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tSuite is a powerful, easy-to-use time keeping software package. It
features workstation software for employees to clock in and clock out, and
an administrative program to manage employee information and time
records, and to print or export reports for payroll.
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Getting Started — Initial Setup

The Administrative Program

Start the program
e Double click the program icon on the desktop, or click Start Programs — tSuite — tSuite.

o Enter “password” (only asterisks appear as you type), and click OK to get started.
e Remember to change this default password later during the setup steps

| Please Enter, your Password E]@

e

Enter Company Information

48 St s s i LB Click the Company tab.
Evtom Samings | ST e e Enter the information about
e l Eawpay, I EERa— L your company.
e Click Save when you are
finished.

g |V e mian Asseciates

Ackbess [1111 Samn Vibdva SE I 2
[T -
esie |

aprm |

- J
B =
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Enter Your Custom Choices

e Click the Custom Settings tab.
e Enter the required information.

May, 2007

e Be sure to enter a new password, and keep a copy of it in a secure location. The new
password will take effect when you restart the program.

e The mail server and email data are required for electronic notices that will be sent
automatically when unusual times are detected in employee records.

e Payroll information is required for correct overtime calculations on payroll printouts.

4 (Suite Administration

EIEE

[ Repaorts 1 Company

Database

Custom Seftings 1 Personnel

1
| EdiwAdd Time Records

1

General
Aumunistrator Passw i
bl addiess fo decehm T aleis
Oty eblail ST server addiess
SMIF Server User Hame
SHTP Server Pusswnnd
Ny Raliiirsstn S0 I lestil & Wil kad axcasdic
[efault city name
Dl a8l e @Aaions

Payreli

“ Inchile wage coloulations mibe isperts? [

imea canimar s

mail.combua.com

] Howns pes shifi
Al querique
Ll

* The work wesk begis on [T L
ekl it s gkl | B0] s 40 0 ot i)
* Dy avvtiinnes b5 paid afiet | 0| Bours (8 I nat paki

(&
J

¢ Click Save to store your settings.

Copyright 2007 Softek LC
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If your company’s
standard work week
is other than
Sunday through
Saturday, select the
correct starting day
in the drop down
box.

Enter the weekly
and daily hours
required for
overtime pay.

If you want to show
gross wage
calculations in time
reports, be sure to
check the box next
to the “Include wage
calculations in the
reports?” box.
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Enter Personnel Informatio

n
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¢ Click the Personnel tab, and enter information about each employee.
e To add an employee, click on the Add button.
e The button caption changes to Save.

@ tSuite Adminksiration

[ Reports | Company

Database

Custom Sattings | Personnel

| EdittAdd Time Records |

E52

Emargarey
Erfarman

.
P —

Position —_—
A | O
Work Peome |[_)__-__
FayroN Category -
Stawdard Py Rate n
Oviitisss Py Rate
Pavgword
] —

Enter SS# and phone numbers
without dashes or parentheses.
To add a photo, click on the
Photo space, and select the
photo to add

Be sure to select the correct
payroll type (Weekly, Monthly,
or other period).

Include pay rates if you want to
see currency amounts on the
payroll time reports.

Enter a unique password.
Remember to inform each
employee of their password
because they will need it to
access their Login screen to
clock in and out.

e Click the Save button to add the employee’s information in the database. The button
caption changes to Add, and the Edit & Delete buttons appear.

& iSuite Adminkstraiben

=1

[ Repaorts 1 Company Database
Custem Settings 1 Personnel | EditiAdd Time Records |
|\!|I||-||.[5_ Jack j To change a person’s record,
click the Edit butten e @
FPersenal rFayrell
R e o [wmr ]|
Pramwe Jack] WVimers Powit !I(EO—
Adurees 20200 Alvima fve, HE o [S055556565 | @
wark Picws 515553331
ciry [Albuquerque - oS @
= Payrsil Categery [ Monihl -
iy Mo L Fhata. ,_T__ s =
Zip Eroon Stawdard Pay Rate | 25,00
Y Overtiame Py Rate iﬂi"--‘m
Emargercy Pasword [
Eriormtion R
Termimation e |

The remaining three tabs (Edit/Add Time Records, Database, and Reports) are useful after
employees enter time records; see the section “Using the Software”

Copyright 2007 Softek LC
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Using the Software

The Employee Program - Clock In and Out

Clock In

Start the program by double clicking the program icon on the desktop or by selecting Start
Programs — tSuite — tSuiteEmployee.

