HOW TO USE TIME ATTENDANCE OPERATING SYSTEM

| User Manual -- Administrator

+ INSTALLATION

¢ Installation of Z K Software administrator/user need original
software installation cd before use this software

» First insert CD of Z K in CD Rom

» Right click on CD Open Zk Attendance Management 2008 v

3.7.1 build 121 folder . Double click on setup.exe user see this

window on his desktop click on Run.

Open File - Security Warning

The publizher could not be verified. Are you sure you want to
run this software?

Mame: setup,exe
Publizher: Unknown Publizher

Type: Application
From: DAZEROWIRE FORMS & software, manuall SOFTW. ..

Bun ]| Cancel |

Always azk before opening this file

Thiz file does not have a walid digital zsignature that verifies itz
publisher. *rou should only run software from publizhers you trust,
How can | decide what zoftwars bo run?

» After click on Run software ask you select language then select
English Language & click on ok

> User see setup window on his screen

> Click on next



Attendance Management

Welcome to the Attendance
Management Setup Wizard
Thiz will ingtall Attendance Management on vour computer.

It iz recommended that you cloze all other applications before
continuing.

Click Mest to continue, or Cancel to exit Setup.

Cancel

73 start [ e

QUSETIMEA.. i@ Setup

> Select | accept the agreement click on next

License Agreement
Pleaze read the following impartant information before continuing.

Fleaze read the following License Agreement. v'ou must accept the terms of thiz
agreement before continuing with the installation.

END-USER LICEMSE AGREEMENT FOR THIS SOFTWwWARE
Important - read carafully:;

Thiz End-Uszer Licenze Agreement ["ELLA" iz a legal agreement between pou
[either an individual or a zingle entity] and the mentioned author of thiz Software for
the zaftware product identified above, which includes computer zoftware and may
include azsociated media, printed materialz, and "onling or electronic
documentation ["SOFTWARE PRODUCT™). By installing, copying, or othenwize
uzing the SOFTWARE PRODUCT, you agree to be bound by the terms of this
ELLA, If you donot agree ta the terms of this ELILA, do nat install or use the
SOFTWARE PRODUCT.

(%)l accept the agreement

)| do not accept the agreement

< Back “ MNest > ][ Cancel

» click on next



Setup

Select Destination Location
“Where should Attendance Manaagement be installed?

’_J Setup will ingtall Attendance M anagement inta the following folder.

To continue, click Mext. If pou would like to zelect a different folder, click Browse.

I:Z:"-.F'n:u]r.arn Filez'AH2003 | [ Browse. ..

At leazt 0.8 ME of free disk space is required.

< Back ” MNest > ][ Cancel

> click on next

Setup

Select Start Menu Folder
“Where should Setup place the program's shortouts?

Setup will create the progranm's shartcuts in the fallowing Start Menu folder.

To continue, click Mext. If pou would like to zelect a different folder, click Browse.

-'-"-.tter‘u:lar‘u::e b anagement | [ Browsze...

¢ Back ” Mewut = ][ Cancel

> click on next



Ready to Install
Setup iz now ready o begin instaling Attendance Management on your compker.

Click Inztall to continue with the installation, or click Back if you want to review ar
change any zettingz.

Destination location: Y
C:AProgram Files\Atk2008

Setup type:
Full inztallation

Selected components:
Fingerprint reader driver
Alttendance M anagement
kA arwial

Start kMenu folder:
Altendance M anagement bl

< Back ]l Install |[ Cancel

» click on Install
» this software must have to install related driver
» click on next

Fingerprint Reader Driver

Welcome to the Fingerprint
Reader Driver Setup Wizard

Thiz will install Fingerprint Reader Driver 2.2.3 on your
compLter.

It iz recommended that you cloze all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Cancel

..4' start ! T B T T | 5 Messa... Desktop "



> click on next

Setup

Select Components
“whhich components should be installed?

Select the components you want to install; clear the components you do not want to
inztall. Click Mexst when you are ready to continue.

| Full inztallation

Wfindows 20005P 20035 sta Driver

Current zelection requires at least 15.8 MB of disk zpace.

¢ Back ” Meut » ][ Cancel

> click on next

Setup

Ready to Install
Setup iz now ready to begin installing Finaerprint Feader Driver on wour camputer.

Click Inztall to continue with the installation, or click Back if you want to review ar
change ary settings.

Setup type:
Full inztallation

Selected components:
Wwiindows 20005P 20035 sta Diriver

< Back ]| Irstall |[ Cancel




> After completing Driver installation process user see another
window

> This window ask you to YESrestart a computer now / No | will
restart the computer later

> Select Yes restart a computer now

» Click on finish

Completing the Fingerprint
Reader Driver Setup Wizard

T complete the inztallation of Fingerprint Beader Driver, Setup
izt restart pour computer. Would vou like to restart now?

