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Introduction 

This document has been 
designed to be used by TEST 
office staff in order to help 
them with the new hand 
scanner system. 
I suggest it is used as a 
reference guide rather than 
reading from beginning to end, 
( The Godfather it isn’t!  ). 
Please feel free to advise me of 
any parts that are not clear or 
where something has been left 
out. 
Neil Woodnick (Croftonite Ltd  

November 2005) 

Croftonite Extract software menu runs the Intime6 software, 
which downloads the total hours worked each day by the CIS 
employees from the hand scanners.  
The Croftonite system then takes the total hours each labourer 
works per day from the In Time 6 database and reassembles it 
into a formats which duplicate the existing TEST manual 
spreadsheets 

 
Intime 6 time recording system uses the hand scanner to record 
the labourers clocking in/out times which is then transmitted to 
the In-Time6 software, The software ‘rounds’ the clock times 
according to customised ‘rules’ . 

 
Fortnightly time sheet spreadsheet pulls in the employee hours/
earnings details produced by the Croftonite Extract software and 
automatically formats it . After the ‘current fornight’ is cut off the 
spreadsheet can be printed off and overwritten by the next 
fortnights data. 
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Note. 
You must regularly backup and compact the In-Time6 and Croftonite In-
Time6 Data Extract databases.   
BACKUPS MUST BE DONE AT LEAST 3 TIMES A WEEK. 
If you are not sure what to do just ask us. Our phone number is at the 
top of this page. 
Bakups MUST be done on media which is removed from the office  

At TowerHouse clocking on 7:30am 

Much better than pictures of labourers! 



 

 

Using the Head Office Computer to get employee clock times from the hand scanner. 

Tip. If you can’t link up with the modem there 
is a  Test Link facility to test if the hand scanner 
modem is working. The hand scanner date/time 
can be changed from this screen. The hand 
scanner date/time can omly be changed to the 
computer date/time. 

Using the hand scanner, 
This section on the final page 
covers adding/removing an 
employee, adding a 
supervisor. 

Introduction (cont’d) 
CIS Input report shows 
earnings/deductions to 
date  for a single employee 
or ALL employees for the 
current year.  
Earning are analysed in 
fortnightly periods and 
subtotaled. The subtotals 
correspond to the pay 
cheques. 

 

 
CIS4 Summary Report is 
an Inland Revenue earnings 
analysis for all CIS opera-
tives for a company 
(REDLINE/TEST) for any 
selected month. The calen-
dar on page 7 shows how 
the months are allocated 
to cheque payment dates. 
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Using the In-Time 6  software select  Setup\View to go into System Settings screen.. 

Select Terminals to go into the Terminal Connections/Setting screen. 
Ensure the location you want to pull back the clocking times from is in 
the Name box. 
Select Collect and the modem will dial up the scanner, bring back 
the labourers times and automatically update each labourers 
clocking on/off times and apply rounding to each persons’ hours 
in the Rounded Clockings data screen. 

 

Rounding means if someone clocks in at 7:47am the hand scanner automatically adjusts it to 8am. 
 
Note: It is envisaged that collecting the employee clock times from the scanner will be done automatically 
overnight in the future but initially it will be easier to control if it is done manually  
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Adding/Amending employees. 

To add a new employee select Employee\Add new employee at the top of  the screen. You will be 
prompted for employee name and clocking number of the new employee.  

 
The following table identifies the range of  clocking numbers 
assigned to each location: 

Scanner 1 (1001-1999) 

Scanner 2 (2000-2999) 

Scanner 3       (3000-3999) 

Scanner4  (4000-4999) 

Hand Scanner Supervisors   (9980-9998) 

 
If an employee leaves once the current year has been closed his number cannot be assigned to 
another labourer.  

Each operative will be given an id card with a 4 digit number on it.. 
The site managers will be informed by head office of the 4 digit clocking number assigned to each 
new operative after their details are entered onto the computer.  
Note: If an employee works at more than one site they would have to be setup more than once on the 
computer. However the Croftonite Extract Software which maintains an archive of employee details works on 
Payroll  Number which is currently used on the manual system, e.g. W010. So even though the employee 
may be setup more than once on the employee database with different employee clocking numbers he would 
have the same Payroll Number in both records. Remember the employee pin number for the hand scanner 
has nothing to do with the employees Payroll Number. 