S Lop — EE® e Select your name by clicking the down
' pE— : neaday, May 16, 2007 arrow or typing into the left hand box.

e Enter your password (assigned by the
administrator), and click on the Log In
button

e Click on the Clock IN button.

Clock IN

Need to Find the Database?

If you see a message requesting the
location of the database, locate
tSuite.mdb by clicking the down arrow
in the Look in text box near the top of
the window. Then, navigate to the
database location, and double click the
file name.

Letin [ Semmbio = =0
\-\b Alriaws mts
A

= The Clock IN button disappears
= Clock-in date and time are displayed

€ fo 19]

oy Camputes
Fin e | = [ =

g Tl o [ ——— |

Lo s [ ——

Copyright 2007 Softek LC 7 of 26



Softek LLC May, 2007
<) y

Review Time Records
Click on the View My Time Records button.

g
| Clock OUT

Examine different periods by clicking the Change the Dates Displayed check box, and entering the
desired start and end dates.

: Log Out

Clogk OUT

Tolal Hours 73.34

Click the Log Out button to end the session.

Copyright 2007 Softek LC 8 of 26
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Clock Out

e Select your name by clicking the down arrow or typing into the left hand box.

May, 2007

e Enter your password (assigned by the administrator), and click on the Log In button

e Click on the Clock OUT button.

Clock. UT

Clock-Out date and time are displayed, and the Clock Out button disappears.

# Time Log

Ent
[Jackson Winter N\ [ |

N o

r T }
| Where Is? [ View My Time |

Click the Log Out button to end the session.

Copyright 2007 Softek LC
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Find Employees

To check the current status (location) of an employee at any time, start the Employee program,
select the name, and click the Where 1s? button....

£ Time Leg

and a pop-up window
shows that person'’s status.

Copyright 2007 Softek LC 10 of 26
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The Administrative Program

If the program isn’t running, double-click the tSuite program icon on the desktop, or click on start —
All Programs — tSuite — tSuite. Enter your password, and the Administrator Functions screen will
appear.

Reports
1. Click on the Reports tab.

| Custom Semings T Personnel | EdiuAdd Time Records
_Reparts 1 _Company Database

Catogory

Tuma
Detaed

o
| (&
|

2. Under Category, click on one of the three choices for the type of report you want. Additional
lists will be displayed to allow you to create the report.

Summary Reports: For example, to
generate a summary report for all & i5uite Adrministration
semimonthly-paid employees:

[ Custom Semings ] Parsannal 1 EditiAdd Time Records
_Reparts {0 Campany 1 Databass

a. Click the Time-Summaries button;
b. Select SemiMonthly from the drop-
down box,

c. Select the Total Payroll option;

Tienies - Bavices
d. Enter the payroll Start and End Owaked | Dotailed Tirne Reports srenoor -
Dates using the calendars under e 0] Wl s o . -
I i) [ =
Date Range. Fiimns-choxu s |[| [516a07 =] u

Personnal
e. When you are satisfied with your M

choices, click the Go button to ——
display the report

IMPORTANT: The start and end dates that
you select must coincide with the actual
pay period; otherwise overtime and totals
calculations will be incorrect.

After a few seconds, an on-screen tabulation will show summaries for each semimonthly paid
employee, as well as grand totals during the period.
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Printing: To send the report to your default printer, click on the Print icon in the top toolbar.

PoEow & o =] Tam mx  ®ew

SemiMOnthly Paid 10/1/2006 to 1011872006

£
:

Beguisr Nours Overliss  Vacation Holiday
Dt .oy LewDanes Houn Haurs
Payroll Torss Fou Hamany, Jufia Tia 7243 [ [ L) [
Paryron Totsls Fes Janas, Josn “ e __om w08 =] =]
Payroll Torals Fos Qrrender, Keongmt 50— jadd 148 [ [ [
Payrof Totats Fou Winter, Jackson 71T [ [ 1] [
an - ) o0
Grand Total 0.0 00
Regutar Mours: 28081
Ovarmma Heurs: 12
Fakd Time OFF; [
Sick Leave: ]

Torar:  amas

If you want to select a different printer, first
click on the adjacent Printer Setup icon,
choose the printer, then click the Print icoy

SemiMOnthly Pald 10/172008 1o 10/16/2008

Trusses

Reguiar Hours Overime  Vacssen Holday Sk Leave
frar lamdwees  Hown Hours

Payrod Wials For Janes Joan

Payron ToNs For Grremder, Kanam

eMailing: You can eMail the report to a recipient. Click the Mail icon next to the Printer Setup
icon, and follow the instructions that display on screen.

