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1. Welcome to Pixel Time

Pixel Time is a multi-tenant time & attendance system built for South African businesses — clocking in,
leave, approvals, scheduling, payroll export, and billing, all in one place.

Who this manual is for
Everyone who uses Pixel Time: employees clocking in day to day, managers approving requests for their
team, and admins who configure the whole workspace. Sections are marked by audience so you can jump
to what's relevant.

MFA (multi-factor authentication) is required on every web login and can't be turned off, for anyone — it's
what keeps accounts secure even if a password is ever guessed or leaked. Device-only employees (kiosk,
QR, fingerprint/face) don't need a web login at all, so this doesn't apply to them.
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2. Clocking in — every employee

Ask your manager which method your workplace uses:

Method How it works

Kiosk tablet Tap your name on a shared tablet, enter your PIN

QR code Scan the printed code with your own phone's camera

Fingerprint / face device No PIN needed — the scanner matches you directly

Web app Only if you have a login — see below

The Clock In / Out page — available to anyone with a web login

Camera prompt
If your browser allows it, a quick photo is taken for audit purposes — you'll see a brief preview first. Saying
no to the camera still lets you clock in fine.

Multiple sessions a day
Step out and come back (a delivery run, a split shift, lunch at home) — just clock in again. Hours from every
session that day add up automatically, and only your very first clock-in and very last clock-out are ever
rounded, if your company rounds at all.

Won't let you clock in?
Some workplaces turn on location checking or Shift Control (clock in only near your shift start/end time). Talk
to your manager if you think this is wrong — they can adjust it or log the time for you via Corrections.
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3. Your Dashboard — every employee

Dashboard — admins and managers see a company-wide view; employees see their own

Your at-a-glance view: today's clock status, a punctuality snapshot for the last few workdays, and recent
activity. Admins and managers additionally see who's clocked in right now, overtime today, and a "Waiting
on you" summary of pending approvals.
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4. Leave, hours &amp; corrections — every employee

Requesting leave
Go to Leave requests, pick a type and your dates,
and submit — your manager is notified to approve
it. Your remaining balance per leave type shows at
the top of the same page. The Calendar view
shows approved leave for your whole team on a
real month grid.

Seeing your hours
Timesheets shows your worked hours by day for
any full week (Monday–Sunday). Time beyond your
company's daily/weekly thresholds shows an OT
badge — a manager's approval isn't final by itself;
an admin still signs off before it counts for payroll.

Wrong clock time?
Go to Corrections (if you have a login) and submit the correct time with a short reason. No login? Tell your
manager directly.

Swapping a shift: go to Shift swaps, pick who you're swapping with and the date, and submit — your
manager approves before it's final, and the roster updates for both of you automatically. Dark mode toggle
lives at the bottom of the sidebar if you prefer it.
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5. Approving &amp; managing a team — managers

A manager only sees and acts on people in their own department — their team's timesheets, leave,
corrections, and approvals. Reports and Payroll export are available too, scoped the same way.

Approvals in one place
Every pending leave request, correction, shift swap, overtime claim, and manual adjustment for your team
lands in Approvals, oldest first — instead of checking four separate pages.

Approving leave that exceeds someone's balance
Pixel Time doesn't block this — there are legitimate reasons to allow it. You'll see a clear warning both
before and after approving, so it's never silent even though it's allowed.

Managers can't touch company-wide Settings, Shifts, Holidays, Billing, or the Audit log — those need
either configuration access or company-wide visibility that doesn't fit a department-scoped role.
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6. Roles at a glance

Role Can do

Employee Clock in, request leave, see own hours, submit corrections/swaps

Manager Everything an employee can, plus approve & report for their own department

Admin Everything company-wide: Settings, Devices, Shifts, Billing, Audit log 

Auditor Read-only, company-wide — sees everything an admin can, changes nothing
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7. Getting help

The in-app Help Center (the chat bubble, or the Help Center link in the sidebar) has a searchable FAQ
covering every topic in this manual, plus a downloadable Complete Help Center Training Guide that
matches every FAQ question one-for-one, and a training video.

For anything this manual doesn't cover, use Contact us in the app, or email pos@positive-sa.co.za directly.
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Pixel Time
Training Manual: new features
Employee record · Leave · Pay rules and labour cost · More reports · Payroll export controls

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

What is new

Area What you can now do

Team > Employee 
record

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

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

Settings > Pay rules Overtime, Sunday, public holiday and night multipliers, with a start date.

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

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

Team > Employee records: press Open record on a person.
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Team list. The grey badges show Suspended and On leave next to Today.

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

Fields
• 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. Go to 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.

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

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. Go to Leave requests > Leave types.

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

3. 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.

4. 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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Leave types: each type has its own rules.

• A leave 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. The optional daily cron job makes sure they exist even before anyone 
opens Leave.
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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.

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 
R0 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.

• 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 × 
R100 + 1 × 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.

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

Reports added with these features

Report What it shows

Labour cost estimate by employee, 
department, branch

Hours, overtime and estimated cost from rates and pay rules.

Employees with no hourly rate Who is missing a rate.

Overtime, Sunday, public holiday 
and night hours

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

Contracted versus actual hours Weekly contracted hours scaled to your date range against 
hours worked.

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

Missing or duplicate employee 
numbers

Fix these before a payroll export.

Employees with no emergency 
contact

Who still needs one.

Contracts ending soon or already 
ended

Next 60 days and any past end date.

Suspended and on-leave 
employees

Current status with dates and notes.

Unpaid leave days by employee For payroll deductions.

Cancelled leave and cancellation 
requests

With the reasons given.

Leave that needs a document but 
has none

For example sick leave over 2 days with no certificate.

Leave types and rules, Pay rules in 
force

A printable copy of your current setup.
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Contracted versus actual hours for the week 5 to 11 October.

Employee register.

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

• 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.

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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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

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

• 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.

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

• Tell payroll about the changes, or export the period again with a reason.
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6. Who can see what
Feature Admin Manager Auditor Employee

Employee record (edit) Yes No No No

Request and cancel own leave Yes Yes No Yes

Approve, decline, cancel 
others' leave

Yes Own 
department

No No

Leave types Yes No No No

Pay rules Yes No No No

Labour cost reports (pay rates) Yes No Yes No

Other More reports Yes Own 
department

Yes No

Payroll export: pay codes Yes No View only No

Payroll export: download Yes Own 
department

Yes No

7. 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.

• 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.

• Labour cost is an estimate. Check payroll against your payroll system before paying 
anyone.
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