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Section 1: Pre-deployment
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YOUR WORKPLACE SIMPLIFIED™

1. General Information
1. What is your Company Name?

2. Please describe your industry.

3. Approximately how many employees do you have?

4. How did you come to hear about Asure Software?
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YOUR WORKPLACE SIMPLIFIED™

2. Contact Information and Team Roles
In this section, we will define the roles for each of your team members. At a minimum, the following
roles should be considered:
Executive Sponsor

Project Manager
Manages the implementation effort and serves as the main point of contact for your
project team.

Mentors the project team, champions the implementation process, allocates required
resources and responsible for the sign-off and consent of additional work that may be
required.

Name

Job Title

Name

Job Title

Email

Phone Number

Email

Phone Number

Payroll Manager or Timekeeper

IT Administrator

Responsible for interpreting and defining pay policies and work rules. The Payroll Manager
is also typically responsible for processing payroll.

Ensures browser settings are configured, responsible for the installation of clocks and
verifies communication of clocks with AsureForce software.

Name

Job Title

Name

Job Title

Email

Phone Number

Email

Phone Number

HR Contact
Assists in communicating to employees about converting to AsureForce, collects policies
and employee information, assists in employee training, if needed distributes badges and
coordinates employee enrollment on clocks.

3rd Party Payroll Vendor
Assists in providing a sample payroll file from previous system for hierarchy and code
information and verifies interfacing output file before going live.

Name

Job Title

Name

Job Title

Email

Phone Number

Email

Phone Number
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YOUR WORKPLACE SIMPLIFIED™

3. Current Time Collection
1. How do you currently collect time?
Employees fill out a paper timesheet
Employees use an Excel spreadsheet to report their time
Employees punch in and out using a punchclock that stamps their time on a
paper timecard

4. If you are using a payroll product that you
have purchased from a vendor, please indicate
which payroll product you use. Please be
specific (vendor and product).

Employees punch in and out using a biometric clock (handprint or fingerprint
scanner, for example)
Employees punch in and out using a card reader (for example, a barcode
reader, a magnetic stripe reader, or a proximity reader).
Employees record their hours using a web-based system
Other. Please explain.

2. Do you track salaried employee time?
Yes

No

5. If you are using a Professional Employer
Organization (PEO), please indicate the name
of the PEO.

6. Please provide a sample of your existing
timecard. You may attach it to this document,
fax a copy, or email a copy to us.

3. How do you currently pay your employees?
We have a payroll product that we have purchased from a vendor.
We use a payroll system that we have developed in-house.
We use a Professional Employer Organization (PEO) that processes our
payroll for us.
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YOUR WORKPLACE SIMPLIFIED™

4. Goals for the New System
1. What prompted you to start looking for Time
and Attendance Vendors?

3. What would you like the AsureForce system to do
in the future?

2. W
 hat business needs are you trying to satisfy
with your purchase of AsureForce? Check all
that apply.

4. For hourly employees, which time entry method
would you like to use to collect time? Please select
all that would apply.

Buddy Punching

Clock

Inefficient or Manual System

Web Punch (Employee punches current time)

Can’t Track Mobile Employees

Web Time In and Out (Employee enters time in and out)

Labor Allocation

Web Hours Entry (Employee enters number of hours worked)

No Job Tracking

Leave Request for Time Off

Need Payroll/HR Integration

GeoPunch (requires subscription and smartphones*)

Access to Historical Data

AirClock (requires subscription)

Supervisor/Approval Process
Other. Please explain.

* Requires IOS 4.0 or greater or Andriod 4.0 or greater.
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5. For salary employees, which time entry method
would you like to use to collect time?
Please select all that would apply.