Include Wages: If you checked the box labeled Include Wage Calculations in Reports? in the

Custom Settings tab,

the report will include gross wages (shown in green).

1o b BE& (T 7] Tosn 1004 Hol W

Date

Tarals For Harmany, Jutia

SemiMOCnthly Paid 10/1/20086 to 10/16/2006

Regular Hours  Regilar

sny Lpmganms  Pay

7242 §$108630

11185008

Overtime Overtime Vacalion Vocation Holiday Holiday
Hours  PFay Hours  Fay

Hours Paoy
0.06 125

000

$0.00

50,00

Sick
Laave

sick Leave
Pay
S0

Totals For Jones, Joan

3096  §557.28

$0.00

0.00

S0.00

0,00

S0.00

Torals For Orrender, Kenneh

8582 §1.T18.40

£370.20

)

S0.00

o0
0.00
)
0.00

$0.00

000
0.00
(1]
0.00

SO0

Forals For Wanie, Jacksan

. SLTELTS

Sion

0.00

50.00

0,00

Grand Totals:

Copyright 2007 Softek LC

IE0S1 $5152.73

Reguiar Haurs:
Overtime Hours:
Paid Time O
Hick Liave:

Total:

ﬂ._'m ‘i]i:l&SS_

260801 $58L0D

1270 538050
000 suo0
a0a $0.00

27016 S5,A33.78

0.00

.00

$0.00
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Export to a Spreadsheet: Summary reports (only) can be exported to a spreadsheet file for

many payroll programs.

e Click the Time Summaries category
e Select the payroll type

e Select the Export the Payroll to a CSV
File option

e Select the desired dates.

e Click Go

An appropriately named file, such as
SemiMonthlyPayrollEnding 6-15-2006.xIs)

will be created in the C:\tkeeperData folder
on the administrative computer.

& tSuite Administration

Custom Sefiings JE Personnsl | EditiAdd Time Records
Reports. “Company_ i Database 1
Category Dats Range
I
Time . (Seoen
Outadlod Time Summaries (811007 -]
Tane * Total Payvoll
Shaww i . End Date
= Exgpon i
® WAL ALV IR 5§ [M5/2007 -
-

Detailed Time Reports: Click the Time—Detailed category, select the desired payroll
period, type of report,/and dates. The detailed report includes daily entries, weekly and pay period

[ Custom Settings /| Personnel | EditiAdd Time Records
Reports / 1 Company | Database |
Category / Date Range
- st
Tinms - Rt
Detailod Detailed Time Reports 511 2007 :l
Tiwe - = Tatal Paaoll
Sumenaties | -y gaunt Poywen Hos .:.';‘"""r 3
persoemal || Clockin . Clockoan Tanas i b
P Thie O

Copyright 2007 Softek LC
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Individual Reports: If you want to limit a report to one person, simply choose Individual Payroll
Hours, rather than Total Payroll. A drop box will appear so that you can select the individual by

name.
j# 'tSuite Administration wlfimifro]
Clock-In Times: To review [ Custom Settings 1 Personnel I Edit/Add Time Records
Reports Company T Archive Records

Clock-in and Clock-out times

between any two dates, click on\
Clock-In Clock-Out Times, select

the employee, enter the dates, and
click Go.

Paid Time Off: Youalsocan || —
limit reports to Paid Time Off ===

(vacation, holiday, sick leave) if
you wish.

View and Print Reports

Date Range
Start Date
Detailed Time Reports 61172006 -
" Total Payroll
x Individual Payroll Hours ELiin .
Clock-In - Clock-Out Times B 62006 El LEEJ
> paid Time 0t Go

Personnel listings: Click the Personnel category, and choose Where Is Everyone to list
their locations based on their most recent time clock entry, or choose a standard lists of employee

information (Hame address, phones, and so on.)

@ t5uite Administration

| Custom Senjngs 1 Parsonnsl | EditAdd Time Records

Reports | I Company 1 Darabase

|

Pearsonnal
+ Wivers Is Everyonad]
I Pessonme] List
B

The mast recent clock entries show:

Where |Is Everyone?

