1. Case:

2. Keypad:

3. Display:

4. Card Pocket:

5. Pocket Dust Cover:

6. Function Guide:

7. Function Guide Key Switch:
8. Cover Panel Key Lock:

GENERAL

HARDWARE DIAGRAM

Numeric membrane keypad.

Displays date, day of week, time, AM/PM,
program functions, etc.

Insert cards here.

Close cover in dusty areas.

Displays function headings.

Changes function guide headings.

Unlock/Lock cover 1id.
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GETTING STARTED

OVERVIEW - ENTERING IN DATA
1.

Selections to clock areas are made by using the key to turn the
function guide to the desired function row and entering the
corresponding Roman numeral for the selected area. Each Brogram
area uses address numbers and step numbers, The step number is the
area within an address number where specific data is entered to tell
the clock how to operate. The address number tells the MJR-8500
where this specific data is to be stored in memory.

There are different types of specific data that can be entered in a
step number. These types appear in the Program Codes and
Descriptions column of each program chart.

a) Code Numbers - Enter a code number that corresponds to the given
value. (Example: 0 = Weekly where 0 is the code
number which is entered into the step number).

b) Dates - A year or a month and date is entered into the step
nurgbgr;c )(Examp]e: 1992 for the year, 1225 for the month
and date

¢) Hours - A1l hours must be entered in military hours
(0000 - 2359)

d) Minutes - A1l minutes must be entered in regular minutes
00 - 60) regardless of how the clock is set up to
isplay and print the hours.

EXCEPTION: f the clock is set up to print in
hundredth hours then you must enter
hundredth hours when making data
corrections.

Programming of days (Monday through Sunday) will be in numeric
codes as follows: :

1 ...... Monday 6 ...... Saturday

2 c..... Tuesday 7 civnn. Sunday

3 ..., Wednesday 8 ...... Monday through Friday
4 ...... Thursday 9 ...... Monday through Sunday
5 ...... Friday

Each program area has an address number that will appear in the

upper left corner of the display with the step number directly

beneath it.

a) Enter the data followed by the '#' key to advance to the next
step or address number.

b) To clear data in the display, press the 'C' key before pressing
the '#' key. The data will then return to the original data.

c) At the completion of a program area, press the 'E' key to
save the data into memory.
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GETTING STARTED

INITIALIZATION

Before you begin usinE the MJR-8500 you need to clear the memory by
initializing the clock.

1.

Plug the AC cord into an_outlet. The printer will move back and
forth and the display will show a time or the error code 8-80.

Turn the function guide to row 7 and press the |IV| key
to access the maintenance area.

There are 5 initialization codes available for clearing the memory
in the clock. You can clear all of the memory, program data only,
em?loyee hours data and employee calculation rule assignments and

holiday hours assignments.

a) CLEAR ALL MEMORY: This operation should be performed before you
begin using the clock for the first time.
- Press '32 # 64 #'

- Turn the function guide back to the normal position.

b) CLEAR PROGRAMMED DATA ONLY: This operation will clear all
program data.

- Press '31 # 99 #'
- Turn the function guide back to the normal position.

c) CLEAR EMPLOYEE H?UR§ DATA ONLY: This operation will clear all
employee data files.

- Press '30 # 88 #'

- Turn the function guide back to the normal position.

d) CLEAR CALCULATION RULE ASSIGNMENT DATA ONLY: This operation
clears all the employee calculation rule assignments.
- Press '20 # 66 #'

- Turn the function guide back to the normal position.

e) CLEAR HOLIDAY HOURS ASSIGNMENT DATA ONLY: This operation
clears all the employee holiday hour assignments.
- Press '21 # 77 #'

- Turn the function guide back to the normal position.
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PROGRAM MANUAL

CLock AND CALENDAR PROGRAMMING AREA

- TO ENTER PROGRAM AREA - TURN THE FUNCTION GUIDE

TO ROW 3 AND PRESS

I

PROGRAM SAMPLE

ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS

2 41310

=

000 1 (1]|9|9|2[#| Calendar Year (YYYY)
Month and Date  (MMDD)
3 |1|5/|2|8|#| Hour and Minute (24 hour format - HHMM)

The display will return to the F-3 function menu and the data will be

saved.
- Turn function guide back to "NORMAL" mode.
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PROGRAM MANUAL

GENERAL PROGRAMMING AREA
- TO ENTER PROGRAM AREA - TURN THE FUNCTION GUIDE
TO ROW 3 AND PRESS 11

PROGRAM SAMPLE

ADDRESS NO. DATA PROGRAM CODES AND DESCRIPTIONS
000 1 4/0{4|#| Date Day]i?ht Saving Time Begins
(Ex: April 4)

2 [1{0i311|#| Date Day]ight Saving Time Ends
(Ex: October 31)

001 1 0|#| Machine Number 0 - 9 .

