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Menus 

From your main menu click the “Menus” button in the upper left corner of the screen. This opens the “Menu 

Stack”. All your available menus appear here each time you click this icon.  

 

Menu Search 

There is a menu search box at the top of the stack that provides you a quick way to get to 

the desired menu. You’ll need to have an idea of the name of the menu when you start 

typing. The search will bring up all menus that have that combination of letters. In other 

words it tries to match your query.  

Because some menus are nested within other menus, you may have to click on one to find 

the nested menus. 

 

  



The ProTracker Setup Menu 

2 
 

Company Settings 

The menus are arranged in a logical order. The first 3 are “Company Settings”. Only your system administrator 

should open these menus 

 

Employee Settings 

The next 5 are “Employee Menus”. We recommend that you look at each 

one in order and edit as needed. Let’s start with “User Roles”. 

User Roles 

Each user must be assigned to a role. These roles tie to rights or “Role 

Permissions” for the given role. ProT defaults to the most common roles; 

Department Manager, Project Manager, Job Foreman, Shop Foreman and 

Payroll Administrator.  

 

Add  

You can add as many roles as you like. Click the “Add” button. Key-in the role name and click submit to accept 

your entry. 
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Edit 

You can edit the role at any time by clicking the “Pencil Icon”. This also allows you to 

deactivate the user without actually deleting him. He will still be in the system but will not 

be displayed on any menus or logins. 

Delete 

Delete a user by clicking the “X” under actions.  

Role Permissions 

This step require some thought. It will seem a bit overwhelming at first but is quite simple once you understand 

the layout. You only have to do this step once for each user role. If this is an existing role, most of the 

permissions have been preset for you, but you can change any of them at any time. First select the role that will 

be affected. If you don’t see the role, go back to the “User Role” step and add it. 

 

All the ProT “Menus” are displayed down the left side of the screen. 

 

All “Buttons” that are located within those menus are shown across the top of the screen. 
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Farther to the top right are the “Special Permissions”. These are permissions that are not attached to buttons. 

 

The “Role Permissions” screen is a matrix. That means to find the checkbox that activates or deactivates a 

function, you must go across and down. For example, to view the foreman dashboard, find the “Foreman 

Dashboard” menu on the left side of the screen. Find the “Show Menu” feature in special permissions across the 

top of the screen. Where the two items intersect, click the checkbox. “Show Menu” will allow the user to see the 

foreman dashboard, or uncheck to hide it.  

The same is true for  the “Buttons within the menus”. If you check a box at the top of each column, it will 

activate or deactivate all checkboxes within that column. Remember that these permissions are tied only to the 

role listed in the “Roles” window at the top or your screen.  

 

Time Clock Mobile App 

To give a user access to the time clock mobile app you must check the box that intersects “Time Clock Mobile 

App” from the “Menu List” and “Time Clock App” from the “Special Permissions” column. 
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All Projects Access 

Each user is assigned to specific projects and can only access those projects. However, a user can be allowed to 

access all projects. This is usually done for payroll administers and shop foremen.  To give a user access to all jobs 

you must check the box that intersects “Assign Users To Projects” from the “Menu List” and “All Active Projects” 

from the “Special Permissions” column. 

Wage rate access 

Some users can be given access to view and edit your employee’s wage rates. To give a user access to wage rates 

you must check the box that intersects “Employee Database” from the “Menu List” and “View Wage Rate” or 

“Edit Wage Rate” from the “Special Permissions” column. 

ProT Users 

A “ProT User” is someone who will have a login to the system. It is not the employees who will only scan IN or 

OUT. Find the ProT User menu and click. It displays a list of all current users.  

 

Add 

Click “Add User”. The user name must be an email address. This 

address is used for password resets. You can enter any email address 

here that you want, but it will need to be a valid email if he is to receive 

his password during a reset. The user must be assigned to a “User 

Role”. The roles and role permissions were previously setup. The “Role 
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Permissions” will be applied to this user. Press submit to accept your entries. 

Edit 

You can edit the user at any time by clicking the “Pencil Icon”. This also allows you to deactivate the user without 

actually deleting him. He will still be in the system but will not be displayed on any menus or 

logins.  

Delete 

Delete a user by clicking the “X” under actions.  

Classifications 

Classifications are a way to group workers. There are two classification types. First is “Employment 

Classifications”. This grouping is for those like hourly employees and temporary employees. You can add as many 

classifications as you need. 

The second is “Skill Level”. This would be for those like apprentice, helper, journeyman, etc.. You can add as 

many as you need. Each of the setups use the same layout. Let’s take a look at add skill level. Click the “Add Skill 

Level”  button. Key-in the title and an optional description.  

  

Color coding 

The color field provide you a way to color code each title within the categories. Click the box at the far right to 

open a “color picker”. Choose from the color column at the right, then fine tune it with the main color box. You 

will see the color in the sample box and you will see the color code. You can always copy the code to other titles 

if you choose. 