Clocked In
Heary, Chris 10:19:17 AM
Orrender, Kenneth 10:18:28 AM
Gemma, Renee 10:38:56 PM

Clocked Out
Nickel, Gloria 4:51:22 PM
Winter, Jackson 4:58:18 PM
Jones, Joan 1:44:22 PM
Harmony. Julia 4:59:18 PM
Smith, Sara 5:32:00 PM

Copyright 2007 Softek LC

Tuesday, Nevember 08, 2008
Tuesday, Novembaer 08, 2005
Satwrday. November 12, 2006

Wednesday, October 19, 2006
Friday, October 21, 2005
Thursday, October 13, 2008
Wednesday. October 19. 2006
Satwrday, October 01, 2005
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Editing, Deleting, and Adding Records

This screen allows you to correct errors, and to enter employee records for time worked, vacation,
holidays, and sick leave.

NOTE: If your Custom Settings includes an eMail Server, an email
message is automatically sent to the email address entered in the
Custom Settings screen when Clock errors occur.

Click on the Edit/Add Time Records to display employee time records. Select the employee by

clicking the down arrow next to the name box, scroll to the person of interest, and click on the
name.

Editing a Record: Place the cursor in the cell to be changed and key in the new data.

¢ When entering or changing a time, be sure tousg e —
this format: nn:nn AM (or PM) — | s S 1
Custom Settings 1 Parsonnsl / | EditiAdd Time Records |
e To calculate hours, place the cursor in the Hours [Wicksr, Jackaon |
. . . # | D Juwsln | Tanoouwt | Hows | Tipe | Edeamy | Eanvate | |
cell, and click the tiny calculator icon. A oo
. . . | 2| azeowmr 500 Hobday
e , A message is displayed to confirm that you wantto |5 o e oem Jheom e N |
the calculation performed. |l inizeer aointioaru| ot mied =
_ 12] 4232007 1200 PM 450 PM 498 Worked
_ 12] 4232007 54 AW 11:00 AM 347 |Worked
) || oo eotn w0oru| out s (]
If hours are shown in the Hours cell, be sure to T T
enter the Type. Place the cursor in the cell, and i i el
click the down arrow to select the type. Tl
¢ Click on Save when you have finished editing.

“Reports il Company 1 Databaze
Custom Nmings | Personnel il EditlAd: # Records 1
| WinteNJackson |
W= | Daw Tenaba | Tiwe 0w | Hows | Type | Edmedmy | EmDae | =)
12| 4302007 ) | 200 Vacation | |
12| 4272007 8,00 Hollay

12| 4282007
12| 4753007 12:00PM
12| 4252007  TS6AM
12| 4242007 2059M]
2] 4747007 B0dAM|
12| 4232007 1200PM)
12| 42207 756 AM
12| 4202NT|  izsieM|
12| 4202007 04 AM

E000E

LR s

12| 493007 30 PM

17 4193007 Ti56 AMO

12| 4rsz0e7| TS0 am 501PM | 247 Woiked

12| 4187007 TA1AM 1ZMPM| 481 Woaked

12| 47207 24P 5000 PM 160 Worked

12| 4draef|  FhoAM| E1IPM) 5.38 Woked

12| 4182007 000AM|  SDOPM| 800 Woaked

12| ANG2007|  TIDAM|  1Z3PM| A4 Woaked | |

2] 4N52007T|  x05PM| S02PM| 200 Woiked | | -l

Copyright 2007 Softek LC 15 of 26
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Deleting a Record: click on the leftmost cell of the r

highlighted, press the Delete key on your keyboard.

May, 2007

cord to be deleted; the record will be

[ / Raeports

1 Company 1 Database

CAistom Settings

T Perzannel | EditiAdd Tims Recards

)

A message will be displayed asking you
to confirm the deletion. Click Yes to
delete the record or No to cancel the
request.