Time Cards No. 000-099, enter 0
Time Cards No. 100-199, enter 1
Time Cards No. 200-299, enter 2

Time Cards No. 906-999, enter 9

002 1 1|#| Imprint of hours for IN/OUT times:
0 = 0-23 Hour format (military time)
1 =1-12/1-12 AM/PM Hours

2 0|#| Imprint of accumulated minutes:
0 ¥7gu1ar minutes (00-59)

1 00 of hour (00-98)
--------- 5— 0l#! Printing of Day of week:

0 : English days 3 : Spanish days

1 : French days 4 : ITtalian days

2 : German days 5 : Day numbers
003 1 110|1|#! Month and Date of Holiday (Jan. 1st)
004 1 2(119|#| Month and Date of Holiday (Feb. 19th)
005 1 710/4|#| Month and Date of Holiday (July 4th)
006 1 | [9]0]3[#]| Month and Date of Holiday (Sep. 3rd)
007 1 {1]/1{2|2|#| Month and Date of Holiday (Nov. 22nd)
008 1 |1{1]|2]3|#| Month and Date of Holiday (Nov. 23rd)
009 1 {1]2]2|5|#| Month and Date of Holiday (Dec. 25th)
010 1 0|#| Month and Date of Holiday
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GENERAL PROGRAMMING AREA

PROGRAM MANUAL

AS%B%?QMNO. SS%?kE PROGRAM CODES AND DESCRIPTIONS

011 1 0i#| Month and Date of Holiday

012 1 0i#| Month and Date of Holiday

013 1 0{#| Month and Date of Holiday

014 1 0|#| Month and Date of Holiday

015 1 0|#| Month and Date of Holiday

016 1 0{#| Month and Date of Holiday

017 1 0}#| Month and Date of Holiday

018 1 0{#| Month and Date of Holiday
Addresses 003-018 are programmable for UP to 16 HOLIDAYS

Holidays worked can be sorted into regular hours or overtime hours
by selecting the appropriate pay category code located in address 005
of each calculation area.

Holidays not worked can have hours automatically added for specific

employees.

IMPORTANT:

See User Guide page 30 for assigning holiday hours.

UPON COMPLETION OF THE GENERAL PROGRAMMING AREA, BE SURE

TO PRESS THE [:] KEY TO SAVE THE DATA INTO MEMORY.

- Turn function guide back to "NORMAL" mode
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PROGRAM MANUAL

SIGNAL PROGRAMMING AREA (OPTIONAL)
~ TO ENTER PROGRAM AREA - TURN THE FUNCTION GUIDE
TO ROW 3 AND PRESS |III

PROGRAM SAMPLE
ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS

000 1 1|0|#| Signal duration in seconds (0-15)

Note: If the signal is not used enter 0

001 1 8|#| Day Code Numbers:

1=Monday 6=Saturday

2=Tuesday 7=Sunday

3=Wednesday 8=Monday thru Friday
4=Thursday  9=Monday thru Sunday
5=Friday

NOTE: If the signal applies for Mon, Wed and
Fri, key in code numbers 1,3, and 5.
(The days selected will appear on the
display)

Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

oSl o|l | Ol o

Day Code Number (1-9)
Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

Day Code Number (1-9)
Signal Time (HHMM)

Ml W | M| M| Fe | He | W ] M| M| ] | W] ¥ | W

N
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SIGNAL PROGRAMMING AREA

PROGRAM MANUAL

(OPTIONAL)

