PixelPlusIT

Pixel Time

Training Manual: new features

Employee record - Leave - Pay rules - Reports - Payroll export - Alerts - Roster planning -
Report audit - Clocking integrity - Overtime requests - Leave balances - Timesheet sign-off -
Management reports - Reconciliation - Data retention - Working-time rules - System health -
ID cards - Mappings & history - Excel downloads - Document expiry

October 2026. Screens come from a demo company (Acme Trading), so names and

amounts are examples.

What is new

Area

Team > Employee
record

Leave

Settings > Pay rules

Reports > More reports

Payroll export

Reports & money >
Alerts

Scheduling > Roster
planning

Reports & money >
Report audit

Time & leave >
Overtime

Time & leave > Leave
balances

Time & leave >
Timesheet sign-off

Reports & money >
Labour budgets

What you can now do

Store employee number, ID, address, emergency contact, contract dates,
contracted hours, hourly rate and status (active, suspended, on leave).

South African leave types, paid or unpaid, monthly earning, carry-over,
supporting documents, cancellation requests, decline reasons.

Overtime, Sunday, public holiday and night multipliers, with a start date.

Over 60 extra reports, including labour cost, contracted vs actual hours
and leave reports.

Pay codes, warnings before export, a reason for exporting a period again,
export history and a check for changes made after export.

27 automatic checks (missing clock-in, late, absence, overtime, rest,
contract expiry, offline devices and more) by app or email, with
escalation.

Coverage against minimum staffing, availability and days off, publishing,
and a history of every roster change.

Delivery history of emailed reports, an audit trail, reconcile totals and
reports on the payroll cut-off day.

Ask for overtime before working it, approve or change it, monthly limits
and budgets, budget warnings and approver performance.

Balances on any date, history for each person, carry-over and expiry,
reconciliation, forecast, liability estimate and eligibility rules.

Employees submit their week; managers approve or send it back with a
reason; levels, deadlines, reopening and a full history.

Monthly labour budgets, compared with estimated cost in Reports > More
reports, plus payroll variance, staffing shortage, availability, forecast
against actual, cost per hour, six-month history and correction resolution
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Area

Reports > More reports
> Reconciliation

Scheduling > Working-
time rules

Reports & money >
System health

Team > Document
expiry

Reports & money >
Mappings & history

Team > ID cards

Time & leave >
Clocking integrity

Time & leave > Leave
balances > Personal
rules

Payroll export >
Reconcile

Reports > Prepare in
background

Clocking integrity >
Held clockings

Night shifts and checks

System health > Data
checks, payroll API,
backup check

What you can now do
time.

Hours reconciliation (clocked, payroll, last export), data retention review,
and a search box on report results.

Rule sets for overtime, weekly limits, meal intervals, flexi-time and
bargaining council details; assign by employee, contract, department or
company with start dates; recalculate attendance; change history.

Your records, whether the automatic checks are running, quiet devices,
failed emails, slow pages, retention settings and a safe clean-out of old
audit entries and notifications; plus alerts for weekly hours near the limit
and stopped reports.

Expiry dates and reminders for employee documents; Excel (.xlIsx)
downloads for reports and payroll; actual vs payable hours report;
overtime decline needs a reason.

Payroll mapping (cost centres, leave codes, categories), audit-event
alerts and keep times, settings history with restore; kiosk wrong-PIN limit.

Register RFID / proximity cards, mark lost or disabled, clock at the kiosk
or a card terminal with a card; failed report emails retry automatically.

Finds duplicate, conflicting, out-of-sequence and late-synced clockings;
event history; device sync status.

Give one person their own days per year, carry-over limit or eligibility
period for a leave type.

Upload the hours your payroll system holds and see every difference
against Pixel Time.

Ask for a long report, carry on working and download it when ready
(Excel or CSV).

A clocking a rule refused is kept, shown and can be accepted or
dismissed; missing clock-outs are listed on the dashboard and in Data
checks.

A shift that runs past midnight now stays on the day it started: clock out
after midnight and the hours land on the start day. Stricter checks on site,
correction and team forms.

Automatic data checks, a read-only payroll feed for other software, and a
backup verification job.
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1. Employee record

Who: administrators. Managers can see the status badge but cannot open the record.

Open an employee's record

1. Goto Team > Employee records in the menu.

2. Press Open record on the person. (It is also under Team > Everyone > Edit >
Employee record, the section with the small arrow.)

Pixel Time Employee records
Acme Trading (Pty) Ltd - Friday, 16 October 21:21:05 [ ChvisAdmin ADMIN | Logout

Employee records

Employee number, ID, address, emergency contac! ates, contracted hours, hourly rate and status for everyone. Press Open record on a persor
Search na
Name Employee no Type Department Contract ends Status
Anele Mokoena E006 Part-time Warehouse — u Active ‘Open record
Chris Admin E0D1 Permanent Operations - u Active Open record
Lerato Dlamini E004 Casual Warehouse -_ Suspended Open record
Pieter van Wyk EQ03 Full-time Warehouse - On leave Open record
Sipho Khumalo EQO0S Contract Operations 30 Nov 2026 u Active Open record

Thandi Nkosi E002 Permanent Operations - = Active

¥ Employee record (employee number, ID, contact, emergency contact, contract, contracted hours, status)

EMPLOYEE NUMBER ID / PASSPORT NUMBER

|00z | 0089 |
EMPLOYMENT TYPE HOME ADDRESS

[Permanent | [12 Jacaranda St, Pretoria |
EMERGENCY CONTACT NAME RELATIONSHIP

|Sam Nkosi ‘ |Spuuse o
EMERGENCY PHONE ALTERNATIVE PHONE

|0829098888 | |
CONTRACT START CONTRACT END LEAVE EMPTY IF OPEN-ENDED)

[62/15/2021 8 [m/dd/yyyy =]
CONTRACTED HOURS PER WEEK CONTRACTED DAYS PER WEEK

[45.00 | [50 |

HOURLY RATE (R) (USED ONLY FOR LABOUR-COST ESTIMATES)

[e8.50 |

STATUS STATUS NOTE

|Aclive V‘ |[‘ g. Disciplinary hearing, maternity ‘
STATUS FROM STATUS UNTIL

[mm/dd/yyyy O] [mm/dd/yyyy =]}

Save employee record

45"; contrs
nged; hourly.

k: "' = "5% contract_start: "" = "2021-02-15

anged; id_number changed;

Team > Employee records: press Open record on a person.
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Team

Pixel Time

Acme Trading (Pty) Ltd - Friday, 16 October 20:07:50 A Cheis Admin BRI | Log ot

Add employee Bulk import Departments Everyone (6)

Everyone (6) Show former employees

Search by name or department..

Name Department Site Shift Today Access Actions

Anele Mokosna Warehouse Default Default No record Web login Edit  Offboard
?T;rt“?f“wlu - Operations Default Default No record Web login Edit  Offboard
Warehouse Default Default Suspended No record Web login Edit Offboard
Warehouse Default Default On leave No record Web login Edit Offboard
S‘E"‘J;K'L““:'f'u’d Operations Default Default No record Web login Edit  Offboard
I\’::‘\l:i NKgsl Operations Default Default No record Web login Edit Offboard

Team list. The grey badges show Suspended and On leave next to Today.

DEPARTMENT SITE

Operations v Company default v

JOB DETAILS

Supervisor Permanent v~  02/15/2021 [m] Save

¥ Employee record (employee number, ID, contact, emergency contact, contract, contracted hours, status)

EMPLOYEE NUMBER ID / PASSPORT NUMBER
[E002 | [8505055000089 |
EMPLOYMENT TYPE HOME ADDRESS

| Permanent V| |12 Jacaranda St, Pretoria |
EMERGENCY CONTACT NAME RELATIONSHIP

|Sam Nkosi | |5pnuse |
EMERGENCY PHONE ALTERNATIVE PHONE

|08zo908888 | |
CONTRACT START CONTRACT END (LEAVE EMPTY IF OPEN-ENDED)

[02/15/2021 8| [mm/dd/yyyy =]
CONTRACTED HOURS PER WEEK CONTRACTED DAYS PER WEEK

[45.00 | 5.0 |

HOURLY RATE (R) (USED ONLY FOR LABOUR-COST ESTIMATES)

[s8.50 |

STATUS STATUS NOTE

|Active Vl |e.-:1. Disciplinary hearing, maternity |
STATUS FROM STATUS UNTIL

[mm/dd/yyyy 8] [mn/dd/yyyy g

Sawve employee record

Recent changes
16 Oct 2026 20:
id_number chan,

; contract_start: "" » "2021-02-15
anged

address chan

ourly_|

Employee record: employee number, contact details, contract, hourly rate and status.

Fields

e Employee number: must be unique in your company. Payroll exports use it.

« ID or passport number, address and emergency contact: needed for HR files and
emergencies.

« Contract start and end: a report lists contracts ending in the next 60 days.
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Contracted hours and days per week: used by the Contracted versus actual hours
report.

Hourly rate: used only for the labour-cost estimates. Leave it empty if you do not
want costs.

Status: Suspended or On leave, with a note and dates. It shows on the Team list. It
does not stop the person clocking in; to remove access, use Offboard.

Recent changes: shows what was changed and when. ID, address, emergency
contact and rate changes show as "changed" without the value, to protect personal
information.
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2. Leave

Employees: request leave

1. Goto My leave > Request leave.

2. Choose the leave type and the dates. Weekends and public holidays are not
counted, unless your company's leave type counts them.

3. Attach a supporting document (PDF, JPG or PNG, up to 5 MB) when the leave type
needs one, for example a medical certificate for sick leave over 2 days.

4. Submit. Your manager is notified.

My leave
: : P H H Thandi Nkosi  EMPLOYEE Log out
Acme Trading (Pty) Ltd - Friday, 16 October 20:07:52 L 2
Annual leave Sick leave Family responsibility Maternity leave Parental leave Adoption leave
21 caps e 7 days en 3 asen 120 10 a5 en 70 oy ien
— Unpaid leave Unpaid leave Unpaid leave
My leave
Commissioning
parental leave
70 s e
Unpaid leave
Request leave My requests (1)
Request leave
Leave type
Annual leave v
Start date End date
mm/dd/yyyy a mm/dd/yyyy m]

Reason (optional)

Supporting document
(PDF/JPG/PNG; needed for some leave types, e.g. a medical certificate)

I'chnnsa Fila | Nn fila rhacen

Request leave, showing balances and the supporting document field.

* You cannot request leave that overlaps leave you already have pending or approved.

« To cancel: open My requests. Pending leave cancels at once. Approved leave that
has not started becomes a cancellation request that your manager approves or
refuses. Leave that has started must be cancelled by your manager.
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Managers and administrators: approve, decline, cancel

Leave requests

- ~ : H Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Friday, 16 October 20:07:54 L g
Annual leave Sick leave Family responsibility Maternity leave Parental leave Adoption leave
21 s 10 cays en 3 aysen 120 qoys e 10 wysien 70 doys en
Unpaid leave Unpaid leave Unpaid leave

Commissioning
parental leave

70 coysen

Leave requests Unpaid leave

Log leave Team requests (4) Leave types

Team requests

Calendar view »  Export CSV Print
Pieter van Wyk - Annual leave Raass oiic’ | IR
2 Nov - 6 Nov - 5.0 day(s) -
Anele Mokoena - Maternity leave Unpaid Reasoii I o
18 Nov-12Mar-85.0dayls) e e
Th:anlekt?sl .fjtck \eave = Approved Cancel
12 Oct - 14 Oct - 3.0 day(s)
Cancel requested Approve Refuse

©

Team requests: approve or decline (with an optional reason), and cancellation requests from employees.

Approve with the tick, or decline with the cross. The optional reason is shown to the
employee and in their email.

Unpaid leave types show an Unpaid label.

When an employee asks to cancel approved leave, press Approve to return the days
to their balance, or Refuse to keep the leave.

An administrator or manager can cancel approved leave directly. The days go back
to the balance.

Administrators: leave types

1.
2.

Go to Leave requests > Leave types.

Press Add South African statutory types to add annual, sick, family responsibility,
maternity, parental, adoption, commissioning parental, study, unpaid and other leave
where you do not have them yet. The days are starting points: check them against
your policy and contracts.

Edit a type: days per year, carry-over limit, earned at the start of the year or monthly,
document needed after N days, paid or unpaid, count weekends.

Tick "Also change this year's balances by the difference" if a change to the days
should apply to current balances as well.
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Log leave Team requests (4) Leave types

Leave types Add South African statutory types

Adds annual, sick, family responsibility, maternity, parental, adeption and commissioning parental leave if you do not have them. The days are starting points; confirm
them against your own policy and contracts. Weekends and public holidays are not counted unless you tick "Count weekends"

Name

Days per year

| Annual leave

| |2t

Carry-over to next year (max days)

Needs a document after (days, 0 = never)

[s

| [0

Earned

Paid leave

[Allat the start of the year

~ O Count weekends and public holidays

Save

Delete Annual leave

Name

[CJ Also change this year's balances by the difference °

Days per year

| Sick leave

| 10

Carry-over to next year (max days)

Needs a document after (days, 0 = never)

[o

| 2

Earned

Paid leave

[ All at the start of the year

Delete Sick leave

Name

¥l [ count weekends and public holidays
[ Also change this year's balances by the difference

Days per year

| Family responsibility

NE

Leave types: each type has its own rules.

« Aleave type that has requests against it cannot be deleted. Set its days to 0 instead.

* New-year balances are created automatically on 1 January, with carry-over added up
to the limit.
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3. Pay rules and labour cost

Who: administrators set the rules. Administrators and auditors see labour-cost reports.
Managers do not see pay rates.

Set the pay rules

1. Go to Settings > Pay rules.

2. Choose the date the rules start from and the four multipliers. 1 means no extra pay.

3. Save. Each rule applies from its date until the next rule starts. Saving a rule for a
date that already has one replaces it.

Settings

:07: Chris Adh ADMIN L
Acme Trading (Pty) Ltd « Friday, 16 October 20:07:57 L e = 29,908

My account Company Branding Locations & kiosk Notifications AP & billing Pay rules Data & privacy

Pay rules

From 10ct 2026

- Remove
Overtime x1.5 - Sunday x1.5 - Public haliday x2 - Night x1.1 M

Settings

From 1Jan 2026

- : 5 Remove
Overtime x1.5 - Sunday =2 - Public holiday x2 - Night =1

Add or change a rule

Applies from

10/01/2026 o
Overtime x Sunday x

1.5 2
Public holiday x Night x

2 1

Save rule

1g a rule for a date that already has one replaces it. Set each employee's hourly rate on the Team page und

Pay rules with two rules in force (from 1 January and from 1 October).

« BCEA starting point: overtime 1.5, Sunday and public holiday work 2 (1.5 where the
employee normally works Sundays). Night work (18:00 to 06:00) has no fixed
multiplier, so it starts at 1.

« Set each employee's hourly rate in Employee record. Employees with no rate cost
RO in the reports and appear in "Employees with no hourly rate".

* These are estimates for budgeting. Your payroll system remains the authority on pay.

How a day is costed

< Ordinary hours are paid at the hourly rate. On a Sunday or public holiday they use
that day's multiplier.

e Overtime hours use the overtime multiplier, or the Sunday or holiday multiplier if it is
higher.

* Night hours add the night multiplier's extra on top.

« Example: R100 an hour, 9 hours on a normal Monday with 1 hour overtime = 8 x
R100 + 1 x R150 = R950.
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4. More reports
Where to find them

1. Go to Reports and open the More reports tab.
2. Choose a report from the list (grouped by topic), set From and To, and press Show.

3. Use Export CSV or Print.

Reports

ptions Daily register

Reports

Acme Trading (Pty) Ltd - Friday, 16 October

Hours & overtime

Labour cost estimate by employee

20:08:00

Chris Admin ADMIN Log out

Late & early leave Absence & Bradford Who is in now Working-time check More reports

Export CSV Print

Repnr[| Labour cost estimate by employee

~| From[10/81/2026 B T410/16/2026 O] m

Report builder
Ordinary hours
only.

Employee Hourly r

Anele Mokoena R50.00
Lerato Dlamini R42.00
Pieter van Wyk R55.00
Sipho Khumalo R48.00
Thandi Nkosi R68.50

are worked hours |ess

ate

overtime (Sunday a

d holiday hours are i shown separately for reference). Estimate

ncluded in the ordinary/overtime columns and

Ordinary hours Quertime Sunday hours Public holiday hours Night hours Estimated cost
30h Om Oh Om 0Oh Om 5h Om Oh Om R1,750.00
88h Om 0h Om 0h Om 8h 0m Oh om R4,032.00
T0h 30m 6h 30m 18h Om 9h Om Oh Om R7,562.50
N7h Om 26h Om 22h Om 11h Om 143h Om R9,086.40
93h 30m 1h Om 0h Om 9h 30m Oh Om R8151.50

Labour cost estimate by employee (administrators and auditors only).

Reports added with these features

Report

Labour cost estimate by employee,
department, branch

Employees with no hourly rate

Overtime, Sunday, public holiday
and night hours

Contracted versus actual hours

Employee register

Missing or duplicate employee
numbers

Employees with no emergency
contact

Contracts ending soon or already
ended

Suspended and on-leave
employees

Unpaid leave days by employee

Cancelled leave and cancellation
requests

Leave that needs a document but
has none

Leave types and rules, Pay rules in
force

What it shows

Hours, overtime and estimated cost from rates and pay rules.
Who is missing a rate.

Premium hours per employee. No pay rates, so managers
can use it for their department.

Weekly contracted hours scaled to your date range against
hours worked.

Number, type, start date, contracted hours, status.

Fix these before a payroll export.
Who still needs one.

Next 60 days and any past end date.
Current status with dates and notes.

For payroll deductions.

With the reasons given.

For example sick leave over 2 days with no certificate.

A printable copy of your current setup.
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Reports

Pixel Time

:08: Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Friday, 16 October 20:08:03 4 s Admin " egout

‘ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Contracted versus actual hours Export CSV Print

eports Report| Contracted versus actual hours ~| From[10/05/2026 B 1410/11/2026 0] m
Contracted hours are pro-rated by the r 7 v hours). Only vith ¢ rs set are lis
Employee Department Contracted in period Actual worked Difference Actual as % of contract
Anele Mokoena Warehouse 24 24h Om 15h Om -8h Om 62.5%
Lerato Dlamini Warehouse 30 30h Om 40h Om +10h Om 133.3%
Pieter van Wyk Warehouse 45 45h Om 54h Om +9h Om 120.0%
Sipho Khumalo Operations 48 48h 0m 66h Om +18h Om 137.5%
Thandi Nkosi Operations 45 45h Om 47h 30m +2h 30m 105.6%

Contracted versus actual hours for the week 5 to 11 October.

Reports

; : ~ 20:08:07 Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Friday, 16 October -
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Employee register (numbers, type, contract, status) Export CSV Print

Reparts Report| Employee register (numbers, type, contract, status) ~| mel 10/01/2026 D‘ Tﬂl 10/16/2026 Ul m
Current active staff; the dates are ignored. ID numbers are not shown, only whether one is on file
Employee Employee no Department Type Start date Contracted h/week Status ID number on file
Anele Mokoena E006 Warehouse Part-time 18 Sep 2023 24 Active No
Chris Admin E0O1 Operations Permanent 1Mar 2019 Active No
Lerato Dlamini E004 Warehouse Casual 10 Jan 2024 30 Suspended No
Pieter van Wyk E003 Warehouse Full-time 1Jun 2022 45 On leave No
Sipho Khumalo E0O5 Operations Contract 3 Mar 2025 48 Active No
Thandi Nkosi E002 Operations Permanent 15 Feb 2021 45 Active Yes

Employee register.

« Managers only see people in their own department in every report.

e The night-hours report counts 18:00 to 06:00, the period the BCEA treats as night
work.
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5. Payroll export controls

Who: administrators set pay codes. Administrators, managers (own department) and
auditors can see the page. Auditors cannot change settings.
Warnings before you export

Open Payroll export and choose the dates. The page now checks the range before you
download.

Payroll export

—_— - 122: Chris Adt ADMIN L
Acme Trading (Pty) Ltd - Friday, 16 October 20:22:17 L TEacn e o0 ot

Export Pay codes Export history (1) Calumn profiles (0)

Export hours for payroll

overtime, and attendance counts per emp

26) will export 5 employees - 224.5h regular - 0.0 s right for the range before downloading

Payroll export

Audit log Check: Unapproved overtime is left out for 1employee(s): Thandi Nkosi. Approve it first if it should be paid.

This period was already exported on 16 Oct 2026 20:21 (5 employees). To export it again, give a reason below.
File layout

One line per employee (all columns) ¥

Reason for exporting again

e.g. Corrected Alice's Sunday hours

From

10/05/2026 [u]
To

10/11/2026 o

Download CSV o

Need tr tch a specific column layo r pay
columns to include and rename each header to malch exacf

ce, or anything else)? Build a Column profile on the next tab — pick which

A red "Fix before export" item stops the download. A "Check" item is a reminder.

* Fix before export: an employee with no employee number, two employees with the
same number, or hours with no pay code (pay-code layout only).

* Check: unapproved overtime is left out of the file. Approve it first if it should be paid.

Set pay codes

1. Open Payroll export > Pay codes.

2. Type the code your payroll system uses for regular, overtime, Sunday and public
holiday hours.

3. Save. Two hour types cannot share one code.
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Payroll export

Pixel Time

i . . H H Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Friday, 16 October 20:22:18 4 TR = skt

Export Pay codes Export history (1) Column profiles (0)

Pay codes

ach kind of hours.
ng, so nothing i

Regular hours

Payroll export
J s 1000

Overtime hours

1500

Sunday hours

2000

Public holiday hours

Save pay codes

‘ 2100

Pay codes tab.

Then choose File layout: One line per pay code. The file has Employee No, Employee, Pay
code and Hours, one line for each code an employee has hours for.

Exporting the same period twice

5 . Payroll export

Pixel Time Y P
122: Chris Ad ADMIN L

Acme Trading (Pty) Ltd - Friday, 16 October 20:22:50 L repomy gL

Export Pay codes Export history (1) Column profiles (0)

Export hours for payroll

/ertime, and attendance counts per employee for he date range below

ct - 11 Oct 2026) will export 5 employees - 224.5h regular - 0.0h overtime — check this looks right for the range before downloading

Payroll export

Check: Unapproved overtime is left out for 1 employee(s): Thandi Nkosi. Approve it first if it should be paid.

This period was already exported on 16 Oct 2026 20:21 (5 employees). To export it again, give a reason below.

File layout

One line per pay code (Employee No, Pay code, Hou v

Reason for exporting again

e.g. Corrected Alice's Sunday hours

From

10/05/2026 [m]
To

10/11/2026 [m]

Download CSV °

ce, or anything else)? Build a Column profile on the next tab — pick which

A period that was already exported asks for a reason before it can be exported again.

e The reason is saved in the export history and in the audit log.
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Export history and changes after export

1. Open Payroll export > Export history.
2. Press Check for changes next to an export.

Payroll export

i i 6 H 5 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Friday, 16 October 20:22:52 L ]
Export Pay codes Export history (1) Column profiles (0)
Export history
vith the numbers it contained. "Check for changes" compares those mbers with today's, 50 you can see anything that was corrected after
aer
Payroll export When By Period Layout Employees :J' jad :f“'l i :?L\;:
Aatdilog 16 Oct 2026 Chri 2026-10-05 10 2026-  Pay Check f
C ris =10 o - eck for
20:21 Admin 10-11 codes 5 2250 000 changes
Changed since export #1
Employee What changed
Thandi Nkosi Regular hours (incl. manual adjustments): 47.50 to 50.50
Tell payroll about these, or export the period again with a reason.

Each export keeps a copy of its numbers. The comparison names anyone whose hours changed afterwards.

e Tell payroll about the changes, or export the period again with a reason.
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6. Alerts

Who: administrators set the rules and see every alert. Managers are told about their own
department.

Switch checks on and set the numbers

1. Open Alerts in the menu (Reports & money), then the Alert rules tab.
2. Tick each check you want. Set the number (for example 30 minutes after shift start).

3. Choose who is told: the manager and admins, admins only, or the employee. Choose
app, email or both.

4. Optional: add an extra email address (for example a payroll clerk) and an Escalate
after time, in hours. An alert nobody resolves is then sent to every admin again.