12| 4272007

12| 44007

12| sm20e7

12| AnTa0er

[ s e s s

| Winter, Jackson

12| 4787007 |
12| 4asane7
12| 4252007

2] 4T |
12| 4232007 |
12| 4232007 |
12| 4202007 |
12 4202007
12| 49m007 |
12| 49007

12| diezner |

2] 4T |
12| AT |
12| 416207 |
12| 4152007

s w
2.00 Vacastion
.00 Heliday
I 5,00 Holiday
1Z00PM| SA5PM| 5.25 Worked
T:56AM| 11500 AM | 307 Waaked

ZOSPM| 502 PM| 206 Worked

A yond wore that you wink b delete thes e ||

)
TSOAM  SR1PM] 217 Woiked
TAIAM]  1ZWPM| 481 Woiked
LZAPM] S00PM| .60 Worked
TEO M| EITPM 5.3 Worked
W00 AM | 500 PM | .00 Woiked
TAOAM|  AEMPM]| 484 Worked
05 PM 502 PM 2.96 Waked

Adding Individual Records: You can add time records to an individual's file for any time

worked or paid time off.

@ s5uite Administration

Reports 1 Company 1 Database
Custom Settings | Personnel 1 Edit/Add Time Records |

3
| 12 4202007 @OIAM| DG PM| 500 Weabaid
| 12 4333007 1200PM| iSHPM| 400 Wb
| 12 4232007 TSGAM| 1100 AM| 307 Wethed
| iz 4@0a007,  WESHPM|  Sp0PM| 404 Weskeil
12 420007 w04 AN 108 PM 506 Weaked
|12 _amaonr ke 5200 M| 340 Wtk
] 12 13007 Ti56 AM 1158 AM | .06 Weaked
= 1z atazonr 250 Am | 1 P | B AT Weaked
T | 12 4183007, TAVAM|  1Z30PM| 481 Woakeil
12 aatz000 MM 500 PM 160 Weoaked
| 12 amraoer]  rsoAM]  :13PM] 5,30 Wk
| 12 4902007 GH0AM| %00 P .00 Weaked
| 12 4963007 T0AM|  1Z0PM| 108 ekl
|12 4152007 EOSPM|  SaaPM| 296 Woakd [ [ |

e A new record with the employee’s ID entered will

be displayed at the bottom of the grid

e Enter the date, times, hours, type and edited by
data. Notice that the Type must be selected from

a drop-down list.
e If you want to add more records for this

individual, place the cursor on the next row in the

Date cell, and enter the date, etc.
e When you are finished addi
person, Click Done

ords for this

Copyright 2007 Softek LC

2 | pate . P =
12, 422000 1,00 Holiday

12 4262001 I | 5.00 Holiday I I

12 4253007 1E00PM| 515 PM| .35 Weaked | I

2] 4252007 FSGAM| 1100 AM| 307 Weakied | I

12 4202007 ZOSPM| S0ZPM| 206 Weakeil | I

e Select the appropriate person

e Click on Add

@ (Suite Adminiciration

Tinse Ouf | Hewms | Typs
i

Reports A Company Database
Custom Sattings 1 Parsonnal EditiAdd Time Records |
Winter, Jackson |

| Edtedy | EdDate | o
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Adding Time-Off Records For a Group: Enter holiday hours (or overtime) for an entire group
of employees. For example, to enter holiday hours for Semimonthly paid employees, do the
following:
e Click on Time Off; a pop-
up window appears. 2. Add G Rt ] [ Ombae I
e Select SemiMonthly in ]
the Payroll Category
drop down list
e Select the Holiday option
e Enter the date of the
holiday pay (click the
down arrow for a
calendar display) d These He

e Enter the number of hours to be
paid. - S,

Note that if you change your LI e !

mind, you may click Cancel 3 K oph] kel | '- &

to cancel the operation.

e Click on Add These Hours and a
message will be displayed to
confirm the number and type of
records added.

e Click Close to return to the Administrative Functions screen.

& 1Sulte Administeation

Payront Category | mluamh:,_- ]

To add Overtime hours for a group, follow the same procedure, selecting the Overtime rather than
the Holiday option.

Important: Do not use this method to try adding hours for one person; this method will
add the same number of hours to all employees in the Pay Category you select. To add
overtime to one or a few employees, use the Add a Record button.

Audit Time Records: Click the Audit button to determine if any employee failed to clock out on
any day. Clicking this button displays a printable list, by employee, of any record with a clock-in
time, but no clock-out time.

@ tSusite Admimistration

i Wissing Dt Company ‘[ Database

Personnel | Editifdd Time Records ]]

BI0R008  4:42:90 M

Tota! Moura in he paroy

BEIH0S  E00:00 AM

TIATEN0S 1Z:00:00 Al
BORH06  4:36:47 PM

Torat Hours in the perga

Copyright 2007 Softek LC 17 of 26



"o Softek LLC
gy

Personnel Information
Changes to personnel information can affect many other records, so use caution when editing this

data.