ABBBEE?MNO. SSDA‘I%E PROGRAM CODES AND DESCRIPTIONS
009 #| Day Code Number (1-9)
--------- 2 #| Signal Time (HHMM)
010 1 #| Day Code Number (1-9)
--------- 2 #| Signal Time (HHMM)
011 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
012 1 #| Day Code Number (1-9)
————————— 5- #| Signal Time (HHMM)
013 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
014 1 #| Day Code Number (1-9)
————————— 5— #| Signal Time (HHMM)
015 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
016 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
017 1 #| Day Code Number (1-9)
--------- 5- #| Signal Time (HHMM)
018 1 #| Day Code Number (1-9)
_________ 2 #| signal Time (HHMM)
019 1 #| Day Code Number (1-9)
--------- 5- #| Signal Time (HHMM)
020 1 #| Day Code Number (1-9)
--------- 5_ #| Signal Time (HHMM)
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SIGNAL PROGRAMMING AREA

PROGRAM MANUAL

(OPTIONAL)
ABSEEE;S\MNO. SSX'FFkE PROGRAM CODES AND DESCRIPTIONS
021 #| Day Code Number (1-9)
--------- 2 #| Signal Time (HHMM)
022 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
023 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
024 1 #| Day Code Number (1-9)
--------- 2 #| Signal Time (HHMM)
025 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
026 1 #| Day Code Number (1-9)
————————— 5- #! Signal Time (HHMM)
027 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
028 1 #| Day Code Number (1-9)
--------- 5— #| Signal Time (HHMM)
029 1 #| Day Code Number (1-9)
--------- 2 #| Signal Time (HHMM)
030 1 #| Day Code Number (1-9)
_________ 2 #| Signal Time (HHMM)
IMPORTANT: UPON COMPLETION OF THE SIGNAL PROGRAMMING AREA, BE SURE

TO PRESS THE [:] KEY TO SAVE THE DATA INTO MEMORY.

Turn function guide back to "NORMAL" mode.
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PROGRAM MANUAL

CALCULATION RULE AREA PROGRAMMING

There are 10 separate calculation rule areas that define how the
employees’ time is calculated. Each emp]ogee is assigned to one of
the calculation rule programs (see page 28 for assignment
instructions).

CALCULATION RULE AREAS 0 TO 9
- TO ENTER CALCULATION RULE AREAS 0 TO 9
For each Calculation Rule Area, turn the function guide

to the row number listed in the table below and press the
corresponding Roman Numeral key.

CALC. |FUNCTION [ROMAN
ARER [ROM T [kev oo
0 4 I
1 4 II
2 4 IT1
3 4 Iv
4 5 I
5 5 II
6 5 ITI
7 5 Iv
8 6 I
9 7 IT
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PROGRAM MANUAL
=E::E;:;;;;;—§;:E—F;BGRAHMING For CALCULATION RuLes 0 - 9
EXAMPLE: TO ENTER CALCULATION AREA - "0"
- TURN THE FUNCTION GUIDE TO ROW 4 AND PRESS | I

PROGRAM SAMPLE

ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS
000 1 Pay Period TyBe:
1{#] 0 = WEEKLY (Front side of card only)
1 = WEEKLY - Using both sides of time card
éPro rammed week is the front side)
2 = WEEKLY - Using both sides of tijme card
{Pro rammed week is back side) )
3 = BIWEEKLY (Pay period ends i!g!-week}T%v'NdiL
4 = BIWEEKLY (Pay period ends timwhs- week)te . nab
5 = SEMI-MONTHLY
6 = MONTHLY
2 7|# Pa{ ending day or date depends on pay period
selected 1n previous address.

For k] r Bi-weekl ay period enter
pay ending DAY code number:

Monday = Friday

Tuesday 6= Saturday

Wednesday 7= Sunday

Thursday

nuonn

-
4 £ G N\ ps
~

Weekly and Bi-weekly Pay Period:
Press "#" to move to address 001.

For Semi-Monthly Period:

~Enter the earlier of the two pay ending
dates and ?ress #. (The pay ending date is
automatically calculated 15 days from the
date that you enter in.)

(Ex: If the pay period ends on the 10th
and 25th enter 1 0 # )

Exception: If the pay period ends on the
15th and the end of the month always
enter 3 1 #. This ensures proper
calculation for shorter months.

For Monthly pay period:
- Enter the pay ending date and press #.

3 #| For Semi-Monthly and Monthly pay perjods only:
Enter the work week ending day (1-7) to
be used for weekly overtime calculation.
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PROGRAM MANUAL
CALCULATION RULE PROGRAMMING FOR CALCULATION RuLEs 0 - 9

PROGRAM SAMPLE
ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS

001 1 8/0]0|#| Daily Overtime - Category A
- Daily time worked over this amount will be
sorted to overtime category A.