7. Which of the following tasks will Managers/
Supervisors be responsible for? Please select all
that would apply.

Clock

Edit timecards

Web Punch (Employee punches current time)

Approve timecards

Web Time In and Out (Employee enters time in and out)

Edit leave requests

Web Hours Entry (Employee enters number of hours worked)

Approve leave requests

Leave Request for Time Off

Create and edit schedules

GeoPunch (requires subscription and smartphones*)
AirClock (requires subscription)

6. Which of the following features will you be
using in AsureForce?
Fixed Schedules
Rotating Schedules

8. Do you require time cards to be electronically approved by:
None
Employees
Supervisors
Administrators
Other. Please explain.

Accruals
Shift Differentials or Premiums
Leave Requests
Guaranteed Pay
Points

9. In addition to the standard administrator and
supervisor training, will additional training
sessions be required?

Labor Allocation
Other. Please explain.

10. Have employee training sessions been purchased?
If yes, how many?
9
* Requires IOS 4.0 or greater or Andriod 4.0 or greater.

YOUR WORKPLACE SIMPLIFIED™

5. Risks and Constraints
1. Please select any of the following possible
project complexities which may be a risk or
constraint.
Multiple Locations in different time zones
California locations

3. What Internet browsers do your employees use?
Internet Explorer 9 or higher
Safari
Chrome
Firefox
Other

Union employees
Projected Payrolls (Pay Current)
9/80 work weeks (80 hrs over 9 days)
Fluctuating work weeks (requires alternative OT calculation)
Multi-level approvals
Employee Approvals
Shift Differentials
Attendance Points Tracking
Other

4. If using GeoPunch, will applicable employees’
phones meet the minimum hardware/software
requirements?
Yes
No

6. Custom/Special Requirements
1. Please select any of the following possible
custom or special requirements you may have.
Custom Reporting requirements

2. Do all employees have access to email?
Yes

Custom Payroll interface needs
Other

No

10

Section 2: deployment
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YOUR WORKPLACE SIMPLIFIED™

1. Employee Demographics 1.Company Codes or Hierarchies
1. Which of the following hierarchy levels does
your organization use? (Check all that apply)

Yes

Company
Location

No

4. Will employees transfer temporarily from one
level to another?

Division
Department

Yes

Position

No

5. Do you wish to export labor allocation to payroll?

2. A
 re any of the above levels located in a time
zone that differs from Eastern Standard?
Yes, please list levels

3. Do all of the hierarchy evels exist in your Payroll/
HR system?

For Example: Employee works 32 hours in home department and 8 hours
are credited to the temporary department worked?
Yes

No

No

6. Do you track employee’s time by project or task,
outside of the hierarchy?
Yes, please attach jobs/tasks		

No

Comments:
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Please list the levels in your organization using the spreadsheet on the following page. Please note;
• The first two rows are examples
• Both the ID and Descriptions can be alphanumeric
• All hierarchy levels must be filled. Any unused levels will be assumed by the level above.
You may also enter these values in a spreadsheet and send with completed CRQ.
Company

Location

Division

Department

Position

ID

Description

ID

Description

ID

Description

ID

Description

ID

Description

01

The Best Company

W

West Coast

W

West Coast

100

Shipping

101

Shipping Manager

01

The Best Company

E

East Coast

E

East Coast

100

Shipping

101

Shipping Manager
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YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.a. Pay Types

Pay Types are catagories by which hours are accumulated and sent to Payroll.
The following questions will help to complete the pay type spreadsheet on following page.
Do any non-worked pay codes credit towards daily or
weekly overtime calculations?
Example (assuming weekly overtime is after 40 hours):
Vacation hours count towards weekly overtime. The
employees works 33 hours and has 8 hours of Vacation,
the employee is paid 32 hours REG, 1 hour OT and 8
hours VAC.
Do you want to track any unpaid time for reporting
purposes?
These hours would typically not pass to payroll.
Example: Leave without pay
In addition to Regular hours, what other categories
do you use to pay your employees with?

Do you have special holiday requirements where the
employee must work the scheduled day before and/
or after?
If yes, do any non worked codes count as a “day worked”
for holiday eligibility?
Example: The employee works the scheduled day before
the holiday and takes a vacation day on the scheduled
day after the holiday. The vacation hours are considered
worked and allow the employee to meet the holiday
benefit rule.
Which codes should be available for an employee to
request leave? Allotments and Accrual calculations
will be discussed later.
Example: Vacation, Personal, Jury Duty etc.

