Exaklime  How To Assign KeyTabs With KeyTab Reader

Setting Up Your KeyTab Reader
1. Connect the Keytab Reader to a USB port on your PC.

e The cable must be directly attached to the computer, not to a separate device
such as a monitor or expansion hub. This is because the Keytab Reader draws
power from your computer to function, and cannot draw enough power unless
directly attached.

2. Wait up to one minute for the drivers to automatically be installed.
3. Attempt to assign Keytabs following the standard process (Instructions belowy).

If you get to Step 3 and have difficulties, try canceling the process and starting over. If the
process of assigning Keytabs was started prior to the Keytab Reader being recognized by
TimeSummit, starting it over should give it the opportunity to recognize the device to be
used.

How To Assign New Keytabs (In/Travel/Out)

Assigning new Keytabs for tracking In/Out or In/Out/Travel is easily done in TimeSummit
using the Keytab Reader, with the following steps:

Plug the Keytab Reader into a
USB Port on your PC if it is not
connected currently. e 2 =
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In TimeSummit, select
Employees under Navigation to
the left, click Add New
Employee, and then enter their
first and last name if they are
not already in TimeSummit.

Note: If they are already in
TimeSummit, just select the
Employee that you will be
assigning the Keytabs to.

Nguyen, David | 4 Employees

nished Cloud Service Sync E

Click Assign Keytabs.



Time

How To Assign KeyTabs With KeyTab Reader

Click Use the Keytab Reader.

Select from;
Tracking In and Out
Tracking In, Travel, and Out

If you need to track multiple
cost codes or need to assign a
single keytab, select Tracking
Multiple Cost Codes and refer
to the next section on page 4.

Set the effective date for when
these keytabs should be
associated to the employee.

By default it will use the current
date & time of your computer.

How will you be assigning the Keytabs?

Use this method if:
Qﬁ m ) - you are assigning new Keytabs for the first time, or
m e, ycu are reasswg.ning Keytabs but are NOT SURE who was
"bswg.t&em previously
RS

Use this method if:

ﬂ m - you are reassigning Keytabs and you ARE SURE who
! m was using them previously

% Please plug in your Keytab Reader into an available USE port.

. x
Assign Keytabs to: Test Person Jr.

Select this option to track basic attendance.
(Red and Green Keytabs required)
$eu.
Y.,

=
_,Sﬁé‘t this option to track attendance plus travel.
B (Red, Green and Yellow Keytabs required)

i
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' =

Codes

oy Select this option to track multiple cost codes. (Multiple
4 colored Keytabs required)
You can also use this wizard to assign individual Keytabs

to vour employees.

| Cancel _!

ﬁ Please plug in your Keytab Reader into an available USE port.

x
Assign Keytabs to: Test Person Jr.

[‘}1{?1 Confirm the "effective” date and time:

This is the date and time that the Keytabs will start tracking time for this employee
Nomally you dont need to change the date and time shown below.

Monday, June 16, 2014
2:50 PM Fione

Next >

6 Please plug in your Keytab Reader into an available USE port.
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Select the appropriate cost -
code for each Keytab being Assign Keytabs to: Test Person Jr.
assigned.

Generally speaking, Green = In,
Yellow = Travel, and Red = Out.

If your cost code configuration
varies from this, please select
the appropriate options from the
drop down above the images of
the Keytabs.

01000016D9966E:

Touch the Green Keytab to the
blue circle on the Keytab
Reader and confirm that [ cancel |
TimeSummit recognizes it Please touch a Keytab to the
(indicated by a green check

mark appearing on the image of

the Keytab), repeat this step for

your Yellow Keytab if used, then

finish with the Red Keytab.

_/
e

01000016D9966B24

Click Finish and repeat for
additional employees.

==

Please touch a Keytab to the Keytab Reader
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How To Assign New Cost Codes To Keytabs

Assigning new Keytabs for tracking multiple cost codes outside of the typical default set can
be done as easily as assigning in/out/travel.

Click Tracking Multiple Cost
Codes.

Confirm the effective date and
click Next. The effective date
should be before the employee
is going to use these Keytabs.
The present date/time is usually
fine.

Assign Keytabs to: Test Person Jr.

Select this option to track basic attendance.
% (Red and Green Keytabs required)

] g In, el, and O s
T e -’
S Select this option to traek attendance plus travel.
(Red, Green and x&fgw Keytabs required)
.,.
o | l'
-
.
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=

| ) Select this option to track multiple cost codes. (Multiple
- ) colored Keytabs required)

You can also use this wizard to assign individual Keytabs

to your employees.

Cancel

% Please plug in your Keytab Reader into an available USB port.

Assign Keytabs to: Test Person Jr.

[’?g] Confirm the "effective” date and time:
This is the date and time that the Keytabs will start tracking time for this employee.

MNormally you dont need to change the date and time shown below.

Monday, June 16, 2014
2:50 PM Change...

Cancel | Next >

% Please plug in your Keytab Reader into an available USB port.
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Touch a Keytab to the Keytab
Reader.

Select the Cost Code to assign
to this Keytab and click Assign.

Successful assignments will be
listed on the right.

Repeat as many times as
needed for any other Keytabs.

@ Keytab Assignment

Assign Keytabs to: David Nguyen

Step 1 Keytabs assigned

Lightly touch a Keytab to the | Cost Code |
Keytab Reader .

Sten 2
Select a cost code fram the list

| Cost Code
P M Drywall
P> M Framing
PHEnN
P M Lunch
P W out
P W sick
P> W Training
o~ :

Step 3 Click &ssigh -= Assign

oo |

ﬁ Please plug in your Keytab Reader into an available USB port.

1 x
Assign Keytabs to: David Nguyen

Step 1 Keytabs assigned

Lightly touch a Keytab to the | Cost Code |
Keytah Reader .

Sten 2

Select a cost code from the list

| Cost Code ot
> M Drywall
D M Framing
PHEN
> M Lunch
@ W out
> M sicc
> M Training
o :

Step 3 Click Assign -> i_f\ssign

=

Please touch a Keytab to the Keytab Reader

3 x
Assign Keytabs to: David Nguyen

Step 1 Keytabs assigned

Lightly touch a Keytab to the | Cost Code
Keytab Reader
. [ M Framing

Sten 2

Select a cost code fram the list
| Cost Code

P> W orywal

> M Framing

PHEN

P M Lunch

B W out

P W sick

> M Training

[ HE g

Step 3 Click Assigh -= Assign

| Cancel

& Please touch a Keytab to the Keytab Reader