5. Set the payroll cut-off day of the month at the bottom, then press Save alert rules.

i . - Alerts
Pixel Time 09:47:23
. H H Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
Open alerts (0) Alert rules Delivery history
Alert rules
Tick arule to tch it o et the number, who is told, and how. "Escalale after" re-sends an unresolved alert to every admin after that many hours (0 = never). An extra
email address yroll clerk) can be added to any rule.
Attendance
Report audit Missing clock-in
Rostered today, no clock-in yet and not on leave or a holiday.
Alerts Number (minutes after shift Tell How Extra email (optional) Escalate after (hours)
o start) [Their manager and admins v | [ App and email > [ E
[ Late arrival
Clocked in later than the shift start plus this many minutes.
Number (minutes late) Tell How Extra email (optional) Escalate after (hours)
‘15 ‘ | Their manager and admins v| [ App and email v ‘ ‘ |D
(] Early departure
Clocked out earlier than the shift end by more than this.
Number [minutes early) Tell How Extra email (optional) Escalate after (hours)
‘15 ‘ [Their manager and admins v | [ App and email v ‘ ‘ |D |
Absence [ no-show
Yesterday was a scheduled day, with no clocking and no approved leave.
Number (not used) Tell How Extra email (optional) Escalate after (hours)
‘D ‘ [ Their manager and admins v | [ App and email v ‘ ‘ |G
Missing clock-out
Still clocked in this long after the shift ended (or from a previous day)
Number (minutes after shift Tell How Extra email (optional) Escalate after (hours)
end) [Their manager and admins v | [ App and email > [ E
Overtime & hours
Unauthorised overtime
Overtime worked that has not been approved
Number (minutes of overtime)  Tell How Extra email (optional) Escalate after (hours)
[30 | [Their manager and admins v| [ App and email v | o
Excessive hours
More hours worked in one day than this
Number (hours in a day) Tell How Extra email (optional) Escalate after (hours)

Alert rules: one row per check with its number, who is told and how.
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Work through open alerts

Alerts

)] Pixel Time 09:47:25 AP
: 5 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -~ g
Open alerts (10) Alert rules Delivery history
Open alerts Run checks now Resolve all
natically every 15 minutes (once per person per day). Resolve one when it has been dealt with. Ones left open past the escalation time on the rules
agair
Raised Alert What happened
17 Oct 09:47 Missing clock-in Thandi Nkosi has not clocked in (shift started at 08:00). Resolve
Alerts
17 Oct 09:47 Missing clock-in Pieter van Wyk has not clocked in (shift started at 08:00). Resolve
17 Oct 09:4 Missing clock-in Lerato Dlamini has not clocked in (shift started at 08:00). Resolve
17 Oct 09:47 Missing clock-in Sipho Khumale has not clocked in (shift started at 08:00). Resolve
17 Oct 09:47 Missing clock-in Anele Mokoena has not clocked in (shift started at 08:00). Resolve
17 Oct 09:47 Unauthorised overtime Thandi Nkosi worked 1h Om overtime on 16 Oct that is not approved. Resolve
% Durk ioods 17 Oct 09:4 Unauthorised overtime Pieter van Wyk worked Oh 30m overtime on 16 Oct that is not approved. Resolve
17 Oct 09:4 Unauthorised overtime Sipho Khumalo worked 2h Om overtime on 16 Oct that is not approved. Resolve
17 Oct 09:47 Absence [ no-show Anele Mokoena did not work on Fri 16 Oct and had no leave booked. Resolve °
17 Oct 09:47 Pending approval reminder 1overtime and 0 leave request(s) have been waiting more than 2 day(s). Resolve

Open alerts. Resolve one when it has been dealt with, or use Resolve all.

e Checks run every 15 minutes and raise each alert once per person per day. Run
checks now does it straight away.

e The checks cover missing clock-in and clock-out, late arrival, early departure,
absence, unauthorised and excessive overtime, rest period, missed break, pending
approvals, payroll cut-off, contract expiry, upcoming shifts, roster changes,
uncovered shifts, failed reports, clocking exceptions and offline devices.

» The Delivery history tab shows what was sent, to whom and when.
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Alerts

Pixel Time 09:47:26 2
- i Q. = H : Chris Admin ADMIN
Acme Trading (Pty) Ltd - Saturday, 17 October = o
Open alerts (10} Alert rules Delivery history
Delivery history
he last 200 alert: hey ether they were deall with
Raised Alert What happened Sent

Pending approval reminder

Absence [ no-show

Alerts

Unauthorised overtime

17 Qct 09 Unauthorised overtime
17 Oct Unauthorised overtime
17 Oct 09:47 Missing clock-in
17 Oct 09:47 Missing clock-in

Missing clock-in
Missing clock-in

17 Oct 09:4 Missing clock-in

1overtime and 0 leave request(s) have been waiting more than 2 day(s).

Anele Mokoena did not work on Fri 16 Oct and had no leave booked.

Sipho Khumalo worked 2h Om overtime on 16 Oct that is not approved.

Pieter van Wyk worked Oh 30m overtime on 16 Oct that is not approved.

Thandi Nkosi worked Th Om overtime on 16 Oct that is not approved.
Anele Mokoena has not clocked in (shift started at 08:00).

Sipho Khumalo has not clecked in (shift started at 08:00).

Lerato Dlamini has not clocked in (shift started at 08:00).

Pieter van Wyk has not clocked in (shift started at 08:00).

Thandi Nkosi has not clocked in (shift started at 08:00).

Delivery history.
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7. Roster planning

Who: administrators and managers (own department). Only administrators set staffing
levels.

Coverage and staffing

1. Open Roster planning (Scheduling menu, or the link at the top of the Roster page).

2. On Coverage & staffing choose one week, two weeks or a month.

3. Type the minimum and maximum people each shift needs, then save
(administrators).

Roster planning

:53: Chris Ad: ADMIN L
Acme Trading (Pty) Ltd - Friday, 16 October 21:53:23 repomy gL

Coverage & staffing Availability Publish Change history < Back to roster
Coverage from 12 Oct m 2 weeks Month € Earlier Later »
Pe approved leave, on a public holiday or markec able are not counted. Shifts without a minimum are only shown when someone is on them
Date Shift Who
Tue 13 Oct Day shift 4 min 3 Pieter van Wyk, Lerato Dlamini, Sipho Khumale, Anele Mokoena oK
Roster planning
Tue 13 Oct Evening shift 0 min 3 - Understaffed
Wed 14 Oct Day shift 4 min 3 Pieter van Wyk, Lerato Dlamini, Sipho Khumale, Anele Mokoena oK
Wed 14 Oct Evening shift 0 min 3 - Understaffed
Thu 15 Oct Day shift 5 min 3 Thandi Nkosi, Pieter van Wyk, Lerato Dlamini, Sipho Khumalo, Anele Mokoena oK
Thu 15 Oct Evening shift [} min 3 - Understaffed
Fri 16 Oct Day shift 5 min 3 Thandi Nkosl, Pieter van Wyk, Lerate Dlamini, Sipho Khumalo, Anele Mokoena oK
Fri 16 Oct Evening shift [} min 3 - Understaffed
Staffing requirements
How many people each shift needs. Leave 0 for no limit. A shortage in the next few days raises an "Uncovered shift” alert (see Alerts).
Shift Minimum people Maximum people o
Day shif C—
Evening shift o

Coverage: red means below the minimum, amber means over the maximum.

» People on leave, on a public holiday or unavailable are not counted.
* A shift that is short in the next few days also raises an Uncovered shift alert.
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Availability and days off

Roster planning

; _ . 21:53:25 Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Friday, 16 October - -
Coverage & staffing Availability Publish Change history < Back to roster
Availability
Tick the weekdays a person can work. When the roster puts someone on a day they cannot work, you get a warning after saving (it is a warning, not a block)
Anele Mokoena v

Mon Tue Wed Thu Fri Sat Sun

Roster planning

Save availability

Days off requested

Datelmm/dd/yyyy (3| Reason (ODIIOHEF): Add day off

Availability: tick the weekdays a person can work and add days off they asked for.

« If you roster someone on a day they cannot work, the Roster page saves it but warns
you: "Check availability".

Publish and change history

Roster planning
i i 6 H H Chris Admin  ACMIN Log out
Acme Trading (Pty) Ltd - Friday, 16 October 21:53:26 . = g oul
Coverage & staffing Availability Publish Change history < Back to roster

Publish the roster for the week of 12 Oct 2026
Publishing tells every employee working that week that their roster is ready (in

the app and by email). You can publish again after changes; they are told again

Not published yet

Publish roster < Previous week Next week »
Roster planning

Publish tells every employee working that week that their roster is ready.

« Change history lists every roster change: who changed it, which day, and from what
to what.

* An employee whose shifts change after publishing gets a Roster change notice.
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8. Report audit and delivery

Who: administrators only.

Delivery history

. = Report audit
Pixel Time P T
Acme Trading (Pty) Ltd - Saturday, 17 October = :
Delivery history Audit trail Reconcile totals < Report builder
Delivery history
Every emailed report, per recipient: sent or failed. A failed scheduled report also raises an alert on the Alerts page.
When Report Period Sent to How
I ‘,‘i'ﬂ“,‘} Payrall period hours igfﬁep - 25,001 accounts@acmetrading.example  Scheduled
Report audit iy
Weekly hours by 2
department 50ct - 110cl 2026 manager@acmetrading.example Scheduled
Weekly hours by 50ct - 11 0ct 2026 payroli@acmetrading.example Scheduled

department

Every emailed report, per person: sent, or failed with the reason.

« Afailed scheduled report also raises a Report failed alert.

Audit trail

Pixel Time Report audit

Acme Trading (Pty) Ltd - Saturday, 17 October

Delivery history Audit trail Reconcile totals

Report audit trail

When Who Report
13 Oct 09:02 Chris Admin Payroll period hours
Report audit
| bl 2 Oct 08:15 Chris Admin Weekly hours by department

< Report builder

Every time a saved report was generated: who, which report, which period, how many rows

Downloaded

09:48:18

_Eb Chris Admin  ADMIN

Result

Log out

Failed Mail server refused the

Sent

Sent

[o-]

Period

Chris Admin  ACMIN

26 Sep - 25 Oct 2026

Who ran which report, for which period, and how many rows it had.
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Reconcile totals

Pick a period. The page compares the hours in the payroll export and in reports with the
attendance records and tells you if they differ.

Report audit

@
:48: Chris Adh ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 09:48:19 Lt = 29,96

Delivery history Audit trail Reconcile totals 4 Report builder

Reconcile totals

Checks that the hours in the payroll export and in reports add up to the attendance records for the same period. Hours are worked time plus manual adjustments.

From|10/85/2026 0] Tq10/11/2026 0| Check

Totals agree 25 attendance records, 5 employeel(s), 5 Oct - 11 0ct 2026
Report audit
‘ Source Hours Difference

Attendance records (worked + adjustments) 222.50 none
Payroll export (regular + approved overtime) 222.50
Report builder (sum of Worked minutes, no adjustments) 222.50 none

A difference in the payroll line usually means an employee's adjustments take their hours below zero. A difference in the report line means worked minutes changed while

checking.

Reconcile totals.

Send a report on payroll cut-off day
1. Open Report builder and save the report you want.
2. Inthe schedule list choose On the payroll cut-off day (pay period).

3. The report is emailed for the pay period that just ended. The cut-off day is set on the
Alerts page.
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9. Clocking integrity
Who: administrators see everyone. Managers see their own department.

Exceptions

1. Open Clocking integrity (Time & leave). Choose the dates and press Check.

2. Each line is a problem found by checking every raw clocking in time order.

3. Press Events to see the person and day in full, then fix a mistake in Corrections. The
original clocking stays on record.

Clocking integrity

Acme Trading (Pty) Ltd - Saturday, 17 October 09:47:06 A CtrisAdin EHT kog e
Exceptions Event \‘iS(CI’\[ Devices & sync Contract expiry Carrections »
Clocking exceptions
Found by checking every raw clocking in time order. Nothing is changed here; if a clocking Is wrong, fix it in Corrections (the original stays on record)
From10/05/2026 01 To[10/11/2626 8| type[All  w| Check
4 exception(s): Conflicting sources 1- Delayed synchronisation 1 - Out-of-sequence clocking 1- Duplicate clocking 1
Date Employee Problem What was found
f: ?ﬁf‘ Sipho Khumalo Conflicting sources Clock in recorded by web and device 60 s aparL. Events
(T):;;‘ 8 'Imf;na Delayed synchronisation :ﬁi? in reached the system 390 min after it happened (device was offline or slow to o
Thu 8
oct Lerato Diamini s Clock out with no clock In Events
16:30:00
T:E‘ffc{ Thandi Nkosi Duplicate clocking Clock in recorded twice, 40 s apart (web). Events
Exceptions found for the week 5 to 11 October.
Problem What it means
Duplicate clocking The same clocking twice within 2 minutes (a double tap or a retried
device message).
Conflicting sources The same clocking from two places, for example a device and the
web.
Out-of-sequence clocking A clock-out with no clock-in, a clock-in while already in, or a break
problem.
Clock-out before clock-in The times are the wrong way round.
Delayed synchronisation A device clocking that reached the system more than 10 minutes
late.
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Event history

Clocking integrity

Pixel Time

147 Chris Ad ADMIN Loc
Acme Trading (Pty) Ltd - Saturday, 17 October 09:47:07 L iz emin: RHER saikiont

Exceptions Event history Devices & sync Contract expiry Corrections <

Event history

ded for the person and day, exactly as received, with where it came from and when the system received it. These records are r
parately

Employes] Thandi Nkosi | Daie[18/06/2026 )| Show

Time Event Source Received Address Location
08:00:00 Clock in Web 6 Oct 08:00:00 -
08:00:40 Clock in Web 6 Oct 08:00:40 -
17:02:00 Clock out Web 6 Oct 17:02:00 -

©

Every raw clocking for a person and day, with its source and when it was received. These are never edited.

Devices and sync

Pixel Time Clocking integrity

. H H Chris Ad ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 69:47:08 4 Ll = skt

Exceptions Event history Devices & sync Contract expiry Corrections

Devices & synchronisation

Las
syncin

for each clocking device. In the last 24 hours, 0 device clocking(s) were

arrived 10 minutes or more after they happened (an offline queue

No devices are set up.

# Dark mode

Last contact for each device and how many clockings arrived late.

« Contract expiry lists contracts ending in the next 90 days.
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10. Overtime requests

Who: employees ask. Managers and administrators approve, change or decline.
Administrators set limits and budgets.

Employees: ask before you work it

1. Open My overtime (Time & leave).
2. Choose the day, the hours and a short reason, then press Send request.

3. Your manager and the administrators are told. You are told when it is approved,
changed or declined.

My overtime
(]

: - .- 09:57:11 Thandi Nkosi EMPLOYEE Log out
Acme Trading (Pty) Ltd - Saturday, 17 October - s
Ask for overtime
Ask before you work extra hours. Once it is approved, that overtime is approved on your timesheet automatically. Overtime worked without a request walls for a manager
Lo approve it
This month: 3h Om used or requested of your 12h Om limit
. Send request
Date[10/17/2026 8| Hours of overtime[1 | Reason|e.q. stock take, urgent deliven
My requests
Day Hours Reason status
Sun 18 Oct 2026 1h 30m (asked 2h Om) Month-end stock take Waiting for a manager Cancel

My overtime: ask for overtime and follow your requests. You can cancel until the day has passed.

« Once arequest is approved, the overtime you work that day is approved on your
timesheet automatically, up to the hours approved.

« Overtime worked without a request still waits for a manager to approve it.

» If amonthly limit is set and the request would go over it, the page says so and the
request is not sent.

Managers and administrators: decide

1. Open Overtime, or Approvals, where requests appear with leave and corrections.
2. Press Approve or Decline. Type a reason when declining; the employee sees it.

3. To change the hours, type the new hours and a reason, then press Change hours.
The change is kept in the history.
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Overtime

Pixel Time

s
i . . H H Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Saturday, 17 October 69:57:12 4 TR = skt

Requests My requests Limits & budget Approver performance

Waiting for a decision (3)

A manager's approval sn admin’s final sign-off. You can change the hours before approving; the reason is kept in the history

Waiting for a manager Lerato Dlamini ‘ Fo—— Decline

ue 20 3h Om - Container offload
Month so far (including this om of 8h Om limit Fangs ‘ Change hours
Waiting for amanager Pieter van Wyk nif declining ‘ Deting
Mon 19 Oct - 1h 30m
Month so far { |1,5 ‘ Reason for change ‘ Change hours
Waiting for a manager Thandi Nkosi ‘ ol s
Sun 18 Oct - Th 30m - Mont
Month so for (Including this) e |l,5 change ‘ Change hours
Recently decided
Employee Day Hours Status Decided by
Anele Mokoena Thu 22 Oct 4h Om Declined Chris Admin - 17 Oct 09:57
Sipho Khumalo Wed 21 Oct 1h Om Approved Chris Admin - 17 Oct 09:57 Change

=

Requests: approve, decline or change the hours.

* A manager's approval needs an administrator's final sign-off, the same as
corrections.

* Only an administrator can change a request that is already approved.

Limits and budget

g = Overtime
Pixel Time 09:57:13 A%
n f . 5 H H Chris Admin  ACMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October - o ki
Requests My requests Limits & budget Approver performance
Budget versus actual: October 2026
Overtime on time: hat is pending or approved, plus approved or waiting requests for days not yet worked. O hours means no budget is set
Where Budget Used Left
Whole company 40h Om 8h 30m 37h 30m 1%
Operations - 4h 0m -
Warehouse 16h Om 4h 30m 11h 30m 28%

Limits and budgets

he limit is re

5 warn at the percen set on the

ace pany numbers for that departs

Company limit per employee (hours a month)1z ]
Company overtime budget (hoursamonth)lao |

By department

Department Limit per employee (hours) Budget (hours)

Save limits and budgets

Limits & budget: used versus budget for the month, with limits for the company and each department.
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e The limit is the most overtime one employee can use or request in a month. A
department's own numbers replace the company numbers for that department. Enter
0 for no limit.

The budget is the overtime hours the company, or a department, plans to spend each
month.

* On the Alerts page, Overtime near monthly limit and Overtime budget warning tell
you when 80% (or the percentage you choose) is reached. Pending approval
reminder now includes overtime requests nobody has decided.

Approver performance

f 5 = Overtime
Pixel Time

[ oo
:57: Chris Adh ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 09:57:14 Lt = 99,908

Requests My requests Limits & budget Approver performance

Approver performance

How quickly overtime requests were decided, from the moment they were asked for

Covers requests made on the Overtime page
. From1e/e1/2026 ()] To[1e/17/2026 @] "%
Qvertime
I Still waiting now: 3 (oldest asked 17 Oct 09:57)
Clocking integrity
Approver Decisions Approved First-level approvals Declined Average time to decide
Chris Admin 2 1 0 1 8.5h

Approver performance: decisions made and the average time taken.
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11. Leave balances, history and rules

Who: administrators change things. Managers see their own department. Auditors see
everyone. The liability estimate is for administrators and auditors only.

Open Leave balances (Time & leave). The tabs are described below.

Balances on any date

1. Choose a date and, if you like, one leave type, then press Show.

2. Each person shows what they had earned, taken and left on that day. Leave booked
after the date is not counted.
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Leave balances

Pixel Time

Acme Trading (Pty) Ltd - Saturday, 17 October 10:06:58 QA ChrisAdmin ADMN | Log out

Balances History Carry-over & expiry Reconciliation Forecast Liability Rules & Leave requests

Leave balances as at 31 Mar 2026

> see what each person had earned, taken and left on tha

Leave booked after the date is not counted, and monthly-accrual types only count what was

Asat|03/31/2026 O/ Leave type| All types v Show

Employee Department Leave type Earned Taken
Anele Mokoena Warehouse Adoption leave 70 0 70 History
Anele Mokoena Warehouse Annual leave 21 4] 21 History,
Leave balances Anele Mokoena Co ioning parental leave 70 0 70 History
Anele Mokoena Warehouse Family responsibility 3 0 3 History
Anele Mokoena Warehouse Maternity leave 120 0 120 History,
Anele Mokoena Warehouse Parental leave 10 0 10 History
Anele Mokoena Warehouse Sick leave 10 0 10 History
Chris Admin Operations Adoption leave 70 0 70 History
Chris Admin Operations Annual leave 21 0 21 History
Chris Admin Operations Commissioning parental leave 70 o] 70 History,
Chris Admin Operations Family responsibility 3 [¢] 3 History
Chris Admin Operations Maternity leave 120 0 120 History
Chris Admin Operations Parental leave 10 0 10 History
Chris Admin Qperations Sick leave 10 0 10 History
Lerato Dlamini Warehouse Adoption leave 70 0 70 History,
Lerato Dlamini Warehouse Annual leave n 0 21 History
Lerato Dlamini Co ioning parental leave 70 0 70 History
Lerato Dlamini Warehouse Family responsibility 3 o] 3 History
Lerato Dlamini Warehouse Maternity leave 120 0 120 History
Lerato Dlamini Warehouse Parental leave 10 0 10 History,
Lerato Dlamini Warehouse Sick leave 10 0 10 History
Pieter van Wyk Warehouse Adoption leave 70 o] 70 History
Pieter van Wyk Warehouse Annual leave 24 1 23 History
Pieter van Wyk Co ioning parental leave 70 0 70 History
Pieter van Wyk Warehouse Family responsibility 3 0 3 History,
Pieter van Wyk Warehouse Maternity leave 120 4] 120 History
Pieter van Wyk Warehouse Parental leave 10 0 10 History
Pieter van Wyk Warehouse Sick leave 10 0 10 History
Siphe Khumalo Operations Adoption leave 70 0 70 History
Sipho Khumale Operations Annual leave 21 0 21 History,
Sipho Khumalo Operations Commissioning parental leave 70 0 70 History
Sipho Khumalo Operations Family responsibility 3 o] 3 History
Sipho Khumalo Operations Maternity leave 120 o] 120 History
Siphe Khumalo Operations Parental leave 10 0 10 History
Sipho Khumalo Operations Sick leave 10 0 10 History
Thandi Nkosi Operations Adoption leave 70 0 70 History
Thandi Nkosi Operations Annual leave 26 5 21 History
Thandi Nkosi Operations Commissioning parental leave 70 0 70 History
Thandi Nkosi Operations Family responsibility 3 o] 3 History
Thandi Nkosi Operations Maternity leave 120 0 120 History
Thandi Nkosi Operations Parental leave 10 0 10 History,
Thandi Nkosi Operations Sick leave 10 0 10 History

Balances as at 31 March 2026. Press History to see how a balance was made up.
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History for one person

1. Choose the employee, leave type and year.

2. Every line is shown with the balance after it: yearly days (or monthly earnings), carry-
over, adjustments, leave taken and expired days.

3. Administrators can add or remove days at the bottom. A reason is required and stays
on the history.

i 4 5 Leave balances
Pixel Time 16 06,55
‘ o a7 A : : Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
Balances History Carry-over & expiry Reconciliation Forecast Liability Rules € Leave requests
Accrual and leave history
one person's balance for one leave type and year: yearly days or monthly earnings, carry-over, adjustments, leave taken and expiry, with the balance
Show
Employes{Thandkos ] Leave type Amialieave —v] Year[z0z5 ]
Date What Days Balance
1Jan 2026 Yearly entitlement +21 21
1Jan 2026 Carried over from 2025 +5 26
Leave balances 9 Feb 2026 Leave 9 Feb to 13 Feb 5 27
6 Jul 2026 Leave 6 Julto 7 Jul 2 19
17 Oct 2026 Adjustment: Long service award +2 21
Adjust this balance
Add days (for example leave owed from last year) or remove days. A reason is required and stays on the history above

# Dark mode
‘ Days (minus removes|)| | Reason| Adjust

History: nothing changes a balance without showing up here.

Carry-over and expiry

@ Pixel Time Leave balances

. :107: Chris Adt ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 10:07:00 _. e e o0 ot

Balances History Carry-over & expiry Reconciliation Forecast Liability Rules & Leave requests
Carry-over and expiry for 2026 Expire overdue carry-over now
Ca Where a leave lype has an expiry (set on the R rried ter that date and
the
Employee Leave type Carried in Still unused Expires Expired
Pieter van Wyk Annual leave 3 2 31Mar 2028 past
Thandi Nkosi Annual leave 5 0 31 Mar 2026

Leave balances

Carry-over: days brought in, days still unused and the date they expire.
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e Carried-over days are used first when leave is taken.

e Set how many months after 1 January carried-over days expire on the Rules tab.
After that date, Expire overdue carry-over now removes the unused days. It is
recorded on the person's history.

» The Alerts page has a Leave about to expire check that warns before the date.

Leave balances
: - . 10:07:01 Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October e =
Balances History Carry-over & expiry Reconciliation Forecast Liability Rules < Leave requests
Leave reconciliation for 2026
with the approved leave requests that start in 2026. They should maich. A difference usually means a balance was
42 balance(s) checked, 1 with a difference.
Employee Leave type Recorded as used Approved leave Difference Pending
Sipho Khumalo Annual leave 4 0 4 0 History ~ Make them match

Leave balances

©

Reconciliation: the days recorded as used compared with the approved leave.

e The two should match. A difference usually means a balance was edited by hand or
leave crossed into a new year.