Your payroll provider may be able to assist you.The codes
used here may be different than codes used by your
payroll system but need to be linked (first column and last
column).
Examples: Regular, Overtime, Holiday, Sick, Vacation,
Personal, PTO, Jury Duty…
14

Pay Type ID

REG

Pay Type
Description

Are the Hours
Paid?

Regular Hours

Y

Do hours contribute toward OT?
Daily OT

Weekly OT

N

Y

Track as Hours
or Dollars

Can be requested
for time off?

Payroll Provider Earning Code
for transmission to Payroll

Hours

N

01

15

2. Pay Policies

2b. Holiday Schedules

Please complete the following table with your holiday schedule. State if employee must work the scheduled days before
and after a holiday in order to receive holiday pay.
Holiday Name

Date

Scheduled days before holiday

and / or

Scheduled days after holiday

New Year's Day

1-Jan

1

and

1

1. If employees are required to work the day before and after
a holiday, which pay types are considered worked?

2. Is there a minimum number of days employees must work
to qualify for holidays?
Yes

days.

No

Other. Please Explain.

YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.c. Pay Schedules

1. Please describe your pay period.
Weekly starting on what day?

4. What is the start and end date of your current
pay period?

Bi-weekly starting on what day?
Semi-monthly starting on

and

Monthly
Other. Please explain.

2. If your pay period is semi-monthly, what day
does your work week start on?

5. What was the start and end date of your first
pay cycle this year?

6. If you have a custom pay calendar, please attach
or enter the entire calendar.

3. Do all employees adhere to the same pay
period? If not, please list all other alternative
pay periods.
17
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2. Pay Policies

2.d. Time Card Policies 2.d.i. Rounding

1. How are employees paid for time (excluding
breaks)? Check all that apply.

3. How are totals hours rounded at the end of the
day? Check all that apply.

Paid Exact, no rounding

No rounding

Daily totals rounded

To nearest quarter hour

Punches are rounded to nearest quarter hour

To nearest tenth hour

Punches are rounded to nearest tenth hour

Other. Please explain.

Punches are rounded to employees scheduled start/end time
Other. Please explain.

4. If employees will be assigned to a schedule,
would you like any of the following?
2. Are In punches for the day and Out Punches
for the day handled in the same manner as
selected above?
Yes

No, please explain.

System to generate an exception if the employee arrives before their
scheduled shift? How many minutes early?
System to generate an exception if the employee arrives late for their
scheduled shift? How many minutes late?
System to generate an exception if the employee leaves before their
scheduled shift ends? How many minutes early?
System to generate an exception if the employee leaves after their
scheduled shift ends? How many minutes late?
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YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.d. Time Card Policies 2.d.ii. Meals and Breaks

1. Do employees punch out for meal periods?
Employees always punch out for meals.
Employees never punch out for meals. Skip to question 4.
Employees sometimes punch out for meals

4. When an employee punches out for more time
than his or her scheduled meal, how do you
handle the meal break?
Deduct the exact number of minutes taken.
Other. Please explain.

2. How many minutes do employees take for a
meal break? Is this true for all your employees?
5. If an employee does not punch out for a meal,
should the system automatically deduct the
time?
3. When an employee punches out for less time
than his or her scheduled meal, how do you
handle the meal break?
Deduct the exact number of minutes taken.

Yes,

minutes should be deducted.

After how many hours does this apply?
No
Other. Please explain.

