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Stepl: Download Data from Machine
*AlltheseactivitiesrequireproperconnectionofAttendanceMachineinLAN*

Download data from Machine:

TiMEandPAY OFFICE provides the user with a facility to directly connect to the Attendance machine through LAN and
download users and attendance logs from the machine.

The form structure is as shown above.

With this form you can-

1. Add multiple Attendance Machine details.

2. Download Users and Attendance logs from machine.

3. Activate/Deactivate Users.

4. Clear Attendance Machine Administrator.

Add Machine Details Form
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Steps to add Machine Details:
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1. Click on "Add Machine Details" and small form pops up as shown in the left column above.

2. Enter the machine name, IP address and machine number. All the fields are mandatory

3. Click "Save" to save the machine details to the database.

Now you will observe that the entered machine details appear in the Available Machines list on the right side.
Delete Machine: Select any machine from the "Available Machines" list and click on "Delete".

Steps to Download Data from Machine:

1. All the available machine names are loaded in the Machine Name Combo. Please select the required machine. On selection the
machine number IP of the selected machine is shown in the controls at the side.

2. Please make sure that the selected machine is properly connected in LAN.

To confirm you can type the following command in your System by going into Start->Run->1n the textbox type *'ping", then
give 1 space, type the machine IP and enter. e.g. **ping 192.168.0.201" and then press enter. A black screen will pop up. Check if
you get TTL response from machine or not. If you get response like "TTL 64" multiple times, the machine is properly connected
in LAN .If you get ""Request timed out”, it means your machine is not properly connected in LAN.

3. Click on "Download Data" to start downloading. The downloaded data is displayed in the grid below.

Steps To Activate/Deactivate Users:

1. Click on "Activate/Deactivate Users" button. Manage Users form will pop up as shown above.

2. All the users with their ID, Name and the current status are loaded in the grid.

3. Select a particular user and click on "Activate" or "Deactivate" as required. The change in status is immediately reflected in
the grid. Steps to Clear Administrator from attendance Machine:

1. Click on “Clear Administrator” button.
*AlltheseactivitiesrequireproperconnectionofAttendanceMachineinLAN*
Step 2: MASTER Entry

Company Master
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Company Master:

TiMEandPAYOFFiCE provides the user with a facility to maintain multiple Companies. Under each Company you can have
multiple locations. For each Location you can have multiple Departments.
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Company Master is the form provided to serve the purpose. The form structure is as shown above.
With this form you can-

1. Add a new Company

2. Set Financial Year for that Company

3. Edit/Delete the existing company.

Steps to Add Company Details:

1. You can manage multiple companies in a single click.

2. Enter the Company Name, Financial Start Year which is mandatory of all the companies required. Financial Year End is
calculated automatically.

3. Enter other details such as phone number, address and email address.

4. You can also mark a particular company as default by checking the default checkbox in the rightmost column.

5. Please select all the records that you want to save with the help of checkbox provided in the first column.

6. Click "Save" to save the selected company details to the database.

Edit Details Of Existing Companies:

When the form opens, all the existing companies and their details are displayed in the grid.

1. Please select the companies which you want to edit. Change the desired field data by directly typing into the grid.

2. Click on "Save" to save details at once.

Delete Existing Companies:
1. Please select all the companies you wish to delete.
2. Click on "Delete" to delete the companies at once.

@ Location Master

Location Master (=13
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Location Master:

TiMEandPAY OFFICE provides the user with a facility to maintain multiple Locations under each added Company. Location
Master is the form provided to serve the purpose. The form structure is as shown above.
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With this form you can-

1. Add a new Location

2. Edit/Delete the existing locations.

Select the company under which you want to add/update/delete the locations.

Locations available under the selected company are listed in the grid as soon as you select some company.

Steps to Add New Location:

1. You can manage multiple locations in a single click.

2. Enter the Location Name which is mandatory and other details if required.

3. Please select all the records that you want to save with the help of checkbox provided in the first column.

4. Click "Save" to save the selected Location details to the database.

Edit Details Of Existing Locations:

On selecting a particular company, all the existing locations and their details under that company are displayed in the grid.
1. Please select the locations which you want to edit. Change the desired field data by directly typing into the grid.
2. Click on "Save" to save details at once.

Delete Existing Locations:

1. Please select all the locations you wish to delete.

2. Click on "Delete" to delete the locations at once.

3. Assign Company and Location

Assign Company & Location

Assign Company And Location To Employees
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Assign Company & Location:

TiMEandPAY OFFICE provides the user with a facility to assign employee to certain company out of multiple companies. You
can assign company & location to an employee or a number of employees at a time.

Assign Company is the form provided to serve the purpose. The form structure is as shown above.
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With this form you can-

1. Assign company and location for an employee.

\Steps to assign Company & Location:

1. The employee list will be shown according to the user authority. You need to select the required employees.
2. Select the company & location which you want to assign.