Hand Scanner Supervisors   
If a supervisor is also a CIS employee they can be registered on the hand scanner twice  once in the 99xx 
range and then again in their location range. The 99xx numbers MUST be entered onto the Intime6 system 
as soon as they are allocated. 
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When you enter a new employees details the 
only information it is necessary to enter or 
select is: 

Employee File Maintenance\System & General 

Pay period   (select from list) 

Company     (     “          “      ) 

Department  (     “         “      ) 

Week Setup  (    “         “      ) 

Hourly Rate 

Terminal  (1st digit of clocking number) 

Employee File Maintenance\Payroll 

Payroll number       (as per manual system)    MUST BE ENTERED!!! 

N.I. Number           (Exp:01/2005 or N.I. Number) 

Account Number    (enter the CIS number) 

Roll Number          (tax rate) 
A tax rate is in the format (DD/MM/YYYY-nn) where: DD/MM/YYYY is date of the FRIDAY (last 
TEST day of week) that the tax rate was in force up to nn is the Tax Rate which is assumed will 
always be an INTEGER (no decimal just a whole number) there are stringent validation routines built 
into the system which are programmed to run every time an option is selected which performs tax 
calculations.  If an error is found on ANY EMPLOYEEs tax rate details (ROLL NUMBER) an error 
report is produced which means that the option cannot be run until the invalid tax rate field is 
corrected for ALL employees in error. the validation report can be run manually at any time and is in 
the ACCESSORIES menu. 

Examples of tax rate details: 
as at today -  (30/03/2007-18)(31/12/2099-20)   up to 30/03/2007 the employee was having tax 
calculated at 18% after that date for the forseeable future it will be 20%. There MUST be a 
31/12/2099 for every employee, it is the tax rate that the employee is currently having tax deducted. 
new employee starting this week with CIS number  (31/12/2099-20) just one entry in ROLL NUMBER 
as we have no earnings recorded for him prior to 30/03/2007 
new employee starting this week with no CIS number  (31/12/2099-30)  as we have no earnings 
recorded for him prior to 30/03/2007       
new employee receives CIS number during TEST week 05/05/2007-11/05/2007   (11/05/2007-30)
(31/12/2099-20) 

VERY IMPORTANT.  
An employees TAX RATE must only change on a Friday that is at the end of the TEST fortnight 
otherwise the program will calculate the FIRST WEEK at one TAX RATE and the SECOND week at 
another TAX RATE which will confuse the revenue. 

 

Employee File Maintenance\Personal 

First Name 

Surname 

Title 

Address Line 1 only !!!! 

Postcode (put the post code in address line 1) 

Date Of Birth 

Start Date 

Date Of  Leaving 

Adding/Amending employees 
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Tip. If you enter Actual Clockings you must select 
Calculate\Employee Clockings to recalulate the 
times. 
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Select  Processing\View\Amend Period Data.  

There are 3 clocking time grids. Original Clockings,Actual Clockings and Rounded Clockings. 

Original Clockings are the clocking on/off times imported from the hand scanner. 

Actual Clockings you can enter any changes you want to  

make to the Original Clockings times e.g. an employee  

may have clocked in and forgotten to clock out, you can  

then enter their clocking out time manually. 
Rounded Clockings are the Actual or Original clockings  
rounded. If an employee clocks on at 7:47am their clocking  
on time will be automatically rounded to 8am.   
If an employee clocks off at  5:58pm their clocking off time will be rounded back to 5:45pm. In 
addition if an employee clocks off after 1:30pm an unpaid lunch break of 30 minutes from 1:00pm to 
1:30pm will be automatically clocked. 
Note: Normally you would never use this facility as clock times are automatically imported from the 
hand scanner and rounded. It is only the odd occasion where you would want to amend employees 
clock times. 
 
 
 

View/Amend clocking times. 
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Bank Sort Code      (enter the Inland Revenue Authorisation Code) 
 

 

 

 

 

 

 

Adding/Amending employees details (cont’d) 



 

 

TEST time-sheet spreadsheet  

At the top of the spreadsheet in cells N1 and Q1 there are two 
buttons Get Week 1/Get Week 2 
Pressing the Get Week 1 button will bring in the start week of the 
relevant fortnight details. 
It will also clear any End Week/Summary details in the 
spreadsheet.  You can run this as often as you like but it will 
always overwrite the previous Start Week details.  It will bring in 
all the hours for all employees entered in the Intime6 software 
clocking times grid. 
 
Note: we would recommend that once you have pulled in all the times 
for the week from the hand scanner and made any manual adjustments 
in the Intime6 software that you don’t press the Get Week 1 button 
again. You can then make any changes you want to the spreadsheet 
data. 
 