« Make them match sets the used days to the approved leave. Check the history first.
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Forecast
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Leave balances

Pixel Time
Acme Trading (Pty) Ltd - Saturday, 17 October 10:07:02 L cnrisAdmin Aoniy tog out

Balances History Carry-over & expiry Reconciliation Forecast Liability Rules € Leave requests

Leave forecast: next 6 months

Working days of leave booked in each month. Pending requests are shown separately because they are not appro
Month Approved days Pending days People
October 2026 2 0 1
November 2026 0 5 1
December 2026 0 0 0
January 2027 0 [} 0

Leave balances

February 2027 0 0 0
March 2027 0 0 0

Projected balance at the end of 2026

Entitlement less nd pending. "May be lost” is what is left c i

Employee Leave type Entitled Used Pending Left May be lost
Anele Mokoena Adoption leave 70 ] 0 70 70
Anele Mokoena Annual leave 21 Q 0 21 16
Anele Mokoena Commissioning parental leave 70 Q0 0] 70 70
Anele Mokoena Family responsibility 3 ] 0 3 3
Anele Mokoena Maternity leave 120 ] 0 120 120
Anele Mokoena Parental leave 10 0 0 10 10
Anele Mokoena Sick leave 10 ] 0 10 o
Chris Admin Adoption leave 70 0 0 70 70
Chris Admin Annual leave pal [ 0 21 16
Chris Admin Commissioning parental leave 70 Q 0 70 70
Chris Admin Family responsibility 3 0 0 3 3
Chris Admin Maternity leave 120 ] 0 120 120
Chris Admin Parental leave 10 0 0 10 10
Chris Admin Sick leave 10 0 0 10 1o
Lerato Dlamini Adoption leave 70 0 0 70 70
Lerato Dlamini Annual leave pal 0 0 21 .
Lerato Dlamini Commissioning parental leave 70 Q 0 70 70
Lerato Dlamini Family responsibility 3 0 0 3 3
Lerato Dlamini Maternity leave 120 Q 0 120 120
Lerato Dlamini Parental leave 10 0 0 10 10
Lerato Dlamini Sick leave 10 [ 0 10 10
Pieter van Wyk Adoption leave 70 ] 0 70 70
Pieter van Wyk Annual leave 24 1 5 18 13
Pleter van Wyk Commissioning parental leave 70 0 0 70 70
Pieter van Wyk Family responsibility 3 ] 0 3 3
Pieter van Wyk Maternity leave 120 0 0 120 120
Pieter van Wyk Parental leave 10 Q0 0] 10 10
Pieter van Wyk Sick leave 10 ] 0 10 1o
Sipho Khumalo Adoption leave 70 ] 0 70 70
Sipho Khumalo Annual leave 21 4 0 17 1z
Sipho Khumalo Commissioning parental leave 70 ] 0 70 70
Sipho Khumalo Family responsibility 3 0 0 3 3
Sipho Khumalo Maternity leave 120 Q0 0 120 120
Sipho Khumalo Parental leave 10 Q 0 10 10
Sipho Khumalo Sick leave 10 ] 0 10 1o
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Leave booked for the next six months and the projected balance at year end.
L]

May be lost shows days left over the leave type's carry-over limit.

Liability estimate

Leave balances

2 . . 10:07:03 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October e -
Balances History Carry-over & expiry Reconciliation Forecast Liability Rules < Leave requests
Leave liability estimate
Unused days in the leave types marked for liability (Rules tab; annual leave by default), multiplied by each person's daily rate: hourly rate on the Employee record times
contracted hours per day (8 hours if the contract hours are not filled in). This is an estimate for planning; confirm with your accountant before using it in the accounts.

Estimated total: R 0.00

No leave types are marked for liability

Leave balances

Unused days times each person's daily rate.

The daily rate is the hourly rate on the Employee record times the contracted hours
per day (8 hours is assumed when contract hours are blank).

People with no hourly rate are left out and counted. This is an estimate for planning,
not an accounting figure.

Pixel Time training manual - page 34



Rules

Leave balances

:107: Chris Ad ADMIN L
Acme Trading (Pty) Ltd - Saturday, 17 October 10:07:04 . SRS saikiont

Balances History Carry-over & expiry Reconciliation Forecast Liability Rules ¢ Leave requests

Leave rules by type

nployee record; if there
bility: include unus

o start date, the person is
ays in the liability estimate.

(counted from the contract stal
this type ex

Eligible after (months of service) Carried-over days expire after {months) In liability
Adoption leave R R ]
Annual leave o 0
Commissioning parental leave | o &)
Eeeveibalonce? Family responsibility I:I D (W]
Maternity leave o] R =]
Parental leave R o [m]
Sick leave ICI D O

Save leave rules

Rules for each leave type.

» Eligible after: months of service before an employee can request this type. It uses the
contract start date on the Employee record. If there is no start date, the person is
treated as eligible.

» Carried-over days expire after: months after 1 January. 0 means they never expire.

« In liability: tick the types to include in the liability estimate. Annual leave is ticked by
default.
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12. Timesheet sign-off

Who: employees submit their week. Managers and administrators approve or send it back.
Administrators set the levels and deadlines and can reopen a week.

Employees: submit your week
1. Open My sign-off (Time & leave).
2. Check the hours for the week. If a day has a missing clock-in or clock-out, ask for a
correction first.
3. Press Submit. A manager approves the week or sends it back with a reason.
4. Ifitis sent back, fix the problem (usually a correction) and press Resubmit.

i . = My timesheet sign-off
Pixel Time o 9 T
7 : : Thandi Nkosi  EMPLOYEE Log out
Acme Trading (Pty) Ltd - Saturday, 17 October - o 9
My weeks € Timesheets
My weeks
Check your hours on Timesk s wrong, ask for a correction first. A manager approves the week or sends il back with a reason,
and you can fix it and submit 00 after k ends
Week Worked Overtime Status
12 Oct - 18 Oct 47h 30m 5h 0m Not submitted
50ct-110ct 47h 30m 5h 30m Waiting for admin sign-off
28 Sep -4 Oct 9h 30m 1h Om Not submitted m

My weeks: submit, and see what stage each week is at.

Managers and administrators: approve or send back
1. Open Timesheet sign-off, or Approvals, where submitted weeks appear with leave
and overtime.

2. Open the timesheet if you want to check it. Then press Approve, or type what needs
fixing and press Send back.
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- = Timesheet sign-off
Pixel Time 9

s
. H H Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 10:14:52 4 Ll = skt

To approve Week overview My weeks History Levels & deadlines < Timesheets

Waiting for approval (2)

A manager's approval needs an admin’s final approval. Approvers have 2 s); later than that raises an aler

Waiting for admin sign-oft - Thandi Nkosi What needs fixing (to send ba| Approve Send back

Timesheet sign-off

\pprove Send back

Waiting for a manager Sipho Khumalo
Week o

t- 66h Om worked over 6 day(s) - 12h Om overtime

eet

# Dark mode

To approve: approve, or send back with a reason the employee will see.

* When two levels are on, a manager's approval waits for an administrator's final
approval.

* Sending a week back from the Approvals page uses a standard message. Use this
page to write your own.

Week overview and history

Timesheet sign-off
10:14:53 d Chris Admin ADMIN Log out

Acme Trading (Pty) Ltd - Saturday, 17 October s

To approve Week overview My weeks History Levels & deadlines < Timesheets

Week of 5 Oct 2026 < Earlier Later +
Employee Department  Worked Overtime  Status
Anele Warehouse 15h Om - Not submitted
Mokoena
ET;_:;I Warehouse AQh Om - Approved Reason to reopen Reopen
Pieter van Servhack
Wyk Warehouse  54h Om 3h Om shows no clock-out. Request a correctior
Sipho Operations 66h Om 12h Om Waiting for a manager Reason to reopen Reopen
Khumalo iR i

i 47h o o

Thandi Nkosi Operations 30m 5h 30m Waiting for admin sign-off Reason to reopen Reopen

©

Week overview: everyone's status for the week. Administrators can reopen a submitted or approved week.

« If hours change after a week was approved, the overview says so, with the
difference.
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* Reopening needs a reason and is recorded as its own event. If the week is inside a
locked payroll period, unlock the period on Timesheets first.

Timesheet sign-off

e .
. :114: Chris Adt ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 10:14:54 _ e e o0 ot

To approve Week overview My weeks History Levels & deadlines < Timesheets
History
Every submission, approval, rejection and reopening, with who did it and the hours at the time.
When Employee Week  What By Hours Note
17 Oct o
- 1014 Lerato Dlamini 50ct  Approved Chris Admin 40h Om
Timesheet sign-off
' 17 Oct Pieter van Tuesday shows no clock-out. Reguest a correction and
10:14 Wyk 50ct Sent back Chris Admin S54h Om resubmiL.
17 Oct " Manager 47h
1014 Thandi Nkosi 50ct approved Chris Admin 20m
17 Oct Sipho v Sipho
101 Khumalo Soct  Submitted Khumalo Behom
17 Oct . i _
1014 Lerato Dlamini 50ct Submitted Lerato Dlamini 40h Om
17 Oct. Pieter van Pieter van
10:14 Wyk 50ct  Submitted Wyk 54h Om
17 Oct . " g i 47h
1014 Thandi Nkosi 50ct  Submitted Thandi Nkosi S

©

History: every submission, approval, rejection and reopening, with who did it and the hours at the time.

Levels and deadlines (administrators)

F - = Timesheet sign-off
Pixel Time 9 s 1455 A i
Acme Trading (Pty) Ltd - Saturday, 17 October Bty ML ChogAdmin; KK togie

To approve Week overview My weeks History Levels & deadlines € Timesheets

Approval levels and deadlines

Timesheet approval Two levels: manager, then adminv| Overtime request approval Two levels: manager, then admin v |

An admin's approval s always final. These settings only decide whether a manager's approval is enough. Leave, corrections and overtime found on timesheets keep their
two-level approval
Deadlines

Timesheet sign-off

Clocking integrity Employees must submit their week  SUbMIt by Monday — v| at1z:00v| Approvers have (UBYS)
7 t fay the week ¢

after

deadline is the first chosen weekd

ends. Alerts: "Timesheet not submitted" (only when submission Is required) and "Timesheet approval

Levels and deadlines.

« Approval levels: choose whether a manager's approval is final, or needs an
administrator. This is set separately for timesheets and for overtime requests. Leave,
corrections and overtime found on timesheets keep two levels.

» Deadlines: tick Employees must submit, then choose the day and hour after the week
ends. Choose how many days approvers have.
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* The Alerts page has Timesheet not submitted and Timesheet approval overdue.
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13. Management reports and labour budgets

Who: administrators and auditors see every report. Managers see the reports that do not
show money, for their own department. Where: Reports > More reports, group
"Management". Administrators set budgets under Labour budgets.

The reports
» Payroll variance against the previous period: each employee's estimated cost this
period against the period of the same length just before it.

» Staffing shortage and over-staffing: every date and shift where the planned numbers
are under the minimum or over the maximum.

i 4 4 Reports
Pixel Time i 10:27:24 A®
‘ o a7 A . : Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October = o 2
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Staffing shortage and over-staffing Export CSV Print

_Repms Repor! Staffing shortage and over-staffing ~| From[10/61/2026 B 1410/16/2026 0] m

SRROMBNRest: Planned numbers exclude people on leave and public holidays. Set the minimum and maximum per shift on the Roster page. Shows at most 62 days.
Date Shift Minimum Maximum Planned Result
Thu 10ct 2026 Day shift 6 8 3 Short by 3
Fri 2 Oct 2026 Day shift 6 8 3 Short by 3
Mon 5 Oct 2026 Day shift 6 8 3 Short by 3
Tue 6 Oct 2026 Day shift 6 8 3 Short by 3
Wed 7 Oct 2026 Day shift 6 8 3 Short by 3
Thu 8 Oct 2026 Day shift 6 8 3 Short by 3
Fri 9 Oct 2026 Day shift 6 8 3 Short by 3
Tue 13 Oct 2026 Day shift 6 8 2 Short by 4
Wed 14 Oct 2026 Day shift 6 8 2 Short by 4
Thu 15 Oct 2026 Day shift 6 8 3 Short by 3

Fri 16 Oct 2026 Day shift 6 8 3 Shart by 3 °

Staffing shortage: each day and shift that is short, and by how many.

« Staff availability: each person's days they cannot work, and one-off days off in the
range.

» Attendance forecast against actual: who was expected to work each day against who
clocked in.
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Reports

Pixel Time 10:27:33 A®
f . P - -4 Chris Admin N Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
sptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Attendance forecast against actual Export CSV Print

Reports

Report| Attendance forecast against actual ~| Framll@/ﬂl/2026 D‘ Tcl 10/16/2026 ﬂl m

the roster and standing shifts, less

nd public holidays. Future d.

ow nobody clocked in yet.

Date Expected to work Clocked in Difference Turn-up
Thu 10ct 2026 5 0 -5 0.0%
Fri 2 Oct 2026 5 4 -1 80.0%
Sat 3 Oct 2026 2 0 -2 0.0%
Sun 4 Oct 2026 2 2 0 100.0%
Mon 5 Oct 2026 5 5 4] 100.0%
Tue 6 Oct 2026 5 5 0 100.0%
Wed 7 Oct 2026 5 5 0 100.0%
Thu 8 Oct 2026 5 4 -1 80.0%
Fri 9 Oct 2026 5 4 -1 80.0%
Sat 10 Oct 2026 2 0 -2 0.0%
Sun 11 Oct 2026 2. 2 4] 100.0%
Mon 12 Oct 2026 0 5 5 — o
Tue 13 Oct 2026 4 5 i 125.0%
Wed 14 Oct 2026 4 5 i 125.0%
Thu 15 Oct 2026 5 4 -1 80.0%
Fri 16 Oct 2026 5 4 -1 80.0%
Total 61 54 -7 88.5%

Forecast against actual, with turn-up per day.

« Cost per working hour: total cost divided by hours worked, per department, including
overtime and premium rates.

g = Reports
Pixel Time e 10:27:30 A®
{ - PR H H Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October e
iptions Daily register Hours & Late & early leave Absence & Bradford Who is in now Working-time check More reports

Cost per working hour Export CSV Print

Reports
Report| Cost per working hour ~| From[10/01/2026 B 1410/16/2026 0] m

Include:

rates, so the figure is higher than the plain hourly rate

Department Hours worked Estimated cost Cost per hour QOvertime share
Operations 247h 30m R17,255.03 RE9.72 15.2%
Warehouse 235h Om R13,344.50 R56.79 2.8%

Total 482h 30m R30,599.53 RE3.42

Cost per working hour by department.
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» Labour cost, last six months: hours, overtime and estimated cost for each month,
with the change on the month before.

« Time correction resolution time: how long each correction request took to decide, and
the average. Decision times come from the audit log.

» Costs are estimates from clocked hours, hourly rates and your pay rules. Payroll
stays the authority.

Labour budgets (administrators)

1. Open Labour budgets (Reports & money).

2. Choose the month, whole company or one department, type the budget in rand and
press Save budget. An amount of O removes it.

3. Open Reports > More reports > Labour budget against actual cost. Use a full month
for a fair comparison.

Labour budgets

[ o
:58: Chris Adh ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:58:51 _ Lt = 29,908

Labour budgets

blan to spend on labour in a month, for the whole company or one department. Reports > More reports > "Labour budget against actual cost” compares

ated cost from clocked hours,

Monthoctober 2026 01| For{Whole company v Budget (R | Save budget

Setw
with the e

abour budgets

Budgets set

No budgets yet.

Labour budgets: one amount per month for the company or a department.
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Reports

Pixel Time 10:27:27 A°
. - PR H H Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October =
‘p‘liOﬁS Daily regiswr Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Labour budget against actual cost Export CSV Print

Reports

Report| Labour budget against actual cost v| From[16/61/2026 O Tq{18/16/2026 0] m

Actual cost counts only the

a full month for a fair corr

de the chosen range, so use

Month Budget for Budget Actual (estimate) Used Result

October 2026 Whole company RE0,000.00 R30,599.53 R29,400.47 51.0% Within budget

=

Budget against actual: what is left, the share used, and whether you are over.
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14. Reconciliation, data retention and searching results

Who: administrators and auditors. Managers can use the hours reconciliation for their own
department. Where: Reports > More reports, group "Reconciliation”.

Employee hours reconciliation

1. Open Reports > More reports and choose Employee hours reconciliation.
2. Choose the same dates you will use for the payroll export, then press Show.

3. Read the Check column. "Agrees" means the clocked hours, payroll hours and last
export match with nothing outstanding.

Reports

; - - 10:46:51 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
iptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Employee hours reconciliation (clocked, payroll, last export) Export CSV Print

Reports
Report| Employee hours reconciliation (clocked, payroll, last export) ~| Froml 10/01/2026 D‘ Tcl 10/16/2026 ﬂl m
y as Payroll &

Hours are
recer

ertime, exactl

are regular plus approv yroll exp end them for this same date range. "Last export” is the most

Employee No Clocked hours Payroll hours Last export Check

Anele Mokoena E008 30.00 30.00 Not exported Agrees

Lerato Dlamini 88.00 88.00 Not exported No employee number

Pieter van Wyk E003 17.00 17.00 Not exported Agrees

Sipho Khumalo E005 143.00 143.00 Not exported Agrees

Thandi Nkosi E002 104.50 104.50 Not exported Th 30m overtime not yet approved
Total 482.50 482.50 2 employee(s) need alook

©

Hours reconciliation: clocked hours, payroll hours, the last export, and what needs a look.

« |t flags days missing a clocking, overtime not yet approved, pending adjustments, a
missing employee number, and hours that changed after the export.

* The Last export column only fills in when an export was made for exactly the same
dates.
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Data retention review

Reports

A - PR 10:46:53 Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Data retention review Export CSV Print

Reports
! Report| Data retention review | From[18/61/2026 O] Tq18/16/2026 0] m
° Fo w: nothing is deleted automatically. Payroll and time records are normally kept for at least 3 years (BCEA) and tax records for 5. The date range
Records Total held Oldest Older than 3 years Older than 5 years
Attendance records 54 2 0ct 2026 0 0
Audit log 7 17 Oct 2026 0 0
Notifications 0 — 0 Q
Leave requests 4 12 Oct 2026 0 Q
Time corrections 0 — 0 Q
Alerts raised 0 - 0 0
Qvertime requests Q _ 0 Qo
Timesheet weeks 0 — 0 0
Payroll export history 0 _ 0 o

Data retention review: how much is held, the oldest record, and how much is older than 3 and 5 years.

* Nothing is deleted automatically. Use this to decide what to archive or remove.
Payroll and time records are normally kept at least 3 years, tax records 5.
Search inside results

* Any report with more than five rows shows a Search box above the table. Type part
of a name or value and only matching rows stay visible. Clear the box to see
everything again.
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15. Working-time rules

Who: administrators set rules; managers (own department) and auditors can look. Where:
Scheduling > Working-time rules. Reports are under Reports > More reports, group
"Working-time rules".

Rule sets

1. Open Working-time rules and fill in New rule set. Anything you leave empty uses your
company settings.

2. Overtime after: the hours per day before overtime starts. Weekly hours limit: used by
the weekly limit report.

3. Meal interval: how many hours a person must work before a meal interval is required,
and how long it is. Tick "Deduct automatically" to remove the missing time from paid
hours when nobody took it.

4. Flexi-time: tick it, set the daily target and (optionally) the core hours people must be
in.

5. Bargaining council or agreement: record which agreement the rules come from, and

E3] Pixel Time

its reference.

Working-time rules

e .
) :103: Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:03:11 _. e e o0 ot

Rule sets Who it applies to Recalculate History

Rule sets

A rule set can chang
o it applies

and record the bargainir
to

Lit autematically If it was not Laken), turn on fle
your company seltings. Creale the set here, t

Overtime Weekly

Name Agreement after limit Meal interval Flexi
Metal industry MEIBC Main Agreement 60 min after 5 h i
{bargaining council) 2024/25 8 hiday 4shn (auto-deduct) No Edit | iDdere
" . Yes, core .
Office flexi-time - Company - - 09:30-15:30 Edit Delete
Short-term contract == 8 h/day 40h = No Edit Delete
New rule set
Name | Bargaining council or Agreement reference Notes: ]
agreement
e.g. MEIBC Main Agreement
Overtime after (hours per day) Weekly hours limit Meal interval required after Meal interval length (minutes)
[company setting | [nane | (hours worked) e.g. 60
eg.5
_ Deduct the meal interval  Flexi-time (bank hours Flexi daily target (hours) Core hours start--:-- -- G
() automatically if it was not (] 5 ; Q
against a daily target)
taken
Core hours end

Save rule set

Rule sets and the form to create or edit one.

Who it applies to

1.

Open the Who it applies to tab, choose the rule set, who it is for (a person, a contract
type, a department or everyone) and the date it starts, then press Assign.

The most specific rule in force on the day wins: employee, then contract type, then
department, then the whole company.

Because each assignment has a start date, earlier days keep the rule that applied
then. Assign a new rule from a later date to change things going forward.
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Working-time rules

s
. H H Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:03:12 4 Ll = skt

Rule sets Who it applies to Recalculate History

Who each rule set applies to

he most specific rule in force o

e en contract type, then department, then the whole company. Each assignment starts on a dale, so history is
kept: earlier days keep the rule t

i A
Rule set{ Metal industry (bargaining council) v| Applies to[Employee  v| Starts on|18/17/2026 O el

ster planning Starts Applies to Who Rule set

| PRIKIEEme pHos 10ct 2026 Contract type Contract Short-term contract Remove
1Jan 2026 Department Operations Office flexi-time Remove
1Jan 2026 Department Warehouse Metal industry (bargaining council) Remove

Assignments, newest first. Remove one with the Remove button.

Recalculate
1. Open the Recalculate tab. Choose the dates (up to 62 days) and, if you like, one
employee.

2. Press Recalculate. Hours, overtime and meal deductions are worked out again from
the raw clockings under today's rules.

Working-time rules

-
H ' Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:03:15 _ LhEIE L gL

Rule sets Who it applies to Recalculate History

Recalculate attendance

Works hours, overtime and meal deductions out again from the raw oday's rules. Use it after changing a rule set or the company overtime settings. Days

ina locked payroll period are skipped. At most 62 days at a time. Existing

From[16/01/2026 0| To[10/16/2626 0| Employee|Everyone -

54 days checked, 0 changed.

planning

Working-time rules

©

The result says how many days were checked and changed, and lists each change.

« Days inside a locked payroll period are skipped. Overtime decisions already made
are kept.

* Recalculate after you change a rule set, or assign one that starts in the past.
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History

Working-time rules

Pixel Time 11:03:13 4°
- : H Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October s o 9.8
Rule sets Who it applies to Recalculate History
Change history
ne a rule s kept here
When Rule set What By Settings at the time
17 Oct 2026 Chris ~ ~ .
11:03 Short-term contract Created Admin Overtime after 8 h; weekly 40 h; meal none; flexi off
planning
17 Oct 2026 . o Chris o .
Working-time rules 11:03 Office flexi-time Created Admin Overtime after company; weekly none; meal none; flexi on
17 Oct 2026 Metal industry (bargaining Created Chris Qvertime after 8 h; weekly 45 h; meal 60 min after 5 h auto; flexi
1:03 council) Admin off

Every time a rule set is created, changed or deleted, its settings are kept with who did it and when.

Reports

» Working-time rule in force for each employee: which rule applies to each person, and
why.

Reports
©
H Q 11:03:18 Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October -
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Working-time rule in force for each employee Export CSV Print

Reports

Report| Working-time rule in force for each employee v| From[18/81/2026 O] Tq18/16/2026 0| m

Rule in force on the last day of the range (2026-10-16). The most c one wins: employee, then contract lype, then department, the

Employee Department  Contract Rule set Applies because Agreement ":,‘lu‘ overtime ;"‘j'::" ¥
e, e paume NSO Dmmpeond  MEEMSgon o
Chris Admin Operations permanent  Office flexi-time ‘I?:-'fgg?sent from 1 Company -_
Lo wemse s eSSy Desmewion  MERMMggnsnon
BTN e e WDAE L Ceommantonl  MERCMSN gion usmon
i‘lf:r:a\n Operations contract Short-term contract 82[\1;8;2%5 from 1 8h Om 40h Om
L:zzld‘ Operations permanent  Office flexi-time ?:‘fzg?;m from1 Company -_

©

The rule each employee works under, and where it comes from.

