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How to Download Employee Data and Badge Numbers to a Hosted Timeclock

1. InTime & Attendance, use the top menu to go to Setup > Timeclocks > Timeclock Configuration. Click
the 'Activity Scheduler’ link.

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q |

Timeclock Configuration @ .*

Timeclocks Activity Scheduler | Timeclock Profiles

]

Search In: All Columns r For:

TFound
STATUS = DESCRIPTION (ID) MODEL TIMECLOCK PROFILE LAST UPLOAD LAST ACTIVITY ACTION

(V] Clack (Clock) ADP300 Baslc ADP Basic Badge 1WA/2017 5:46 AM EST 111/2017 5:59 AM EST ~

2. Select the plus sign below the Activities heading.

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q

Activity Scheduler

You are here: Timeclocks > Activities
Activities
Search In: [ All Columns v| For
10 Found

ACTIVITY DESCRIPTION (ID) w FREQUENCY SCHEDULED DATE SCHEDULED TIME ENABLED ACTION
55 (55) One Time 10/5/2017 854 AM CST » w
Certificate Sync (Certificate Sync) One Time 11/2000 11:00 PM CST » w
Employee Download (Employee Download) One Time 2017 9.56 AM CST v i3
Employee Schedules [Employee Schedules) Daily 11/2000 11:00 PM CST v -
Employee Validation Incremental Data (Employee Validation Data) One Time 112000 11:00 PM CST v ~
Employees Data Snapshot (Validation Data) One Time 112000 1100 PM CST v ~
Initialization (System Initialization) One Time 11/2000 1100 PM CST v ~
Punches (Punches) One Time V26/2017 227 PM CST v w
Sync Date and Time (Sync Date and Time) Dally 11/2000 1100 PM CST v v
TimeClock Conflguration Data (Clock Conflguration Data) One Time 11/2000 1100 PM CST v v

Copyright © 2020 ADP, Inc. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential.




ﬂ?} Sending a Download to a

Always Designing Hosted Timeclock

for People”

3. Enteran D and a Description and choose ‘Download Employee Data' from the ‘Command’ dropdown
list. The ID and Description can be something like ‘download’ or ‘employee download' or ‘data
download'. Click the 'Submit’ button.

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q.

Add New Activity .

You are here: Timeclocks > Activities > Activity Scheduler

Activity Scheduler

Dt o Employee download

Description: * e Employee download English {United States)
Enabled: v
Ee 0 Pownload Employee Data v

Supported Models:
ADP300 Baslc
@ SnapShot

Incremental

@ Al Timeclocks

Freguency

Selected Timeclocks

Selected Timeclock Groups All schedules are based on Timeclock's proflle time zone.

]
When: OneTime
Date: w2017
_— 1006 AM @
£ SUBMIT © CAMCEL
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4. The download may take 15 or 20 minutes to complete. To check on the progress, access the hosted
time clock through Setup > Timeclocks > Timeclock Configuration and click the arrow under the ‘Action’
column. Choose 'View Activity' from the list.

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q
Timeclocks
Ti mec | ocC kS Activity Scheduler  Timeclock Profiles
(+]
Search In: | All Columns | For ||
1 Found
STATUS = DESCRIPTION (ID) MODEL TIMECLOCK PROFILE LAST UPLOAD LAST ACTIVITY ACTION

(V] Clock (Clock) ADP300 Basic ADP Basic Badge NA2017 6:11 AM EST MW2017 615 AM EST

HOME PEOPLE AND PROCESS REPORTS SETUP Search Q

View Activity .*

You are here: Timeclocks > View Timeclock Activity

View Timeclock Activity

STATUS DESCRIPTION (ID) TIMECLOCK TYPE TIMECLOCK PROFILE LAST ACTIVITY
(v Clock (Clock) ADP300 Baslic ADP Basic Badge MA2017 1115:13 AM

Display Activities: Net Check #| Reglstration ¢ Upload ¥ Dy DI C Alerts

Status: | All v Date: From: | /2017 To: | W1/2017 =] Q FIND

Show Detalled Status View:

Rows per page: 10~ 1—5of5
Reference 1D Activity Time « Activity Status
42446577 MA2017 150 AM EST Upload Complete — Time Punch Total: 1 Errors: O
42445102 MA2017 1:05:14 AM EST I Download Complete — Validation Data
42444096 MV2017 10:46:33 AM EST pload Complete — TTme punc otal:1 Errors: 0
42428848 MA2017 8:08:40 AM EST Upload Complete — Time Punch Totak 1 Errors: 0
42427349 MA2017 75508 AM EST Upload Complete — Time Punch Totalk 1 Errors: O
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