3. Click on Assign. You can see the assigned Company & Location against those employees in the grid.

@ 4. Department Master
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Department Master:

TiMEandPAYOFFiCE provides the user with a facility to maintain multiple Departments under each added Location.
Department Master is the form provided to serve the purpose. The form structure is as shown above.

With this form you can-

1. Add a new Department

2. Edit/Delete the existing Departments.

Select the company and Location under which you want to add/update/delete the departments.

Departments available under the selected company and location are listed in the grid.

Steps to Add New Department:

1. You can manage multiple departments in a single click.

2. Enter the Department Name which is mandatory and other details if required.

3. Please select all the records that you want to save with the help of checkbox provided in the first column.
4. Click "Save" to save the selected Department details to the database.

Edit Details Of Existing Departments:
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On selecting a particular company and location, all the existing departments and their details under that company and location are
displayed in the grid.

1. Please select the departments you want to edit and change the desired field data by directly typing into the grid.
2. Click on "Save" to save details at once.

Delete Existing Departments:

1. Please select all the departments you wish to delete.

2. Click on "Delete" to delete the departments at once.

@ 5. Assign Location

Assign Department
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Assign Department:

TiMEandPAYOFFiCE provides the user with a facility to assign employee to certain department out of multiple departments.
You can assign department to multiple employees at a time.

Assign Department is the form provided to serve the purpose. The form structure is as shown above.
With this form you can-

1. Assign department to an employee.

2. Steps to assign Department:

1. Select the required company & location. The departments belonging to that Company & Location are loaded in the dropdown
box for you to select. The employees belonging to the selected company & location are loaded in the grid below.

2. Select the employees to which you want to assign the department. Also select the department which you want to assign to the
selected employees.

4. In order to filter the employee list or search a particular employee, you can use the column header filters provided.

3. Click on Assign. You can see the assigned department against those employees in the grid.
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6. Category Master
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Category Master:

TiMEandPAY OFFICE provides the user with a facility to set Category. Category can be prepared under a particular Company
and Location.

Category Master is the form provided to serve the purpose. The form structure is as shown above.
With this form you can-

1. Add Category for a particular Company and Location.

2. You can also edit the details or delete the existing Category.

Steps to add Category:

1. Enter the Category Code and name which is mandatory.

Work Hours Settings:
Specify Half Day Work Hours: i.e. if you work for less than the specified work hours it will be treated as Half Day.

Specify Absent Settings: i.e. if you work for less than the specified work hours it will be treated as absent.

Worlk Hour Settings
Mit. Full Day Hrs |IIIEIIIII:I YWork Hours

it Half Diay Hrs | 04:00 | Work Hours

Punch Time Settings:

1. For Single Punch: Specify whether to consider Single Punch as Error or Present.

2. For Multiple Punches: Specify whether the intermediate punches will be ignored or considered as break times.

FPunch Time Settings
For Single Punch: & Errar 2 Present For Multiple Punches: () Calculate Break () Mo Break

Overtime settings:
1. Select checkbox "Apply Overtime Settings" to Apply Overtime Settings.

2.You can set Minimum Overtime required Before Shift or After Shift or both which means that the employee will be applicable
to Overtime only if he/she satisfies the Min. Overtime required before or after shift.



User Manual TIMEandPAY OFFICE-Proffesional-S1.9.1 Release Date-05 Dec 2013

[ Apply Overtime Settings
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3. Minimum OT hours Before Shift: If you check this checkbox and specify certain time interval, Overtime will be calculated
only if the employee works for that time before shift.

To set Minimum Overtime before Shift: Check the "Min. OT Hours" checkbox for before shift and enter the time in Hours: Secs
format in the textbox provided.

4. Minimum OT hours After Shift: If you check this checkbox and specify certain time interval, Overtime will be calculated only
if the employee works for that time after shift.

To set Minimum Overtime after Shift: Check the "Min. OT Hours" checkbox for after shift and enter the time in Hours: Secs
format in the textbox provided.

5. Maximum Overtime Limit: If you check this checkbox and specify certain time interval, that time interval would be the
maximum Overtime that will be considered.

6. Overtime for Work Hours on Paid Holiday: Check the provided checkbox to consider work hours on Holiday as overtime.

7. Overtime for Work Hours on Paid Weekly Offs: Check the provided checkbox to consider work hours on Weekly off as
overtime.

Late/Early settings:
1. Check the Checkbox at the top to Apply Early/Late Settings. This setting includes 4 time intervals.

2. Grace Late Coming: The time you specify here is the grace time to come late. This means if any employee comes late by time
less than or equal to this grace late time, he/she won’t be considered as late.

] Apply LaterEarly Settinas
Srace Late Coming | oo:z0 | Hrs
Grace Early Going | oo:zo 1 Hrs
Late Coming Allowveed _D_'I-:-El-_D Hr=
Early Going Alloweed | 01:00 | Hrs

3. Grace Early Going: The time you specify here is the grace time to leave early. This means if any employee leaves the office
earlier than the assigned shift out time by time less than or equal to this grace early time, he/she won’t be marked as left early.