Get Week 2 does the same as Get Week 1 and brings in the End 
Week/Summary details 
 
Any changes to the spreadsheet MUST also be 
made on the Intime6 system!! 

Note. the clocking times in the InTime6 

software are held in hours and minutes.  
In the spreadsheet they are held as decimal 

hours 
 e.g 6 hrs 30 mins in Intime6 is 6.5 hrs in the 
spreadsheet. 

Create Timesheet Spreadsheet Data 

Select Extract Project One Data  For Spreadsheet from main menu. 

Select Company\Department  in order to create the correct spreadsheet data. 

Start/End Dates must always be the Fridays of the relevant weeks.  
Select Start Date Week One from calendar.for current 
fortnight. 
Select Start Date week Two from calendar for current 
fortnight. 
Select Create project Data to create tables for fortnightly 
timesheet. 

Select the door icon to exit function 

. 
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The CIS Input shows for each employee their earnings for the current 
year together with tax deducted and hourly rate of pay. The report will be 
displayed on the screen when created and there is a facility to print a hard 
copy on the printer by pressing the ‘print report’  button.  The report can 
be produced for a single employee or all employees. 

Control month year for report. 
Because the accounts dept. need to be informed when an operatives CIS 
card has expired it is necessary to select the month when the report is 
being produced. This has nothing to do with the earning details printed for 
the employee which is always year to date.   
If the month/year selected for the report is the same as  
or after the CIS expiry date entered on the employees 
N.I. details then the CIS expiry date on the report is 
printed in BLUE. 
When an employees’ address changes the accounts dept. 
need to be informed so if the month/year entered in the 
employees COMMENTS details is the same as the 
month/year selected for the report then the address 
details will be printed in RED. 

Employees 
There is no point choosing an individual employee if you 
want to run the ALL EMPLOYEES option. 

Generate CIS Input report 

Generate CIS4 Summary Report 

This report is used to calculate each companies tax liability during a month and to report  how 
much is to be paid to the revenue based on the deductions for the previous 
month. This report should be used in conjunction with the calendar opposite 
which shows the companies financial year analysed in to fortnightly pay 
periods and taking into consideration that one weeks wages are held ‘in-
hand’.  This report relates to the cheque pay dates which are the 
yellow,mauve and green boxes which always fall on Saturdays. For example 
the earnings/deductions 
which are reported on 
this report for July 2006 
relate to pay cheques  
08/07/06, 22/07/06. 
Company months do 
not coincide with 
calendar months and 
there can be  up to 3 pay cheques in a month as in April and September. 
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Issue 2 

When an employee leaves 

As there are a maximum of 500 pin numbers which can be stored on the hand scanner it is 
recommended that as employees leave their details are removed from the hand scanner, however 
they MUST remain on the In-Time6 database till the end of the year. The section of this document 
relating to  Using the hand scanner explains how to do this. 

Fill in  Employee File Maintenance\Personal\Date Of  Leaving. 

Set Employee File Maintenance\Status details to ‘Delleted’. 
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There can be a problem regarding the ‘change over’ week for security men when they work 
24 hours on their ‘change over’ day. This is normally handed by generating a manual clocking 
on/off on the change over day as on Saturday in fig. 2 below.  
 Let’s take the example where the security guard) has just finished 8am-8pm (days for a 2 
week period)  and is now going on to nights.  
So he clocks off Friday night at 8pm and then clocks on again 8pm Saturday night and clocks 
off  8am Sunday morning. 
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 Security guard change shift changeover 

See how the 2 dummy entries (23:00)  are put in for Saturday night so that when it shows the 
rounded clockings  (below) the hours are  correct. 

Now we have to enter his Friday night to Saturday morning entries but there is no Saturday  
box to enter his clocking off time into, so this is how we manually amend  the hours. 
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Employee Basic Details Fire Alarm Roll Call  

Employees Gross Pay 
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Setup Parameters 

 System/Management Reports 



 

 

Working Week Report  

Working Time Directive 

Issue 2 
Page  11 



 

 

Hours Worked By Employee 

 
Multi-Period Gross Pay Report 
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Overtime Report 

Period Total Report 

Anomaly Report 
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Date Range Report  

Lateness Report  
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Period  Report  

Working Schedules  Report  
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Anomaly Summary vReport  



 

 

Using the hand scanner 

How it works. 
The  hand scanner looks at the three-dimensional size and shape of the check casher's hand. The results of 
over ninety hand measurements, including lengths, widths, thickness and surface areas are converted into a 
"template," a nine-byte mathematical representation of the hand.  