Round the meal break to the full meal break time.
Other. Please explain.
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YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.d. Time Card Policies 2.d.ii. Meals and Breaks

5. Do employees punch out for rest breaks?
Always
Sometimes
Never. Skip to next section.

6. Do employees take multiple breaks per day?
Yes.

breaks for

minutes

No

7. Are breaks paid?
They are not paid
They are paid break a set break length.

minutes

They are paid for break taken (punched time)

8. Can employees combine breaks?
For example, can employees take a one-hour lunch instead of their halfhour lunch and two 15-minute breaks?
Yes

No
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YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.d. Time Card Policies 2.d.iii. Overtime and Doubletime

1. How do you calculate Overtime for your
employees?

3. How do you calculate Double Time for your
employees?

On a Saturday

On a Saturday

On a Sunday

On a Sunday

After X hours per day

After X hours per day

After X hours per week

After X hours per week

After X consecutive days

After X consecutive days

Outside Schedule (non scheduled day, before or after scheduled times)

Outside Schedule (non scheduled day, before or after scheduled times)

On a Worked Holiday

On a Worked Holiday

We do not pay overtime

We do not pay Double time

2. Is the above true for all your employees?

4. Is the above true for all your employees?
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YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.d. Time Card Policies 2.d.iv. Shift Differential (Premium Pay)

1. Do you ever pay employees a premium for hours
worked?
Example: Employees who work 3pm - 11pm receive an additional $.50 per
hour worked
Yes, continue with section

3. Are there a minimum number of hours worked
within the shift window to qualify?
Example: Employee must work at least a minimum of one hour in the shift
period to qualify
Yes, provide examples
Minimum hours within window.

No, skip to next section
It depends. Please explain

No

4. W
 hen an employee crosses from one time window/
shift into another, how are the hours paid?
Example: Employee works from 3 pm – 11 pm but arrives at work 15
minutes early and leaves 15 minutes late.

2. If you answered Yes to above, when does the
premium rate apply?
Fixed Time Window. Please provide the specific start and stop times for
the window (Example: employees who work 3-11 receive additional .50
per hour worked)

Employee receives pay based on the shift window and time outside of this
window is also paid at same shift window rate.
Employee receives pay based on when hours are worked but can qualify for
different rate if more than X hours are worked in each shift.
Minimum hours pre-window

Minimum hours post-window

Other. Please explain.
Based on shift assignment
Other. Please explain.
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2. Pay Policies

2.d. Time Card Policies 2.d.iv. Shift Differential (Premium Pay)

5. Is there minimum or maximum number of days
of employment to qualify?
Yes

8. Does this premium apply to all departments?
Yes

No, please attach a list of departments

No

6. What is the premium paid for time?
Additional $/hr

9. Are there different rules that apply only on
a holiday?
Yes, please explain

No

Additional %/hr
Fixed $ amount
Other. Please explain.

7. Does premium rate apply to overtime or double
time hours?
Yes

Please complete the spreadsheets on the following
two pages. The first spreadsheet will be used to
collect your Shift Differential rules. The second
spreadsheet gathers informations based on
specific time card examples.

No
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Shift Description

Time of Day /
Day of Week

Rate

Departments / Positions
the Differential applies to

Minimum number of
hours worked to
qualify?

Pay Type

2nd Shift

3pm-12am, M-F

$.50 per hour

All

1

REG 2ND

2nd Shift Holiday

3pm-12am,All Holidays

$1 per hour

All

1

HOL 2ND
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Assuming a shift schedule of;
SHIFT 1

7AM - 3PM

SHIFT 2

3PM - 12AM

SHIFT 3

12AM - 7AM

Use the time card examples below to type in how you would like the hours paid.
In Time

Out Time

Total Hours

Pay Type

Notes

In this example the employee arrives 45 minutes early and leaves 30 minutes late.
Regular
Shift 1 Premium
2:15pm

12:30am

Shift 2 Premium
Shift 3 Premium

In the following example the employee arrives 30 minutes early and leaves 45 minutes late.
Regular
2:30pm

Shift 1 Premium
12:45am

Shift 2 Premium
Shift 3 Premium

In the next example the employee arrives 15 minutes early and leaves 15 minutes late.
Regular
Shift 1 Premium
2:45pm