4. Late Coming Allowed: The time you specify here is the max. Allowed to come late after the Shift start. IF any employee
comes late beyond the late allowed time he/she will be marked as absent for the first half.

5. Early Going Allowed: The time you specify here is the max. Allowed time to leave early form office before Shift end. If any
employee leaves earlier than the early allowed time he/she will be marked as absent for the second half.

[] Round upwrk hrs &) Before ) Mext

[] Round up 0T & Before O Mext

Round Up Work Hours/Overtime Settings:

To round up work hours/overtime, check the corresponding checkbox. Check the options to round up i.e. Before/After and select
the suitable time option to round up.
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In case of before, the Work Hours or Overtime will be reduced to round up where as in case of after, the Work Hours or
Overtime will be added to round up.

Repeat the above steps for adding more Categories.
Delete/Edit Details of Existing Categories:
You are also provided with the option of modifying or deleting an existing Category.

A list shown on the left side of the form displays a list of all the existing Categories.

In order to edit/delete them you need to take following steps:

1. Select the Category. On selecting the details are reflected in the details section. A panel of buttons gets visible as shown
below.

iy [ oo | o |

2. To Edit Details: The textbox controls are currently disabled. Click on "Modify" to enable them. Edit the details and click
on "Update". This will save the changes.

3. To Delete: Just click on "Delete" and the Category details will get deleted.

7. Assign Category
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Assign Category:

TiMEandPAYOFFiCE provides the user with a facility to set a category to an employee which contains the settings for the
employee.

Assign Category is the form provided to serve the purpose.

With this form you can-

1. Assign the category for multiple employees.

Steps to assign category:

1. The employee list will be shown according to the user authority. You need to select the required employees. You can also
assign the category department wise by selecting the department option.

2. You can also view the category history of the selected employees by clicking on "View". It will be shown on the grid at the
side.

3. Select the category to be assigned and the date from which that category is to be applied.

4. Click on assign to assign the category.

Repeat the above steps for assigning the category to other employees.
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@ 8. Shifts Master
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Shifts Master:

TiMEandPAYOFFiCE provides the user with a facility to set Shifts. Shifts can be applied to a particular employee under a
particular Company and Location.

Shifts Master is the form provided to serve the purpose. The form structure is as shown above.

With this form you can-

1. Add Shifts for a particular Company and Location.

2. You can also edit the details or delete the existing Shifts.

Steps to add Shifts:

1. Enter the Shift name and Shift Code which is mandatory.

2. You also need to enter the shift start/end time and Break Start/End time. Shift work Hours are generated automatically.
3. You need to specify work Hour duration for Half Days.

4. Day Start Time & Day End Time: These fields are auto generated. Generally applicable work duration for any employee is
considered to be 24 hours. Day start/Day end times are used to facilitate this duration.

Day Start Time: It starts 1 hour before the Shift Start time.
Day End Time: It indicates the 24 hour work duration completion.
5. Night Shift: You can also set a particular shift as night shift by checking the checkbox provided.

6. Default Shift: You can also set a particular shift as default. A default shift is applicable in case no shift is assigned to a
particular employee. Accordingly you need to make all the settings.

7. Click "ADD" to save the Shifts details to the database.

Now you will observe that the entered Shift appears in the Available Shifts list.
Repeat the above steps for adding more Shifts.

Delete/Edit Details of Existing Shifts:

You are also provided with the option of modifying or deleting an existing Shift.

A grid shown at the bottom of the form displays a list of all the existing Shifts.

10
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In order to edit/delete them you need to take following steps:

1. Select the Shift. On selecting the details are reflected in the details section. A panel of buttons gets visible as shown
below.

[woary [ oo [ concu_|

2. To Edit Details: The textbox controls are currently disabled. Click on "Modify" to enable them. Edit the details and click
on "Update". This will save the changes.

3. To Delete: Just click on "Delete" and the Shift details will get deleted.

@ 9.Shifts Roster
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Shifts Roster:

TiMEandPAY OFFICE provides the user with a facility to create Shift Rosters .Shift rosters will facilitate automatic
assignment of shift pattern created in rotation from the applied date.

Shift Roster is the form provided to serve the purpose. The form structure is as shown above.
With this form you can-

1. Create Shift Roster for a particular Company and Location.

2. You can also modify or delete the existing Shift Rosters.

Steps to create Shift Roster:

1. Enter the Roster pattern name which is mandatory.

2. Select the no. of weeks for which to create the Shift Roster with the help of checkbox provided in the left. The
corresponding rows get enabled when you select the week.

3. Select the shift for each day of the week selected with the help of dropdown which appears by clicking into the cell
.Please make sure that the pattern has complete weeks. i.e. If it starts from Tuesday it should end on Monday.