{(31¥es, restart the computer nowé

(73 Mo, | will restart the computer |ater

> After click on Finish tab Z K software installation process completed

+ Z K SOFTWARE OPEN

» After softasre installation process completed User see Attendance
Management .Ink icon on desktop

Attendance Management.Ink



» Double click on Attendance Management .Ink icon .user see Z K
connect device hints window on his screen

» Connect the device to PC

> Click on ok tab

System Information

Connect Device hints

Pleaze config Device parameters before connecting the system
zetz 2 default devices, By Click<Devicer or <Del Device: you
an finizh adding device or deleting deivice.

> After clicking on ok tab Z KSoftware will open
» And user see new window on his screen



4 Attendance Management Program - [ Temp-Supervisor 18/10/2010]
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+ CONNECT THE MACHINE TO SOFTWARE

» user must set Device manage In this software

> at first select device icon from Attendance Management
Programme [ Temp Supervisor ] Window

> then user see Device Manage window on his screen

> in this window device Edit area user can give a nhame to device
as suitable first click on Add then give a name to device Ex:- Name
= E9

» select Communication type from Communication type Drop down
Box Ex :- Communication type = Ethernet

» write IP Address in IP Address Text Box Ex:- IP Address =
192.168.1.224 ( Note:- user must write IP Address As per personal
LAN Setting )

> write Communication key in Communication key text Box Ex:-
Communication key = O( Note:- user must write Communication key
As per Fingerprint machine’s default Communication key)



> write Device Number

in Device Number text Box Ex:- Device

Number = 1( Note:- user must write Device Number As per
Fingerprint machine’s default Device Number )

> Click on save Button
> Click on Close

Device manage

Machine List =
LD [ Device Edit |

Machine Mame

I

1 Communication parameter

Name |E9 Device Number 1

Communication type E_Ethemet >

IP Address | 192 168 . 1 . 224

imunication key g

+ Add l l @ Save l l X Delete

®

» For connect the device first select the device from machine list
section from Attendance Management Programme [ Temp
Supervisor ] Window Ex:- select My Device

» Then click on Connect icon from Attendance Management
Programme [ Temp Supervisor ] Window

> then user see connect message in status column in machine list
section from Attendance Management Programme [ Temp

Supervisor ] Window




4 Attendance Management Program - [ Temp-Supervisor 18/10/2010]

Data Attendance SearchjPrint  MaintenancejOptions Device management  Help

%@EHXC@@Q@

Employees AC Log Report Device Del Device Disconnect | SmartUpdate  Exit system

Maching & i Machine List

£ Download atterdance logs Device Mame Status MachineMa. Comm type Baud Rate IP Address Part F
© Dowrioad use nfo and < [ Comeciea | 0| v | | | ||
4 Upload user info and FP

‘j-) AL Manage

Maintenance/Options 2

ﬁ Department List
& dministrator
: Employess

: Diatabasze Optior...

Employes Schedule £

i@ Maintenance Timetables
E Shifts Management

< | >
m Employes Schedule = = = = =
© dttendance Rule |Id |AC'NE Name Time Machine Verify b |ID |Status Tirne: b
1 [Myp Device | Connecting witk 17:53:00 1018
Data Maintenance a 2 [My Device | Succeed in con 17.53:03 10:18
3 [My Device | Disconnect 1754121018
&b Import Attendance Checking Data 4 [Mp Device | Connecting with 17:54:27 10-18
4 Export Attendance Checking Data M 5 [My Device | Succeed in con 17:54:29 1018
Backup Database
] > 2

5:54:34 P

+ DEPARTMENT SETTING IN SOFTWARE

» For setting of department & sub department select Department
list from Maintainance /Option (Main Menu) Attendance
Management Programme [ Temp Supervisor ]

» Then user see Department Management Window on his screen
» For create news department click on add icon of this window

» Write A name of department which you have in Add New
Department window

» Click on ok

» Following this procedure user can set all sub department which he
have Ex: - input name of the department to add = ASHTECH



Department Management

£ X [/ +
Add Delete Rename Emplovesd

Prompt

If pou want to edit department names, what
wou need to dois just to click on the
department name twice or to press F2, [f
you want bo modify departments'
subordinate relationship, you can drag the
department to modify bo a new superior
department name.

