592646
205959253
207306078
206723947
195645795

Sort Order: | Lastname Firstname +

Reader Type

TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch
TimeWorksTouch

Step 9: Click Delete.

Enrolled

2021-08-01 11:02:59
2021-01-26 07:09:58
2021-07-11 10:48:04
2021-07-23 00:59:05
2020-06-26 07:04:03
2018-01-12 02:21:04
2021-08-05 11:39:56
2021-06-16 23:56:01
2021-08-04 01:25:21
2021-07-30 00:57:04
2020-11-18 10:29:56

Biometrics Database Management 0

Biometric template files present on your account:

Matching Employee

PIN/Card#
176551378

Availa tions

| Delat ancel

Biometrics Database Management

Biometric template files present on your account:

Reader Type

TimeWarksTouch

Enrolled

2021-07-11 10:48:04

Matching Employee

.__I. = 1-.
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Delete Prints —-Punch+ or Z-Series Timeclock

Step 1: Click on Maintenance Menu.

Step 2: Click on Biometrics Maintenance.

Step 3: Click on the PIN/Card# for the fingerprint you want to delete.

e
=l s Biametriz tamplata files presant on your account
! Eil-'-l:hu.nrﬂ {Try Dashboard Sort Order; LBHP;_H:E f._tiln&m:,
eta) PINICard# Reader Type Enrolled Matching Employes
i Time Off Requests (0] 8378 Z-Saries Timeclack 2020-11-17 09:26:39 e ik
X Employee Selup TH59 Z-Sarias Timaclock 20170807 09:42:37 o =
L Add Mew Employee 2291 Z-Sedes Timaclock 2021-01-25 15:02.04 o BVa i n
0246 Z-Sares Timaclock 2020-08-31 15:03.57 I, —— g
Time Cerds 5557 Z-Seies Timeclock 2017-08-22 14:31:46 [ —— ———
& Multi-Time Card Edifor 8055 Z-Saries Timeclock 2011.07.21 11:24:29 1 - "
B Yesterday's Entries X430 Z-Senes Timeclock 2019-10.22 15:14:43 e "
t Today's Entries 5384 Z-Sedies Timeclock 2016-08-10 14:04:14 P oo il B e
B Current Paiiod - Start: 81 2480 Z-Sedes Timeclock 2019-02-25 15:4805 ' 1 e
i 2041 Z-Sedes Timeclock 2020-07-20 161211 S .
HY Erious Padod < End: viot. IEGTE 2-Series Timeclack 2017-08-18 15:10.24 -
D Select Other Periads 4856 7-Sedes Timeclock 2019-02-26 091457 | gy g " i
. 4387 Z-Sedes Timeclock 2021-06-24 0T-38-50 Loow o - ~
# Maintenance Menu o 5896 Z-Seres Timeclock 2017-11-15 13:01:16 '
$3% Employes Groups 0880 Z-Serias Timeclock 2021-05-11 14:57-01 e = m
£ Finalize Pay Parid 1681 Z-Series Timeclock H021-05-12 14:55-31 r
O e h.w‘_enanceo 4596 Z-Serias Timeclock 2021-06-17 15:38:33 s emim
£ Login Mainkenance 2232 Z-Sarias Timeclock 2011-07-21 11:22:06 e sk
¥ 0405 Z-Sarias Timeclock 2017-DB-07 14:10:29 g—- e
Rl 103 Z-Series Timeclock  2017-04-12 09:31-46 i Biargeiacte
G} L.Inm.'u'..ll ird Punchis 3982 Z-Savias Timaclock 2011-07-21 11:19:12 5 i -
— Lr;mmﬂpw;:m have m.dn_mcning employees. If you perform a Full Download on a clock, these
£ Seitings Menu 1102 Z-Sedes Timeclack 2017-05-19 15:04:14

Step 4: Choose one of the two delete options presented.

Step 5: Click Delete.

Biometrics Database Management g

Biometric template files present on your account
PINICard# Reader Type

0246 Z-Series Timeclock
Available Actions

Enrolled Matching Employee
2020-08-31 15:03.57 Veslhudlen .l

hange to an explicit “Deleted” entry. This overwrites the original with a new entry that announces the template should be delated
V locks receive the entry, they will delete the original recerd from memory.

elete record from server database. This removes the entry from this ist. The fingerprint record will no longer be sent to clocks, but
no deletion message will be sent either. Clocks may retain the cld fingerprint template wntil a full database redownload is performed.

|Delete I eﬁl