4. You can also set a day as Weekly Off from the dropdown similarly.
5. Click "ADD" to save the Shift Roster details to the database.
Now you will observe that the entered Shift Roster appears in the Available Shift Rosters list.

Repeat the above steps for adding more Shift Rosters.

11
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Delete/Edit Details of Existing Shift Rosters:

You are also provided with the option of modifying or deleting the existing Shift Rosters.
A grid shown at the bottom of the form displays a list of all the existing Shift Rosters.

In order to edit/delete them you need to take following steps:

1. Select the Shift Roster. On selecting the pattern is reflected in the grid shown. A panel of buttons gets visible as shown
below.

iy [ oo | o |

2. To Edit Details: The grid is currently disabled. Click on "Modify" to enable them. Edit the pattern as required and click on
"Update". This will save the changes.

3. To Delete: Just click on "Delete" and the Shift Roster will get deleted.
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65 65 |65 65 G5 |wke G5 G5 G5 a 5 kot
55 65 GBS G5 wkol 55 G5 | GS T E kot

G5 65 |GS 8BS  GS  |wkell GS GBS |GS oS &5 G5 Al | GBS
65 65 (G365 G5 |wkol G5 G5 |GS = G5 65 whotl | 5%
55 65 G5 G5 G5 wken 55 G5 G5 = 55 55 wkott | G5
|os les |as 'ss es |es |os |as |es_ |&s s |&s 85 |6s

Total N, Of Employees: 3. [@  Exiv ]

Assign Shifts:

TiMEandPAY OFFICE provides the user with a facility to assign shifts to employee. The shifts can be assigned directly within
particular dates or by using a shift roster. Weekly-offs can also be assigned.

Assign Shifts is the form provided to serve the purpose.

With this form you can-

1. Assign shifts & weekly-offs for an employee using a shift-roster or directly.

2. Clear shifts of multiple employees.

Steps to assign Shift/Roster/Weekly Off:

1. Select the employee & dates within which to apply the shifts or weekly-offs.

2. Assign Shifts: Select the Shift option, select the shift from the combo box that is displayed in front.

3. Assign Shift Roster: Select the Shift Roster option, select the Shift Roster from the combo box that is displayed in front. Please
make sure that the Roster start day should match the shift assigning day. i.e. if the Roster pattern starts from Monday, the Roster

assigning date should also be some Monday.

4. Assign Weekly Off: Select the Weekly Off option. A panel to assign two weekly offs is visible as shown above. Select the
appropriate weeks and the day to assign weekly off.

5. Click on "Assign" to assign.
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Steps to Clear Shifts:

1. Select the employees & date range within which to clear shifts.

2. Click on clear shifts .The shifts for the selected date range will be cleared.

Repeat the above steps for assigning shifts.

You can also view the shifts for all employees for the entire month by selecting Month and Year and clicking on "View".

@ 11.Holiday Master

Holiday Masie

= . _ . ERIETES)

= T Select compamyrlocation to
Holiday Mastex Aded e ate haliday details

Select Company [C=S

-~ —1 = Enter ol
Select Location holiday dotails

| Chnstrmas '"i 1 Fixced for all years|

e —— e —)

e = et T
s S opasTerasTSts [ Ravday Satans
= o aa

Holiday Mams

Holiday Date
T single Liote

<> Diste Fanoo Fromn |

Holiday Master:

TiMEandPAYOFFICE provides the user with a facility to maintain multiple Holiday details. You can have multiple Holidays
under each Location.

Holiday Master is the form provided to serve the purpose. The form structure is as shown above.
With this form you can-

1. Add a new Holiday.

2. You can also edit the details or delete the existing Holidays.

Steps to add a Holiday:

1 Enter the Holiday Name which is mandatory.

2. Select the Holiday type i.e. Single Date or Date Range. Select the appropriate dates. In order to fix the holiday for all years,
check the Checkbox provided below.

3. Click "ADD" to save the Holiday details to the database.

Now you will observe that the entered Holiday details appear in the Available Holidays grid below.
Repeat the above steps for adding more Holidays.

Delete/Edit Details of Existing Holidays:

You are also provided with the option of modifying or deleting an existing Holiday.

A grid in the bottom of the form displays a list of all the existing Holidays.