X

Add Mew Department

[nput name of the department to add:

ASHTECH|

7o

+ SET EMPLOYEE LIST IN SOFTWARE

» select Employee Maintenance from Maintenance /Option
(Main Menu) Attendance Management Programme [ Temp
Supervisor ]

> user see employee list Window on his screen

» Select department from include sub Department area of
employee list Window Ex:- ASHTECH

» Click on Add Button of this window

» User can set employee’s personal information in this window EX:-
AC No. =1 ,Name = AAA .....



> After filling all text box of this window Click on Save Button of this
window

> Following this procedure user can set all employee’s information in
software one by one.

> After filling all data click on close tab

€ Employee List u@@
S + X b 't : &
T L Add =2 Delete oo batch | _Search Import
[include sub department i i

i3 ASHTECH
NE s
|4 DoD
|5 EEE
| FFF
7 7
|8 s
|9 ashish Iale
_|&888 8888

B
< >
AC No.. .1 Narma |AAA | ~Phote- I;ingerﬁ-rir-{t manage
— - - Connect Device
TR E
Mationality [IMDIA Office Tel. |020-24225033 . .
L ! ® Flng_erpnnt @ R
Title | SOFTWARE Priviige |User = device
Date of Bith |16/10./1988 El] Date of |16/10/2008 & :
Employment
Cardumber | 00000000071 Mobile No. | 9330389365
Home Add. |S4TARA ROAD = T 7 %
| Basic Information | Addition | AC Options |
Fecard Count:10

+ SET MANTAINANCE TIMETABLE IN SOFTWARE

> For create a timetable in software select Maintenance timetable
from Maintenance /Option (Main Menu) Attendance Management
Programme [ Temp Supervisor ]

» Then user see Shift Timetable Maintenance window on his
screen

» user must define Shift Timetable as per company’s HR Rules &
Regulations



> for create a shift click on Add tab of Shift Timetable
Maintenance window

> then fill all the text box

» Write a Timetable Name in Timetable Name Text Box Ex :- Day
Time

» Write a On Duty Time in On Duty Time Text Box Ex :- 09:00
» Write a Off Duty Time in Off Duty Time Text Box Ex :- 18:00
> Write a Late error Alllownce in Late Time (Mins) Text Box as per
company’s HR Rules & Regulations Ex :if company employees 5
minute late after clock in time & Company accept his late coming
But not more than 5 minutes then Late Time (Mins) =5

> Write a Early error Alllownce in Leave Early Text Box as per
company’s HR Rules & Regulations Ex :if company employees 5
minute go before clock out time & Company accept his early go
But not more than 5 minutes then Leave Early =5

» Write a Begin clock in Time in Begin in Text Box Ex :- 00:00

» Write a End clock in Time in End in Text Box Ex :- 23:59

» Write a Begin clock out Time in Begin out Text Box Ex :- 00:00
» Write a End clock out Time in End out Text Box Ex :- 23:59

» Write a Count as Workday in Count as Workday Text Box as per
company’s HR Rules & Regulations Ex:- if company one day work
count as 1 day then Count as Workday = 1

> Write a Count as Minutes in Count as Minutes Text Box as per
company’s HR Rules & Regulations Ex:- Count as Minutes = 1

» click on Add tab

» click on close tab

5hift Timetable Maintenance gl

ame| O n-duty Timel Off-duty Time| B eginning I:fln| E nding I:fln| Bl
B 0500 18:00 00:00 253 o |_hAd || v Post |[ X Dekte |

Timetable Mame |Daptime
On Duty Time | 09000
Off Duty Time | 18:00
Late Time[Minz] 5
Leave Early TimefMins] g
Beainning In | 00:00
Ending In | 2353
Eeqinning Out | 0000
Ending Out | 2353
Caount as Warkday 1

Count az minute/minute] 0

(IMust CAn [ Must CAOwW

- Change the Display Color

£ b

+ SET SHIFT MANAGEMENT IN SOFTWARE



> in this software user can must assign a shift to all employee for
assign a shift select Maintenance Shift Schedule from
Maintenance /Option (Main Menu) Attendance Management
Programme [ Temp Supervisor ] window

» then user see Shift Management window on his screen

» for create a new shift first click on add button of this window

» then click on Edit button of this window

> in name column of shift section of Shift Management window
write a name as suitable to user Ex:- Normal

> in Beginning Date column of shift section of Shift
Management window write a date ,from which date user have to
assign a shift for all employee

» in Cycle unit column of shift section of Shift Management
window select a unit ,from which period user have to assign a shift
for all employee Ex:- if user have to assign a shift for month for all
employee then select Month from Cycle unit Drop Down Box . Cycle
unit = month