12:15am

Shift 2 Premium
Shift 3 Premium
In this example the employee arrives 2 hours early.
Regular
Shift 1 Premium

1:00pm

12:00am

Shift 2 Premium
Shift 3 Premium
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2. Pay Policies

2.d. Time Card Policies 2.d.v. Guaranteed Hours

1. Are employees guaranteed hours?
Yes

hours daily

Yes

hours weekly

Yes

hours for pay period

4. Does this apply to all employees?
Yes

No, please explain

No guarantee hours are paid

2. Are there a minimum number of hours an
employee must work to qualify?
Yes

hours daily

Yes

hours weekly

Yes

hours for pay period

5. Does this apply on both scheduled and nonscheduled days?
Yes

No

No

3. To what Pay Type do the guaranteed hours go?
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2. Pay Policies

2.e. Leave Request Policies 2.e.i. Holiday Policies

1. Are all employees eligible for holiday pay or
just some groups?

2. If an employee works on a holiday, how are
the worked hours paid?
Employees are paid for the hours that they worked plus the holiday
hours. The hours that they worked are paid at the employee’s regular
rate of pay.
Employees are paid for the hours that they worked plus the holiday
hours. The hours that they worked are paid at the Overtime rate.

3. Is the above true for all your employees?

4. If the employee does not work on a holiday, do
they get paid Holiday Hours (8)?
Yes

No

5. Are any holidays paid differently from the
above?

Employees are paid for the hours that they worked plus the holiday
hours. The hours that they worked are paid at the Double Time rate.
Employees do not work on holidays.
They get paid regular, overtime or double time and then bank the
holiday hours.
Other. Please explain.
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2. Pay Policies

2.e. Leave Request Policies 2.e.ii. Accruals
4. Do you want AsureForce to calculate your
accruals?

1. Do you track accruals today?
Yes

No. Skip to next section.

Yes

No

2. Where are your accruals currently calculated?
5. Do these codes have their own accrual bucket
or do several codes draw down from one code?

Payroll Provider
In-house System

Accruing Pay Types may be consumed by more than one Consuming Pay Type.

Spreadsheet

PTO Accrual

Other. Please explain.

VAC

Sick

Pers

Please explain.

3. Do you want to import accrual balances on an
ongoing basis?
Yes. How Frequently? 			
Monthly

No

Each Pay Type Above has its own Accrual bucket.
Vac Accrual

Sick Accrual

Pers Accrual

VAC

Sick

Pers

Pay Period
Skip to next section.
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2. Pay Policies

2.e. Leave Request Policies 2.e.ii. Accruals

6. Are there groups of employees that accrue in
different ways?
For example: Managers, full time, part time, union, non union, etc?

The spreadsheet on the following page pertains
only to organizations planning to use AsureForce
to calculate and/or track benefit time accruals.
If your organization will use accruals, we need
as much information as possible to properly
configure the rules.

7. Are employees able to draw a negative balance?
Yes
Yes, up to

hours.

In addition to filling out the information in the
spreadsheet, please enclose a copy of any relevant
documentation (e.g., your accrual policies and
attendance policy).

Yes, but generate a warning message.
No
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Pay Type(s)

Accrual Group

Years of Service

Hours to Accrue
Per Hours
Worked
Period

Awarded On

Waiting Period

Expiration Date

VAC
VAC
FULL
0-10
6.7
0385
Month
1
90 D
31-Dec
N

Max Hours
Expiration
Date
Accrual Type

40

Date to Carryover

Hours Cap

Pay out on
Expiration?

