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HR, Time and Attendance Software

SLA Upgrade Procedure

CUustomer Name: . .

Office use:

1.

2.

10.

11.

12.

13.

14.

15.

16.

Name of main contact on site for the upgrade ‘

Name of IT contact on site or third-party ‘

|
Telephone and email details of main contact ‘ ‘
|
|

IT contact telephone and email details | | |

Check working hours of I.T. If not UK based, suggest fitting in with their working hours - discuss internally first

Number of timeware® client installations . . ... o I:l

Check timeware® for number of Suprema devices and terminal policy setup. If high number of devices I:l
or policies, discuss this internally before finalising the upgrade with customer

Does customer have Biostar2 Installed?. .. ... ves[] nol]
Kindly advise the customer that the installation of Biostar includes Google Chrome by default. If they

prefer not to have Chrome on the server, we can remove it afterwards and use Microsoft Edge. ........ Yes No ]
Does customer require @ Biostar2 licence?. .. ... Yes |:| No |:|

If Yes, send order to Mike Coope

Make customer aware that if we are porting doors into Biostar, we will need someone available to

quickly test each door. If this is an issue, we can discuss internally about goingonsite................ ves[] no[]
Make customer aware that there will be some down time during the upgrade. If porting doors into

Biostar, this may result in a door being out of use fora couple of minutes .................. ... ... ... ves[ ] Nol]
Are SQL and timeware® installed on the same server?. ... . ves[] nol[]

If No, "Will we have access to both servers on upgrade date?"
If Yes, "Will we have access to the server on upgrade date?”

Check Current SQL Version . ..o o I:l

Ensure that the installation files have been transferred on to the customers server
prior to the installation. . . ... YeSD No|:|
Order the relevant licence from NMD3 HOSEING . . ... oot ves[] no[]

www.timeware.co.uk
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Support technician:

Pre Upgrade stage

Confirm office notes with cusStomMer .. ..

Confirm you have full Server aCCess .. ...

Create a folder on the server called "timeware® Engineer or timeware® installation files” and
place every file in here such as backup, bespoke workandanynotes .............. ... ... .. ........

Tell the customer they cannot use the application on date of upgrade until the installation is complete . .Yes []

Check all hardware is COMMUNICALING ..o\ttt

Check all timeware® services/ LOg 0N @S 81 . .. ..o

Check current email settings ... ..

Check if the customer uses ESS or TWC . . . oo

Check if the customer has bespoke scripts. If they dotakeacopy ...t

Check Automated Events —backup etc. . ...

Does customer take Backups of the software? (If no add backup batchfile)..................... ... ...

Backup any automated events in the task scheduler (Command Lines to be added to shared folders). . ..

Check if customer has bespoke scripts/events in event agent folder and take copy (to be added to

shared folders) . ................

Check for bespoke reports/dashboard in dashboard and report viewer folder and take copy . ...........

Check current installation Path . . .

Check you have the new license file ready. . . ...

Check audit trail for errors . ... ...

Upgrade stage

Stop the timeware® services. . . ...

Run a manual calculation to poll all devices (Skip Calculation). ...

Create Backup..................

Uninstall timeware® professional clientonthe server. ... i e

With administrator privileges, install the latest version of timeware® . ......... ... .. ..o i,

Upgrade timeware® system databases via the application manager ............... ... oot

Install new timeware® license file withintdata. . ... ... ...

Open timeware® application and check the License file has disappeared from tdata . ..................

Install the new timeware® services using service.batfile ...... ... ... o

Set a log on as against the service

t2-0531. Copyright NMD? Ltd

NOI:'
No|:|

NOI:'
No|:|
NOI:'
No|:|
No|:|
NOI:'
No|:|
No|:|
NOI:'
No|:|

NOI:'

No|:|
NOI:'
No|:|
No|:|

NOI:'
NOI:'
No|:|
NOI:‘
NOI:'
No|:|
No|:|
NOI:'
No|:|
No|:|
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Upgrade stage
» Check the services are set to delayed startup and have recovery settings .............. ... . ... ..... Yes |:| No |:|
»  Runtheservices to check they start. . ... ves[ ] nol]
(Following three steps only if customer using ESS or TWC)
o Uninstall ISweb application sUite .. ... ves[ ] no[]
» Install the new web application suite with administrative privileges. . ................. ... ... .. ... ves[] no[]
= Open Windows IIS and change the connection strings for data source, username and password . . . . .. Yes |:| No D
» Move to the Client PC's and take a copy of the reports and exports bespoke folderonly ................ ves[ ] nol]
» Uninstall timeware® professional .. ... .. ves[ ] nol]
= With administrative privileges install the latest version of timeware®. ............... ... ... ..., ves[] nol[]
» Copy any software customisation into the timeware®directory .......... ..o o ves[ ] no[]
» Complete all client PC's identified in office notes. Log in to each client to confirm working
(Username Case SeNSITIVE) .. oot Yes |:| No D
= Install .NET and check dashboard and report viewer works and put copy on desktop. .................. ves[] no[]