* Flexi-time balance and core-hours check: hours banked or owed against the daily
target, and days outside core hours.
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Reports
11:03:21 4% chris admin 0w Log out

Pixel Time

Acme Trading (Pty) Ltd - Saturday, 17 October

‘ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Export CSV Print

~| From10/81/2026 D] T910/16/2026 O] m

Flexi-time balance and core-hours check

| Reports
: Reuur1| Flexi-time balance and core-hours check
Only employees on a flexi rule set are listed. Banked time is hours worked less the daily target for each d ked in the range.
Employee Rule set Hours worked Target Banked ( wed (-) Days outside core hours
Thandi Nkosi Office flexi-time n 104h 30m 88h Om +16h 30m 0

# Dark mode

Flexi balance per employee.

Meal interval compliance: days someone worked past the limit without taking the full

meal interval.
Weekly hours against each rule's limit: weeks over or near the limit.
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16. System health, retention and new alerts

Who: administrators and auditors can look; only administrators change settings or remove
records. Where: Reports & money > System health.

System health

System health

©
radi 7 H H Chris Admin  ACMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October 11:58:48 . o ki
Health Slow pages Retention & audit
System health
A quick look at whether the system and its scheduled jobs are running well. Alerts (Reports & money) tells you when a job stops
Check Result Status
Database respanse 0 ms (counting 54 attendance ® 0K Over about 400 ms for this query means the database is busy or large;
records) ask your host
Database size 2.9 MB ® 0K
Alert checks (cron) Last ran 17 Oct 11:53 (5 min ago) ® 0K
Scheduled reports (cron) Last ran 17 Oct 11:38 (20 min ago) ® 0K
System health EEPWI emails that failed (7 0 ® 0K See Report audit > Delivery history.
ays)
Slow pages (7 days) 2 page(s) slower than 2000 ms ‘; = See the Slow pages lab.
Disk space free 29.3 GB (12%) = Backups and uploads grow over time
PHP 8.3.6, memory limit -1 ® 0K

Health: your records, whether the automatic checks are running, quiet devices, failed emails and slow pages.
Only your own company is shown.

e Automatic alert checks and Scheduled reports show when each last ran. If one stops,
the Alerts page raises "Scheduled job not running" so you find out.

* These run by themselves. If one stays red, contact Pixel Plus support.
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Slow pages

System health

e .
:58: Chris Ad ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:58:49 . iz emin: RHER saikiont

Health Slow pages Retention & audit

Slow pages, last 7 days

Pages that took longer than your slow-page setting (2000 ms) to load
Page Times Average Slowest Last
reports.php 2 3000 ms 3400 ms 17 Oct 11:58
timesheets.php 1 2300 ms 2300 ms 17 Oct 11:58

System health

Pages that took longer than your slow-page limit, with how often and how slow.

Retention and audit

1. Open the Retention & audit tab.
2. Set how many months to keep audit-log entries (12 to 240), how many days to keep
read notifications, and what counts as a slow page. Press Save.

3. The table shows how many records are past their retention. Press Remove them now
only when you are sure; it cannot be undone and the removal is written to the audit

System health
(<]

. ¥ - Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Saturday, 17 October 11:58:50 . o ki
Health Slow pages Retention & audit
Retention and audit settings
H ey can be cleaned out. Alendance, leave, payroll export history and timesheels are never removed here; keep those for at least 3
Keep audit-log entries (months)[3s | Keep read notifications (days)so | A page is slow after (ms)[zo00 |

Save

Records past their retention

1 Records Ready to remove
System health Audit-log entries 2
Read notifications 0
Slow-page records 4]

Remove them now

The removal itself is written to the audit log

Retention settings and what is ready to remove.
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» Only audit-log entries, read notifications and slow-page records can be removed
here. Attendance, leave, timesheets and payroll history are never removed.

New alerts

*  Weekly hours near the limit: tells managers when someone has reached 90% (you
can change this) of their weekly limit. The limit comes from their working-time rule, or
45 hours if they have none.

e Scheduled job not running: tells administrators when the alert checks or the
scheduled reports have stopped.

Labour budgets page

Labour budgets

e
:58: Chris Ad: ADMIN Log
Acme Trading (Pty) Ltd - Saturday, 17 October 11:58:51 _. e RalEE sackiont

Labour budgets

bu plan to spend on labour in @ month, for the whole company or one department. Reports > More reports > "Labour budget against actual cost” compares
mated cost from clocked hours.

Set

th the

Month{October 2626 O] ForWnole company ) Budget ()| Savenudet

Labour budgets

Budgets set

No bu

©

Labour budgets (Reports & money): set the monthly amount for the company or a department.
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17. ID cards (RFID) and email retry

Who: administrators and managers register cards (managers for their own department).
Where: Team > ID cards. Employees use their card at the kiosk.

Register a card

1. Open ID cards. Choose the employee.
2. Click in Card number and scan the card with a USB card reader (it types the number
and presses Enter), or type the number printed on the card.

3. Press Register card. Each person can have up to 3 active cards.

ID cards

08:57:04 “B Chris Admin  ADMIN Log out

Acme Trading (Pty) Ltd - Sunday, 18 October

Register a card

ID cards

Register card

Note (optional)|e.g. blue fob

Employee| Anele Mokeena v| Card number|scan or type

Kiosk setting

(] After a card is scanned, also ask for the person's PIN Save

With this off, scanning a valid card clocks the person in or out straight away. Turn it on if cards could be borrowed.

Registered cards

Employee Card number Note Status Used Last used

Anele Mokoena 04A303E8 blue fob Active 14 18 Qct 07:56 Lost Disable Delete
Lerato Dlamini 04A3040D Active 0 Never Lost Disable Delete
Pieter van Wyk 04A30432 Active [} Never Lost Disable Delete
Sipho Khumalo 04A30457 Lost o] Never Reactivate Delete

People with no active card (2)

Sipho Khumale, Thandi NKosi

ID cards: register cards, see who has which, mark lost or disabled, and who has no card yet.

« Lost and Disable switch a card off straight away without deleting its history.
Reactivate switches it back on. Only administrators can delete a card.

e A card number can belong to one person only. If a card is reissued, delete the old
entry first.
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Clocking with a card at the kiosk

PixelPlusIT

Sipho Khumalo Thandi Nkosi

The kiosk name box also accepts a card scan.

1. Atthe kiosk, scan the card. (If the cursor is not in the name box, tap it first.)

2. The kiosk clocks the person in, out or on and off a break, exactly as it does after a
PIN.
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PixelPlusIT

v/

Clocked in

Welcome, Anele Mokoena

The kiosk confirms who clocked in.

« Alost, disabled or unregistered card shows "Card not recognised".

» If cards could be borrowed, tick "After a card is scanned, also ask for the person's
PIN" on the ID cards page.

« Wall-mounted terminals (ZKTeco and similar) that send the card number work once
the card is registered here.

Failed report emails are retried
« If a scheduled report email fails, the system tries again every 30 minutes or more, up
to 3 more times, for 24 hours.

* Report audit > Delivery history then shows "Sent on retry 1/2/3". After the last try it
stays Failed and the alert remains.

* This happens automatically on the hour.
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18. Mappings, audit events and settings history

Who: administrators change; auditors can view. Where: Reports & money > Mappings &
history.

Payroll mapping
1. Open the Payroll mapping tab.

2. Type the code your payroll system uses for each department (cost centre), each
leave type (leave code) and each contract type (category). Leave a row blank if it is
not needed.

3. Press Save under each block.
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Mappings & history

Pixel Time

:16: © Chi BRI
Acme Trading (Pty) Ltd - Sunday, 18 October 09:16:33 17 Chvis Admin A0 Logich

Mappings & history

Match Pixel Time to the codes your payroll system uses, choose which audit events notify you, and see or undo changes to your
settings.

Payroll mapping Audit events Settings history

Department — cost centre

The

entre code your payro

m uses for each department. Leave a row blank if your payrol

em does not need it

Operations

CcC-110

Warehouse

CC-120

Save

Leave type — payroll leave code

Mappings & history

The code your payroll system uses for each kind of leave. Leave a row blank if your payroll system does not need it.
Adoption leave

Lv1

Annual leave o

Lv2

Commissioning parental leave

Lv3

Family responsibility

Lv4

Maternity leave

LVS

Parental leave

Lve

Sick leave

Lv7

Save

Contract type — payroll category

m does not need it

The category or pay frequency your payroll system uses for each contract type. Leave a row blank if your payroll sy

Full time

Monthly

Part time

Weekly

Contract
payroll value

Temporary

payroll value

gory are added to the "one line per pay code” payroll export. Leave days are on the Payroll export page as a separate download
jory P y pay ¥ ¥ port page P

Payroll mapping: cost centres, leave codes and contract categories.

e Cost centre and category are added as two extra columns to the "one line per pay
code" payroll export once any department or contract mapping exists.
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* On Payroll export > Pay codes there is a download of approved leave days in the
period, with each leave type's payroll code. Leave that spans the period boundary is
counted only for the days inside the period.

« Two leave types cannot share one payroll leave code.

Audit events

1. Open the Audit events tab.

2. Tick Tell me for the kinds of event you want an alert about. Administrators get the
alert within 15 minutes.

3. Optionally enter a shorter keep time (6 months or more) for the less sensitive kinds.

Mappings & history
09:16:34 d Chris Admin  ADMIN Log out

Acme Trading (Pty) Ltd - Sunday, 18 October -

Mappings & history

Match Pixel Time to the codes your payroll system uses, choose which audit events notify you, and see or undo changes to your
settings.

Payroll mapping Audit events Settings history

Audit events

Eve vhen that kind of event happens. Less sensitive kinds can be kept for a shorter time than the overall audit
rete ept for the full period

Kind of event What it covers Tell me Keep for (months)

Sign-in and security

Payroll and locked periods
Mappings & history Rules and settings Changes to working-time rules, pay rules, budge! ) keptin
Data exports ull data downloads and personal data exports 1 | Always keptin f
People and ID cards Adding, changing and offboarding people, ID cards and documents.
Clocking and timesheets Corrections, manual statuses and timesheet sign-off. a
Leave Leave requests, balances and cancellations [m]
Overtime d ap) 0
Roster and swaps ublishing rosters, shift swaps and staffing needs. =} o
=3
he alert checks run every 15 minutes, so a watched event reaches you within that time. The shorter keep times : n you rer rels
health

Audit events: which kinds to be told about, and how long the less sensitive ones are kept.

« Every event is always recorded. Sign-in, payroll, rules and export events are always
kept for the full audit retention and cannot be shortened.

* Shorter keep times are applied when you remove expired records on System health
> Retention & audit, which lists them separately.

Settings history
1. Open the Settings history tab. Each change to company settings, pay codes, payroll
mapping or audit-event settings is a numbered version with who and what.
2. Choose Restore on a version. The page lists exactly what would change.

3. Press Restore this version to put those settings back. The restore itself is recorded
as a new version and in the audit log.
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Mappings & history

Pixel Time

e
i . H H Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 09:16:35 . TSR = £g o4t

Mappings & history

Match Pixel Time to the codes your payroll system uses, choose which audit events notify you, and see or undo changes to your
settings.

Payroll mapping Audit events Settings history

Settings history

Every change to company mapping and audit-event setti ere tokens, PINs) are never stored
# When Area Who What changed
18 Oct Company Chris % i B 2 S
10 2076 09:16 settings Admin ol_daily_minutes: 480 -+ 600; clock_rounding_minutes: 0 # 5 Restore...
9 18 Oct Audit-event Chris Audit-event settings saved: meney.notify: 0 < 1; rules.notify: 0 < 1; people.notify: 0 =+ 1; Restore
2026 09116 settings Admin leave.months: (blank) = 18 (+1more) CONE:
Mappings & histor:
Ry J g 180ct Payroll Chris Payroll mapping saved: employment_type.full_time: (blank) - Monthly; o
2026 0916 mapping Admin employment_type.part_time: (blank) - Weekly bl
; 180Oct Payroll Chris Payroll mapping saved: leave_type.T: blank) - LV2; leave_type.2: (blank) - LV7: HAEoR
2026 09116 mapping Admin leave_type.3: (blank) - Lv4; leave_type.4: (blank) - LV5 (+3 more) ASIONS. oo
& 1250?;‘09 e E?ggi”ng Sggwsin Payroll mapping saved: department: (blank) -» CC-110; department.2: (blank) » CC-120  Restore...
5 12%;);:)9 1% Pay codes Sgrr':ln Pay codes saved: overtime_hours: (blank) -+ 100; regular_hours: (blank) <+ 1000 Restore...
18 Oct Audit-event
2sto
a4 2026 09:16 settings System First recorded version Re: Lre
18 Oct Payroll S
3 2026 09:16 mapping System First recorded version Restore...
18 Oct
-
2 2026 09:16 Pay codes System First recorded version Restore...
1 18 Oct Company System First recorded version Restore...

2026 09:16 settings

Settings history: every change with who, when and what.
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Mappings & history

-
:16: Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 09:16:37 4 TERETD = sichant

Mappings & history

Match Pixel Time to the codes your payroll system uses, choose which audit events notify you, and see or undo changes to your
settings.

Payroll mapping Audit events Settings history
Restore Company settings to version #10?

From 18 Oct 2026 09:16. Restoring changes these settings

Nothing would change; the settings already match this version.

Cancel
Mappings & history Settings history
Every change to company settings, pay codes, payroll mapping and audit-event settings is kept here. Secret values (keys, tokens, PINS) are never stored

When Area Who What changed
18 Qct Company Chris — " . —

10 2026 09:16 settings Admin ot_daily_minutes: 480 + 600; clock_rounding_minutes: 0 » 5 Restore...

9 18 Oct Audit-event Chris Audit-event settings saved: money.notify: 0 5 1; rules.notify: 0 = 1; people.notify: 0 = 1; Restore
2026 0918 settings Admin leave.months: (blank} - 18 (+1more) estore...

8 18 Oct Payroll Chris Payroll mapping saved: employment_type.full_time: (blank) = Monthly; Restore
2026 09118 mapping Admin employment_type.part_time: (blank) = Weekly i

7 18 Oct Payroll Chris Payroll mapping saved: leave_type.l: (blank) - Lv2; leave_type.2: (blank) = LV7; Rastors
2026 0916 mapping Admin leave_type.3: (blank) = LV4; leave_type.4: (blank) = LVS (+3 more) g -
18 Qct Payroll Chris " 4 s = S

6 2026 09:16 mapping Admin Payroll mapping saved: department: (blank) + CC-110; department.2: (blank) + CC-120 Restore...
18 Oct Chris . DL

5 2076 09:16 Pay codes Admin Pay codes saved: overtime_hours: (blank) = 1100; regular_hours: (blank) = 1000 Restore...
18 Oct Audit-event ANy

4 2026 09:16 settings System First recorded version Restore...
18 Oct Payroll L

3 2026 09116 mapping System First recorded version Restore...
18 Oct -

2 2026 09:16 Pay codes System First recorded version Restore...

1 1a.0ct Company System First recorded version Restore...

2026 09:16 settings

Restore shows what will change before anything is touched.

« Keys, tokens, PINs and passwords are never stored in the history.

* Changes are noticed the next time an administrator opens any page, so the history
shows the person who made the change.

Security incident report

* Reports > More reports > Audit & security > Security incident report (administrators
and auditors) lists resets, unlocked periods, exports, removed records, restored
settings, kiosk PIN locks and hand-overs in the dates, marked High or Medium, plus
accounts locked right now.

Kiosk wrong-PIN limit

» After 5 wrong PINs within 15 minutes a person is locked at the kiosk for the rest of
the 15 minutes; the lock is written to the audit log. The kiosk unlock and exit PINs
lock the device the same way.
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19. Excel downloads, document expiry and payable
hours

Who: administrators and managers (auditors can view). Where: Reports, Payroll export,
Team > Document expiry.

Download as Excel

1. On Reports (including More reports) press Export Excel next to Export CSV.

2. On Payroll export press Download Excel instead of Download CSV. The same
checks apply: blocked exports and the "already exported" reason still work.

Payroll export
(<]

i i - 10:33:51 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October =
Export Pay codes Export history (1) Column profiles (0)
Export hours for payroll
Downloads a CSV with regular hours, overtime, and attendance counts per employee for the date range below.
This range (12 Oct - 18 Oct 2026) will export 5 employees - 202.5h regular - 0.0h overtime — check this looks right for the range before downloading
bullder
File layout
Payroll export
One line per employee (all columns) b
From
10/12/2026 =]
To
10/18/2026 o
Download CSV
Download Excel
ce, or anything else)? Build a Column profile on the next tab — pick which

=

Payroll export: Download CSV or Download Excel.

* You get areal .xlsx file: bold header row, filter buttons, frozen header and sensible
column widths.

* Employee numbers and pay codes stay as text, so 007 keeps its zeros. Hours are
real numbers you can add up.

Document expiry

1. Upload the document on the employee's profile as before.

2. Open Team > Document expiry, find the document and choose the expiry date, then
Save.
3. Use the tabs to see what is expired, expiring soon or still without a date.
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P < = Document expi
Pixel Time PRy 10:33:47 4°
. H H Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October = Ll = skt

i Document expiry

Document expiry

Work permits, licences, certificates and medicals. Set the date a document expires and you are reminded 30 days ahead (change
this on the Alerts page). Upload documents on the employee's profile.

All (5) Expired (1) Expiring soon (2) No expiry set (1)
Employee Document Uploaded Expires Status
Lerato Dlamini First aid certificate 18 Oct 2026 10/09/2026 | Save Expired
Anele Mokoena Work permit 18 Oct 2026 10/30/2026 | Save

Thandi Nkosi Medical fitness 18 Oct 2026 11/12/2026 O save
Pieter van Wyk Driver licence 18 Oct 2026 03/07/2027 O Save Valid
Sipho Khumalo Signed contract 18 Oct 2026 mm/dd/yyyy 0| Save

Document expiry: every document with its date and status.

* You are alerted 30 days ahead, and again if it has expired. Change the days on the
Alerts page (Employee document expiring). Managers only see their own
department.

« Reports > More reports > Management > Employee documents: expiry gives the
same list for printing.

Actual hours and payable hours

* Reports > More reports > Reconciliation > Actual hours and payable hours separates
what the clock recorded from what is payable (clocked time plus approved manual
adjustments), with approved overtime and overtime still awaiting approval shown
separately.
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Reports

Pixel Time

(s}
. - 10:33:50 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October -
sptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Actual hours and payable hours Export CSV Export Excel Print
Reports
Report| Actual hours and payable hours ~| Fromlﬂ‘i/ 18/2026 D‘ Tcl 10/17/2026 Dl m

appr the pay

ut of the ¢

s information only
Employee Department  Actual hours Manual Payable time awaiting Break time
(clocked) adjustments hours overtime approval {info)

Anele

Warehouse ~ 30h Om oh om 30h Om 0h Om 0h Om 0h Om
Mokoena
Lerato Warehouse ~ 80h Om ohom 80h Om 0h om 0h Om 0h Om
Dlamini
milf’ van Warehouse ~ 108h Om oh om 108h Om 0h Om 0h Om 0h Om
Sipho Operations  132h Om 0h Om 132h Om 0Oh Om 0h Om 0Oh Om
Khumalo
Thandi Nkosi Operations 95h Om Oh Om 95h Om Oh Om Th 30m 0Oh Om
Total 445h 0m ohom 445n0m  OhOm 1h 30m

Actual hours, adjustments and payable hours for each employee.

Declining overtime

« Declining an overtime request now needs a reason. It is shown to the employee and
kept in the history.
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20. PDF reports, sign-in and device history, offline
clocking, leave value

Who: administrators and managers unless stated. Where: Reports > More reports, and the
Clock page.

Download as PDF

1. Open any report, including More reports, and press Export PDF beside Export CSV
and Export Excel.

2. You get a landscape A4 document with the title, company, dates, a header row
repeated on every page and page numbers.

Failed sign-in history
1. Reports > More reports > Audit & security > Failed sign-in history (administrators and

auditors).
Reports -
Acme Trading (Pty) Ltd - Sunday, 18 October 10:45:39 " Chris Admin somiy Logich
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Failed sign-in history (dated) Export CSV Export Excel Export PDF Print
Reports
) Report| Failed sign-in history (dated) | From[09/18/2026 O] To[10/18/2626 O] m
e et sswords are never stored. Attempts with an e-mail address that is not on any account cannot be tied to a company, so
Search these results
When Who What happened Address
18 Oct 2026 10:45 Anele Mokoena Tried while locked 197.801.5
18 Oct 2026 10:45 Pieter van Wyk Wrong password 4113.7.20
18 Oct 2026 10:45 Lerato Dlamini Wrong password 102.67.4.9
18 Oct 2026 10:45 Lerato Dlamini Wrong password 102.67.4.9
18 Oct 2026 10:45 Anele Mokoena Wrong password 4113.7.20
18 Oct 2026 10:45 Anele Mokoena Wrong password 4113.7.20
18 Oct 2026 10:45 Anele Mokoena Wrong password 4113.7.20

©

Failed sign-ins: wrong password, unknown e-mail, locked account, with the address.

* Unknown e-mail addresses are partly hidden. You are alerted when ten failures come
from one address, or five for one person, within an hour (Alerts page: Repeated
failed sign-ins).

Device reports

1. Device synchronisation and failures shows when each device last made contact and
how many punches were received, skipped, rejected or from an unknown Device ID.

2. Attendance by device and Device failures show the same detail per punch.
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Reports

s
. H H Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 10:45:43 4 TR = skt

‘ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Device synchronisation and failures

Export CSV Export Excel Export PDF Print
Reports
Report| Device synchronisation and failures v| From[89/18/2026 0| Tq{16/18/2026 01| m
Labour budgets
y. Rejected = outside their shift window. Unknown employee = no one has that Device 1D in Team. A long delay
it them later
Device t contact Silent for Punches received Skipped Rejected Unknown employee Longest delay before arriving
Office entrance 18 Oct 2026 05:45  5h 14 0 0 0 7375 min
Warehouse door 18 0ct 2026 10:38 7 min 14 1 1 1 7375 min

=

Each device: last contact, punches, skipped, rejected and unknown employees.

« Device records start from the day this update is uploaded. Earlier punches are not
tagged with a device.
Offline clocking

1. Open the Clock page while you still have a signal and leave it open.

2. If the signal drops, press the button as normal. The punch is saved on the phone with
the time you pressed it.
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= Clock In | Out

Acme Trading (Pty) Ltd - Sunday, 18 October

10:45:14 A " cvpovee 199

Nkosi out

Sunday, 18 October

10:45:14

b

You're not clocked in yet today.

Location and a quick photo are captured for audit purposes
where your browser allows it — clocking in still works if you
gay no to either.

Camera not avallable — continuing without a photo.

Saved on this phone, waiting for a signal:

oy - s A A
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Saved on this phone, waiting for a signal.

1. When the phone is back online the punch is sent by itself and the page refreshes.
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= Clock In | Out

Acme Trading (Pty) Ltd - Sunday, 18 October

Thandi Log
Nkosi EMPLOYEE &in

10:45:18

Sunday, 18 October

10:45:18

b

Clocked in at 10:45:13 Late

This session: 80:00:05 and counting

Location and a quick photo are captured for audit purposes
where your browser allows it — clocking in still works if you
say no to either.

Camera not available — continuing without a photo.
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Synced: the punch is recorded at the time it was pressed.

* The server checks every punch again (locked periods, order, shift window, location).
Punches older than 48 hours are refused. The phone clock is corrected if it is wrong.

« The page must already have been open before the signal was lost. If the phone is
switched off, or the browser data is cleared, a waiting punch can be lost.

* Reports > More reports > Audit & security > Offline clockings lists each one with the
delay and result.

Reports
(=]
. : - Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 10:45:56 . i
‘p1ions Daily regiswr Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
: Offline clockings synchronised from phones Export SV Export Excel Export PDF Print
Reports
Report Offline clockings synchronised from phones v| From[18/10/2026 O T¢{16/18/2026 0| m
Labour budgets
Clockings made on a phon e time the button was pressed normal when someone had no signal; rejected ones
vel f nce, a locked period, and the d why.
Employee Action Time pressed Received Delay Result Reason or note
Thandi Nkosi clockin 18 Oct 2026 10:45:13 18 Oct 2026 10:45 0 min Recorded

Offline clockings: time pressed, time received, delay and result.

More reports

» Clock sessions: each in-and-out pair, breaks and time between.

» Approver activity: leave, corrections and overtime each manager approved or
declined, and how long overtime waited.
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. - Reports
Pixel Time g

Acme Trading (Pty) Ltd - Sunday, 18 October

ptions Daily register Hours & overtime Late & early leave

Approver activity: leave, corrections and overtime

Reports

Absence & Bradford

10:45:49 “9 Chris Admin  ADMIN

Log out

Who is in now Working-time check More reports

nly.