In order to edit/delete them you need to take following steps:

1. Select a Holiday you wish to edit/delete. On selecting the details are reflected in the details section. A panel of buttons gets
visible as shown below.
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s [ oo || e |

2. To Edit Details: The textbox controls are currently disabled. Click on "Modify" to enable them. Edit the details and click on

"Update". This will save the changes.
3. To Delete: Just click on "Delete” and the Holiday will get deleted with all its details.
@ Step 3: Updation Entry

1) Manual Entry

Manual Punches

Manual Punches
Select Company |renata precision companetns pet td  ~ |
Select Lacation |Bhosaril i
From Date [31/08/2011  ~| To Date [1g8m7/2011
Code e Lo
0003048 sh 5. Solanke
2 Fin ] |0D010B5 | Kiran Deshmane
3 0003 Accounts & Finance | Default L ] | 0003048 | Shirish S. Solanke
4 0004 H Accounts & Finance | Default ] |00030580 | Khirod C. Sahoo
5 ooos Accounts & Finance | Defoult O o001 E
= e 0006 Accounts & Finance | Default ] |0003048 | Shirish S. Solanke
4 o007 Accounts & Finance | Default ] | 0003048 | Shirish S. Solanke
5 0008 Accounts & Finance | Default ] |0003050 | Khirod C. Sahoo
i 3 0003 | Accounts & Finance | Default ] | 0003050 | Khirod C. Sahoo
10 00070 Accounts & Finance | Default ] |0D010B5 | Kitan Deshmane
11 00071 Accounts & Finance | Default ] | 0003050 | Khirod C. Sahoo
~1 12 nnnie Accnunts & Finance Mefault e ] nnn1nEs Kiran Neshmane N
< | > < I >
Cheek All Total Mo, Of Employees: 44 [EEULL B Delete Punch Restore Deleted
Punch Times Punchl [pg:00 | ] Punch2 | @O Puncha | [ Punch4
Punch Status ~|
« E

Assign Manual Punches:
TiMEandPAYOFFiCE provides the authorised user with a facility to add manual punches to multiple employees.
Manual Punches is the form provided to serve the purpose.

With this form you can-
1. Assign manual punches to multiple employees.

Steps to assign manual punches:
1.The employee list will be shown according to the user authority. You need to select the required employees.

2. You can also view the manual punches already assigned to selected employees on a selected date by clicking on ""View"'. It

will be shown on the grid at the side.

3. Check the required no. of punches; enter the punch times to be assigned and the date on which to add punches.
4. Click on assign to assign the punches.

5. You can also delete already added punches by selecting them shown aside and clicking on "Delete".

Repeat the above steps for assigning the punches to other employees.

Required employees.

2. The existing category and department of all the employees is shown in the same grid.
3. Select the category/department to be assigned. Select the employees required.

4. Click on assign to assign the department/punches.

Repeat the above steps for assigning the punches to other employees.
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Step 4: Reports
@  1.Monthly

@  A. Monthly attendance report:

Release Date-05 Dec 2013

Monthly Attendance Report ElEEE
r T Select .
CDmpannyDca(iDd ronthly Attendance Report
" Select Company |CES
[2 Select Month/year | L
to view report » Select Location | FPune
|
Select Month |October  ~| Select Year (2010 Total Ma. Of Employess: 9
Bl Department B3l Categorny

1 Ankush bore | Default
2 Laila Baidhani | Default
= |3 Poonam Bhujbal | Default
ETN [ Sanjoy Nimbalkar | Default
0 N5 I ooois PabjaSathyis | Default
] L |97 ooo3 Ajinksa MNaik | Default
3] “Sareet ™y | (L] 0005 Krishna Deshpands | Default
7 | employees to || (] 0007 Diefault

. - o | Diefault

3 Use Grid Column |
filters to search or filter
employees.
B Chok o generais “Click to generate
report in pdr. I report in Excel
—X i[
Check All =
3 I T o

Monthly Attendance Report:

TiMEandPAYOFFiCE provides the user with a wide range of reports.

Monthly Attendance Report provides all the month wise attendance details of each selected employee.

Steps to generate Report:

1. the employee list will be shown according to the user authority. You need to select the required employees. You can also use

the Column wise filters to filter or search employees as shown above.
2. Select the required Month and Year.

3. Click on "View" to generate the report.

4. This report can be generated in both excel as well as pdf formats...

A al|r | s | 7|y | | wi| o]y [z |as]as| ac | Ao sE | aE | AG | aH Al
1 CES-PUNE
2 LAttendance F|
1 iz 18 20 21 2 23 23 as 26 27 28 s 30 31 |TotslDaysinMonth:31
BRY | WO | PR> | FP® | PP® | PP® | PR | PR® | WO | PP® | RS | FP® | PP® | PR | RS | WE

3

a

5 0001-Ankush Mare
6 -

7

8

13 | LateTime
13 (Early Tims

15 10003 -Lails Baidhani

Checkin

22 LateTime
23 [EarlyTime

B. MusterA3 report:

Muster A3 Report:

TiMEandPAY OFFICE provides the user with a wide range of reports.

Late/Exrly Pansiny O

Monthly Attendance Report provides all the month wise attendance details of each selected employee.

15



User Manual TIMEandPAY OFFICE-Proffesional-S1.9.1

Steps to generate Report:

Release Date-05 Dec 2013

1.The employee list will be shown according to the user authority. You need to select the required employees. You can also use

the Column wise filters to filter or search employees as shown above.
2. Select the required Month and Year.