2 0|#[ Daily Overtime - Category B
- Daily time worked over this amount will be
sorted to overtime category B.

002 1 |4(0|0]0|#| Weekly Overtime - Category A
- Weekly time worked over this amount will be
sorted to overtime category A.
2 0|#| Weekly Overtime - Category B
- Weekly time worked over this amount will be
sorted to overtime category B.

003 1 1{5|#| Rounding Unit for IN and OUT times
--------- 5— 8|#| Rounding forward break point for IN times.
————————— 5- 8|#| Rounding forward break point for OUT times.

004 1 115[#| Paid Break (Using "I" key before or after

punching for break. (00-60 minutes)

005 1 6|#| First Non-Working Day (EX: Saturday)
--------- 5— 7|#| Second Non-Working Day (EX: Sunday)
_________ 5- 0[#] Use the following chart to select which

category the hours worked on non-working days
and holidays will be sorted to:

Codet Working ays Nl 19ass
0 oT. A 0T. B
1 OoT. A 0T. A
2 0T. B 0T. B
3 Reg. Reg.
4 Reg. OT. A
5 Reg. 0T. B
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOrR CALCULATION RuLes 0 - 9

PROGRAM SAMPLE
ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS

006 1 0|#| Day Change Override Code -

0= Allows employees to work thru day change
time up to 12H 59M from last IN punch.

1= Does not allow employees to work thru
day change time.

(Out punch crossing day change time will
be considered a new day.)

2= Allows employees to work thru day change
time up to 1§H 59M from last IN punch.

2 1{0]o!#| pay Change Time (EX: lam)

007 Automatic Break Deduction by number of daily
hours worked - 1:

1 610!0|#| Daily worked hours

2 | | |3|0|#| Amount of break time to be deducted

008 Automatic Break Deduction by number of daily
hours worked - 2:

1 [1(olo|0|#| Daily worked hours

2 3|0|#| Amount of break time to be deducted
009 1 0|#| Day Change Mode

0= At or after Midnight
1= Before Midnight

2 1!5!#] Break Net Rounding Unit (0-60)

3 8|#| Break Net Rounding Forward Break Point (0-60)

NOTE: BREAK TIME DEDUCTIONS PROGRAMMED IN ADDRESS 007-008 ARE CUMULATIVE.
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOorR CALCULATION RuLes 0 - 9

PROGRAM SAMPLE
ADDRESS NO. DATA PROGRAM CODES AND DESCRIPTIONS
010 1 #! The following applies to addresses
--------- E- . 010-049:
——————————— Step 1: Select Code Number
3 #( Step 2: Time zone beginning
Step 3: Time zone ending
011 1 #
——————————— CODE _NUMBERS:
2 #
——————————— 0 = Not aﬁplicab1e
3 # 1 = 1st IN punch revision time zone
2 = OUT punch revision time zone
012 1 # 3 = IN punch revision time zone
——————————— £A1 IN punches except 1st IN punch)
2 # 4 = 1st IN punch lock out time zone
——————————— 5 = OUT punch lock out time zone
3 # 6 = IN punch lock out time zone
7 = Fixed break time zone (unpaid)
013 1 #
2 #1 NOTE: Code 7, fixed break time zone cannot
----------- be programmed at the same time as the
3 # automatic flexible break deductions
in address no 007 and 008
014 1 #
2 #
3 #
015 1 1|#| Ex: Code 1 - 1st IN Revision --->
2 8{3|0{#| 1st IN punches between 8:30am and 9:00am will
——————————— be calculated from 9:00am.
3 g(0|0|#
016 1 21#| Ex: Code 2 - OUT Revision <—--
2 710(01#| A1l OUT punches between 5:00pm and 5:15pm
——————————— will stop calculating at 5:00pm.
3 711(5|#
017 1 3(#] Ex: Code 3 - IN Revision ——->
2 213|1|#|{ A1l IN punches except the 1st IN Bunch
----------- between 12:31pm and 12:45pm will be
3 214|5|#| calculated from 12:45.
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOrR CALCULATION RuLEs 0 - 9