» [f any timeware® client installations are not complete, please state below and notify IT

» [f the timeware® installation path has changed during this upgrade (changed from C:\ to D:\), redirect
the event agent strings to look at the new template path e.g., the email absence event agent string. . . .. ves[] nol]

Biostar (If customer does not have Biostar, it will need to be installed.)
If customer does not already have Biostar installed, but is using Suprema Devices: (Username case sensitive)

» Install Biostar 2 (Refer to Biostar installation Document). .. ... o Yes D No D

» |f the devices have been used previously within timeware® it is required to follow the (Only applicable if
devices have already been used in timeware® previously) section of the Biostar Installation Document!. .Yes [ nol]

»  Addall Suprema devices into Biostar 2 ... . o ves[] nol]

» Add all suprema deviCes @S AO0IS . . . oottt et Yes |:| No |:|

= Check device fire roll call is setup the same.

» Move all attendance swipes from the old device within timeware® to the new using the commands.. .. .. ves[ ] no[]
Command 1

use timeware_main_6

update twork_swipe set terminal_id = -X where terminal_id = X

Command 2

use timeware_main_6

update twork_unprocessed_archive set terminal_id = -X where terminal_id = X

= Once swipes have been moved delete the old device from terminal configuration.
= Checkdevices comeinto software ........ .. ves[] no[]
» Check devices have correct terminal type .. ... Yes |:| No |:|
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If customer is using Biostar:

Replace the Biostar Badge Credentials script with the one out of Files for compile if they are not on

version 25.1.1+and then head to services and stop the NMD3 Event Agent - Biostar Badge Credentials

service, In Biostar you will need to head to settings > card format and click on "26 bit - NMD3" in the

total bits box, you will need to input 34 and then the start bit will need to be 1 and the end bit will need

to be 32. You will then need to start the NMD3 Event Agent - Biostar Badge Credentials service and
MONItOr this s WOrKINg. ..

Check if a BioStar licence is applied, if so, make a note of the licence keyinISP.....................
Upgrade Biostar to latest version (Follow Suprema’s guide). . ... ...
Upgrade firmware of devices if available . ... .
Make sure all devices have DST @sSiBNed ... ...ttt
Make sure latest badge enrolment sCriptis inUSe. ... .ot
Check all devices are communicating in Biostar. ...
Check that the BioStar licence is still applied, and licence-based features are still accessible. ... ... ..

Event Agent: Replace all event handler scripts with event agent scripts.

Post Upgrade stage
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On the timeware®server open the following modules:
Personnel, Attendance adjustment, Absence management, Reports, Exports and check for any errors

Check all the hardware is COMMUNICALING . . . ..o oo
Check the backup is working and run a new backup, do not override theoldone! ..................
Check form event scripts and merge any new featuresin .......... ..o i i
Ask users to log into timeware® and complete their usual daily activities .. ........................

Create new terminal groups for timeware® hardware. If a fire alarm monitor is present please
create own terminal group for thisdevice . .. ...

Ask a few employees to clock in/out at the terminal, check the booking is processed into
timeware® attendance adjustments . .. ... o

Test Fire alarm monitor and ensure this is tested before leaving site .. ............... oo o
Check timeware® audit trial for any errors . .. ..o

Implement all required scripts and events
(Personnel, Absence Management, GDPR, automated emailsetc) ............ ... i

Sign off meeting with the main contact. . ...
Short feature awareness training . ... vttt e
Number of timeware® Professional client PC'sinstalled . ...
Ask the customer if we can run a system extract script and send back to support..................

Confirm that you can run reports, open documents and save documents. If you can't, grant full
read/Write PermMISSIONS. . oottt et

...Yes|:| NOI:'
...Yes|:| NOI:'
...YESD No|:|
...YESD No|:|
...YGSD No|:|
...YesD No|:|
...YesD No|:|
...YesD No|:|

...Yes|:| NOI:'
...YesD No|:|
...Yes|:| NOI:'
...YesD No|:|
...Yes|:| NOI:'

...YesD No|:|

...Yes|:| NOI:'
...YGSD No|:|
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SLA Administration:

= Scan Documents into ISP
» Add certificate to ISP and print
= Box up Mug, Mouse matt & Certificate

t2-0531. Copyright NMD? Ltd
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Feature Aware

Please print clearly

Company name:

nce Software

ness Training

Training date:

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

First name

Last name

Administrator or Operator

| give permission for my name and company detail

s to be included in any future timelines magazines

Yes |

No| |

Please ensure this document is returned to customer care as soon as possible
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