Accrual Type

Complete this table or send a copy of your company's accrual policy.
Carryover

31-Dec
24
31-Mar
PVAC

30

YOUR WORKPLACE SIMPLIFIED™

2. Pay Policies

2.f. Pay Groups

When an employee’s shift starts before midnight
and end after midnight, to which day should the
hours be credited?
The day the shift started. For example, an employee punches in at 11:00pm
Monday and out for the shift at 7:30am on Tuesday; the punchset and hours will
reside on Monday.
The day the shift ended. For example, an employee punches in at 11:00pm
Monday and out for the shift at 7:30am on Tuesday; the punchset and hours will
reside on Tuesday.
At what time before midnight is this rule applied?
For example, 9pm stays on current day, 10pm rolls forward
Hours split at midnight
Employees do not work past midnight.
Other

Pay groups allow you to group employees
that share the same time and attendance rules
regarding meals, holidays, overtime, guarantee
and shift differentials
A new pay group should be set up for each policy
variation. As an example, Hourly and Factory
may be two separate groups because Factory
employees are paid for breaks, and Hourly
employees are not.
AsureForce is capable of supporting an unlimited
number of pay groups.
Please enter your Pay Group Information on the
spreadsheet on the following page.
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Pay Group
ID

Pay Group
Name

Pay
Calendar
Type

Time Card
Approvals?

Day Pay
Week
Begins

Max Hours
Worked/
Day

OT and DT

Rounding

Meals and
Breaks

Shift Diff
Premiums

Guaranteed
Hours

Comments

HOURLY

Full Time
Employees

Bi-Weekly

Y

Sunday

16

Y

Y

Y

Y

N

OT after 40

SALARY

Part Time
Employees

Weekly

Y

Sunday

16

N

Y

Y

N

N
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2. Pay Policies

2.g. Schedule Templates

Master Schedules defined in the system are tied to employees,
or group of employees, week after week as their default
schedule.
Schedules allow organizations to track employees who are
early, late or absent.
Rotation schedules may be created by combining two or more
master schedule templates.
Please fill out the spreadsheet on the following page to enter
your Master Schedule Templates.
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Schedule ID

Schedule Description

Start Time

Stop Time

A08:00-P05:00

same

8:00 am

5:00 pm

Days of the Week
(Ex: Monday - Friday or
Tuesday - Saturday)

M-F
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3. Attendance Points

AsureForce Attendance Points provides the capability to track
deviations between an employee’s attendance and their schedule,
awarding penalty points for each infraction.

1. Please complete the following table identifying the infractions you would like to track:
Infraction

Minimum
Minutes

Maximum
Minutes

Absent
Early Arrival

7

8:00 am

Early Arrival

31

8:00 am

Absent

N/A

N/A

N/A

N/A

Multiply per Day
Day

Multiplier

F

2

Points
.1
.25
.50

Early Arrival
Early Arrival
Early Arrival
Late Arrival
Early Departure
Early Departure
Late Departure
Late Departure
Short Break
Long Break
Not Scheduled
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*If your company does not have an Attendance Points policy, you may skip this section.

YOUR WORKPLACE SIMPLIFIED™

3. Attendance Points
2. D
 o you allow for any manual infractions to be
awarded?
No

5. Over what period is the balance accumulated?
Calendar year
Fiscal year starting

Yes. Please complete the list below:

Rolling number of days.

Infraction

Points

No Call No Show

.5

Forgot to Punch

.5

3. Do consecutive absences count as a single or
multiple infractions?

Rolling number of months.

days.
months.

6. Do all employees incur points the same way?

7. Do you allow points to be excused? If so, for what
defined reasons? For example: Excused Late Arrival.

Single
Multiple

4. Does your points balance count up or burn down?
It begins at zero and counts up.
It begins at

and burns down.
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4. Security Roles and Permissions

4.a. Security Roles

• Each user that will access the AsureForce system will be assigned to a security role.
• The security role governs what areas of the application the user has access to; the permissions to an
area of the application consist of View, Create, Edit and Delete.
Reports

Points

System
Configuration

Payroll

Create & Edir

N/A

View

No Access

N

View

Edit and Delete

Allow and
Customize

Create
& Edit

No Access

N

Edit & Delete

View

Edit and Delete

Allow, Customize
and Share

Create
& Edit

No Access

Y

All

All

All

All

All

All

Y

Security Role

Profile

Schedule

Time Card

Employee

View

View

Punch

View

Supervisor

View &
Edit

Create & Edit

Edit & Delete

HR Manager

Create &
Edit

Create & Edit

Administrator

All

All

1. If your employees will be
logging into the system, what
format would you like for their
login ID? Check all that apply.
2. Do you have a need to restrict
access by IP address?