PROGRAM SAMPLE
ADDRESS NO.| DATA PROGRAM CODES AND DESCRIPTIONS
018 1 41#]| Ex: Code 4 - 1st IN Lock Out
2 0|0{#] 1st IN punches between 5:00am and 8:29am will
----------- not be accepted. The clock will reject the
3 8|2|9|#| employee's card.
019 1 51#| Ex: Code 5 - OUT Lock Out
2 |1|7]1|6(#| A1l OUT punches between 5:16pm and 9:00pm
——————————— will not be accepted. The clock will reject
3 |2|110|0(#| the employee's card.
020 1 6|#| Ex: Code 6 - IN Lock Out
2 1113]|0{1{#{ A11 IN punches except the 1st IN punch
——————————— between 1:00pm and 1:30pm will not be
3 11i{3|3|0i{#| accepted.
021 1 71#| Ex: Code 7 - Fixed Break
2 |1]2i0|0(#| 30 minutes between 12pm and 12:30pm will be
----------- deducted regardless if employee punches for
3 |1(2]3|0(#| break.
022 1 #
2 # "SPECIAL MEMO FOR PROGRAMMING”
3 #| 1) Day change time cannot be programmed
within a time zone.
023 1 #
----------- 2) Programmed starting and ending times are
2 # INCLUSIVE for the time zone.
3 #| 3) Time zones for the same code numbers
cannot be overlapped.
024 1 #
——————————— 4) IN or OUT revisions override IN/OUT
2 # rounding in address 003.
3 #| 5) Lock Out zones override revision zones.
025 1 #| 6) The 1st IN punch zone overrides the fixed
——————————— break zone.
2 #
3 #
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOR CALCULATION RULES 0-9

AR 0. | “DATA PROGRAM CODES AND DESCRIPTIONS
026 1 "
————————— 2 P
) P
027 1 P
————————— 2 P
_________ 3 m
028 1 P
_________ 2 ¥
_________ 3 P
029 1 m
_________ 2 P
_________ 3 ¥
030 1 ¥
————————— 2 #
_________ 3 3
031 1 $
_________ 2 P
) m
032 1 P
_________ 2 P
_________ 3 P
033 1 7
_________ 2 ¥
_________ 3 7
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOrR CALCULATION RuLeEs 0 - 9

ADDRCSS No. | DATA" PROGRAM CODES AND DESCRIPTIONS
03¢ 1 P
_________ 2 P
_________ 3 P
035 1 P
_________ 2 ¥
_________ 3 P
036 1 P
_________ 2 ¥
_________ 3 P
037 1 #
_________ 2 M
_________ 3 P
038 1 ¥
_________ 2 :
_________ 3 #
039 1 '
————————— 2 P
_________ 3 '
040 1 P
_________ 2 P
_________ 3 ¥
041 1 '
_________ 2 ¥
_________ 3 #
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PROGRAM MANUAL

CALCULATION RULE PROGRAMMING FOR CALCULATION Rures 0 - 9

AbRaeRtno. | DATA" PROGRAM CODES AND DESCRIPTIONS
042 1 7
--------- 2 ¥
_________ 3 P
043 1 ¥
————————— 2 ¥
_________ 3 "
048 1 ¥
_________ 2 3
————————— 3 F
045 1 ¥
_________ 2 P
_________ 3 ¥
046 1 P
_________ 2 #
--------- 3 ¥
047 1 3
_________ 2 P
_________ 3 P
048 1 n
_________ 2 P
_________ 3 #
049 1 ¥
_________ 2 P
_________ 3 ¥

IMPORTANT: UPON COMPLETION OF EACH CALCULATION RULE AREA PRESS lEJ KEY
T0 SAVE THE DATA INTO MEMORY.

- Turn function guide back to "NORMAL" mode.
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PROGRAM MANUAL

PROGRAM PRINTOUT

- To Print Out A1l Programmed Data

1. Turn function guide to row "7".
2. Press EI keys to access program printing.

3. Insert program check card. When the first

age (00) is

finished printing the card will automatically be ejected.

Remove the card and the display will show (01). Reinsert

the card on the back side to print the next page. Continue

insertinE cards until the last page (10) is printed. Press
e

the "#"

y to skip pages.

PAGE PROGRAM
0 ENERAL, SIGNALS
01 CALCULATION RULE

02 CALCULATION
03 CALCULATION
04 CALCULATION
05 CALCULATION
06 CALCULATION
07 CALCULATION
08 CALCULATION
09 CALCULATION
10 CALCULATION

RULE
RULE
RULE

>

o

m

>
OOONOTITRARWNRO

4. Turn function guide back to "NORMAL" position.
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