Leave Corrections
Approver declined
Chris Admin (admin) 1 0 0 0
Still waiting (nobody 2 0

has decided)

Approver activity.

balance.

Pixel Time Reports

Acme Trading (Pty) Ltd - Sunday, 18 October

ptions Daily register Hours & overtime Late & early leave

Leave liability estimate (days owed and Rand value)

Reports

Absence & Bradford

Export CSV Export Excel Export PDF Print
Report| Approver activity: leave, corrections and overtime v| From[89/18/2026 0| Tq{16/18/2026 01| m
and corrections by the date re e date decided). Only over n time, s shown fol

QOvertime
declined
0 0

Leave liability now shows the Rand value (days owed x hourly rate x 8-hour day).
Employees without a rate are flagged. Leave ledger shows every movement behind a

© Chris Admin

ADMIN Log out

10:45:52

Who is in now Working-time check More reports

Export CSV Export Excel Export PDF Print

Reuur1| Leave liability estimate (days owed and Rand value)

~| From[89/18/2026

Rules. Value = days owed x hou

Employee Days still owed Daily rate Value
Anele Mokoena 304 R680.00 R206,720.00
Chris Admin 304 No hourly rate

Lerato Dlamini 304 R736.00 R223,744.00
Pieter van Wyk 304 R891.00 R270,864.00
Siphe Khumalo 304 R848.00 R257,792.00
Thandi Nkosi 301 R1,017.00 R306,117.00
TOTAL R1,265,237.00

Leave liability in Rand.
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21. Approval rules, hours of leave and allowances

Who: administrators set these up (auditors can view). Where: Reports & money > Approval

rules.

Roster changes that need approval

1. Open Approval rules and tick that a manager's roster changes wait for an
administrator, then Save.

Approval rules

Approval rules

e .
. = o Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 10:58:20 . Sl = o9 L

Approval rules

Choose which changes need a second person to approve them, how many hours make a working day for leave, and set allowance
rates.

Approval rules Roster changes Allowances

Roster changes

Changes a manager makes to the roster wait for an administrator to approve them

the roster, and nobody is told, until the change is approved. Administrators' own changes

Leave

A manager's approval of leave also needs an administrator (HR) to approve it

Only for leave of at least this many days
(0 = all leave)

o] -

Hours in a working day

{used to turn "2 hours of leave" into part of a day)
8

Approval rules: roster approval, second leave approval and the length of a working day.

1. When a manager saves the roster they are told the changes were sent for approval.
Nothing changes on the roster yet.

2. Open the Roster changes tab. Each waiting change shows the day, the employee,
what they have now and what is proposed.
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Approval rules
10:58:21 A% chris admin 0w

. L t
Acme Trading (Pty) Ltd - Sunday, 18 October = 9.5

Approval rules

Choose which changes need a second person to approve them, how many hours make a working day for leave, and set allowance
rates.

Approval rules Roster changes Allowances

Waiting for approval

Approve all
Date Employee Now Proposed Asked by
Mon 12 Oct Chris Admin off Day shift 08:00-16:00 Mefdla Morena v Reason (optiol X
1 Recently decided
Approval rules
' Date Employee Proposed Result By
Nothing decided yet

Roster changes waiting for an administrator.
1. Approve or decline each one, or choose Approve all. The employee is told only when
a change is approved.

* Administrators’ own changes apply straight away. A newer proposal for the same
person and day replaces the waiting one. Every step is in the audit log.

Second approval for leave

1. In Approval rules tick that a manager's approval of leave also needs an administrator
(HR). Choose from how many days it applies; 0 means all leave.

2. When the manager approves, the request shows Waiting for second approval and
administrators are notified.
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Leave requests

>
E

(2] :
i :59: Mandla Mok MANAGER Log
Acme Trading (Pty) Ltd - Sunday, 18 October 16:59:07 & e Venoena skt

Annual leave Sick leave Family responsibility Maternity leave Parental leave Adoption leave

21 oy er 10 cays en 3 aysen 120 ooy e 70 says e
Unpaid leave Unpaid leave

Commissioning

parental leave

Log leave Team requests (2)

Leave requests

Team requests Calendarview > ExportCSV | Print

Thandi Nkosi - Annual leave oy . 2

26 Oct - 26 Oct - 0.25 day(s) (2 hours) Waiting for second approval viaiting foran administrato

'Ifh?ndl Tvikosl Sicyk leave o Ao Cancel

2 Oct - 14 Oct - 3.00 day(s)

=

1. The administrator approves or declines on the Leave page. Balances change only at
the final approval.

The manager has approved, an administrator must approve too.

Leave for a few hours

1. Onthe Leave page choose the same start and end date and type the hours, for
example 2.
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My leave

- : { &, | H : Thandi Nkosi EMPLOYEE Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 10:58:22 . o ik
Annual leave Sick leave Family responsibility Maternity leave Parental leave Adoption leave
21 caps e 7 aaysen 3 aysen 120 s en 10 a5 en 70 aaysien
— Unpaid leave Unpalid leave Unpaid leave
Commissioning
parental leave
My leave
Request leave My requests (1)
Request leave
Leave type
Annual leave v
Start date End date
mm/dd/yyyy a mm/dd/yyyy (]

Or hours, for part of one day

(leave blank for whole days; use the same start and end date)

eg. 2
Reason (optional) o

Supporting document

(PDF/JPG/PNG; needed for some leave types, e.g. a medical certificate)

| choose File |No file chosen

Weekends and public holidays are not counted as leave days (unless your company's leave type counts them)

Submit request

Request leave: use the hours box for part of one day.

e Hours become part of a day using the length of a working day (8 hours unless you
change it in Approval rules): 2 hours is 0.25 of a day. It is shown as 0.25 day(s) (2
hours) on the request.

« Part-day requests can share a day as long as they total no more than one day. More
hours than a working day is refused.

» Leave balances and requests now keep two decimals, so quarter days are exact.
Allowance rates

1. Open Approval rules > Allowances. Add a name, what it is paid for (night hour,

Sunday hour, public holiday hour or per day worked), the rate in Rand and the date it
starts.
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Approval rules

Pixel Time

o _
) . H H Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 10:59:10 _ ST = 00 90t

Approval rules

Choose which changes need a second person to approve them, how many hours make a working day for leave, and set allowance
rates.

Approval rules Roster changes Allowances

Allowance rates

An allo t Allowances payable (
More es keep the older ral

Allowance Paid for Rate From
Night shift allowance Per night hour R12.50 1Jan 2026 Remove
Transport Per day worked R35.00 1Jan 2026 Remove

Approval rules
Add an allowance rate
Name

e.g. Night shift allowance

Paid for

Per night hour — Hours worked between 18:00 and 06:00 ~ o
Rate (Rand) Starts from

10/01/2026 [=]

Allowance rates with the date each starts.

1. Open Reports > More reports > Labour cost > Allowances payable and choose the
dates.
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Reports

(2]
) - 10:59:11 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October =
‘p‘liOﬁS Daily regiswr Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports

Allowances payable

Export CSV Export Excel Export PDF Print

Reports

) Repor payable | From[09/18/2026 O] To[10/18/2626 O] m

e e ed time in the dates, multiplied by the allowance rates set up under Approval rules. Night work is 18:00 to 06:00. Payroll stays the authority on pay
Employee Allowance Hours or days Amount
Anele Mokoena Transport 6 day(s) R210.00
Lerato Dlamini Transport 10 day(s) R350.00
Pieter van Wyk Transport 12 day(s) R420.00
Sipho Khumalo Night shift allowance 132h Om R1,650.00
Sipho Khumalo Transport 12 day(s) R420.00
Thandi Nkosi Transport 10 day(s) R350.00
Total R3,400.00

Allowances payable for each employee.

« Each day uses the rate in force on that date, so a rate change from 15 January does
not change earlier days. Night work is 18:00 to 06:00. The report can also be
exported to Excel and PDF.

« Allowances are shown to administrators and auditors only. Payroll stays the authority
on pay.
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22. Original clockings, BCEA starting points, payroll
approval and checklists

Who: administrators; managers where stated. Where: Reports, Working-time rules, Payroll
export, Team.

Original clockings are kept
1. When atime correction is approved, or an administrator or manager sets a day's
times directly, the punches that were there before are copied away first.

2. Open Reports > More reports > Audit & security > Original clockings before
correction and choose the dates.

Reports
(=]
- ¢ & : H Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:31 o 9.9
iptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Original clockings before correction Export CSV Export Excel Export PDF Print
Reports
Report| Original clockings before correction ~| Froml 10/01/2026 D‘ Tcl 10/18/2026 ﬂl m
Labour budgets
When a day is corrected, the punches that were there before are kept here. The dates are the work days, not the dates of the correction
Employee Day Punch Time Source  Recorded Replaced by  Replaced on Reason
Sipho Wed 14 Oct " S " 18 Oct 2026 Chris 18 Oct 2026 Device was offline in the
Khumalo 2026 Clockin 084100 device ., Admin 11 morning
Sipho Wed 14 Oct Clock 16:58:00 device 18 Oct 2026 Chris 18 Oct 2026 Device was offline in the
Khumalo 2026 out Sk 1:10 Admin nn morning

Original clockings: what was recorded, who replaced it, when and why.

e Each line shows the punch, where it came from (device, web, kiosk), when it was
recorded, who replaced it and the reason. Managers see their own department.

« Only punches replaced from this update onward are kept. Earlier corrections cannot
be recovered.

BCEA starting points
1. Open Working-time rules > Rule sets and use Start from the BCEA.
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Working-time rules

©
- : { &, H : Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:10:58 & - 0 o
Rule sets Who it applies to Recalculate History
Start from the BCEA
! t Act. Itis only a starting point: it is not assigned to anyone until you do that, and you can edit it

Add: BCEA standard: 5-day week Add: BCEA standard: 6-day week

Rule sets

Working-time rules

utomatically if it wa

Overtime Weekly

Name Agreement o fimit Meal interval Flex
gl Basic Conditions of
iﬁzf standard: 5-day  proioument Act Section 9and @ hiday a5h 60 min after 5 h No Edit  Delete
14
Metal industry MEIBC Main Agreement 60 min after 5 h
(bargaining council 2024/25 S:hiday A5ih (auto-deduct) No, Bt || /Delete
4 . Yes, core 3
Office flexi-time — Company . — 09:30-15:30 Edit Delete
Short-term contract = 8 h/day 40h = No Edit Delete
New rule set o
Namg ] Bargaining councilor Agreement reference Notes ]
agreement
e.g. MEIBC Main Agreement
Overtime after (hours per day) Weekly hours limit Meal interval required after Meal interval length (minutes)
[company setting | [none | (hours worked) e.g.60

eg.5

Deduct the meal interval Rk TRaRRRaTS Flexi daily target (hours) Core hours starf--:-- -- 0|

() automatically if it was not (] . :
fakan against a daily target)

Corehoursend-—:-- - @]

Save rule set

Rule sets: add a ready-made BCEA rule set.

1. Choose the 5-day week (up to 9 ordinary hours a day) or the 6-day week (up to 8),
both with 45 hours a week and a one-hour meal interval after 5 hours.

2. Assign the set on the Who it applies to tab. Nothing is assigned automatically, and
you can edit the set like any other.

* These are starting points only. Sector determinations and bargaining council
agreements can differ, so check them against your contracts.
Approve a pay period before it is exported

1. Open Approval rules and tick that a pay period must be approved before it can be
exported. Leave the second box ticked if the person who asks must not approve their
own request. Save.
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Approval rules

[ S0
. H - Chris Adi ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:32 (D = scho

Approval rules

Choose which changes need a second person to approve them, how many hours make a working day for leave, and set allowance
rates.

Approval rules Roster changes Allowances

Roster changes

Pixel Time

Changes a manager makes to the roster wait for an administrator to approve them

on the roster, and nobody is told, until the change is approved. Administ

ors' own changes

Leave

a
A manager's approval of leave also needs an administrator (HR) to approve it

Only for leave of at least this many days
Lozl (0 = all leave)

uilde 0
Hours in a working day
(used to turn "2 hours of leave" into part of a day)

8

Payroll export

Approval rules A pay period must be approved before it can be exported

The person who asked for approval cannot approve it themselves

(needs two administrators)

Approval rules: payroll export approval.

1. On Payroll export, a manager or administrator presses Ask for approval for the dates
chosen.
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Payroll export

Pixel Time

radi : H Mandla Mok MANAGER L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:33 2 RndlaMoxoenn 1 £g o4t

Export Pay codes Export history (0) Column profiles (0)

Export hours for payroll

counts per employee for t

This range (12 Oct - 18 Oct 2026) will export 2 employees - 100.5h regular - 0.0h overtime — check this looks right for the range before downloading

Check: Unapproved overtime is left out for 1 employee(s): Sipho Khumalo. Approve it first if it should be paid.

Not approved yet. This period must be approved before it can be exported.

File layout

One line per employee (all columns) v
From

10/12/2026 o
To

10/18/2026 [m]

Download CSV
Download Excel o

, or anything else)? Build a Column profile on the next tab — pick which

Not approved yet: the period cannot be exported.

1. An administrator opens the same dates and presses Approve (or Decline).
Administrators are notified when a request is made.

g = Payroll export

Pixel Time y P o
:11: Naledi Ad ADMIN L

Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:34 1" Maledi Admin Ack 99,941

Export Pay codes Export history (0) Column profiles (0)

Export hours for payroll

d attendance counts per employee for the

This range (12 Oct - 18 Oct 2026) will export 5 employees - 200.5h regular - 0.0h overtime — check this looks right for the range before d
Payroll export Check: Unapproved overtime is left out for 1 employee(s): Sipho Khumalo. Approve it first if it should be paid.
Waiting for Asked by Mandla Mokoena on 18 Oct 11:11. This period cannot be exported until an administrator
approval. approves it. PP
Decline
File layout
One line per employee (all columns) v
From
10/12/2026 o
To
10/18/2026 =}

©

k which

Need tf
colu

Waiting for approval.

1. Once approved the page says so and the download works. Withdraw approval puts
the block back.
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Payroll export

(1]
) . H - Naledi Admin ACMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:35 2 o ki
Export Pay codes Export history (0) Column profiles (0)
Export hours for payroll
Downloads a CSV with regular hours, overtime, and attendance counts per employee for the date range below.
This range (12 Oct - 18 Oct 2026) will export 5 employees - 200.5h regular - 0.0h overtime — check this looks right for the range before downloading
It bullder
Payroll export Check: Unapproved overtime is left out for 1 employee(s): Sipho Khumalo. Approve it first if it should be paid.
Approved for export by an administrator on 18 Oct 2026 11:11 (12 Oct - 18 Oct 2026). Withdraw approval

File layout

One line per employee (all columns) v
From

10/12/2026 o
To

10/18/2026 [m]

Download CSV
Download Excel o
ecifi dlumn lay 2,
e

, or anything else)? Build a Column profile on the next tab — pick which

Approved for export.

» An approval for a longer period covers any shorter period inside it. The Payroll export
approvals report (Audit & security) lists every request and decision.

» If you have only one administrator, untick the second box so that administrator can
approve their own request.

Onboarding and offboarding checklists

1. Open Team > Onboarding & offboarding. A checklist starts by itself when you add an
employee (onboarding) or offboard one (offboarding).

2. Open a person on the One person tab and tick each step as it is done. Who ticked it
and when is kept.
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Pixel Time

Onboarding & offboarding

# Dark mode

Checklists

e _
. H H Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:37 . arESsmn = scho

Onboarding & offboarding

Steps to complete when somecne joins or leaves, so nothing is forgotten. A checklist starts by it
employee.

when you add or offboard an

In progress One person Standard steps
Employee
Thandi Nkosi i

Onboarding — 2 of 9 done

@

s o

ct 2026 11:11 by Chris Admin

Banking details and tax number captured

Employee number and hourly rate set on the employee record

Department, shift and contract type set

Leave balances checked

Fingerprint or ID card enrolled and consent signed (if used)

Privacy (POPIA) notice acknowledged o

First clock-in tested

Offboarding
No offboarding checklist yet.

Start offboarding checklist

A person's onboarding checklist.

1. The In progress tab shows everyone with open steps, how far they are and whether
they are overdue.

Pixel Time

Checklists

e .
. :11: Chris Adt ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:39 . Sl - o9t

Onboarding & offboarding

Steps to complete when somecne joins or leaves, so nothing is forgotten. A checklist starts by itself when you add or offboard an
employee.

In progress One person Standard steps

In progress

Employee List Progress Due
Anele Mokoena Offboarding 0 of B (0%) 21 Oct 2026 Open
Thandi Nkosi Onboarding 20of 9 (22%) 25 Oct 2026 Open

Checklists in progress.
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1. Administrators change the standard steps on the Standard steps tab. Lists already
started are not changed.

Checklists

e .
—_— :11: Chris Adt ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:11:39 . TEacn e o0 ot

Onboarding & offboarding

Steps to complete when somecne joins or leaves, so nothing is forgotten. A checklist starts by itself when you add or offboard an
employee.

In progress One person Standard steps

Onbhoarding steps
1. Signed employment contract received  Remove
2. Copy of ID or passport received  remove
3. Banking details and tax number captured  Remove
Employee number and hourly rate set on the employee record  Remove
Department, shift and contract type set  Remove
Leave balances checked = Remove
Fingerprint or ID card enrolled and consent signed (if used)  Rremove

Privacy (POPIA) notice acknowledged ~ Remove

0. '®m N o ;oA

First clock-in tested  Remove

Addasten | m

Offboarding steps o

1. Resignation or dismissal letter filed  remove

. Final timesheet approved and signed off =~ rRemove
. Leave balance reviewed for payout = Remove

.ID card, keys and equipment returned  Remove

. Final payroll export checked = Remove

2
3
4
5. Fingerprint or ID card removed from devices = Remove
6
7. Exit documents handed over  Rremove

8

. Account offboarded in Pixel Time  Remove

AT | m

Changing these steps does not change checklists already started. Onboarding steps are due 7 days after the checklist starts, offboarding steps 3 days after.

Standard steps for onboarding and offboarding.

» Onboarding steps are due 7 days after the list starts, offboarding steps 3 days. You
are alerted when steps stay open past their due date (Alerts page: Onboarding or
offboarding steps overdue).

* Reports > More reports > Management > Onboarding and offboarding progress lists
every checklist.
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23. Live board, profile photos and reports on screen

Who: administrators, managers (own department) and auditors for the live board and shared
reports; every person for their own photo. Where: Overview > Live board, Account > My
photo, Reports & money > Report builder and Shared reports.

The live board

1. Open Overview > Live board. It shows who is in right now and refreshes by itself
every minute.

( " 2 Live board
Pixel Time e
o :37: Chris Adk ADMIN L t

Acme Trading (Pty) Ltd - Sunday, 18 October 11:37:52 (D biobi

D yoard

Live board Live board

Clock In / Qut
Right now, 11:37. This page refreshes by itself every minute. 8 active people.

In now On a break Over daily hours Late today Expected, not in On leave

2 1 0 1 5 0

Finished

1

Headcount by department

Departments Sites
Department People In now Expected, not in Onleave Finished
No department 1 o 1 0 0
Operations 4 y | 3 0 0
Warehouse 3 1 1 ] 1

Everyone (s) csv Excel PDF

Employee Department Status Since Hours so far Flags

@ ?'::E}(jt?f”b Warehouse Expected, not in o
@ Ez:;?lmm & Qperations Expected, not in

@ f*’:" il Warehouse Finished 05:50 0h 20m

@ Mandla Mokoena Operations Expected, not in

@ Naledi Admin No department Expected, not in

@ f‘”'ﬁl ‘“"w”‘ Warehouse On a break 05155 5h 58m

Q f”"'l _Thw"ﬂb Operations Expected, not in

@ ThehiNionl Operations Working 05:50 5h 48m s

Live board: counts, headcount by department and everyone in scope.

1. Press a number card (for example Late today or Expected, not in) to list only those
people.
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Live board

(=]
. ¥ - Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:37:53 o ki
Right now, 11:37. This page refreshes by itself every minute. 8 active people.
In now On a break Over daily hours Late today Expected, not in On leave
Finished
Headcount by department Departments sites
Department People In now Expected, notin on leave Finished
No department 1 o 1 0 0
Operations 4 1 3 0 0
Warehouse 3 1 1 0 1
Late today (1) CSV  Excel  PDF Show everyone
Employee Department Status Since Hours so far Flags
@ T';{ﬁ"";"‘_‘ r_"f‘;"' Operations Working 05:50 5h 48m Late o
Supervisol

Filtered to the people who are late today.

1. The Headcount table can be switched between Departments and Sites. Press a
department or site name to see its people.

2. Use CSV, Excel or PDF to download the list you are looking at.

e Over daily hours is an estimate for people still clocked in. It is judged against their
working-time rule, or the company daily limit, and is confirmed when the day closes.

« Managers see their own department only. Auditors can look but not change anything.

Timesheet downloads

1. On Timesheets, next to Export this view (CSV), press Excel for a spreadsheet or
PDF for a printable attendance statement.
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Timesheets

Pixel Time 11:37:54 A°
- i o : : Chris Admin  ACMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October - o i
Employee From date To date Clock-in from Clock-in to
Alemployees v [19/12/2026 0] [10/18/2026 B |--:-- - ®f [--:-- -- ©| [ENIIR Reset
Week of 12 Oct - 18 & Prev Next > Export this view (CSV) Excel PDF Export payroll summary Print selected (1page each)
QOct
Lock period

Select all employees (each prints on its own page)

Include in print  Print this timesheet

Anele Mokoena — 15h Om worked Mark reviewed

Date Clockin Clock out Worked Status
Mon, 12 Oct 08:00:00 13:00:00 5h om u Present Adust  Setsimms  Fix
Tue, 13 Oct 08:08-99 s 13:00:00 Sh m = Present Adust  Setsiaws Fix
Wed, 14 Oct OB 0000 13:00:00 sh om ® Present Adust  Setsimus  Fix
Include in print  Print this timesheet
¥ Dark mode Lerato Dlamini — 40h 20m worked  Mark reviewed
Date Clock in Clock out Worked Status
Mon, 12 Oct 88:00:00 16:00: 00 8h &m = Present Adust  Setstats  Fix o
Tue, 13 Oct 030099 ean 16:00:00 8h om u Present Adiyst  Setstaws  Fix

Timesheets: CSV, Excel and PDF.

The Excel and PDF have the same lines as the CSV for the week and people you are
viewing.

Profile photos

1. Open Account > My photo, choose a JPG or PNG (at least 100 x 100 pixels, up to 6
MB) and press Save photo.

5 = Profile photo
Pixel Time P

H : Thandi Nkosi EMPLOYEE L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:38:36 L andl o), IEREESER 99,908

Profile photo

My photo

Choose a photo

{JPG or PNG, a clear fa st 100 x 100 pixels)

| Choose File | No file chosen

Remove photo

square and shrunk. Anything hidden
aken, is removed. Coll can se

My photo page.

1. The photo is cropped to a square and shrunk. Anything hidden inside the original,
such as where it was taken, is dropped.
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Live board

(s
. ¥ ¥ Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:38:37 o ki
Live board Live board
Clock In [ Out R
Right now, 11:38. This page refreshes by itself every minute. 8 active people.
In now On a break Over daily hours Late today Expected, not in On leave
Finished
Headcount by department Departments sites
Department People In now Expected, not In Onleave Finished
No department 1 o 1 0 0
Operations 4 y | 3 0 0
Warehouse 3 1 1 0 1
Everycne ) CSV  Excel  PDF
Employee Department Status since Hours so far Flags
Anele Mokoena
Warehouse Expected, not in
Dispatch clerk
ClI E min
@ ;':’_T‘:Ad f Operations Expected, not in
@ el Warenouse Finished 05:50 0h 20m
@ Mandla Mokoena Operations Expected, notin
@ Naledi Admin No department Expected, not in
A van Wil
@ ?‘\e'ﬁl"m" S Warehouse On a break 05:55 5h 59m
oho Khumalo
e 3‘.“"'. mal Operations Expected, not in
o ThehiNionl Operations Working 05:50 5h 49m s

The photo appears next to the name on the live board. People without one show their initials.

« Administrators can change anyone's photo, managers their own people's. Remove
photo returns to initials. Photos are only shown to people in the same company.

* Adding an employee: the Add employee form has an optional Photo box, so the
photo goes in with the new person. If the photo is not suitable, the employee is still
added and you are told why.

e One person later: Team > Everyone shows each person's picture and a Photo button
on their row.

* Many at once (administrators): Team > Bulk import > Upload many photos at once.
Name each photo after the person's employee number or Device ID, for example
E1042.jpg, and choose them all together. A table then shows which were saved and
which were not, and why. Most servers accept about 20 files at a time, so send
bigger groups in batches.

e Abulk CSV import cannot carry photos. Import the people first with their employee
numbers, then upload the photos hamed by those numbers. Photos only ever match
people in your own company.