3. Click on "View" to generate the report.

4. This report can be generated in both excel as well as pdf formats...

A BlC| B|E|F|G|H|Il|J|K LIMNO|P|GQ|R|S5|T|U V| W X|Y[Z|AAABAC AD/AE|AFAGAH| Al
1 Muster A3 Repgrt For Month October - 2010
2 | 1 2 3 & 5 & 7] 8 8 10 11 12 24 35 26 237 28 23 30 31 Full Hali Holidsys
3
4 | 0001 -Ankush More PP* [PP* +lpp* i3 PRt pp 0 o
5 ALzilz Baighani FF* FF* FF VD FF* FF* 1 9
6 2m Bhujbal PF* PP PP 'z PP* PP o o
7 anjay Nimbalkar FF* FF* FF VD FF* PR 1 o
i 11-Pooja Sathye FF* FF* FF* FF o PF* PP o 0
] 3-3jinkyz Naik FF* FF* PF* FF* 2 FF® PF" 9 o
10 trizhnz Deshpands BB |BP2 PRt FF* NG PR | PP 0 o
11 FP* PP FF p* PPt | Pt 0 [
u_:..,lE-E:r'shK?‘Ends;alz |2 el Bp® i [BPY | PPY (1] O
13
14 | PP-Fraz=nt PaFirst Half Praant AF-Sacond Half Prazent 38-A0z2nt HH-Haliday WA ¢ TourEn

C. Employee shift details report:

Employee Shift Report:

TiMEandPAYOFFiCE provides the user with a wide range of reports.

Employee Shift Report provides all the month wise shift details of each selected employee.

Steps to generate Report:

1.The employee list will be shown according to the user authority. You need to select the required employees. You can also select

employees department wise or category wise.

2. Select the required Month and Year.

3. Click on "View" to generate the report.

4. This report can be exported in many formats...

CES 1611/2010

Shift Details Report Location:  Pune

Manth:  October

Year 2010

Code Mama 1 23 4 § 6 T 8 8§ #0°11 92 13 14 15 18 17 1918 20 H & 23 M 25 % ¥ 2B 28 30 N
[0 Ariush Mare GE GE WD GS G5 G5 GE G5 WO G5 G5 05 6§ 68 WO 5 G5 GE GE G2 WO G5 G5 GE 0% G5 WD
o3 Ll Bmichem G5 G5 WO G5 G5 G5 0% G5 WO FE G5 G5 0% G5 WO 35 G5 G5 0F G5 WO G5 05 G5 03 05 WO
omis Pooram Bresl 55 G5 WD G5 G: GE GE GE WO GE G5 GE G G2 WD =R OGE GE OGE G3 WO G5 GE GE G2 G630
[T Seriay MNmaaikor G5 GE WO 05 G5 G5 05 G5 WO G5 G5 G5 G5 G5 WO G5 G5 G5 G5 G5 WO G5 G5 G5 G5 G5 W0

@ 2.ERP Report:

ERP report setting —Daily
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ERP Report Settings

,a'r'—'-rK;TnTAT?J

Add Custom Text Field
Text |

& Click 1o add selscted
finlds row T repn

Sample

report formar |
hown hers l

Sample Heport Format
= Code = Mame

chan in rep rr
"Chick e sove The =
repoit sellings 2 “® it

ERP Report Settings:

TiMEandPAYOFFiCE provides the user with a facility to design your own report structure, save it with a user defined name and
use the template to generate report as and when required.

This can be done in 2 steps:
1. Design report structure and save to database.
2. Generate report for selected employees and selected period.

Steps to design report:

1. Enter the report name. Select the required date format and separators. Select field separator and row terminator.

2. All the available attendance related entities are shown in a list box in the central left of the form. Here you can select multiple
fields and transfer them to the selected fields list in the right using the arrow buttons. Similarly you can also remove the selected
fields by shifting them to the left.

3. You can also change the sequence of the selected fields using the Up-Down arrows.

4. Any custom text can be added as a field to the report using "Add Custom field".

5. Once all the required fields are ready, click on "Add Row". This is a mandatory step. You can see the Sample report format
below. You can also add multiple rows.

6. Click on "Save Settings" to save the report format...

7. Similarly you can maintain multiple customized report formats.

of report generation ! ERP Report f 1 Select
— — m— 1 { s vyl atio
Select DalyERFPReport ~ Select Company CES e | w}
- Select Location | Pune ~|
“Select date range to — —== — =
i J From Date o1 Mn/2e1n v To Date | 31/10/2000 | Total No. Of Employees: @
Select | Sribo = 1 B Deportiment gory ~
[ E 0001 Ankush More | Detaul
o |2 ono3 | Laile Baidhani | Default
= 3 00os FPoonam Bhujteal Defaul
[ N 0007 Sanjey Mimbalkar Dafaul
- o e 5
O] 5% 00013 | Aginkass Mk | Default
[ ] 7 " oo0t4 Krishna Deshpande Default
(= R 00015 Diefault
O[3 W, 00016 Sonali Khandegale Default
O,
i re———
r 4 Select employees to
generaie report I
r_’a Thekto
generate report
i

ERP Report Generation:

Once the ERP report is designed and saved, the next step is report generation.
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Steps to generate Report:

1.All the saved ERP report formats are shown in a drop down. Select the report to be generated.