4 Shift Management
Shifts Shift Time Period

Mame Beainning Date| Cycle Mum| Cycle Unil
.4 Marmal o1/01/4200 1Day
2Day
3Day
4 Day
SDay
EDay
TDay
8Day
9Day
10Day
11 Day
 12Day
13Day
14 Day
15Dy
16 Day

a=me L L] |—:Jv—il

/i >

[ +4dd | v save | ®Ed | X Do | [+ AddTina] X 0eee 2

» then click on Add Time Button of Shift Management window
» then user see Add shift Time Period Window

» in select Shift category for this Time Period Section write a
check mark on Day Time (09:00 -18:00) Check Box

» Click on Ok Tab

> Click on Close Tab of Shift Management window

>



Add Shift Time Period

Select shift cateqary for this time penod: Select date far adding thiz penad:

1Day
2Day
3Day
4 Day
ADay
G Day
Fhay
a3 Day
9Day
10 Day
11 Day
12 Day
13 Day
14 Day
15 Day
16 Day
17 Day
18 Day
19 Day
20 Day

0k L anbimef09: D0-12: Ho] 21
2
23
24
2
20

24
29
Kl
il

[ R [ R [ R [ R R

[ ]Record this time period as 0T

R [ [ R R [ R R TR T o [ R [ [ [ [

OT minutes: 0 ﬂ

+ SET EMPLOYEE SCHEDULE IN SOFTWARE

» If user have to assign a particular shift to any employee then user
can assign a shift by using this software

» For assign a particular shift to any employee

» Select employee schedule from Maintenance/Option (Main
Menu) Attendance Management Programme [ Temp Supervisor
] window

> then user see schedule employee‘s Ac window on his screen
select employee from Employee Section of schedule employee‘s
Ac window

» click on Arrange Shift Tab of schedule employee‘s Ac window



€ Schedule Employee’s AC

Department:

Time Range
Fram | 26/01/2010
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b

£

To

Employee:

26/0142010
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M ame
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(o
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FFF
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tarmnal
tarmnal
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£
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01-26Tue | |

» then user see Employee attention option(EMPL.Name) window

on his scren

» click on =+ sign of Employee attention option(EMPL.Name)

window




)

Employee attendance options [ SHUBHANG )

Clock In Clock Out [] Auto-azsign timetable
{7 By timetable {JBy Timetable
Leazt time for Auto-assign:

Must CAn bust CAOLE g

(O éllaw na CAn {03 Allaws na CAOUE U] pai 0 = Houds)
[v] &ttendance Active Count OT IUsed timetable: W =
Haoliday Registry for OT D aptime
Assigned schedules list [ LH ] [ = ]

Start Date  [End Date | Shift Schedule

01/01/2010| 3141242010 | Mormal

o 0K ‘ | x Cancel

» then user see Arrange Employee’s Shifts Window on his screen
» select time period which user have to assign a shift for selected
Employee . for create period Select date From Drop Down Box & To
Drop Down Box EXx :- if user have to assign a schedule for particular
employee on date 1% january2010 then Select date in From Drop
Down Box= 01/01/2010 & To Drop Down Box =01/01/2010

> click on ok tab of Arrange Employee’s Shifts Window

» click on ok tab of Employee attention option(EMPL.Name)

» click on close tab of schedule employee‘s Ac window

< Arrange Employee’s Shifts
Shifts Shift Time Period

MName Beqginning Date| Cycle Mum| Cycle | 012345678 31011121314151617181932021 22224 4
[d Marmal 01012000 1Day I N 1]
2Day
3Day
4 Day
SDay
EDay
TDay
8Day
9Day
10 Day
11 Day
12Day
13 Day

14 Day
15 M=

£ 1) 4

Time Range

From | 26/01/2010  »| 1o /28012010




+ SET ATTENDANCE RULE IN SOFTWARE

> User must set Attendance rule in this software as per company’s
Rule & Regulation

» For set Attendance Rule Select Attendance rule from
Maintenance/Option (Main Menu) Attendance Management
Programme [ Temp Supervisor ] window

» then user see Formula Attendance Checking Rule window on
his screen

> in this window user can set Basic Settings in Basic Settings
Section of Formula Attendance Checking Rule window

> user can set unit Name in unit Name Text Box as suitable as user
Ex:- unit Name= ASHTECH

» user can set Abbreviation Name in Abbreviation Name Text Box
as suitable as user Ex:- Abbreviation Name= ASHTECH

» in From {Start a Week}Drop down Box user can select any
weekday as per company’s Rule & Regulation Ex:- as per company’s
Rule & Regulation the weekday start from Monday then select From
{Start a Week}= Monday