& iSuite Adminisiration

Addrem

Chly

State
Zip
5

Emergeacy
nformation

Fuayrofll Categoey
Seapdard Pay Rty
Dvertime Pay Rate

] —

| Feparts 1 Cempany | Database
Custom Settings | Personnel 1 Edit/add Time Records |
P
\'Winter, Jackson -« To changs a parson’s record.
] click the Edit button ===
~Parsonal ~Payrall
Employee & 12 Fist Hiivw Dt | 09012002

Mame ) e

Home Phone | B05)1555 5565
Wk PRose  ((505)555.3333

Maimlily
§25.00
§37.50
Pasrend [

May, 2007

Click on the Personnel
tab to display employee
records

Select an employee by
clicking the down arrow
next to the name text
box; scroll to the person
of interest, and click on
the name.

Click the Edit button,
and key in the new data.
When you are satisfied
with the changes, click
the Done Editing button
to save the changes; or,
if you decide not to
make or save any
changes, click the
Cancel button to restore
the previous data.

IMPORTANT: Any changes you make will not be saved in the database. unless
you click the “Edit This Person” button before typing any changes.

Copyright 2007 Softek LC
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Database Maintenance

It is critical to create copies of the database regularly to guard against costly data loss. And it is
easy to backup the database — DO THIS DAILY.

@ s5uite Administration
b CIICk on the | Custom Settings I Personnel 1 EditiAdd Time Recorde
Database tab. Reports I Company 1 Database ]
-
d CIICk on the BaCkup Click "Backup® to create a dated copy of the database e
button. —>
1. Seject Records Z.Selact Date Range 2. Select Process
* Tima Recosds Frm ;  Mrchivo s Dolots
. .  Tevmimanon Personr | 81412005 | & Arciitve Ouly
e A confirming  Betre Wit Arctive
N o
message will be [s1aroos
. = 4. Click to archive records m==
displayed to show ST @
the location and
name of the =
baCku p database * [ Custom Sertings 1 Persannel 1 EditiAdd Time Records
Reports 1 Company | Datsbase ] l
Click *Backup” to create a dated copy of the database === @

To restore a Backup database, double-click My Computer on your desktop, navigate to the
tSuite.mdb database file. Then,

¢ Rename the existing tSuite.mdb file to tSuite.tmp

e Copy the backup database to the same folder as tSuite.tmp
¢ Rename the backup database to tSuite.mdb
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Archiving Records

Click on the Archive Records tab.

T O Today: 51162007
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e A window opens to allow you to
find the database file that holds
archived records (Archive.mdb).

Double click the Archive.mdb file.

¢ A confirming message will be
displayed when the records are
archived and/or deleted as you
requested.
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To archive employee time
clock records, select Time
Records; to archive
personnel, select
Terminated Personnel.

Select the from and to
dates in the Date Range
box.

Select the appropriate
process to create the
archive and/or delete the
records selected.

Click Archive.
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Appendix A

Relocating the Database

If you want to relocate the database to a server or a different workstation folder, be sure to
backup the database first (see page 20).

Make certain all tSuite programs are closed. Then, use the appropriate method to move the
database. For examples:
e To another computer, use Windows Explorer, burn a copy of tSuite.mdb to a CD, or copy it
to a memory stick to move it to the new location.
e To a new folder on the same computer, double-click My Computer on your desktop (or
open Windows Explorer), navigate to the tSuite.mdb database file. Then, cut and paste
the tSuite.mdb file to the new location.

IMPORTANT: Be sure that only one copy of the current, operating tSuite.mdb database
exists (all backups will have different names). Otherwise, you will have conflicting data
records.

After moving the database (and deleting it from the original location), when the programs are
restarted you will be asked to provide the new location. Find tSuite.mdb by clicking the down
arrow in the Look in text box near the top of the window.

Then, navigate to the database location, and double
click the file name.

& - . =

S A, il o8 [T T p—— - =

o4

When this step is completed successfully, the password dialog will be displayed.
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Appendix B
Product Information

tSuite is an employee time tracking and reporting program. Designed for small businesses,
tSuite records time worked, vacation, holiday, and sick time. Employees clock in and clock out
using a simple password-protected form displayed on a workstation screen.