2. The ERP Report can be generated in a no. of formats. Select the required format to export.

3. Select the date range for which to generate the report.

4. All the employees of the selected company and location are displayed in the grid below. You can also use the column header
filters to search or filter the employee list.

5. Select the required employees.

6. Click on "View" to generate the report in the required format. A sample report is shown below.

B pailyfRPReport. txt - Notepad
Fio Edt Fomat Vew Heb

0001 ankush Mors General pp* 0oIo0 -~
0001 Ankush More General PPY 09:00
10001 Ankush More wkoff FP* 09:00
0001 Aankush More General PP* 09:00
0001 Aankush More General PP® 08:00
0001 Ankush More Genaeral pP* 09:00
;nn-aj Ankush More General FPY 08:00
0001 Ankush More General PP* 0900
ooal Ankush More General PP¥ 08:00
16001 aAnkush More wh off PP* 09100
Q001 Ankush Mare General PP* 09:00
10001 Ankush more General pP* 09300
o001 Ankush More General PPY 09:00
(eogl ankush More General PP* 09:00
0001 Ankush More General pp* 09:00
0001 Ankush More General PPY 09:00
0ol ankush More wkioff PP 09:00
0001 Ankush More General PPY 09:00
(o001 Ankush More General PP* 09:00
0001 Aankush More General PP* 09:00
|0001 Ankush More General PP 08:00
ool Ankush More 2240710 General pp* 09200
(0001 ankush More 23710710 General PP¥ 0900
0001 Ankush Mare 24/10/10 whof FP* 09:00
o001 Ankush More 25/10/10 General PP* 09:00
10001 Aankush More 26/10/10 General PP* 05100
|g001 Ankush More 2 10 General PP* 0800
0001 Ankush Hore 2 010 General pp* 02100
0001 Ankush More 2 0/10 Ger al pp* 09:00
0001 Ankush More 30/10/10 General PP¥ 0900
0001 Ankush more 31/10/10 wkoff PR 09:00
@ Al @ Al [] Irregular Days [] Halidays
[ &
] Precent O Full Days [¥] mbgent (3 Full Days [] On Leava [ Late Coming
) Half Days ) Half Days [] Weeky Off (] Eatly Going

Attendance Report:
TiMEandPAYOFFiCE provides the user with a wide range of reports.
Attendance Report provides the optional attendance details of each selected employee over a selected date range.

Steps to generate Report:

1.The report shows a Day Status selection panel as shown above. Here you can select the status you require to consider in the
report. Only those dates matching the status selected are shown in the report.

2. Employees belonging to selected company & location are shown which can be filtered as all other forms...

3Select the employees for which report are to be generated and click on view.

4. A sample report format is shown below...

CES
Attendance Report Location : : Pune 1601 1/2010
From : 01410,2010 To: 10/1062010
EmpCode : 0001 Employee : Ankush Mors Dept :

Daie Shirt in Time Out Time ¢ Late T Eary | wworkHours | Ewtra Hours Status
01/10/2010 General 09:30 18:30 - I - f 0900 : o000 PP
021052010 General 09:30 18:30 - - i 0500 H 0000 PP
Da/10s2010 Genaral 09:20 12320 - S i o900 oo-o0 PP
054102010 General 09:30 18:30 - - £ 0900 H o000 PP
0661 0/2010 Genearal 09:30 18:30 : - : - i LERT : R PP
075102010 Senaral 09:30 18:30 : - 1 -- i 0o00 i o000 i PP
081 0r2010 Genearal 09:30 18:30 : — : - | o900 : o000 PP
0% 0F2010 Seneral 09:30 18:30 - : - i 0%00 0000 FP
EmpCode : 0003 Employes : LailaBaighan Dot -

Daie Shift Tn Time Out Time __{ Late T Eary [ wworkHours | Extra Hours Status
01/10/2010 General 09:30 1230 : — : - i oS00 0000 FF
0251052010 Genearal 09:30 18:30 i -— i - i o900 i o000 PP
0451052010 General 09:30 12:30 - | - £ o200 1 o000 PP
051052010 General 09:30 18:30 - - i 0500 . 0000 PP
0B/1052010 Genaral 09:20 18:30 i ey i - i 0900 i oo-o0 PP
arfmorz010 Genearal 09:30 18:30 - ! = i 0900 : o000 L4 o
08102010 Genearal 09:30 18:30 - - : 0900 : o000 PP
0%10/2010 | Senearal 09:30 18:30 — - i 0o 00 : o000 PP

@ 4.Time Card Report:
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Time Card Report:

TiMEandPAYOFFiCE provides the user with a wide range of reports.