Reports on screen

1. Open Report builder and press View beside a saved report, or open Reports &
money > Shared reports.

Pixel Time training manual - page 87



Reports on screen

Pixel Time

11:38:38 © Chris Admin Ao Log out

Acme Trading (Pty) Ltd - Sunday, 18 October

Reports on screen
Open a saved report here to group it, see totals, drill into the rows and download it as Excel or PDF. Create new reports in the Report

builder.

Report Dates Grouped by Shared

Report builder Hours by department This month Department Managers and auditors Open Edit

Saved reports you can open.

1. Areport set to group by department, employee, site, day or month shows one line
per group with the number of rows and the totals of every minutes column.
Reports on screen

Pixel Time ©
11:38:39 Chris Admin  ADMIN Log out

Acme Trading (Pty) Ltd - Sunday, 18 October

Hours by department

10ct 2026 to 18 Oct 2026 « 53 row(s) * grouped by department

Totals CSV  Excel PDF Edit Duplicate
Department Rows Worked (minutes) Overtime (minutes) Regular time (minutes)
Report builder
I Operations 23 13620 (227h Om) 2070 (34h 30m) 11550 (192h 30m) Show rows
Warehouse 30 13100 (218h 20m) 360 (8h Om) 12740 (212h 20m) Show rows
Total 53 26720 (445h 20m) 2430 (40h 30m) 24290 (404h 50m)
<« All reports

A report grouped by department, with totals.

1. Press Show rows on a group to see the lines behind it, and back to the totals to
return.
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Pixel Time

Reports on screen

Report builder

Acme Trading (Pty) Ltd - Sunday, 18 October 11:38:39
Hours by department
1 0ct 2026 to 18 Oct 2026 - 23 row(s) - grouped by department
Rows in one department back to the totals csv

Employee Date Worked (minutes) Overtime (minutes)

Sipho Khumalo 2026-10-04 660 120

Sipho Khumalo 2026-10-05 660 120

Thandi Nkosi 2026-10-05 570 920

Sipho Khumalo 2026-10-06 660 120

Thandi Nkosi 2026-10-06 570 60

Sipho Khumalo 2026-10-07 660 120

Thandi Nkosi 2026-10-07 570 60

Sipho Khumalo 2026-10-08 660 120

Thandi Nkosi 2026-10-08 570 60

Sipho Khumalo 2026-10-09 660 120

Thandi Nkosi 2026-10-09 570 60

Sipho Khumalo 2026-10-1 660 120

Sipho Khumalo 2026-10-12 660 120

Thandi Nkosi 2026-10-12 570 60

Sipho Khumalo 2026-10-13 660 120

Thandi Nkosi 2026-10-13 570 60

Sipho Khumalo 2026-10-14 660 120

Thandi Nkosi 2026-10-14 570 60

Sipho Khumalo 2026-10-15 660 120

Thandi Nkosi 2026-10-15 570 60

Sipho Khumalo 2026-10-16 660 120

Thandi Nkosi 2026-10-16 570 60

Thandi Nkosi 2026-10-18 0 0

Total (all 23 rows) 13620 (227h Om) 2070 (34h 30m)
&« All reports

The rows inside one department.

© Chris Admin  ADMIN

Excel

PDF Edit
Reqular time (minutes)
540
540
480
540
510
540
510
540
510
540
510
540
540
510
540
510
540
510
540
510
540
510
0

11550 (192h 30m)

Log out

Duplicate

CSV, Excel and PDF download exactly what is on screen: the totals, or the rows of

the group you opened.

Administrators press Edit to change the name, columns, dates, filters, grouping,

sorting and who may see it.
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Reports on screen

Pixel Time

(s ]
) N 11:39:21 Chris Admin ADMIN  Log out
Acme Trading (Pty) Ltd - Sunday, 18 October =
Name
Hours by department
Columns
O 0O
Report builder Employee Department Site
O &
Date Clock in Clock out
O
Worked (minutes) QOvertime (minutes) Overtime status
] | O
Break (minutes) Manual adjustment (minutes) Status
] 0 O
Employee number Job title Contract type
]
Day of week Regular time (minutes)
Dates Custom dates
This month v mm/dd/yyyy O mm/dd/yyyy 0O
Department Site
All v All v
Attendance status Employee
All - Everyone v
Overtime status Group by
Any v Department v
Sort by Order
Date, then name ~ Lowest first bd

Managers (their own department) and auditors can see this report

m Sanee!

Schedules and recipients are set in the Report builder. Scheduled e-mails stay as a flat CSV.

Editing a saved report.

1. Duplicate makes a copy called Copy of ..., which starts private and unscheduled.

2. Tick Managers and auditors can see this report to share it. Managers then see only
their own department's lines.

Pixel Time training manual - page 90



Reports on screen

. H H Mandla Mokoena MANAGER Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 11:39:22 ki
Reports on screen
Open a saved report here to group it, see totals, drill into the rows and download it as Excel or PDF. You can see the reports an
administrator has shared with managers and auditors.
Shared reports Report Dates Grouped by Shared
Hours by department This month Department Managers and auditors Open

What a manager sees: only shared reports.

* New reports are still made in the Report builder, which now also offers Employee
number, Job title, Contract type, Day of week and Regular time columns.

» Scheduled report e-mails stay as a flat CSV and are set up in the Report builder.

e On screen, a report uses up to 20 000 rows. Downloads take up to 100 000. Narrow
the dates if you hit the limit.
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24. Calculation breakdown, bulk overtime approval and
new reports

Who: administrators, managers (own department) and auditors; employees for their own
hours. Where: Time & leave > Calculation breakdown, Overtime, Reports > More reports.

Calculation breakdown

1. Open Time & leave > Calculation breakdown, choose the employee and the dates
(up to 62 days) and press Show.

Calculation breakdown

..
:52: Chris Ad: ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:52:48 _ 3 AR R 99 941

Calculation breakdown

Shows, day by day, the shift, the clockings and how the hours were worked out, with a warning on any day that looks incomplete or

odd. The figures are the ones saved for payroll.
m csv Excel PDF

Employee[Sipho khumalo _~| From[10/12/2626 )| To[10/18/2026 )

Sipho Khumalo 12 Oct to 18 Oct 2026 (up to 62 days)

5 day(s) worked - worked 44h Om - regular 36h Om - overtime 10h Om - payable 44h Om - 7 warning(s)

Day Shift Clockings Breaks Worked  Adjust Regular  Overtime Rule Warnings
clock in 4 Worked on a
rMcf" 12 0ct gg{rolo— 19:00 oh o o 2om Shorl-term contract public holiday
R ey clock out om (pending) (Contract type) A Overtime is
huid ! 06:00 waiting for approval
Shift clock in
e 19:00 Oh 2h Om Short-term contract A Overtime is
Tue 13 Oct 10?30000 clock out om Tth Om 8h Om {pending) (Contract type) waiting for approval
) 06:00
Shift clock in
s 19:00 Oh 2h Om Short-term contract A Overtime is
Wed 14 Oct 10?30000 clock out om Tth Om 8h Om {pending) (Contract type) waiting for approval
) 06:00
Shift clock in
= 19:00 Oh 2h Om Short-term contract A Overtime is
Thu 15 Oct 10?30000 clock out Oom ghiom 8h Om {pending) (Contract type) waiting for approval
: 06:00
Shift A No clock-out
N = clock in Oh 2h Om Short-term contract recorded
Friteoct A 19:00 om Lt OhOm  ending) {Contract type) A Overtime is
7 waiting for approval
Shift
Sat17 Oct 08:00-
17:00
Shift
Sun 18 Oct 08:00-
17:00

een clocking in and oul, less breaks. Regular is worked lime ess overtime. Payable is worked time plus approved manual adjustments. Payroll

Calculation breakdown for one person.

1. Each day shows the shift, every clocking, breaks, time worked, any approved
adjustment, regular time, overtime and its approval status, and the working-time rule
that applied.

2. A warning appears on a day that looks incomplete or odd: no clock-out, clockings out
of order, a break never ended, more than 16 hours, work on a day with no shift, work
on a public holiday, or an adjustment or overtime still waiting for approval.

3. Where a day was corrected, it says how many original punches were kept.
4. CSV, Excel and PDF download the same table.
« Employees open My hours explained to see the same for themselves.
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My hours explained

Pixel Time

(] i :
:52: Thandi Nk MPLOYEE L
Acme Trading (Pty) Ltd - Sunday, 18 October 11:52:49 4 anch Shos, RS sichant

My hours explained

Shows, day by day, the shift, the clockings and how the hours were worked out, with a warning on any day that looks incomplete or
odd. The figures are the ones saved for payroll.

From[10/12/2026 0)| To[18/18/2026 n|m Ry Bcel REF

Thandi Nkosi 12 Oct to 18 Oct 2026 (up to 62 days)

5 day(s) worked - worked 47h 30m - regular 42h 30m - overtime Sh Om - payable 47h 30m - 6 warning(s)

Day Shift Clockings Breaks Worked Adjust Regular Overtime Rule Warnings
Mon 12 Oct Shift clock in A Worked on a
Company 08:00- 08:00 0oh 9h 8h Th Om Office flexi-lime public holiday
shutdown day 17 60 clock out Oom 30m 30m (pending) (Department) A Overtime is
Sick lea 2 17:30 waiting for approval
Shift clock in
Tue 13 Oct 08:00- 08:00 Oh Sh 8h Th Om Office flexi-lime A Overtime is
Sick leave 7 60 clock out Oom 30m 30m (pending) (Department) waiting for approval
' 17:30
Shift clock in
‘Wed 14 Oct 08:00- 08:00 0Oh 9h 8h Th Om Office flexi-time A Overtime is
Sick leave 7 60 clock out Oom 30m 30m (pending) (Department} waiting for approval
' 17:30
Shift clock in
08:00 0Oh Sh 8h Th Om Office flexi-time A Overtime is
AhUTE Oct 10;300007 clock out om 30m 30m (pending) (Department) waiting for approval
. 17:30
Shift clock in
Fri 16 Oct 08’007 08:00 Oh Sh 8h Th Om Office flexi-time A Overtime is
7 60 clock out Om 30m 30m (pending) (Department) waiting for approval
: 17:30
Shift
Sat17 Oct 08:00-
17.00
Shift
Sun 18 Oct 08:00-
17:00
1 clocking in and out, less breaks. Regular is worked time less overtime. Payable is worked time plus approved manual adjustments. Payroll

What an employee sees: only their own days.

« Worked is the time between clocking in and out less breaks. Regular is worked time
less overtime. Payable is worked time plus approved adjustments. Payroll stays the
authority on pay.

Approve overtime in bulk

1. Open Overtime > Requests. Requests that are safe to approve are marked fine to
approve: the person really worked at least that much overtime, stays inside their
monthly limit, and the date is not in a locked pay period.
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Overtime

Pixel Time 11:52:50 A°
i . - : H Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October =
Requests My requests Limits & budget Approver performance
Waiting for a decision (&)
A 1y admin's final sign-off. Yot change the hours before appi n is kept in the history.
PP that ar { Approve ticked
e" means t vertime, eir monthly lirr
Overtime () waiting for a manager Pieter van Wyk |;a_g- 1son (required to decline) ‘ Decline
. Oct - 5h Om - Stock &
Time =
5 Reason for change Change hours
) waiting for a manager Pieter van WyK (fine t red 1o decline) ‘ Decline
Oct - 0h 30m - Rush orde!
n for change ‘ Change hours
] waiting for a manager Thandi Nkesi (fine t |\’.f-1::l'w-\E.C|L- red to decline) ‘ Decline
7 Oct - Th Om - Rush ordes
|l ‘ Reason for change ‘ Change hours
] Waiting for a manager Sipho Khumalo (7ine 1o approve) eguifed 16 decline) ‘ prove  Decline
ue 6 Oct - 2h Om - Rush order
‘ Reason for change ‘ Change hours
] waiting for a manager Pieter van Wyk (f |Rr- ason (required to decline) ‘ Decline
Oh 30m - Rush order
‘ Reason for change ‘ Change ho
) waiting for a manager Thandi Nkosi (fine 10 ap ‘ Decling
Jct - h Om - Rush order
‘ Change hours
Recently decided
Nothing

Overtime requests with bulk approval.

1. Press Approve all that are fine to approve every such request in your scope, or tick

some and press Approve ticked.

5 = Overtime
Pixel Time

© Chris Admin

= . ¥ . 11:52:51 ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October -
Requests My requests Limits & budget Approver performance
Waiting for a decision (1)
A manager's approval i in's final sign-off. Yo change the hours e approving; the
Approve ticked
e the person worked at least that 1 eir monthly limit, and the ocked
Overtime Waiting for a manager Pieter van Wyk |p‘j sson (retitired to docling) Dedling
Oct - 5h Om - Stock take
|5 son for chas ‘ Change hours
Recently decided
Employee Day Hours Status Decided by
Pieter van Wyk Wed 7 Oct Oh 30m Approved Chris Admin - 18 Oct 11:52
Thandi Nkosi Wed 7 Oct 1h Om Approved Chris Admin - 18 Oct 11:52
Sipho Khumalo Tue 6 Oct 2h Om Approved Chris Admin - 18 Oct 11:52
Pieter van Wyk Tue 6 Oct Oh 30m Approved Chris Admin - 18 Oct 11:52
Thandi Nkosi Tue 6 Oct Th Om Approved Chris Admin - 18 Oct 11:52

After bulk approval: only the request that needs a person is left.
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* Anything not fine is left for you to look at one by one. Managers still need an
administrator's final sign-off where two-level approval is on.

New reports

1. Reports > More reports now also has: Calculation warnings (Audit & security),
Overtime by pay week and employee, Ordinary (regular) hours per employee, and
Leave usage by employee and leave type.

o . Reports
Pixel Time e 11:52:53 A®
Hie ¥ 4 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October s :J
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Caleulation wamings (incomplets or odd days) ExportCSV  ExportExcel  ExportPDF  Print
Reports
Report| Calculation warnings (incomplete or odd days) v mel 18/01/2026 D‘ Tcl 10/18/2026 ﬂl m
Da th a missing clock-out, clockings out of order, an open break, very long days or work on a day with no shift. Open Calculation breakdown for the deta

Employee Day

Sipho Khumalo Fri 16 Oct 2026 No clock-out recorded

©

Calculation warnings.

Pixel Time Reports o
Acme Trading (Pty) Ltd - Sunday, 18 October 11:52:54 M Chis Admin. B Logiout
ptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Qvertime by pay week and employee ExportGSV  ExportExcel  ExportPDF  Print
Reports
Report| Overtime by pay week and employee | From[10/81/2026 B 1910/18/2026 0] m
7 your pay period
Week starting Employee Department Days with overtime Overtime Approved Mot approved
Mon 28 Sep 2026 Pieter van Wyk Warehouse 1 0h 30m 0h 30m 0h Om
Mon 28 Sep 2026 Sipho Khumalo Operations 1 2h Om 2h Om 0h Om
Mon 5 Oct 2026 Pieter van Wyk Warehouse 6 3h Om Th 30m 1h 30m
Mon 5 Oct 2026 Sipho Khumalo Operations 6 12h Om 4h Om 8h Om
Mon 5 Oct 2026 Thandi Nkosi Operations 5 5h 30m 3h 30m 2h Om
Mon 12 Oct 2026 Pieter van Wyk Warehouse 5 2h 30m Oh Om 2h 30m
Mon 12 Oct 2026 Sipho Khumalo Operations 5 10h Om 0Oh Om 10h Om
Mon 12 Oct 2026 Thandi Nkosi Operations 5 5h Om 0Oh Om 5h Om

©

Overtime by pay week and employee.
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Reports

Pixel Time 11:52:55 A°
. - . 2 : Chris Admin N Log out
Acme Trading (Pty) Ltd - Sunday, 18 October = &
sptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Ordinary (regular) hours per employee Export CSV Export Excel Export PDF Print
Reports
Report| Ordinary (regular) hours per employee ~| Froml 16/01/2026 D‘ Tcl 10/18/2026 Dl m
Labour L
Ordinary hours worked time less overtime dds approved manual adjustments (a negative one lowers it)
Employee Department Days worked Worked Overtime Ordinary hours Approved adjustments Payable
Anele Mokoena Warehouse 6 30h Om Oh Om 30h Om Oh Om 30h Om
Lerato Dlamini Warehouse 0 80h Om 0h Om 80h Om Oh Om 80h Om
Pieter van Wyk Warehouse 12 108h Om 6h Om 102h Om Oh Om 108h Om
Sipho Khumalo Operations 12 121h Om 24h Om 97h Om Oh Om 121h Om
Thandi Nkosi Operations. 10 85h Om 10h 30m 84h 30m Oh Om 95h Om
Ordinary hours per employee.
5 = Reports
Pixel Time i 11:52:57 A°
. - N : : Chris Admin  ACMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October = o &
sptions Daily register Hours & overtime Late & early leave Absence & Bradford Who is in now Working-time check More reports
Leave usage by employee and leave type Export CSV Export Excel Export PDF Print
Reports
Report| Leave usage by emplayee and leave type | From[10/01/2026 O] To[10/18/2626 O] m

Requests that touch the dates are counted in full, ey y part of the leave falls inside them

Employee Department Leave type Requests ays taken

aiting for approval Days being

Thandi Nkosi Operations Sick leave 1 3 0 0

Leave usage by employee and leave type.

e Managers see their own department. Download any of them with the CSV, Excel and
PDF buttons.
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25. Printing ID cards with a barcode

Who: administrators; managers for their own department. Where: Team > ID cards > Print ID
cards with a barcode.

1. Open Team > ID cards and press Print ID cards with a barcode. Choose a
department if you like, and tick the people.

Print ID cards

12:08:22 d Chris Admin  ADMIN Log out

Acme Trading (Pty) Ltd - Sunday, 18 October

Print ID cards

Each card shows the person's photo, name, job title, department, employee number and a barcode of their card number. At the kiosk,
a person holds the barcode under a USB barcode scanner to clock in or out. Add photos under Account > My photo, or an
administrator can add them for people. Back to ID cards

Department Everyone |

ID cards
People (&) [ Tick all
Employee No. Department Card number
[ Anele Mokoena EQ06 Warehouse Has a card
(] Lerato Dlamini 04 Warehouse Has a card
[} Mandla Mokoena Operations Has a card
O Pieter van Wyk E003 Warehouse Has a card
O Sipho Khumalo E00S Operations none yet
{5 Thandi Nkosi EC02 Qperations none yet
Layout| Ten cards on an Ad sheet (cut out) v Print the back of each card too
Make a card number for anyone who has none
A new card number is registered straight away, £o the barcode works at the kiosk as soon as the card is printed. Up to 200 cards at a time

Choose the people, the layout and the options.

1. Choose the layout: ten cards on an A4 sheet to cut out, or one card per page for a
card printer (85.6 x 54 mm).

2. Leave Print the back of each card too ticked if you want the back, and leave Make a
card number for anyone who has none ticked so that everyone gets a working
barcode.

3. Press Preview and print, then Print. In the print window turn off headers and footers
and set the scale to 100%.
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m [ — Choose people ] { ID cards ]

4 card(s), fronts then backs. In the print window turn off headers and footers and set scale to 100%. For two-sided printing choose to flip on the long edge.

Acme Trading (Pty) Ltd Acme Trading (Pty) Ltd

Anele Mokoena
Dispatch clerk
Warehouse

No. E006

04A303E8

Acme Tradlng (Pty) le

Mandla Mokoena
Operations

Acme Trading (Pty) Ltd
This card belongs to the company and must be shown
when asked
Scan it at the clock-in point to record your time.
It found, please hand itin to the company.

o:

4A3040D

Acme Trading (Pty) Ltd
This card belongs to the company and must be shown
when asked
Scan it at the clack-in point to record your time,
If found, please hand it in to the company.

04A30432

Lerato Dlamini
Packer

Warehouse

No. 04

04A3040D

Acme Trading (Pty) Ltd

Pieter van Wyk

Forklift driver
Warehouse

No. E003

04A30432

Acme Trading (Pty} Ltd
This card belongs to the company and must be shown
when asked.
Scan it at the clock-in point to record your time
It found, please hand it in to the company.

04A303E8

Acme Trading (Pty) Ltd
This card belongs to the company and must be shown
when asked.
Scan it at the clock-in point to record your time.
It found, please hand it in to the company.

B890E43B4
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A4 sheet preview: photo, name, job title, department, employee number and barcode.

m | — Choose people ‘ ‘ ID cards | 4 card(s), fronts then backs. In the print window turn off headers and footers and set scale to 100%.

Acme Trading (Pty) Ltd

Anele Mokoena

Dispatch clerk
Warehouse
No. E006

04A303E8

Acme Trading (Pty) Ltd
This card belongs to the company and must be shown
when asked.

Scan it at the clock-in point to record your time.

If found, please hand itin to the company.

04A303E8

Acme Trading (Pty) Ltd

Lerato Dlamini

Packer
Warehouse

Acme Trading (Pty) Lid
This card belongs to the company and must be shown

when asked
Stcan it at the clock-n point to record your time
If found, please hand itin to the company.

04A3040D

One card per page for a card printer.

e The card shows the photo from Account > My photo (initials if there is none), the
name, job title, department, employee number, your logo and brand colour, and a
barcode of the card number.

« At the kiosk, click in the name box and hold the barcode under a USB barcode
scanner. The scanner types the number and the person clocks in or out, the same as
a proximity card. If you have chosen that cards also need a PIN, the PIN is still
asked.

« A new card number is registered on the ID cards page as soon as you print, SO you
can mark it lost or disabled later. If a card is lost, mark it lost and print a new one: the
old barcode stops working.

« Two-sided sheets: print the fronts and backs on both sides of the paper, flipping on
the long edge. The backs are already arranged to line up.

* Use a scanner that reads Code 128 barcodes (almost all do) and set it to add Enter
after each scan.
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26. E-mail notification settings

Who: everyone for their own settings; administrators for the company defaults. Where:
Account > Notification settings (or E-mail settings on the Notifications page).

1. The bell at the top always shows every notification. Open Account > Notification
settings to choose which topics are also sent to your e-mail address.

Notification settings

. = 5 Thandi Nk MPLOYEE Log
Acme Trading (Pty) Ltd - Sunday, 18 October 12:17:57 L andl Meos], WRELEEAR o0 out

Notification settings

The bell at the top always shows every notification. Here you choose which ones are also sent to your e-mail address. Back to
notifications

Notification settings

My e-mail notifications

Topic Company default For me

Requests waiting for you . E-mail Use the company default v

Leave, overtime, corrections and other requests that need your decision

Leave E-mail In the app only b

Leave approved, declined or cancelled

C?veﬁlme . . E-mail Use the company default v

Overtime approved, declined or needing sign-o

Tlmesheet‘s P S ——— In the app only Use the company default v
mesheet sign-off, send-backs and reminders

Hrticecticsian,

Use the company default v

Corrections to clock times approved or declined Inthe app only L

Rosters In the app only Use the company default v

Roster published, approved or sent back

Ea.yroll a?flrrloval I Sastisen In the app only Use the company default v
ay period approvals and decisions

el

Late arrivals, missing clock-outs, expiring documents and other alerts In the app only E-mall me %

Visitors

A Hiiter had e fiiven In the app only Use the company default v
Send me a test e-mail Sent to the address on your profile

My e-mail notifications: use the company default, e-mail me, or in the app only.

1. For each topic (requests waiting for you, leave, overtime, timesheets, time
corrections, rosters, payroll approval, alerts, visitors) choose Use the company
default, E-mail me, or In the app only, then press Save.

2. Press Send me a test e-mail to check that e-mail reaches you. Check the spam
folder the first time.

3. Administrators set the company defaults at the bottom: tick the topics that should be
e-mailed to everyone who has not chosen. Untick Let each person choose for
themselves to make the defaults apply to everyone.
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- = Notification settings
Pixel Time 9

i . H 5 Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 12:17:56 4 TR = skt

Notification settings
The bell at the top always shows every notification. Here you choose which ones are also sent to your e-mail address. Back to
notifications
My e-mail notifications
Topic Company default For me

Settings Requests waiting for you

i s - Use the company default v
Leave, overtime, corrections and other requests that need your decisior E-mall Ll

Notification settings

Leave

- Use the company default ¥
Leave approved, declined or cancelled Ezmal pany
Overt ms " E-mail Use the company default v
Overtime approved, declined or needing sign-o

Timesheets

mesheet sign-off, send-backs and reminders Inthe:app only Useithe company: default ¥

Time corrections

Use the company default v
Corrections 1o clock times approved or declined Inthe app only L
Rosters

Use the company default ¥
Roster published, approved o sent back In the app only pany

Payroll approval

v
Pay pericd approvals and decisions In the app only Use the company default

Alerts

Late arrivals, missing clock-outs, expiring documents and other alerts Inthe:app only Lise the company detault v
Visitors
. ior ha tvad fo In the app only Use the company default v
Send me a test e-mail Sent to the address on your profile

Company defaults

What people get when they have not chosen for themselves. Everything starts as in-app only.