 

Import 

To save time you can also import an entire list in CSV 

format. This is easy to do. First click “click here” to 

download a sample file. Then enter the data into the 
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sample file’s columns, save the file, and upload the file. Be sure to read the notes below the submit button. 

Employee Database 

This is where you populate your all important “Employee Database”. These are the guys who will be scanning IN 

and OUT to jobsites. There are three ways to get employees into this database. 

 

Add New Employee to Database 

Here you can key-in each person one at a time. Obviously this can take much time if your database is large. This is 

best used for adding individuals, deleting and editing individuals. 

 

Import Employees 

This is an easy way to get lots of employees into the system fast. It works just like classification upload in that you 

first click “click here” to download a sample file. Then enter the data into the sample file’s columns, save the file, 

and upload the file. Be sure to read the notes below the submit button. 
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This is the sample.csv file. 

 

Systems Sync 
The third way is to push the “System Sync” button. All latest employee information will be automatically added 

to the ProTracker employee database. This is only available if ProT has been tied to your company’s ERP or 

human management system via API. The system sync button will only display if this is the case. If you don’t see it, 

they are not connected.   
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Project Settings 

 

Projects List 

This is the list of all projects that are participating in the ProTracker system. To add a project/job click “Add Job”  

Add 

Key in the job number and the job name. These are required fields. Then click submit. Your project is now added 

to the list. 

Piece Work 
For those projects that pay based on the number of pieces of materials installed. Check this box if your project 

includes tracking and reporting quantities installed per person. 

Delete  

Delete a project by clicking the “X” under actions. You can delete a project only if no hours (or scans) have been 

charged to it. If hours have been applied, you must deactivate it if you want it to not show 

on reports and assignments. 

Edit 

You can edit the project at any time by clicking the “Pencil Icon”. This also allows you to 

also deactivate the project without deleting it from the project database. It will still be in 

the system but will not be displayed. 
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Import Job 

This is an easy way to get a list of projects into the system fast. It works just like classification and employee 

uploads, in that you first click “click here” to download a sample file. Then enter the data into the sample file’s 

columns, save the file, and upload the file. Be sure to read the notes below the submit button. 

 

This is the sample CSV file. 
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Budget List 

This is a list of budgets being used with your projects. These budgets are important in that they are used in cost 

coding attendance hours. If you do not perform cost coding, just create one budget for each project to which you 

can change all hours. 

 

 

Add Budgets 

This provides a way to add one budget at a time. Budget ID and 

budget description are required fields.  

Production Tracking with Field Reporter 

 Budget Quantity is the baseline for production tracking.  

 Reported Quantity provides a way to enter an already 

installed amount of materials to be tracked against the 

budgeted quantity baseline. 

 Labor hours is the labor hours baseline for production 

tracking 

 Wage rate is the average wage rate to be applied to the 

labor hours baseline. 

 Labor cost is the calculated result of labor hours X wage 

rate. 
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Import Budgets 

This is an easy way to get a list of budgets for each 

project into the system fast. It works just like 

classification, employee uploads and import projects, in 

that you first click “click here” to download a sample file. 

Then enter the data into the sample file’s columns, save 

the file, and upload the file. Be sure to read the notes 

below the submit button. 

 

This is the sample CSV file. 

 

Systems Sync 
The third way is to push the “System Sync” button. All latest budget information will be automatically added to 

the ProTracker database. This is only available if ProT has been tied to your company’s ERP or Human Resource 

management system via API. The system sync button will only display if this is the case. If you don’t see it, they 

are not connected.   

Delete  

Delete a budget by clicking the “X” under actions. You can delete a budget only if no hours (or scans) have been 

charged to it. If hours have been applied, you must deactivate it if you want it to not show 

on reports and assignments. 

Edit 

You can edit the budget at any time by clicking the “Pencil Icon”. This also allows you to also 

deactivate the budget without deleting it from the database. It will still be in the system but 

will not be displayed. 

Turn Off 

This allows you to select and deactivate a group of budgets at one time. Use this when you have 

budgets on your list that you do not want to appear anywhere else in the system.  
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Scan Settings 

It’s not possible for large crews to all scan in and out exactly at the project’s start and end times. This feature 

addresses this by providing you with consistent times on your dashboard from inconsistent scans from your time 

clocks. It rounds the hours.  

 

Start and End Times 

The start time defaults to 7:00 AM and the end time defaults to 3:30 PM. You can change them by clicking the 

field. 

Unpaid Time  

Unpaid Time is whatever time your guys are not working and not being paid. This is typically a lunch break. It’s an 

important field that is used in the total hours calculations. Example: if your site provides a 45 minute lunch but 

does not pay 30 minutes of the 45, then you enter 30. It defaults to 30 minutes but you can easily change it. 