Release Date-05 Dec 2013

Time Card Report provides all the essential attendance details with their total counts and work hour counts of each selected

employee over a selected time interval.

Steps to generate Report:

1.The employee list will be shown according to the user authority. You need to select the required employees. You can also use

the Column wise filters to filter or search employees as shown above.
2. Select the required date range.

3. Click on "View" to generate the report.

4. This report can be exported in multiple formats.

CEs |
Finpu Cadl Rapuiny Location : Pune 1611s2010
From:  01/0/2010 Yo: 102010

Erp Code. OO0 Tarme Aniush More 1

Depantrment. Category. Defaull

Data il Shift In Time Out Time. Late Early WWork Hours Extra Hours Status
O T e : : o s i
G2/i0/2010 | Gensral 08 30 1B 30 2 i [{ER) i 6600 Bp
RETH T TR rE S R T i
0471020 i enara 09:30 1 0 i 09:00 i 0000 PP*
it eanen Seg i faon Boon =
064104201 Genera 09:20 18 0g:00 no:on PP*
G7/10/2010 enera 03 40 i oa00 o0'00 [
081042010 | enera 08 30 3 ) [ERT) G
osv10201 i Genera 09:30 18 7 0g:00 oo:on PP*
e T e 3 : e e i

000 o.0o S0:00 1200
Total Days: 10 oT
Preserd 8 i VWeekly Off 2 Halfday. O Tomp OfF 1] oD
Torer 1 ooy o
Select Punich Types | All O Machine O Manual O Deleted

Show All Punches Report:

TiMEandPAYOFFiCE provides the user with a wide range of reports.

Show All Punches Report provides the user to view all or selected type of punches of each selected employee over a selected date
range.To facilitates this, a punch type selection panel is given on the report as shown above.

Steps to generate Report:

1.The employee list will be shown according to the user authority. You need to select the required employees. You can also use

the Column wise filters to filter or search employees as shown above.
2. Select the required type of punches and date range.

3. Click on "View" to generate the report.

4. This report can be exported in multiple formats.

Show All Punches Report View

CcES
Punch Report Location : Pune
Punch Type ol

For Employee : Multiple

Punches For Date Range :From: 0161 2010 To: 15/ 052010

16,1 1/2010

Emp code 0001 Ermploves Marme Ankush More

Ceparnent |

Sr No. |

QRND DA WN

daaaia
BaWNSO

15 002010

HBRUBRAKLHRHLLY
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@ 6.Daily Attendance Report:

TiMEandPAY OFFICE provides the user with a wide range of reports.

Release Date-05 Dec 2013

Daily Attendance Report provides the user to view all or selected type of punches of each selected employee over a selected

date range.

Steps to generate Report:

1.The employee list will be shown according to the user authority. You need to select the required employees. You can also
use the Column wise filters to filter or search employees as shown above.

2. Select the required date range.
3. Click on "View" to generate the report.
4. This report can be exported in multiple formats.

Daily Attendance Report View
CES

Daily Attendance Report

Location: Pune DL TEED
Date:05/102010
ErNo. . Emp Code Name T D Tiume
1 ooo1 Ankush More 09:30,18:30
2 0003 Laila Baidhani 08:30,18:30
3 opos Poonam Bhujbal 09:30,18:30
a ooo7 Saniay Mimb alkar 09:30,18:30
Step 4: Backup database
Master Manage Data | Reports Updation
E ﬁ | s Drowenload from machine
L, | Backup Database
| | Register DLL
After click on backup database following message is displayed
Backup Database
3/ Do wou wwank bo take Catabass Backus?
[ Tes 10 [ ]
The database backup is stored on following path with current date:
Save As FIX
Save in | e Local Disk [C:] ~| & ¥ £* m-
. [E2) Arccesscontrol =) Website1
‘3 L) AJAXEnabledvwebSite 1 [ websSitez
My Fiecent | |Cdava [ wWebsited
Documents | i) Documents and Settings (WebSiteS
— [C2) Dokhethuke_Community_0S[1].06.00_Install (C2)WebSites
| I Inetpub (L) WINDOWS
Desktop CInkel EHo1_Feb_zo11.mdb
[ kop E18_Feb_zo11.Mdb
ICS)kopran Ez3_Mar_zo11.Mdb
_J |CS)Program Files B cspo-1an_z7-RS-GM-Edits. mdb
iRelyonsaft E payrolit.Mdb
et Mee o ZH payroll.mdb
E [(Z)somnath EsmartPro.mdb
’:"]rg I Standard User Manual
: (L varshaweb
My Computer
o - |
‘sg;l File name: v [ save |
My Metwork | Save as ype: | Access Filesr”. Mdb) ~| [ cancel |
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