E-mail: Requests waiting for you E-mail: Leave E-mail: Overtime

) E-mail: Timesheets ) E-mail: Time corrections ) E-mail: Rosters

1 E-mail: Payroll approval [ E-mail: Alerts 1 E-mail: Visitors

Let each person choose for themselves
Save company defaults

E-mails sent
When To Topic Subject Result

18 Oct 12:17 Chris:Admiln . Alerts Pixel Time: This is a test e-mail from Pixel Time. Not sent

cannot tell whether the inbox d d it.

Company defaults and the list of e-mails sent.

1. The E-mails sent list shows each e-mail, who it went to and whether the server
accepted it. Not sent means the server refused it: contact Pixel Plus support.

* Everything starts as in the app only, so nothing is e-mailed until an administrator or
the person turns a topic on.

« A person with no valid e-mail address on their profile, or who is suspended, is never
e-mailed.

e Sent means the server accepted the e-mail. It cannot tell whether the inbox delivered
it.
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27. Clocking methods

Who: administrators. Where: Team > Clocking methods.

1. Open Team > Clocking methods. Tick the ways people may clock: web or phone,
kiosk with name and PIN, ID card or barcode at the kiosk, QR code poster, and
fingerprint, face or card devices. Press Save.

Clocking methods

e .
. 127 Chris Adt ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October 12:27:28 _. s = o0 out

Clocking methods

Choose how people may clock in and out. Anything switched off here is refused, and every refusal is written to the Audit log.
Fingerprint, face and card devices that are switched off are refused too, so their punches are not recorded: check the Devices page
after changing this.

For the whole company

) Web or phone
A AT ) The clock page in the browser or on a phone, including punch
) Kiosk with name and PIN
A shared tablet or screen at the door

ID card or barcode at the kiosk

Scanning a proximity card or the printed barcode at the kiosk
QR code poster
Scanning the QR poster with a phone

Fingerprint, face or card devices

Hardware clocking terminals that send punches in
If a card also needs a PIN at the kiosk (set on the ID €], people with cards allowed can still enter that PIN even when "Kiosk with name and PIN" is off
Exceptions for named people
An exception beals the company setting. For example, switch Web or phone off for the company and allow it for office staff, or leave iL on and block it for people who must
clock at the kiosk
Employee| Anele Mokoena v| Way of clocking|web or phone v| Rule|Not allowed v|
Employee Way of clocking Rule

Pieter van Wyk Web or phone Allowed Remove o

Clocking methods: company switches and exceptions for named people.

1. To make an exception for a person, choose the employee, the way of clocking and
Allowed or Not allowed, and press Add. An exception beats the company setting.
Press Remove to go back to the company setting.

« Example: switch Web or phone off for the company and allow it for office staff, or
leave it on and block it for people who must clock at the kiosk.

« A person who tries a way that is not allowed sees a message, nothing is recorded,
and the attempt is written to the Audit log (clock method blocked).

« At least one way must stay on, so that nobody is locked out.
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Devices that are switched off are refused too and their punches are lost, so check the
Devices page after changing this. Punches already recorded are not affected.

If cards also need a PIN at the kiosk, people with cards allowed can still enter that
PIN when Kiosk with name and PIN is off.
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28. Calculation history, timezone and team filters

Who: administrators, managers (own department) and auditors for history; administrators for
the timezone.

1. Calculation history: when a finished day is calculated again and its figures change (a
recalculation under new rules, a correction or an added clocking), the earlier figures
are kept. Open Time and leave > My hours explained, choose the person and dates,
and look at Earlier figures that were replaced. It shows who changed it, when, why,
and the figures before and after.

Calculation breakdown

e .
:141: Chris Ad ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 12:41:38 _. e e e o0 ot

Calculation breakdown

Shows, day by day, the shift, the clockings and how the hours were worked out, with a warning on any day that looks incomplete or
odd. The figures are the ones saved for payroll.

csv Excel PDF
Employee[Thandi Nkosi _~| From(18/12/2026 0] To[10/18/2026 0| m
Thandi Nkosi 12 Oct to 18 Oct 2026 (up to 62 days)
S day(s) worked - worked 47h 30m - regular 42h 30m - overtime Sh Om - payable 47h 30m - 1warning(s)
Day Shift Clockings  Breaks Worked Adjust  Regular Overtime Rule Warnings
Mon 12 Oct
Cor Shift 08:00- in 08:00 Oh 9h 8h Th Om Office flexi-time A Worked on a
shu 17.00 out 17:30 om 30m 30m (none) (Department) public holiday

Tue 13 Oct Shift 08:00- in08:00 Oh gh 8h Th Om Office flexi-time

Sick leave 17:00 out17:30 om 30m 30m {none) (Department)
Wed 14 Oct Shift 08:00- in08:00 Oh 9h 8h Th Om Office flexi-time
Sick leave 17:00 out 17:30 Oom 30m 30m {nane) (Department)
Shift 08:00- in08:00 Oh 9h 8h Th Om Office flexi-time
Thuts Oct 17:00 out1730  Om 30m 30m (none) (Department)
Fri 16 Oct Shift 08:00- in 08:00 Oh Sh 8h Th Om Office flexi-time
17:00 out 17:30 om 30m 30m (none) (Department)
Shift 08:00-
Sat 17 Oct 17:00
Shift 08:00-
Sun 18 Oct 00

and oul, less breaks. Regular is worked lime less overlime. Payable is worked time plus approved manual adjustments m-‘,‘mwo

Earlier figures that were replaced

When a finished day Is calculated again (new rules, a correction or an added clocking), the figures it had before are kept here.
Day Changed By Reason Before After
worked 8h Om, overtime Oh Om, breaks worked 9h Om, overtime 1h Om,
\EIJ\Ied 1 :gg;l gz”? Correction by manager 0h 30m breaks Oh 30m
o mn 08:00 to 16:30 08:00 to 17:30
Thu 15 16 Oct Chris Recalculated under working- worked 9h 30m, overtime Oh 30m, worked 9h Om, overtime Oh Om,
o 09:12 Admin fima ndeg breaks 1h Om breaks 1h 30m
e : . AR 08:00 to 17:30 08:00 to 17:30

Earlier figures that were replaced, shown under My hours explained.

» For all people at once, open Reports > More reports > Calculation history (figures
that were replaced).
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Calculation history (figures that were replaced)

Export CSV Export Excel Export PDF | Print |
Report| Calculation history (figures that were replaced) ~| From[18/81/2026 0| To16/31/2026 ()| [ Show |

Every time a finished day was calculated again and its figures changed, the figures it had before are kept. The dates are the work days. Starts from the day this feature was installed.

. Changed Worked Worked Overtime Overtime Times Times

Employee Work day Changed on by Reason before after before after before after
Thandi Wed 14 Oct 15 Oct 2026 Chris coszan . : o 08:00-
Nkosi 2026 10:02 Admin Correction by manager 8h Om 9h Om Oh Om 1h Om 08:00-16:30 1730
Thandi . anne 16 Oct 2026 Chris Recalculated under working-time 5 5 i apy 08:00-
Nkosi Thu 15 Oct 2026 09:12 Admin rules 9h 30m 9h Om Oh 30m Oh Om 08:00-17:30 17:30

The Calculation history report.

« Days still open are not logged, and neither are days that did not change. History
starts from the day this update was installed.

1. Timezone: open Settings > Company. Timezone is now a list with South Africa first.
The time shown beside it is the current time there. Pick the right one and press Save
changes. A timezone that is not on the list is refused and the old one is kept.
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y 2 Setti
Pixel Time etings

[ S0
i . H H Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 12:41:38 4 TR = skt

My account Company Branding Locations & kiosk Notifications API & billing Pay rules Data & privacy

Company profile & overtime rules
Organization name

Billing Acme Trading (Pty) Ltd

Tenant code (used for Kiosk/Device setup, not for signing in)

Settings

ACME-0001
Notific
Timezone

(time there now: Sun 18 Oct 12:41)
Africa/Johannesburg ~

Default workday start (used when an employee has no shift assigned)

08:00 AM [©]

Daily overtime threshold (hours)

10

Weekly overtime threshold (hours)
40

Minimum expected hours per day Maximum allowed hours per day

(optional — leave blank for no rule) (optional — leave blank for no rule)

No minimum No maximum

Choosing the company timezone.

1. Team filters: on Team > Everyone, use the lists beside the search box to show one
department, site, employment type or access level. The number beside the lists
shows how many people match.

- = Team
Pixel Time 12:41:39 A°
- i I~ H : Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October = o b
Add employee Bulk import Departments Everyane (6)
Everyone (6)

Show former employees

Search by name or departm Operations ~ ALl employment types ~ ALl access levels w~ Show

g3

Name Department Site Shift Today Access Actions
(.‘:hrr'f‘Aul'Tm N Operations Default Default No record Web login Edit Offboard
chris@acme.co.22

Sipho Khumalo

sipho@acme.co.za

Operations Default Default No record Web login Edit  Offboard

Operations Default Default No record Web login Edit Offboard

Filtering the team list by department.
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29. Compliance and pay reports

Who: administrators and auditors see everyone; managers see their own department.
Where: Reports > More reports.

1. Open Reports > More reports, choose the report, set the dates and press Show.
Every report can be printed or downloaded as CSV, Excel or PDF.

Excessive hours warning (group Working-time rules): lists days longer than the

company maximum hours per day (Settings > Company, or 12 hours when none is
set) and weeks longer than 55 hours.

Excessive hours warning (long days and long weeks)

Export CSV Export Excel Export PDF | print |

Report| Excessive hours warning (long days and long weeks) ~| From|18/81/2026 0| To18/18/2026 (3| [ Show |

A day is flagged above the company maximum hours per day (Settings > Company), or 12 hours when none is set. A week is flagged above 55 hours (45 ordinary plus 10 overtime). Weeks are
counted only from the days inside the dates you chose.

Employee Department  Day or week Warning Hours Limit Over by
Sipho Khumalo Operations  Tue 13 Oct 2026 Long day  15h Om 12h Om 3h Om
Sipho Khumalo Operations  Week of 5 Oct 2026 Long week 66h Om 55h Om 11h Om
Sipho Khumalo Operations ~ Week of 12 Oct 2026 Long week 59h Om 55h Om 4h Om

Excessive hours warning.

Rest-period exceptions (Working-time rules): lists people who started a shift less than
12 hours after finishing the previous one, and by how much it was short. The day
before your first date is also checked.
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Rest-period exceptions (less than 12 hours between shifts)

Export CSV Export Excel Export PDE | Print |
Report| Rest-period ions (less than 12 hours between shifts) ~| From[18/81/2026 0| To16/18/2026 (3] [ Show |

The daily rest period is taken as 12 hours between finishing one shift and starting the next. Check it against your own policy or sectoral determination.

Employee Department Finished Started again  Rest taken Short by
Pieter van Wyk Warehouse 14 Oct 2026 23:30 15 Oct 2026 06:00 6h 30m  5h 30m
Sipho Khumalo Operations 13 Oct 2026 06:00 13 Oct 2026 06:00 Oh Om 12h Om

Rest-period exceptions.

e Unauthorised overtime (Overtime and public holidays): overtime that was worked but
has no request, was declined, or is still waiting for approval.

Search these results

Employee Department Day Overtime worked Status
Pieter van Wyk Warehouse Sun 4 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse Mon 5 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse Tue 6 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse Wed 7 Oct 2026 0Oh 30m No overtime request
Pieter van Wyk Warehouse Thu 8 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse Fri 9 Oct 2026 Oh 30m No overtime reguest
Pieter van Wyk Warehouse Sun 11 Oct 2026 0h 30m No overtime request
Pieter van Wyk Warehouse Mon 12 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse Tue 13 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse  Wed 14 Oct 2026 Oh 30m No overtime reguest
Pieter van Wyk Warehouse Thu 15 Oct 2026 Oh 30m No overtime request
Pieter van Wyk Warehouse  Fri 16 Oct 2026 Oh 30m No overtime request
Sipho Khumalo Operations  Sun 4 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Mon 5 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Tue 6 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Wed 7 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Thu 8 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations ~ Fri 9 Oct 2026~ 2Zh Om No overtime request
Sipho Khumalo Operations  Sun 11 Oct 2026 2h Om No overtime reguest
Sipho Khumalo Operations  Mon 12 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Tue 13 Oct 2026 3h Om No overtime request
Sipho Khumalo Operations  Wed 14 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Thu 15 Oct 2026 2h Om No overtime request
Sipho Khumalo Operations  Fri 16 Oct 2026 2h Om No overtime request
Thandi Nkosi  Operations Mon 5 Oct 2026 1h 30m Still waiting for approval
Thandi Nkosi  Operations  Tue 6 Oct 2026 1h Om No overtime request
Thandi Nkosi  Operations  Wed 7 Oct 2026 1h Om No overtime request
Thandi Nkosi  Operations  Thu 8 Oct 2026 1h Om No overtime reguest
Thandi Nkesi  Operations  Fri 9 Oct 2026 1h Om No overtime request
Thandi Nkosi  Operations  Mon 12 Oct 2026 1h Om No overtime request
Thandi Nkesi  Operations  Tue 13 Oct 2026 1h Om No overtime request
Thandi Nkosi  Operations  Wed 14 Oct 2026 1h 30m Declined
Thandi Nkesi  Operations  Thu 15 Oct 2026 1h Om No overtime request
Thandi Nkosi  Operations  Fri 16 Oct 2026 1h Om No overtime request

Unauthorised overtime.

e Paid and unpaid hours per employee (Hours and timesheets): time at work, paid
hours, unpaid time such as unpaid breaks, and unpaid leave days.
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Paid and unpaid hours per employee

Export CSV Export Excel Export PDE | Print |

Report| Paid and unpaid hours per employee ~| From[18/81/2026 0| To16/18/2026 (3] [ Show |

Time at work runs from the first clock-in to the last clock-out. Paid hours already exclude unpaid breaks and include approved adjustments. Unpaid leave is listed in days.

Employee  Department Days Time at work Paid hours Unpaid time (breaks and deductions) Unpaid leave days

Anele Mokoena Warehouse 6 30h Om 30h Om Oh Om 0
Lerato Dlamini Warehouse 10 80h Om 80h Om Oh Om 0
Pieter van Wyk Warehouse 12 108h 30m 108h 30m  Oh Om 0

Sipho Khumalo Operations 12 136h 30m 136h Om  Oh 30m
Thandi Nkosi ~ Operations 10 95h Om 95h Om Oh Om

o o

Paid and unpaid hours.

e The 12-hour rest and 55-hour week are guides. Check them against your own policy,
contracts and current labour law.
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30. Keep times and removing old personal details

Who: administrators change and remove; auditors can look. Where: System health >
Retention & audit.

1. Open System health > Retention & audit. Under Keep times for logs and former
employees, set how long sent e-mail records, resolved alerts and calculation history
are kept, and after how many years a former employee is reviewed. Press Save.

System health

(=]
. B . 13:00:14 Chris Admin  ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October = o &
Health Slow pages Retention & audit
Retention and audit settings
How long records are kept before they can be cleaned out. Atlendance, leave, payroll export history and timesheets are never removed here; keep those for at least 3
years (BCEA] and tax records for 5
Keep audit-log entries (months)[3s___ | Keep read notifications (days)90____ | A page is slow after (ms)[2000 |
Save
Keep times for logs and former employees
Sent e-mail records, res and calculation history are cleaned out after these times. Former employees who left longer ago than the review period can have their
g personal details removes
TG Sent e-mail records (days)[180 | Resolved alerts (months)za | Calculation history (months)[so |

MEBEnGH ity Review former employees after (years)s____|  S®

Former employees past the review period (2)

nol o ir d pa ton
stay, und

Name Lefton

Johan Pretorius 31 Mar 2018 Anonymise

Busisiwe Zulu 15 Nov 2019 Anonymise
Records past their retention

Records Ready to remove

Audit-log entries 0

Read notifications 0

Slow-page records 0

Audit entries (Leave, shorter keep time) 0

Audit entries (Roster and swaps, shorter keep time) 0 o

Sent e-mail records 0

Resolved alerts 0

Calculation history Q

Remove them now

he removal itself is written to the audit log

Keep times and former employees past the review period.

1. Records past their keep time are listed under Records past their retention. Press
Remove them now to clean them out. This is written to the Audit log.

2. Former employees who left longer ago than the review period are listed. Press
Anonymise to remove the name, e-mail, phone, ID number, address, emergency
contacts, photo, documents, cards and PINs.

e Their hours, leave, overtime and pay history stay, under the name Former employee
and a number, because those records must be kept.

* Anonymising cannot be undone. Administrators and people who are still active are
never listed.
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« Attendance, leave, overtime, timesheets and payroll export history are never deleted
here. Keep time records at least 3 years and tax records 5, and confirm your own
legal advice.
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31. Manager access, branch rules and overtime rules

Who: administrators. Where: Team > Manager access, Scheduling > Working-time rules,
and Overtime > Limits and budget.

1. Manager access: a manager always sees and approves for their own department.

Open Team > Manager access, choose the manager, choose a branch or a
department and press Add access. From then on that manager sees those people in
the Team list, approvals, reports, rosters and alerts. Press Remove to take it back.

Manager access
(<]

Manager access

Acme Trading (Pty) Ltd - Sunday, 18 October 13:13:57 1 Chris Admin somin Log sut
Manager access

Extra departments and branches

A Add other departments or whole branches here, for example a manager who runs a site. Approvals

re

Manager| Mandia Mokeena (Operations) ¥ | Add| A branch (site) v | Branch| Cape Town Branch v| Ao ecsses
Manager Extra access
Mandla Mokoena Branch: Cape Town Branch Remove

What each access level can do
Capability Admin Manager Auditor Employee
Clock in and out, see own hours and leave Yes Yes No Yes
Request leave, overtime and time corrections Yes Yes No Yes
See other people's attendance Everyone Own department and granted access Everyone (view only) No
Approve leave, overtime, corrections, timesheets Everyone Own department and granted access No No
Add and edit employees Yes Add only, own department No No
Pay rates and labour cost Yes No Yes (view) No
Reports All Without money, own scope All (view) Own only
Settings, rules, devices, billing Yes No No No
Audit log and system health Yes No View No
Data retention and anonymising Yes No View No o

The access level is set per person on the Team page. Rules for individual pages are in the training manual under Who can see what

Giving a manager extra branches or departments, and the overview of what each access level can do.

Only people with the Manager access level can be given extra access. Every change
is written to the Audit log.

1. Branch rules: open Working-time rules, choose a rule set, set Applies to as Branch

(site), pick the branch and the start date, and press Assign. The most specific rule
wins: employee, then contract type, then branch, then department, then the whole
company.
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Working-time rules

Pixel Time

[ S0
. H 5 Chris Adi ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October 13:13:58 4 Ll = skt

Rule sets Who it applies to Recalculate History

Who each rule set applies to

hen branch, then en the whole comp

Rule set Durban depot agreement ~| Applies to[Branch (site) _~| Branch (site)[ Cape Town Branch ~| Starts on[18/18/2026 0|
Assign
planning
Working-time rules Starts Applies to Who Rule set

10ct 2026 Contract type Contract Short-term contract Remove
1Jan 2026 Branch (site) Durban Depot Durban depot agreement Remove
1Jan 2026 Department QOperations Office flexi-time Remove
1Jan 2026 Department Warehouse Metal industry (bargaining council) Remove

Assigning a working-time rule set to a branch.

1. Overtime authorisation rules: open Overtime > Limits and budget. Approve
automatically up to sets a number of minutes that need no sign-off. Needs an
administrator above sets the length a manager cannot finish alone. Use 0 to switch a

g = Overtime
Pixel Time 13:13:58 A®
:13: Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October - o ihix
Requests My requests Limits & budget Approver performance
Budget versus actual: October 2026
Overtime on time; or waiting requests for days not yet worked. O hours means no budget is set.
Where Budget Used Left
) Whole company - Th 30m -
| Syettme Operations - Th 30m -

T

Limits and budgets

I
0 y numbers for that

hours 2 montfg ]
Company overtime budget (hoursamonth)jo | Approve automatically up to (minutes, 0 = offflo_ |

Needs an administrator above (minutes, 0 = offjlo |

tme

Company limit per employee (|

By department

Depa

Save limits and budgets

ment Limit per employee (hours) Budget (hours)

Overtime authorisation rules.
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« Automatic approval still applies the monthly limit and refuses locked pay periods.
Automatic approvals are marked in the request history and the Audit log.
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32. Protecting and checking data

Who: administrators; managers for the roster; everyone allowed to see reports for the
reports.

1. Encryption: open System health > Data protection. ID or passport numbers, home
addresses and emergency contacts are stored encrypted, so a copy of the database

or a backup file cannot be read. Pixel Time shows them normally to people who are
allowed to see them.

System health

113: e
Acme Trading (Pty) Ltd - Sunday, 18 October 13:13:59

Chris Admin  ADMIN Log out

Health Slow pages Retention & audit Data protection

Protection of personal details

rt numbers, home addresses a
un normally Inside Pixel Time to pe

t be read from a database copy or backup file. They are

Encryption available on this Yes
server

Values already encrypted e

Values not yet encrypted 1(they are encrypted the next time each record is saved, or with the button below)

Ke Derived from the database login. For stronger protection, add a long random APP_ENC_KEY to config.php
¥ before encrypting.

Encrypt existing values now

Keep your key safe. If you set APP_ENC_KEY, keep a copy somewhere secure and do not change it later: values encrypted with the old key could no longer be read

Data protection: how many values are encrypted.

Press Encrypt existing values now once after installing this update. New and edited
records are encrypted automatically.

Checking an import: on Team > Bulk import, tick Check the file only (nothing is
saved) before pressing Import. You get the list of rows with problems, such as an

email already in use, a device ID already used, or the same person twice in the file.
Fix the file and check again, then import for real.
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Team

Pixel Time

[ S0
. H H Chris Ads ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 13:14:00 TR = skt

Add employee Bulk import Departments Everyone (7}

Bulk import

Download CSV template

CSV file

| Choose File | No file chosen

Check the file only [nothing is saved)

erward from Everyone if someone i

e. This keeps a bulk import from

Bulk import with the check-only option.

1. Roster filters: on Scheduling > Roster use Find a person, Department and Branch,

then press Show. Only the people shown are on the page, and saving changes only
those people.

- = Roster
Pixel Time T
i : : Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October = o b
Week of 12 Oct  staffing, availabiity, publish & history . ——— Ap—
FindapersonName | Department[warehouse  ~| Branch All branches v] | Show || Clear

3 shown

You haven't created any shifts yet — add one first, then come back to assign it to specific days here.

Roster filtered by department.
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* Duplicate employees: a second person with the same ID or passport number is

refused. Reports > More reports > Possible duplicate employees also finds the same
phone, device ID or name.

« Workforce utilisation by department (Management): scheduled hours against ordinary
hours, overtime, Sunday and public holiday hours, leave days and hours not worked.

Workforce utilisation by department (working-time categories)

Export CSV Export Excel Export PDF | Print |
Report| Workforce utilisation by d (working-time categories) ~| From[18/81/2026 0| To[18/18/2026 0] [ Show |

Scheduled hours come from each person's shifts (unpaid breaks are not deducted). Sunday and public holiday hours are shown separately from ordinary hours and overtime. Leave days are
approved requests that start inside the dates. Limited to 62 days at a time.