Early IN 

This provides a scan window for your guys who choose to arrive early and clock in before the project’s official 

starting time, but still show on your dashboard as the start time. Example: if your start time is 7:00 AM and the 

Early IN is set to 15 minutes, any scan between 6:45 and 7:00 will show on your dashboard as 7:00 AM. It defaults 

to 15 minutes but you can easily change it. 

Early OUT 

This provides a scan window for your guys who scan out before the project’s official end time, but still show on 

your dashboard as the end time. Example: if your end time is 3:30 PM and the Early OUT is set to 15 minutes, any 

scan between 3:15 PM and 3:30 PM will show on your dashboard as 3:30 PM. It defaults to 15 minutes but you 

can easily change it. 
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Round to Nearest Quarter Hour 

This provides a way to round all hours to the nearest 15 minutes. Employee time from 1 to 7 minutes will be 
rounded down, and thus not counted as hours worked, but employee time from 8 to 14 minutes will be rounded 
up and counted as a quarter hour of work time. Example: A scan between 7:00 and 7:07 will show on your 
dashboard as 7:00. A scan between 7:08 and 7:15 will show on your dashboard as 7:15. Early IN and Early OUT 
will override this setting. 

Email List 

Several features within ProTracker automatically send emails to people. This is where you create the list of 

people to receive those emails. 

 Submit to Payroll by the foreman 

 Notify PM of Payroll ready to send by foreman 

 Reported Injuries by the time clock or the foreman dashboard 

Add 
The first field is type. This determines the type of notification each person will 

receive. Then enter  names and email addresses to correspond to the notification 

type. 

    

Copy from another job  

This is way to save time by, as the name implies, copy a distrubution list from another job. 
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Delete  

Delete an email recipient by clicking the “X” under actions.  

Edit 

You can edit a recipient at any time by clicking the “Pencil Icon”. You can also leave the 

person in the system but deactivate them to not receive the emails. 

Comments List 

There are two places where a foreman can enter a comment, perhaps to communicate with the payroll 

administrator. This feature gives you a way to setup reoccurring comments so that the foreman does not have to 

retype it over and over. There are two types of comments. 

 Absent comments. The foreman is provided a drop down of comments when he reviews his absentee list 

for the day on the foremen dashboard screen-2 

 General. The foreman has the ability to add any general comment on the foremen dashboard screen-3. 

This provides a list of reoccurring general comments. 

Add 

Click Add, select the type of comment, then type the comment in the comments area and click submit. 

  

Delete  

Delete a comment by clicking the “X” under actions.  

Edit 

You can edit the comment at any time by clicking the “Pencil Icon”.  
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Assign Users to Projects 

Now that you have a project and some ProT users setup in the system, it’s time to tie them together. For a user 

to log in and see the foreman dashboard and time clock mobile app, he must first be assigned to the project. 

Choose the job name to be assigned to. 

 

Then click on each of the people who will have access to the job’s time clock and/or foreman dashboard. Then 

click submit.  

 

Field Reporter Users 

Field Reporter is an optional tool that provides the field a way to send field reports from the field to the 

foreman/superintendent.  Each user must be assigned to one or more projects. Setup works exactly the same as 

assign users to projects. 

Choose the job name to be assigned to. 

 

Then click on each of the people who will have access to the job’s field reporter. Then click submit.  
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Crew Roster 

A crew roster is a list of all workers assigned to a project. There are two ways to assign people to a crew roster; 

manually and automatic by scan. 

Assign Manually 

The front screen shows you a list of all currently assigned to your roster. You can add a person from the database 

by clicking the appropriate job and then employee database. 

 

A new window will display showing you the entire employee database. Start keying in the employee’s number or 

name and the search will match your entry. When you find the right person, click him and he is assigned to your 

crew roster. 

Add Employee to Database  
If you do not find the person, click the “add new employee to 

database” button. This pops up a window that allows you to add 

him to the employee database. This is the same entry as found in 

“Employee Database” menu. Once the person is in the database, 

repeat the manually assignment process. 

Automatically by scan 
The easiest way to assign a person to your crew roster is to just 

scan him into your job. When he scans his QR card on a time 

clock that has been assigned to your project, he is automatically 

assigned to your job number. An employee can be assigned to 

more than one project. 
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QR Print 

The ProTracker system uses QR codes to scan a worker in and out. You can easily print those codes here. You can 

print a code for one person, a group of people, the whole roster or the entire employee database.  

Print Individuals 

Select the project and your crew roster will display. Check box the people you want to print QR cards for, or 

check the box at the top of the column header. Then at the bottom of the screen choose to print a credit card 

sized QR card or a 2 inch by 2 inch sticker to attach to a hard hat. 

 

Your printer’s dialog window will display along with the preview of the print. Choose your printer and click print 

or save. 

 

Print Employee Database 

To print the entire employee database, click the appropriate button. 
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End of Setup 