» in From {Start a month}Drop down Box user can select any
month day as per company’s Rule & Regulation Ex:- as per company’s
Rule & Regulation the month day start from 1 then select From
{Start a month }=1

» in the Longest time Zone under Drop down box user Feed
minutes figure in the Longest time Zone under drop down box
EX:- Office time is daily in hour 9 Hour then feed in the Longest time
Zone under drop down box= 540

» in the Shortest time Zone exceed Drop down box user Feed
minutes figure in the Shortest time Zone exceed drop down box
EX:- Office Shortest time is daily in hour 4 Hour then feed in the
Longest time Zone under drop down box= 240



Formulate attendance checking rule g]

Basic zettings | Caloulation | Statistic items

Uit name | ASHTECH
Abbreviation |ASHTECH Shift expands bwo days

From |bMonday | start a week {5313t day shift

2nd day zhift
Fraom |1 ﬂ start a manth . Aty o

The longest time zone under | 540 ﬂ mirs

The shortest time zone exceed | 240 ﬂ mirs

Least minutes of shift interval |0 ﬂ mirs
Cut State 0T State
{Jlgnore the state {Jlgnore the state
s Dut ()i OT directly
{14 Business Out
(=2 Awdit it {3 Awdit it
’ o OF ] ’ X Cancel ]

» in calculation Section of Formula Attendance Checking Rule
window user see one workday as{Mins} text Box .user can Feed
minutes figure in window one workday as{Mins} text Box EX:-
Office time is daily in hour 9 Hour then feed in one workday
as{Mins} drop down box= 540

» in clock —in over{mins . Count as late } drop down box feed
minutes figure by company’s rule & regulation Ex:- if company’s
rule & regulation is employee enter in office after 5 minute of office
time that calculate him as late mark. then type in clock —in
over{mins . Count as late } drop down box 5

» In clock —in over{mins . Count as early} drop down box feed
minutes figure by company’s rule & regulation Ex:- if company’s rule
& regulation is employee out from office before 5 minute of office
time that calculate him as early go mark. then type in clock —in
over{mins . Count as early} drop down box5

> in after{mins . Leaving Count as OT } drop down box feed
minutes figure by company’s rule & regulation Ex:- if company’s rule
& regulation is employee in office after 60 minute of office time that
calculate him as overtime mark. then type in after{mins . Leaving
Count as OT} drop down box 60 & check mark on this Check Box
» Click on Ok tab



Formulate attendance checking rule g|

B asic zettings || Caloulation | Statistic items
One workday 5z | 540 mnirs
Clack-inover |9 | minz: count az late
Clock-out over m minz count as early
[ 1If no clack in, count as w | B0 ﬂ mirs
[11f no clock out, count as ~ | B0 ﬂ minz
[]4s late exceed 100 5| minutes, count as absent.
[as ealy leave excesd 100 5| minutes, count as absent.
[v] &fter B0 % mins leaving count az OT
’ o OF ] ’ x Cancel ]

+ DATA DOWNLOAD & REPORTS IN SOFTWARE

» Two way to download data form machine to software
1) data download by USB Pen Drive
2) data download by LAN

s DATA DOWNLOAD BY USB PEN DRIVE

» For download data from Pen drive first collect data from machine
to pen drive

» Connect the pen drive to pc

» Select USB Disk managementfrom Data (Main Menu)
Attendance Management Programme [ Temp Supervisor ]
window

then user see USB Import/Export window on his screen
Click on OK

Click on OK

then user see U Disc data management window on his screen
in import user data section Click on import user data

Click on OK

Click on OK

Click on OK

Click on import from local Disc

VVVVVVVVYY



>» Then software ask you path of file then select pen drive & click on
ok Ex:- Removable Disc (F)

> Click on OK

» Click on OK

» Click on OK

& L disk data management

Import uzer data | User data esport | Record data import
check rec Info
Devid Download Time Size Ac_Mo MHame CardMur
1 30M2/20106:3.. 196 Bytes 1 ABA,
2 EBE
: 3 Coe ’ Import user data l
|4 ooD
HE EE | Delete data o U disk_ |
_6 FFFF
M7 7
= l Remove list l
l Refresh ]
l Import from local disk ]
v
< >
Digk zize;3329MBFree Space; 33240MBL zed.BMB

» in Record data import section Click on import the record from
U Disc

» Click on OK

» Click on OK

» Click on import from local Disc

» Then software ask you path of file then select pen drive & click on
ok Ex:- Removable Disc (F)

> Click on OK

> Click on OK

> Click on close



€ U disk data management Q|§|@

Import user data | User data export | Record data import

Require Expaort Data

Devil | Download Time Size MHame |.6.C_N0 |Time | | ~
(m 30M2/20106:3.. 490 Bytes 3 2010-12-29 13:47.53