Department People Scheduled Ordinary hours Overtime Sunday and public heliday Leave days Scheduled but not worked Worked as % of scheduled
Operations 4 648h Om  157h Om 27h 30m  42h 30m 3 491h Om 35.0%
Warehouse 3 486h Om  173h 30m 4h 30m  40h Om 0 312h 30m 44.9%

Workforce utilisation by department.

e Overtime and which rule applied (Overtime and public holidays): each overtime day
with its day type, the working-time rule in force and why it counted as overtime.
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Employee Day
Pieter van Wyk Sun 4 Oct 2026 Sunday
Pieter van Wyk Mon 5 Oct 2026 Ordinary day
Pieter van Wyk Tue 6 Oct 2026 Ordinary day
Pieter van Wyk Wed 7 Oct 2026 Ordinary day
Pieter van Wyk Thu 8 Oct 2026 Ordinary day
Pieter van Wyk Fri 9 Oct 2026

Ordinary day

Pieter van Wyk Sun 11 Oct 2026 Sunday

: Mon 12 Oct
Pieter van Wyk 2026 day
Pieter van Wyk Tue 13 Oct 2026 Ordinary day

‘Wed 14 Oct

Pieter van Wyk 2026

Ordinary day
Pieter van Wyk Thu 15 Oct 2026 Ordinary day

Pieter van Wyk Fri 16 Oct 2026 Ordinary day

iill:\'};alu Sun 4 Oct 2026 Sunday
iilﬁ’:;alu Mon 5 Oct 2026 Ordinary day
;iIE:;aln Tue 6 Oct 2026  Ordinary day
phe  Wed70ct2026 Ordinary day
?(i}?:;alu Thu 8 Oct 2026  Ordinary day
iill:\'};alu Fri90ct 2026 Ordinary day
;iﬁ:;alu Sun 11 Oct 2026 Sunday
Sipho Mon 12 Oct

Khumalo 2026 day

Spho  Tue 130012026 Ordinary day
;i}?:;a[u 3\332114 oa Ordinary day

Day type

Public holiday: Company shutdown

Public holiday: Company shutdown

Rule applied
Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)
Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)
Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)
Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)
Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Metal industry (bargaining council)”
(Department)

Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)
Rule set "Short-term contract” (Contract type)

Rule set "Short-term contract” (Contract type)

Overtime and which rule applied.
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‘Why it is overtime
Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the weekly limit of 45h
Om

Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om
Over the daily limit of 8h Om

Over the daily limit of 8h Om

Worked Overtime Approval

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

9h Om

11h Om

11h Om

11h Om

11h Om

11h Om

11h Om

11h Om

11h Om

11h Om

11h Om

0h 30m

0h 30m

0Oh 30m

0h 30m

0Oh 30m

0Oh 30m

0h 30m

0Oh 30m

0h 30m

0Oh 30m

0Oh 30m

0h 30m

2h Om

2h Om

2h Om

2h Om

2h Om

2h Om

2h Om

2h Om

2h Om

2h Om

No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request
No
request



33. Data checks

Who: administrators and auditors. Where: System health > Data checks.

1. Open System health > Data checks, choose how many days to look back (up to 62)
and press Run the checks. Nothing is changed: the page only reads your data and
tells you what looks wrong.

System health
13:38:09 d Chris Admin  ADMIN Log out

Acme Trading (Pty) Ltd - Sunday, 18 October -

Health Slow pages Retention & audit Data protection Data checks

Data checks

ies, hours that do not match t
juplicates. Nothing is changed

| totals that do not

Look back (days, upto 62)[a5__|  Runthechecks . broblems, 4

= Records linked across companies

Nothing Is linked to another company.

og
= Records with no matching person

System health

Every record belongs to a person.

= Hours rebuilt from the clock punches

2 day(s) differ by more than a minute from the punches. Open My hours explained for each day.

Person Day Stored hours Rebuilt from punches Difference
Lerato Dlamini Fri 16 Oct 2026 8h Om 8h 30m Oh 30m
Thandi Nkosi Fri16 Oct 2026 10h Om 8h 30m Th 30m

= Payroll export against attendance

The payroll export adds up to the attendance records for every person

Days still open after 24 hours

1day(s) have a clock-in and no clock-out after more than a day. Correct them on the Corrections page.
Person Day Clocked in

Pieter van Wyk Sat 17 Oct 2026 08:00

= Unapproved items inside locked pay periods

Mothing Is waiting inside a locked pay period.

» Leave used beyond the entitlement

1balance(s) are overdrawn. Check them on Leave balances.
Person Leave type Year Entitled Used

Sipho Khumalo Annual leave 2026 21.00 24.00

» Duplicate employee numbers and device IDs

No employee number of device ID is shared.
« Test or sample data left behind

1person(s) look like test or sample data. Remove them before going live. o

Name Email Why it is listed

Test User test.user@example.com Looks like test or sample data

Data checks with a few findings listed.

* Records linked across companies and Records with no matching person: should
always be fine. A red result means contact support.

< Hours rebuilt from the clock punches: every finished day is worked out again from its
original punches (unpaid breaks taken off, paid breaks kept) and compared with the
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stored hours. Days that differ by more than a minute are listed. This check is skipped
when clock rounding is on, or for days under a meal-deduction rule, because those
hours legitimately differ.

Payroll export against attendance: the payroll export total for each person must equal
their attendance total.

Days still open after 24 hours, Unapproved items inside locked pay periods, Leave
used beyond the entitlement, Duplicate employee numbers and device IDs, and Test
or sample data left behind: things to tidy up before payroll or before going live.

Run the checks before locking a pay period and again before the first real payroll.
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34. Personal leave rules, payroll reconciliation,
prepared reports and backup check

Personal leave rules

Who: administrators change them; managers and auditors can see them for the people they
can see. Where: Time & leave > Leave balances > Personal rules.

1. Open Leave balances and choose the Personal rules tab. Pick the person and the
leave type, then fill in only what is different for that person: days per year, carry-over
maximum, or months of service before they may take it. Leave a box empty to keep
the company rule.

2. Write why the person has their own rule, for example the contract clause. This is
required and is kept in the audit log.

3. Press Save personal rule. If you changed the days, this year's balance moves by the
difference straight away and the change shows on the person's balance history. Next
year's balance is created from the personal days and carry-over limit.

4. Toremove a personal rule, clear all three boxes and save again. The balance goes
back to the company days.

Leave balances

e
:133: Chris Ad: ADMIN L
Acme Trading (Pty) Ltd - Sunday, 18 October 16:33:53 _ repomy gL

Balances History Carry-over & expiry Reconciliation Forecast Liability Personal rules Rules « Leave requests

Personal leave rules

Giv
Eve

Person Leave type Days per year Carry-over max Eligible after (months) Why
Lerato Dlamini Annual leave company (21) company (5) 0 Transferred from sister company

Pieter van Wyk Annual leave 25 8 company (0) Contract clause 7 (senior)

Add or change a personal rule

Person Leave type
[Anele Mokoena ~| |Adoption leave v|
Leave balances
! Carry-over max (days)
‘ |n:\m‘-m', rule |
Eligible after (months of service) Why
[company rule | [e.g. contract clause 7 |

Save personal rule

Personal leave rules: one person with 25 days and a carry-over of 8, another eligible straight away.

Reconcile with your payroll system

Who: administrators, managers (own department) and auditors. Where: Reports & money >
Payroll export > Reconcile.
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1. Choose the dates on the Export tab first. Open the Reconcile tab and choose the
CSV your payroll system holds for the same dates. The first row must have an
employee number (or name) column and an hours column, for example Employee
No,Hours. Hours may be 7.5, 7,5 or 7:30.

2. Choose whether to compare against regular hours plus approved overtime, or regular
hours only, and press Compare.

3. The page lists everyone who differs first, then people only in the payroll file, people
only in Pixel Time, and those that agree, with the totals. Nothing is saved or changed.
Fix the cause in Pixel Time or the payroll system, then compare again.

Payroll export

e .
332 Chris Ad ADMIN Log
Acme Trading (Pty) Ltd - Sunday, 18 October 16:33:55 _. rie;cmn e o0 ot

Export Pay codes Expeort history (0) Calumn profiles (0) Reconcile

Reconcile with your payroll system

yee number and hour

ort, load the hours your payroll system holds for the sa

yone who differs, anyone missing on eithe

or example "Employ
10-0110 2026-10-

Payroll file (CSV) Compare against c
ompare
| Choose File | No file chosen Regular + approved overtime v 4

Payroll export

o1t audit Please look at these differences

4 agree, 1 differ, 1only in the payroll file, 0 enly in Pixel Time. Payroll file total 453.50 h, Pixel Time total 445.00 h, difference 8.50 h.

Result Employee no Name Payroll file (h) Pixel Time (h) Difference (h)
Differs E00S Sipho Khumalo 128.50 132.00 -3.50
Only in payroll file X989 12.00

Agrees E0D6 Anele Mokoena 30.00 30.00 0.00
Agrees 04 Lerato Dlamini 80.00 80.00 0.00
Agrees E003 Pieter van Wyk 108.00 108.00 0.00
Agrees E002 Thandi Nkosi 95.00 95.00 0.00

=

Reconcile: one person differs by 3.5 hours and one number exists only in the payroll file.

Prepared reports (background reports)

Who: administrators, managers and auditors. Where: Reports & money > Reports, then
Prepare in background on any More report, or open Prepared reports directly.

1. Choose a report, the dates (up to 400 days) and Excel or CSV, then press Prepare
report. You can carry on working or close the page.

2. The report is built in the background with exactly the people and figures you would
see on screen, then appears in your list with a Download button. Files are kept for
seven days. You may have up to ten waiting at a time.

3. Administrators can see and download everyone's prepared reports; everyone else
sees only their own.
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Prepared reports

[ S0
. & - Chris Admin ADMIN Log out
Acme Trading (Pty) Ltd - Sunday, 18 October 16:33:55 o ki
Prepared reports
Ask for a report
Us g per es. The report is prepared in the background with exactly the people and figures you would see on screen, and kept here for
Reports s€ ouca
Labour budgets Report From To Format
) [— choose a report — | [es/01/2026 O] [10/18/2026 O] [Excelv
Prepare report
Everyone's prepared reports
Asked by Report Period Asked Status
Chris ¢ i o 10ct 2026 - 18 Oct 18 Oct Ready (5
Admin Paid and unpaid hours per employee (Excel) 2026 16:32 rows) Download
Chris Excessive hours warning (long days and leng weeks) 1Sep 2026 - 18 Oct 18 Oct Ready (1 Downlgad
Admin tcsvl 2026 16:32 rows) i
Chris Gemsi 1Aug 2026 - 18 Oct 18 Oct Ready (5
Admin Employee attendance scorecard (Excel) 2026 16:32 rows) Download

Prepared reports with three finished reports ready to download.

Payroll feed for other software

Settings > API & billing shows your API key. Payroll software or a spreadsheet can ask
fapilvl/payroll.php?start=YYYY-MM-DD&end=YYYY-MM-DD with the key in an X-Api-Key
header and receives one line per person: regular, overtime, Sunday and public holiday
hours, cost centre, category, a checksum and whether the period is locked. It only reads, so
asking twice never duplicates anything. Up to 92 days per request.
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35. Night shifts, form checks and speed

Night shifts that run past midnight

Who: everyone who clocks. Where: Clock page, kiosk, QR clocking, card terminals and the
phone app.

1.

Clock in as normal, for example at 22:00. Clock out after midnight, for example at
06:00. Pixel Time keeps the whole shift on the day you started it, so it shows as one
day with the right hours.

Breaks taken after midnight are counted on the same shift.

While the shift is running, the Clock page, the dashboard and the live board show
you as clocked in.

A clock-in older than 14 hours is treated as forgotten. It is not counted as live time
and is flagged as a missing clock-out. If nobody fixes it, the nightly auto clock-out
closes it at 23:59 of its start day with the note Auto clocked-out by system.

Late and early-departure checks for a shift such as 22:00 to 06:00 use the next
morning as the end time.

Offline phones and terminals that send punches later follow the same rule, so
sending twice does not double count.

Held clockings: nothing goes missing

Who: administrators and managers (own department). Where: Time & leave > Clocking
integrity > Held clockings.

1.

When a terminal, card reader or phone sends a clocking and a rule refuses it (outside
the shift window, that clocking method switched off, a locked pay period, or out of
sequence), Pixel Time keeps it instead of dropping it. The number appears on the tab
and in a Clockings need attention box on the dashboard.

Open Held clockings and read why it was held. Press Accept to add it to the day
exactly as received, or write a reason and press Dismiss. Nothing counts towards
hours until it is accepted.

Clock-ins with no clock-out after 14 hours are listed on the Exceptions tab as Missing
clock-out, on the dashboard, and in Data checks. Add the clock-out in Corrections.

The dashboard, reports, timesheets and payroll export now bring people who are still
on the clock up to date before they add up, so Total hours today matches the live
board. Present now includes people who are late.

Corrections and Fix a day now keep real clockings: a future date, an impossible time
or a clock-out that is not later than the clock-in is refused with a clear message, and
giving only a clock-out for a day with an open clock-in keeps the original clock-in. The
clock page keeps showing the original clock-in time after a break.

Terminals: a punch that arrives twice, or a second touch within a minute, is counted
once. A terminal that was offline and sends a backlog out of order is read in the order
the punches happened. Hikvision terminals that send the face picture with the event
are read as well.

Punches from a device for a Device ID nobody has are still only in the device log.
Add the Device ID in Team and the next punch will work, or use People found on
devices (next).

A punch whose time cannot be right is refused: more than a day in the future, or over
a year old. This protects your hours from a terminal with a wrong clock. It shows in
the device log as rejected, with the reason. Fix the terminal clock and the next
punches are accepted.
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Standard shifts for every new company

A new company now starts with the shifts most businesses use: Day Shift 08:00 to
17:00, Office Hours 08:00 to 16:30, Early Shift 06:00 to 14:00, Late Shift 14:00 to
22:00, Night Shift 22:00 to 06:00 (Monday to Friday), Retail / Shop 09:00 to 18:00
(Monday to Saturday) and Weekend Shift 08:00 to 16:00 (Saturday and Sunday).

They are ordinary shifts. Open Shifts to change the hours or the days, or delete the
ones you do not use.

A company that already exists can press Add the standard shifts on the Shifts page.
Shifts you already have, matched by name, are skipped and keep their own hours.

People enrolled on the terminal

Open Devices > People found on devices. When someone is enrolled on a ZKTeco,
eSSL, Realtime or Biomax terminal, the terminal sends their Device ID, name and
card number here. Nothing is created until you accept it.

Press Ask now to make a device send everyone enrolled on it, instead of waiting for
new enrolments.

Create employee makes a clock-only employee with that Device ID, so their punches
count straight away. Link to the selected employee attaches the Device ID to
someone already in Team. Dismiss hides a person for good.

You must tick the consent box first: a Device ID links a person to fingerprint or face
enrolment, and POPIA needs their written consent. A person who is already linked is
not offered again, and a full plan stops new employees with a clear message.

Any brand: when someone punches on a terminal with a Device ID nobody has
(Hikvision, ZKTeco or any other), they also appear here, with their name when the
terminal sends one. A bridge for another brand can send its whole list of people to
the same place.

Hikvision terminals cannot be asked for their list, and they do not announce people
when they are enrolled. Each person appears here the first time they clock in (with
their name if the terminal sends it), so a full list builds up over the first day. Face data
stays on the terminal and is not copied to Pixel Time. To avoid accepting people one
by one, add the employees in Team first with the same number as the terminal's
Employee No.; their first punch then counts straight away.

Setting up a Hikvision MinMoe face terminal (DS-K1T342MFWX-E1)

Devices > Register a device > Hikvision, with a name and the terminal serial number.
Under Your devices press Download setup file and save it on a Windows PC that is
on the same Wi-Fi or network as the terminal. This PC is needed once only.

If the PC has no Python, install it free from python.org and tick Add Python to PATH.
On the terminal, find its IP address under Communication Settings > Wi-Fi.

On the PC open the folder with the file, click the address bar, type cmd and press
Enter, then type python pixel_time_terminal_setup.py and press Enter. Enter the
terminal IP address, admin user and admin password. It should say Done.

On the terminal switch ISUP off (Communication Settings > ISUP) and check its date
and time. Add each person under User Management > Add with an Employee No. of
digits only, their name and face, and enter the same number as their Device ID in
Team.

Have someone clock in. The terminal shows Online in Devices and the clocking
appears in Team and Timesheets. After this one-time setup the terminal works from
any network with internet.
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12-hour days, overtime and the timesheet

Working-time rules > Rule sets: add a rule set, for example 12-hour shift. Set
Overtime after (hours per day) to 12 and Paid at the overtime rate after (hours per
day) to 9. Assign it on the Who it applies to tab.

On the timesheet all 12 hours show as Normal hours and only time after 12 hours
shows as Overtime. For pay, hours 9 to 12 are paid at the overtime rate (the
multiplier in Settings > Pay rules).

Payroll export: a column Normal-day hours paid at the overtime rate appears when a
rule uses this. On the Pay codes tab give those hours their own code; the Regular
hours code then covers only the first 9 hours.

The printed timesheet shows the Employee No., name, days worked, and for every
day the Normal hours, Overtime and Total worked, with totals for the period. Below
the days is a Notes box and the signature lines. Type a note on the timesheet page
and press Save notes; it prints above the signatures.

Sage Pastel Payroll export and 30-minute rounding

Pastel Payroll: set up a batch layout in Pastel that lists the items to import in order. In
Pixel Time open Payroll export > Pay codes > Sage Pastel Payroll batch file, enter
the Pastel company code and batch number and choose the same items as Value 1
to Value 6. Save.

On the Export tab choose File layout > Sage Pastel Payroll batch file, pick the dates
and download the .txt file. Every person needs an Employee No that matches their
Pastel employee code (up to 8 letters or numbers). Try one person in a test company
first.

Rounding: Settings > Clock rounding > 30 minutes, Nearest. The first clock-in and
last clock-out of the day round to the closest half hour (06:29 to 06:30, 06:59 to
07:00). Timesheets, the monthly sheet and paid hours use the rounded times; the
exact punch stays on record and shows when you hold the mouse over the time.

Monthly time sheet on one page

Timesheets > choose the person and the dates > Print this timesheet. A full month
prints on one A4 page. Press Preview printed sheet to see it on screen first.

The sheet shows Employee ID, hame, title, department and start date; every day with
In and Out; Normal hours; overtime on weekdays, Saturday and Sunday; and public
holiday hours.

The total hours worked for the period are at the bottom, then the Notes box and the
employee and supervisor signature lines with dates.

Shifts with an overtime window

Shifts > add or edit a shift. Enter the start and end time; a night shift may end the
next morning, for example 18:00 to 06:00.

Overtime window from and to: time worked inside this window is paid at the overtime
rate, for example 15:00 to 18:00 on a day shift. A window after midnight on a night
shift is understood.

Tick Time after the shift ends is also overtime when work after the end time must
count as overtime as well. Leave the window empty to keep the normal hours-based
rule.

The timesheet, payroll export and labour-cost reports use these times automatically.
Use Recalculate on the working-time rules page for days already recorded.

Sick leave over 3 years, and new leave types

Sick leave is now 36 days over a 3-year cycle (12 a year). All 36 days are available
at any time, so a person who needs them all in one year can take them. Each year
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the balance shows 36 days minus the sick leave taken earlier in the same cycle. A
new cycle starts every 3 years.

To change it: Leave > Leave types > Sick leave. Set Days per year (or per cycle) and
Cycle in years. A cycle of 0 means a normal yearly entitliement.

Press Add South African statutory types to add Maternity, Parental, Adoption,
Commissioning parental, Study, Unpaid and Other leave. Study starts at 5 days;
Unpaid and Other have no set limit, so the days taken are recorded and never run
out. Tick No set limit on any leave type of your own to get the same.

Other brands now have their own URL

Devices > Register a device > Other brand now gives each device its own Push URL
(like Hikvision does). Paste it into the terminal, its vendor software or a small script.
Last seen, the device log and Event history then work the same as for every other
device.

The URL accepts a single punch, a list of punches, a form post, or lines such as
12,2026-10-19 08:00:00. Common field names from Dahua, Suprema and Anviz are
understood, and a call with nothing in it counts as a heartbeat.

A punch by someone with an unknown Device ID, or a list of people sent to the URL,
appears on People found on devices. Every safeguard applies: a repeated punch or
a second touch within a minute counts once, shift windows and clocking methods are
checked, and refused punches are held, not lost.

Regenerate key replaces the URL if it ever leaks. Update the device afterwards.

Security: the site now tells browsers to always use https (HSTS) and limits the
camera and location to Pixel Time itself. Nothing changes for staff; terminals that use
plain http keep working.

The Push URL also works over plain http, for terminals that cannot use https. The
site address itself stays https only.

Stricter checks on forms

Sites: latitude must be between -90 and 90, longitude between -180 and 180, radius
a whole number of metres, and latitude and longitude must be given together.

Corrections: the date must be a real date that has already happened, and times must
be HH:MM.

Team: a valid e-mail address is needed when the person gets web login. A
department name that already exists (in any letter case) is refused.

Large reports

Reports for hundreds of people over a quarter are much quicker. In our test with 500
employees over 90 days the whole report catalogue went from about three minutes to under
30 seconds, and a hours report opens in under a second. For very long reports you can still
use Prepare in background.
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36. Who can see what

Feature
Employee record (edit)
Request and cancel own leave

Approve, decline, cancel
others' leave

Leave types
Pay rules
Labour cost reports (pay rates)

Other More reports

Payroll export: pay codes

Payroll export: download

Overtime: ask for overtime

Overtime: approve, decline,
change

Overtime: limits and budgets

Leave balances: view

Leave balances: adjust, rules,
expire

Leave liability (money)

Timesheet sign-off: submit own
week

Timesheet sign-off: approve or
send back

Timesheet sign-off: levels,
deadlines, reopen

Management reports with
money

Management reports without
money

Labour budgets (set)

Hours reconciliation

Data retention review
Working-time rules: change

Working-time rules: view and
reports

Recalculate attendance

System health: view

Admin Manager

Yes No

Yes Yes

Yes Own
department

Yes No

Yes No

Yes No

Yes Oown
department

Yes No

Yes Own
department

Yes Yes

Yes Own
department
(admin signs
off)

Yes (change) @ View

Yes Own
department

Yes No

Yes No

Yes Yes

Yes Own
department
(admin signs
off)

Yes No

Yes No

Yes Own
department

Yes No

Yes Own
department

Yes No

Yes No

Yes Own
department

Yes No

Yes No
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Auditor
No
No
No

No
No
Yes

Yes

View only

Yes

No
No

No

Yes

No

Yes
No

No

No

Yes

Yes

No

Yes

Yes
No

Yes

No

Yes

Employee
No

Yes

No

No
No
No
No

No
No

Yes
No

No
No

No

No

Yes

No

No

No

No

No
No

No
No
No

No
No



Feature

System health: settings and
removal

ID cards: register, lost, disable

ID cards: delete

Mappings & history: change or
restore

Document expiry: set dates

Document expiry: view

Excel and CSV downloads

Mappings & history: view
Alerts: rules and all alerts

Roster planning: view and
publish

Roster planning: staffing levels
Report audit
Clocking integrity

Live board

Profile photo: own

Profile photo: someone else

Reports on screen: open
shared reports

Reports on screen: edit,
duplicate, share

Calculation breakdown: anyone

Calculation breakdown: own
days

Overtime: approve in bulk

Print ID cards

Clocking methods: company
and exceptions

Data checks

Held clockings: accept or
dismiss

Admin Manager

Yes No

Yes Own
department

Yes No

Yes No

Yes Own
department

Yes Own
department

Same people

as the report

or export they

come from

Yes No

Yes No

Yes Own
department

Yes No

Yes No

Yes Own
department

Yes Own
department

Yes Yes

Yes Own
department

Yes Own
department

Yes No

Yes Own
department

Yes Yes

Yes Own
department
(admin signs
off)

Yes Own
department

Yes No

Yes No

Yes Own
department
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Auditor
No

No

No
No

No

Yes

Yes
No
No

No
No
No

Yes

Yes

View only

Yes

No

Yes

No

No

No

No

Yes
No

Employee
No

No

No
No

No

No

No
No
No

No
No
No

No

Yes

No

No

No

Yes

No

No

No

No
No



Feature Admin Manager Auditor Employee

Personal leave rules Yes (change) @ View own View No
department
Payroll reconcile Yes Own Yes No
department
Prepared reports Yes Own Own No
(everyone's)
Manager access (extra Yes No No No

branches and departments)

Overtime authorisation rules Yes (change) @ View No No
(automatic approval,
administrator above)

Encrypt personal details Yes No View No

Bulk import check Yes No No No

Roster filters Yes Own scope No No

Keep times and anonymise Yes No View only No

former employees

Compliance and pay reports Yes Own Yes No

(excessive hours, rest period, department

unauthorised overtime,

paid/unpaid)

Calculation history: view Yes Own Yes No
department

Timezone: change Yes No No No

Team filters Yes Own No No
department

Notification settings: own e- Yes Yes Yes Yes

mail choices

Notification settings: company | Yes No No No

defaults and sent list

37. Good to know

« The leave type days (maternity, parental, adoption and so on) are starting points.
Confirm them against your own policy, contracts and current labour law.

e Leave days are now working days. Leave requested before this update keeps the
days it was saved with.

* A suspended employee can still clock in. Use Offboard to remove access.

» Profile photos need photo processing to be available. If the My photo page says it is
unavailable, contact Pixel Plus support.

* Reconcile totals tells you when two numbers differ; it does not change anything.

« Labour cost is an estimate. Check payroll against your payroll system before paying
anyone.
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