Managing employee payroll time is easy, accurate, and complete with the simple tracking and
reporting options available in the easy-to-use password-protected administrative screens. A wide
variety of reports, including spreadsheet-style exports, are included.

System Requirements

Computers: If more than one station is used, all workstations must be networked (peer-to-peer or
with a server).

Operating System: Windows 98SE, 2000, or XP; a server (optional) can use Windows 2000
Server or Windows 2003 Server software

Memory: 64KB

Video Adapter: Minimum of 800 x 600 pixel resolution, 256 colors

Disk Space: 40 MB to install the program; database maximum size 2 GB

Printer: Any Windows-supported printer

Features and Limitations

Ease of Use: Simple operation, uncluttered screens

Password protection: For all employee records

Reports: Over 60 different reports for all combinations of payroll types and pay periods.

Number of Users: 25 per purchased license. Note that most operating systems limit the number of
users that can be connected simultaneously, so that users should click the Close button on the
Employee Program after each clock-in or clock-out.
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Appendix C

User License

Software Title: tSuite Time Tracking and Reporting

END-USER LICENSE AGREEMENT FOR SOFTEK, LLC SOFTWARE

IMPORTANT - READ CAREFULLY:

This Softek, LLC End-User License Agreement ("EULA") is a legal agreement between you (either
an individual or a single entity) and Softek, LLC for the software product identified above, which
includes computer software and associated media and printed materials, and may include "online"
or electronic documentation ("SOFTWARE PRODUCT" or "SOFTWARE"). By installing, copying,
or otherwise using the SOFTWARE PRODUCT, you agree to be legally bound by the terms of this
EULA.

SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as
well as other intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not
sold.

GRANT OF LICENSE

This EULA grants you the following limited, non-exclusive rights:

SOFTWARE PRODUCT:

You may install and use the SOFTWARE PRODUCT on a single computer network solely for the
purpose of recording, tracking, and reporting employee time. You may not use the SOFTWARE
PRODUCT for any other purpose, public or private.

REDISTRIBUTABLE COMPONENTS:
None of the elements of this software is designated as "Redistributable Components".

DISTRIBUTION REQUIREMENTS:

All Softek, LLC product libraries, source code, redistributables and other files remain Softek, LLC's
exclusive property. Regardless of any modifications that you make, you may not distribute any files
(particularly Softek, LLC source code and other non-executable files) except those that Softek,
LLC has expressly designated as redistributable. Nothing in this license statement permits you to
derive the source code of files that Softek, LLC has provided to you in executable form only, or to
reproduce, modify, use, or distribute the source code of such files.

THIRD PARTY SOFTWARE AND COMPONENTS
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Software products and components developed by individuals and entities other than Softek, LLC
are distributed and installed with the SOFTWARE PRODUCT. It is required that these "third-party"
software and components are installed in order for the SOFTWARE PRODUCT to function as
described. These third-party software and components do not collect or transmit information or
data except for the electronic (eMail) notices sent to addresses specified by the user to notify that
recipient of unusual employee time records.

COPYRIGHT

All rights, title, and copyrights in and to the SOFTWARE PRODUCT (including, but not limited to,
any images, photographs, animations, video, audio, music, text, and "applets" incorporated into
the SOFTWARE PRODUCT) and any copies of the SOFTWARE PRODUCT are owned by Softek,
LLC or its suppliers. The SOFTWARE PRODUCT is protected by copyright laws and international
treaty provisions. Therefore, you must treat the SOFTWARE PRODUCT like any other copyrighted
material, except that you may either (a) make one copy of the SOFTWARE PRODUCT solely for
backup or archival purposes, or (b) install the SOFTWARE PRODUCT on a single network,
provided you keep the original solely for backup or archival purposes. You may copy the printed
materials accompanying the SOFTWARE PRODUCT.

DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS

SOFTWARE PRODUCT UPGRADES:

If you have received an upgrade version of the SOFTWARE PRODUCT, it constitutes a single
product with this Softek, LLC product that you upgraded. You may use or transfer the upgrade
version of the SOFTWARE PRODUCT only in accordance with this license statement.

LIMITATIONS ON REVERSE-ENGINEERING, DECOMPILATION, AND DISASSEMBLY:

You acknowledge that the SOFTWARE PRODUCT in source code form remains a confidential
trade secret of Softek, LLC and/or its suppliers and therefore you agree not to modify the
SOFTWARE PRODUCT or attempt to decipher, decompile, disassemble or reverse engineer the
SOFTWARE PRODUCT, except to the extent that applicable laws specifically prohibit such
restriction.