20101229 19.48:02

2001230 10:27.02

20101230 10:27.05 Del Data From U Disk
2010-12-30 10:27:11
20101230 10:27:14
2010-12-30 10:27:21
20101230 10:27:25
2010-12-30 18:30:24
2010-12-30 183:30:26
2010-12-30 18:30:28
2010-12-30 18:30:31
2010-12-30 18:30:34
2010-12-30 18:30:36

Impart the rec from U Digk

Refrash

Clear List

(=R AT S R R L

1.2 I Y Y

Disk zize: 3829MBFree Space: 3824MBLUsed:BME  File Time:30/12/20010 6:31:08 PMFile Size: 4256 Bytes

% DATA DOWNLOAD BY LAN

>

> First connect the device to PC By LAN Network For that LAN Cable
to device

» click on download attendance logs icon from Attendance
Management Programme [ Temp Supervisor]

% SHOW REPORT IN SOFTWAER

» For show a report first user must select Report icon from
Attendance Management Programme [ Temp Supervisor ]
window Then user see Attendance Calculation window on his screen
» First select Department or All, which you have to see report from
Dep drop down Box

» Then select Staff no. or All, which you have to see report from
Dep drop down Box

» Select date From Drop Down Box from Time Range Section

» Select date To Drop Down Box , from Time Range Section ,Which
period report user have Ex:-From = 26/01/10, To =26/01/10Click
on Calculate icon From Main menu of this Window

» After Click on Calculate tab Software Show you various type of
report as follows

% CLOCK IN/OUT LOG EXCEPTION REPORT IN SOFTWARE

» For Clock in / Out Log Exception Report Select For Clock in / Out
Log Exception Report Area from Attendance Calculation Window
> You can Export this report in Excel



> For export to Excel click on Export Data icon from Attendance
Calculation Window
» Then user see Export Field Option Window on his screen
» Click on ok tab of Export Field Option Window
» Then software ask you to save report in which format select
Microsoft Excel Files(*.xls) from save as Type Drop down box
from Save as Window. type a name of file in File Name Text Box as
suitable for user.
Click on Save tab

>

£ Attendance calculation

Dep.:|ASHTECH ¥

Mame: [<All> -

Time Range

From |26/01/2010 -

To |28/01/2010 =

Clack In/Out Log Exceptions ] Shift Exception | Misc Exception | Calculated items |
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E3 Microsoft Excel - zk 1.xls
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Al -w-[Blru E=E=8 8%, W8 EE O -H-A-
@ Fle Edit Wiew Insert  Format  Tools  Data  Window  Help -8 X
A - £ AC-ho,
A | B c D E F G H B
1 |AC-No.[No. Name Time State New State Exception Operation
2 1 1 SHUBHANG 26/01/2010 9:00 AM C/In OK
31 £ SHUBHANG 26/01/2010 6:00 PM  C/Out OK
4 2 BEBB 26/01/2010 9:00 AM CfIn OK
5 2 BBB 26/01/2010 5:00 PM  C/Out OK
6 3 ccc 26/01/2010 10:00 AM CfIn OK
73 ccc 26/01/2010 6:00 PM  C/Out OK
8 4 DDD 26/01/2010 8:00 AM C/In OK
9 4 DDD 26/01/2010 6:00 PM  C/Out OK
105 EEE 26/01/2010 9:00 AM ClIn OK
1[5 EEE 26/01/2010 7:00 PM  C/Out OK
12 (8888 '8838 26/01/2010 7:18 PM  C/Out Invalid
13 _'8888 ‘8838 26/01/2010 7:20 PM  C/Out OK
14 |
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W w hezk 1/
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% SHIFT EXCEPTION REPORT IN SOFTWARE

» For Shift Exception Report Select Shift Exception Report Area
from Attendance Calculation Window
» You can Export this report in Excel
» For export to Excel click on Export Data icon from Attendance

Calculation Window

» Then user see Export Field Option Window on his screen
» Click on ok tab of Export Field Option Window
» Then software ask you to save report in which format select

Microsoft Excel Files(*.xls) from save as Type Drop down box

from Save as Window. type a name of file in File Name Text Box as

suitable for user.
> Click on Save tab



4 Attendance calculation

Time Range
Dep:|ASHTECH hd Calculate
From |26/01/2010 = e
(e lh o 'W] Report Export data ‘ I~ Report Designer
Sort 1
I~ Departmer [~ UserMum. [~ Mame [~ Time [ Descend

Clack In/Out Log Exceptions  Shift Exception ] Misc Exceplion] Caleulated ilems]