 

Placing your hand on the scanner.  

All the pin lights on  the indicator screen must light up. 
Ensure your fingers are pushed firmly against the pins. 
Employees simply enter an ID number in the hand scanners built-in keypad and place their hand for 
verification. Once verified the clock displays "OKAY" followed by the user's ID number.  

 

Adding  an employee 

Press the [Enter] and [Clear] Buttons Simultaneously  

Enter your Supervisor ID number and then press the [Enter] button  

Place your hand in the Hand swipe terminal to be verified When prompted for password press [4], 
then press the [Enter] button 

The display will read "ADD EMPLOYEE" press the [Yes] button  

Enter the ID number for the new employee, then press the [Enter] button 

Follow the on screen instructions to enrol the new employee  

If you wish to add another employee press [Yes], to exit the menu press [Clear] 

 

 

Hand Scanner Employee Id  

The following table identifies the range of  clocking numbers assigned to each location: 

Scanner 1 (1000-1999) 

Scanner 2 (2000-2999) 

Scanner 3       (3000-3999) 

Scanner4  (4000-4999) 

 

 

 

TEST LTD HAND SCANNER USER GUIDE 
Page  17 



 

 

Adding a supervisor pin numbers  (9980-9998) 

Press the [Enter] and [Clear] Buttons Simultaneously  

Enter your Supervisor ID number and then press the [Enter] button 

 Place your hand in the Handswipe terminal to be verified  

When prompted for password press [4], then press the [Enter] button 

 The display will read "ADD EMPLOYEE" press the [No] button  

Now the display reads "ADD SUPERVISOR" press the [Yes] button  

Enter the ID number for the new supervisor, then press the [Enter] button  

Follow the on screen instructions to enrol the new supervisor  

If you wish to add another supervisor press [Yes], to exit the menu press [Clear] 
If a supervisor is also a CIS employee they can be registered on the hand scanner twice  once in the 
99xx range and then again in their location range. 

Note. 
As soon as a supervisor is set up on the hand scanner their details must be entered IMMEDIATELY under 
their pin/employee number on the Intime6 system. 

 

Removing an employee 

Press the [Enter] and [Clear] Buttons Simultaneously  

Enter your Supervisor ID number and then press the [Enter] button 

Place your hand in the Handswipe terminal to be verified  

When prompted for password press [4], then press the [Enter] button 

Press the [No] button twice so the display reads "REMOVE USER"  

Press the [Yes] button and then enter the "USER ID" you wish to remove 

Press the [Enter] button to confirm the removal of the user.  

If you wish to remove another user press [Yes], to exit the menu press [Clear]  

 

List Employees 

Press the [Enter] and [Clear] Buttons Simultaneously  

Enter your Supervisor ID number and then press the [Enter] button 

Place your hand in the Hand swipe terminal to be verified  

When prompted for password press [3], then press the [Enter] button. 

The display will read "LIST USERS" press the [Yes] button  

A list of users together with how many employees can be added will be shown. 
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Using the hand scanner  (cont’d) 



 

 

 
Croftonite Ltd 

26 Crofton Grove 
Chingford London E4 6NY 

 

Phone: 07860 963691 
Fax: 020 8523 9196 

E-mail: enquiries@croftonite.co.ukenquiries@croftonite.co.uk 

 

Website: 

WWW.CROFTONITE.CO.UK 

Using the hand scanner  (cont’d) 

Turning down the sensitivity 

If you are having problems with an individual clocking on/off because the hand scanner  cannot 
recognise their hand it is possible to turn down the sensitivity of the reader, but it should only be 
done in extreme circumstances where a problem is being encountered continuously. 

Sensitivity settings range  between: 

0 -  extremely sensitive 

150  - insensitive 

Press the [Enter] and [Clear] Buttons Simultaneously  

Enter your Supervisor ID number and then press the [Enter] button  

Place your hand in the Hand swipe terminal to be verified 

 When prompted for password press [3], then press the [Enter] button 

The display will read "LIST USERS" press the [No] button  

The display will read "SET USER DATA" press the [Yes] button  

The display will read "SET USER REJECT" press the [Yes] button  

Enter the employee id number and press the [Enter] button 

The display will read "REJ AT 0"  type in 150 and press the [Enter] button 

Press  [Clear] button 
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