SOFTWARE TRANSFER:

You may not transfer, rent, lease, lend, copy, modify, translate, sublicense, time-share or
electronically transmit the SOFTWARE PRODUCT or its associated files, except as expressly
permitted above in regards to the REDISTRIBUTABLE COMPONENTS. You may not transfer any
of your rights under this EULA, even if you retain no copies, and even if you transfer all of the
SOFTWARE PRODUCT (including all component parts, the media and printed materials, any
upgrades, this EULA, and, if applicable, the Certificate of Authenticity).

CD KEY OR INSTALLATION SERIAL NUMBER:

You acknowledge that if a CD Key number or Installation Serial Number is provided with the
SOFTWARE PRODUCT, it is a part of this SOFTWARE PRODUCT and must be kept confidential
at all times. Any act by you, directly or indirectly, that makes this CD Key Number or Serial
Number known to persons or entities other than yourself may be considered a violation of the
terms of this End User License Agreement, and may also be considered an act of software piracy
or conspiracy to commit software piracy, and may be prosecuted to the fullest extent of the law.

TERMINATION:
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Without prejudice to any other rights, Softek, LLC may terminate this EULA if you fail to comply
with the terms and conditions of this EULA. In such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

EXPORT RESTRICTIONS

You agree that neither you nor your customers intend to or will, directly or indirectly, export or
transmit the SOFTWARE PRODUCT or related documentation and technical data to any country
to which such export or transmission is restricted by any applicable U.S. regulation or statute,
without the prior written consent, if required, of the Bureau of Export Administration of the U.S.
Department of Commerce, or such other governmental entity as may have jurisdiction over such
export or transmission.

U.S. GOVERNMENT RESTRICTED RIGHTS

The SOFTWARE PRODUCT and documentation are provided with RESTRICTED RIGHTS. Use,
duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph
(c)(1)(ii) of The Rights in Technical Data and Computer Software clause at DFARS 252.227-7013
or subparagraphs (c)(1) and (2) of the Commercial Computer Software - Restricted Rights at 48
CFR 52.227-19, as applicable. Manufacturer is Softek, LLC 9109 Evangeline Ave. NE,
Albuquerque, NM 87111

LIMITED WARRANTY AGREEMENT

This software and its accompanying files are sold or made available "as is" and without warranties
as to performance or merchantability or any other warranties whether expressed or implied. No
warranty of fitness for any particular purpose is offered.

Good data processing procedure dictates that any program be thoroughly tested with non-critical
data before relying on it. The user must assume the entire risk of using this program. Any liability
of the seller will be limited exclusively to product replacement or refund of purchase price. Proof of
purchase and product registration will be required by Softek, LLC before product replacement or
refund of purchase price is provided.

To the maximum extent permitted by applicable law, Softek, LLC and its suppliers disclaim all
other warranties, either express or implied, including, but not limited to, implied warranties of
merchantability and fitness for a particular purpose and warranties of noninfringement, with regard
to this software and its accompanying documentation. This limited warranty gives you specific
legal rights. You may have others, which vary from state/jurisdiction to state/ jurisdiction.

To the maximum extent permitted by applicable law, in no event shall Softek, LLC or its suppliers
be liable for any damages whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other pecuniary loss) arising out
of the use of or inability to use this software product, even if Softek, LLC software & marketing has
been advised of the possibility of such damages. Because some states / jurisdictions do not allow
the exclusion or limitation of liability for consequential or incidental damages, the above limitation
may not apply to you.

GENERAL PROVISIONS
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Unless receiving a different statement by Softek, LLC with your copy of this application, this
statement may only be modified in writing signed by you and an authorized representative of
Softek, LLC. If any provision of this statement is found void or unenforceable, the remainder will
remain valid and enforceable according to its terms.

This statement shall be construed, interpreted and governed by the laws of the State of New
Mexico, U.S.A. This statement gives you specific legal rights; you may have others which vary
from state to state and from country to country. Softek, LLC reserves all rights not specifically
granted in this statement.

Should you have any questions concerning this EULA, or if you desire to contact Softek, LLC for
any reason, please write: Softek, LLC 9109 Evangeline Av. NE, Albuquerque, NM 87111.

Copyright © 2006 by Softek, LLC
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