Emp NO]AC-ND*ND ]NameiAuto-Assigl‘ Date ]Timetable]Dn dutl Off :Iut}] Clock Ir‘]CIock Du]Nolmaq Real t\mel Late lEarIy]Absent] ot Tirr]\/v’ork T\meJEkce ~ @ Change color
»i T 1 sHUE 26/01/2010 Dagime 0%:00 1800 0300 1200 1 1 0500 B ]
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[ 1o 8 777 2620142010 Daytime 03:00 18:00 1 %}
8 9 ashisk 26/01/2010 Daytime 03:00 18:00 1
| 18 ogas oeae 26/01/2010 Daytime 03:00 18:00 - 1%20 1 1 01:20 03:00
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% DoD 26/01/2010 Daytime |09:00 18.00 08:00  18:00 08:00
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7
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% CALCULATED ITEMS REPORT IN SOFTWARE

> For Shift Exception Report Select Calculated Item Area from
Attendance Calculation Window

> You can Export this report in Excel

» For export to Excel click on Export Data icon from Attendance
Calculation Window

» Then user see Export Field Option Window on his screen

» Click on ok tab of Export Field Option Window

» Then software ask you to save report in which format select
Microsoft Excel Files(*.xls) from save as Type Drop down box
from Save as Window. type a name of file in File Name Text Box as
suitable for user.

» Click on Save tab

4 Attendance calculation E]@

Time Range
Den:| ASHTECH - Calculate
From |26/01/2010 =
Marme: | <4l L‘ To [sE/mimin - Report | Ewport data ‘ [~ Report Designer

Sort
I Departmer [ UserMum. [ Mame [~ Time [ Descend

Clock In/Dut Log Except\uns] Shift Excepliun} Misc Exception  Calculated items 1
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B 7z i 0 o o 1 po o o 2 oo 1 1 oo b oo 0 0 0 0 o
E] ashish 1 0 o o 1 oo g o 2 oo 1t o b 00 0 0 0 0 0
[ 8888 |1 1 0 0 0 1o o |8 2z o0oQh o 3 o1 0 0 1034 134 ]
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s DAILY ATTENDANCE STATISTIC REPORT IN SOFTWARE

» For Daily Attendance Statistic Report click on Report icon from
Attendance Calculation report Window select Daily Attendance
Statistic Report Then user see preview of this report, for save this
report click on save tab of this preview window

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

> Click on Save tab
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Daily Attendance Checking Report  asHrech)

From 2010-01-26 to 2010-01-26

N Ao, 28 [ [ (esfs0 [t (1 o fa fa {5 6 [7 |3 |3 [10(11(12]13 (14 |15 |16 (17 18|19 |20 J21 [22 [23 f2e 25 [ Duty [Actual [bsent Late [Early [ 0T | AL ]
T We{ Th Fri S| S| | T e[ Th Fri o] S| b T 0| T i | 3] S| ic T W Thy Fr| St S| | Tue We| Th Doy [y Dy [ i, [ mtin._ [ Hour | [
ASHTECH
SHUBHANG(1) 1 1
BBB(Z) % 1 1 60
CCo) 1 1 60
DDD(4) 1 1
EEE(5) 1 1 1
FFF () A 1 1
Eies] A 1 1
ZZZ(E A 1 1
ashish(® A 1 1
5BBE(8888) [ 1 1 i
7|
Page 1/1 ] | j:‘

s ATTENDANCE GENERAL REPORT IN SOFTWARE

> For Attendance General Report click on Report icon from
Attendance Calculating and report Window select Attendance
General Report Then user see preview of this report, for save this
report click on save tab of this preview window

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

» Click on Save tab
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FEHE A2 X

General Attendance Statistics (ASHTECH)
2010-01-26 t0 2010-01-28
e ncno. | Dub [Actual[Ansent] Late | Earty [ oT [ AT [ BL | rin [uout]Ciock] Sick | veca [other| [ riorkTime] ok

\WDay|WDay| Whay \ Min | Min. |H0ur| Haur |WDay|Times|T\mes\T\mes| Hour| Haour |H0ur| | | Haur | %
“SHTECH
SHUBHANG 1 1 1 2 al 1o
ZEE] 2 1 1 80 2 al 100
coo 3 1 1 &0 2 gl 100
DoD 4 1 1 2 al 100
EEE 5 1 1 1 2 al 100
FFF i 1 1 1 1 2 i
7 7 1 1 1 1 E i
77z o 1 1 1 1 2 i
azhish a 1 1 1 1 2 :
aaag aaag 1 1 1 1 2 al 100
Tatal 10| 10 § 4| 80| &0 3 s 4 m [ I
Grand Total: 10 10 & 4| B0 G0 2 5 4] 20 52 il
:
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s+ DEPARTMENT ATTENDANCE STATISTIC REPORT IN SOFTWARE