Accruals Leave Request

Employee Id

First, Middle and Last Initials

First Initial and Last Name

Other. Please explain.

Clock Number

No

Yes. Please enter IP addresses.
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5. Data Collection Device Requirements (Clocks and Badges)
* * * IF YOU ARE NOT USING A TIME CLOCK, YOU MAY SKIP THIS SECTION * * *

1. Will you be using a biometric clock?
No

4. Would you like to restrict which employees
punch on which clocks? Please explain.

Yes. What will you use to enroll employees (must be numeric):
Employee ID
User Defined. Explain.

2. Did you purchase badges from Asure Software?
Yes.
No. If using an existing badge, has it been sent to Asure Software for
testing?
Yes

No

3. What functions would you like employees to do
at the time clock?
Department Transfer
Job Transfer
View Timecard
View Schedule
View Accruals
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6. Integration Requirements

6.a. Payroll Exports

1. What is your payroll company code?

2. Does your organization have multiple
companies?
Yes

No

3. If yes to above, do any employees have the
same employee ID number?
Example: Company ABC has employee number 1 and Company DEF also
has employee number 1?
Yes

No, all employee numbers are unique across companies

4. Do you need to send Labor Allocation
information to Payroll?
Yes

No
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6. Integration Requirements 6.b. Imports

6.b.i. Employees

1. Would you like to import existing employee
information into AsureForce?
Yes, we have information stored in our payroll provider software

Other. Please Explain

No, we do not have this information electronically

Required Fields

Optional Fields

Employee Number
Last Name
First Name
Company ID
Location ID
Division ID
Department ID
Position ID
Pay Group ID
Login ID
Password

Middle Name
Clock ID (required if using clocks)
SSN (required if using)
Accrual Group
Point Group
Supervisor ID
Shift
Schedule ID
Email Address
Dates (some may be required for accrual calculations):

Role (Employees, Supervisors,

Pay Rates:

Managers, Administrators)

Date of Hire (required for Holiday or
Accrual rules)

- Local Date of Hire
- Review Date
- Seniority Date
- Birth Date
- Salary (Y/N)
- Salary Amount (If Salary = Y)
- Primary Pay Rate
- Alternate Rate 1
- Alternate Rate 2

Comments
SSN and Clock ID are
required for all employees if
these fields are displayed.
A default value may be
entered on the import
template for any field. This
is commonly used for
Password, Status or Role.
The ID’s entered for hierarchy
levels, pay group, accrual
group, etc., must be preconfigured before importing
and match exactly.

*If fields above are not supplied in the file, they will be assigned a default value. Client would be
responsible for updating these in AsureForce manually.
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6. Integration Requirements
1. Would you like to import accrual balances
into AsureForce?
Required Fields

Employee Number
Accrual Type ID
Amount of hours to adjust (positive
or negative) or set the balance to
As of date for the change to be
effective
Transaction Type (SetTo to set the
balance or Earned to adjust)

6.b. Imports 6.b.ii. Accrual Balances
Yes, we have information stored in our payroll provider software
No, we do not have this information electronically

Optional Fields

Comment

Comments

Comment may be defaulted in the
import template.
If entering negative amounts, check
your Accrual Group policy to see if
negative amounts are allowed.
The accrual type ID must be
pre-configured and match exactly.
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7. Project Notes
APPROVAL:
I have read this Client Requirements Questionnaire, and agree that it defines the Time and Attendance
System to be provided by AsureForce. Any system parameters or configurations that are not mentioned
will not be included in the system. After signature, any change requests will be considered additional
enhancements and may be chargeable.

Signed

Date

Notes:
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