> For Department Attendance Statistic Report click on Report icon
from Attendance Calculation Window select Attendance General
Report Then user see preview of this report, for save this report click
on save tab of this preview window

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

> Click on Save tab

‘72 Preview

o =HES édr? X

General Attendance Statistics (ABHTECH) 2010-01-26 10 2010-01-26
Emp. Duty | Actual |Absent| Late | Early oT Al BL Miln | MAQut | Clock | Sick | Vaca | Other oHkTime | yy
Hum. WiDay [ WDay | WDay [ Min. Min WDay | Times | Times | Times [ Hour | Howr | Hour Hour
ASHTECH 10 10 6 4 &0 &0 2 5 4 20 52
Grand Total: 10 10 ] 4 60 &0 2! 5 4 20 52
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@ File Edit WView Insert Format Tools Data ‘Window Help T e @ X
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31 General Attendance Statistics wsHmEch 2010:01:3810 20100128

1ol _Emp. | Duty | Actual [Absent| Late [Early | OT [ AL BL | MAn [ MiOut] Clock | Sick | Yaca | Other PRTRTIN vk
11| Hum. [whay | wiDay | wWDay | Min. | Min Whay | Times [Times | Times| Hoor | Hour | Hoor Hour %
13 10 10 & 4 B0 L] 5 4 20 52 B0
16 | Grand Total: 10 10 &} 4 B0 B0 2 B 4 20 52 =]
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% STAFF’'SON -DUTY /OFF-DUTY TIMETABLE IN SOFTWARE

» For Staff’'s on — duty / off — duty timetable Report click on Report
icon from Attendance Calculation Window select Staff’s on — duty
/ off — duty timetable

» Then user see preview of this report, for save this report click on
save tab

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

» Click on Save tab



o =HES édr? X

Staff's On-duty/Off-duty Timetable g recyy 2010-01-26 04 2010-01-26

ASHTECH 1 SHUBHAMNG
01726 Tus [ O1/27 woed | 01728 Thu | O1/280Fri | 01430 Sat | 0151 Sun [ 0201 Mon | 0202 Tue | 02003 Ved | 02/04 Thy
osno-13:00 | | | | [ |

ASHTECH 2 BEE
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s DAILY ATTENDANCE SHIFT IN SOFTWARE

» For Daily Attendance Shift Report click on Report icon from
Attendance Calculation Window select Daily Attendance Shift

» Then user see preview of this report, for save this report click on
save tab

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

» Click on Save tab

L EX

7 Preview
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Daily Atendance Checking Report  (ashrecH
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% CREATE REPORT IN GRID LINE REPORT IN SOFTWARE

» For Create Report in Grid Line Report click on Report icon from
Attendance Calculation Window select Create Report in Grid Line
» Then user see preview of this report, for save this report click on
save tab

» Then software ask you to save report in which format select
Report file(*.xls) from save as Type Drop down box from Save as
Window. type a name of file in File Name Text Box as suitable for
user.

» Click on Save tab
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Shift Exception

Emp No. 3 Name  |Auto-Assign Date  [Timetable |On duty | Off duty | Clock In | Clock Out

SHUBHANG 26/01/2010 | Daytime
BEB 26/01/2010 |Daytime
CCC 2B6/01/2010 |Daytime
DoD 26/01/2010 |Daytime
EEE 26/01/2010 |Daytime

EEE 2B6/01/2010 | Daytime
7 26/01/2010 |Daytime
Iz 26/01/2010 |Daytime
26/01/2010 |Daylime
26/01/2010 | Daytime

‘Page1/3

DS Sy FBRR-T oo | @z -58] % W40 -3,
avial -0 - B U =S=SEF S %, WY L
@ File Edit WView Insert Format Tools Data ‘Window Help x SeE K
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1 Shift Exception =
(2| Emp No. [ACNo.| No. Name Auto-Assign Date Timetable | On duty | Off duty | Clock In [Clock Out
111 1 SHUBHANG 26/01/2010 Daytirme 9:00 16:00 2:00 18:00
2(2 BEB 26/01/2010 Daytime 9:00 16:00 9:00 17:00
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1|9 ashish 2601/2010 Daytime 9:00 18:00
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1 1 : ¥ ki ASHTECH
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NDays| WeekEnd | Holiday [ ATT Time | NDays OT | WeekEnd_OT | Holiday OT
1 5:59
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