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Chapter 1: Introduction

FALCO Time Attendance Software provides you with the most efficient and yet simple to

use software in managing the time attendance. The FALCO time attendance software will

require collections of data from the FALCO Web card access and monitoring system

software. Every transaction from the FALCO Web will be manipulate and calculate by the

FALCO time attendance software in order to determine lateness, early out and overtime of

your employees.

Few features are included in the FALCO time attendance software such as:

 Store employee’s personal information such as name, card number, department, hired

date, address, phone numbers and date of birth.

 Generate various time attendance reports to assist in payroll and overtime calculation.

 Provides various printouts for ease in calculations of payroll and overtime. The printout

maybe in either a softcopy or a hardcopy.

This FALCO time attendance is develop on the request of our valuable customers in having a

easier and better way to monitor, record and control over your employees daily activities

inside your company. In the development of FALCO time attendance software, extra effort

were put in to ensure that the software would provides a reports that are easy to understands

and in a user - friendly environment. We are confident that the FALCO time attendance

software will be serving you well and assist you with the calculation of payroll and overtime.

We hope that this product will become a valuable asset to you.



FALCO Time Attendance Software Manual

Copyright Reserved ® 2003 4

Chapter 2: Time Attendance setting

2.1 Card user database

Before using the time attendance features, we need to setup our card database first. Go to setup >
card database > add.  The below screen will appear:

Now click Add and the above menu will appear. Just add in the card number, the cardholder’s
name and select the appropriate Access Level for him/her. If you are using a card and pin reader,
then you will require entering a 4-digit pin code that is applied to that particular card. To add a
frame of picture with the particular cardholders, we can click the upload button and browse for
the picture file that is already scanned and save in your computer. The card number can be
obtained by swapping the card at the proximity reader and been polls to your FALCO software
where it will display an unknown card with its card number as well. Normally there should be 5
digit numbers on the card starting from the right –hand side (Last 5-digit number).

Specified Card No

Specified the Card
User Name

Specified Card Pin
No. if Using Card +
Pin No.

Specified Access
Level for user

Specified Lift
Access Level for

Specified the card
can do arming or

Specified Vehicle
Information

--Specified
Company    Name

--Specified
IC\Passport
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After you have set all the access level of every card, now you need to download and install the
card to the door controller. Before you download make sure the door controller memory is
empty. To empty the controller memory use Download/Clear Command/Clear CardDB
option.

2.2 Department

For the Department part, we can go to Setup > Department. The following screen will appear:
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 Department Code : Enter the department code as specified by your company.

 Department Description : Enter the name of the department as your description.

After add the department, clicks save and it will appear on the Department selection on the Card
Database option.

2.3 Work Time Mode

For the Work Time Mode, we can select from Setup > Time Attendance> Work Time
Configuration. The following screen will appear:
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For the General tab, you can set your Work Time Name and Description. GRACE PERIOD is
to determine the time that is considered late or early out for your employees where it can be
preview in the report. IN will set the lateness time and OUT will set the early out time.
Minimum Overtime will determine when it is consider as overtime limit. When reach to the
overtime limit it is considers as overtime and the overtime is calculated starting from the
Working Hour /OUT setting until the latest time you went out and prox your card at the out
reader. But the latest time must reach over the time limit in order to be considered as overtime.
The Minimum Lapse Hour is the minimum working hour in a day that an employer must
perform.

The Working Hour tab is to set the normal working hour for your employees as this will
determine lateness time, early out time and also overtime. We can tick the Work Day for any
day in the week we wish to determine it as a working day. The Next Day is for the working time
until the next day, in this case we need to tick it in order to count the time attendance. The Time
OT is the OT type we can choose and determine it as we wish. For example, if working at
Saturday considered as OT day, then in this condition the Time OT can be selected as 02, 03 or
04 depends on the user itself.
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The Lunch &Break Time tab is set for Lunch Incomplete and Lunch Complete report. This set
the maximum range of time for lunch.
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The diagram below shows the further details in setting the Grace Period, Working Hour and
Minimum Overtime.

2.4 Duty Work Time Configuration

The Duty Work Time Configuration is the same with the Work Time Configuration, the user
have to set the working time, lunch time, break time, the grace period and the minimum overtime
also. After done the user have to save it so it will be able to show out in the Duty Organizer.

IN OUT
Working Hour

Grace
Period

Grace
Period

Minimum

OvertimeLate

First Entry
Time

Early
Out

Overtim
e

Last Exit Time
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2.5 Duty Organizer

Go to Setup > Time Attendance > Duty Organizer. Duty organizer allows the user to setup the
working shift in monthly by selecting the Duty Work Time Organizer that saved before that.



FALCO Time Attendance Software Manual

Copyright Reserved ® 2003 11

From here we can set the duty name, description and year/month for the shift. Below that is
the total day in the month we set. For each day we can select the different work time according to
the Duty Work Time Organizer that we had saved just now. We can tick the Work day if the
selected day is a working day or tick the Next Day if the working time is exceeds to next day.
The Time OT is the type of OT that user can select to determine which day is the OT day, for
example Saturday/Sunday or any public holiday.

2.6 Manual entry transaction

Go to Setup > Time Attendance > Manual Entry. This feature was created for staffs that are
frequently go to site where he or she might not be around to prox their card and the record for
their attendance may be lost or incorrect. Therefore, this feature let you add the transaction
manually by your administrator. Each added manual data should be provided with a reason for it
so that it will not mix with the other normal transaction that is been polled.
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At the Manual Entry Form screen, fills out all the necessary information to add in your
transaction as required. Select the name or card number of the particular cardholder that you
wanted to add. Select the date and time of the transaction that you want to be recorded. Select the
transaction that you want it to be recognized. Transaction such as Valid Entry Access and Valid
Exit Access is commonly use for those staff who go to site and did not come in or out the office.
Selects a reason why that particular transaction is been added. This reason must be added first in
order for you to select it. Click on Save button to add the transaction entry.

2.7 Reason

Go to Setup > Time Attendance > Reason
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 Late Reason Code : Enter the late reason code as specified by your company.

 Late Reason Description : Describe the reason for manual transaction entry.

After that just save it, it will appear on the Manual Entry Form.
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Chapter 3: Report Preview

3.1 Filtering the report

To view the Time Attendance Report, go to Report > Time Attendance Report.

From the “Filter Option” you can see the range of date is display the date from and date to for
transaction. So you only can preview the report base on the date listed on. If the range of date
dose not covering the date of report that you will like to general, you have to re-filter again of the
transaction. You can either select a cardholder by name or by card number on the main screen.
You can also select a range of cardholders by specifying the range of card number also on the
main screen. Click on the Card Name and select the name you want. To select all cards, click
and check the All Card check box. To select by card number, click on the Start Card No. and
End Card No. You can also select the Access Level and the Department for different report.
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3.2 Type of reports available

There are total of 13 different type of report that you can do in 2 separate tab. Tab 1 is the
Attendance report. Tab 2 is Lunch report.

3.2.1 Attendance report

In FALCO time attendance software; there are 9 options of report type that you can choose from
the first tab. There are Daily Complete, Daily Incomplete, Daily Lateness, Daily Early Out,
Daily Overtime, Daily Absentee, Daily Combine All, Daily Combine All Summary and Daily In
Out Detail Summary. We can save the report to the PC in different format file like Pdf, Xls, Text
and etc. We can print the report out also.

a) Daily Complete

b) Daily Incomplete
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c) Daily Lateness

d) Daily Earlyout

e) Daily Overtime
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f) Daily Absentee

g) Daily Combine All
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h) Daily Combine All Summary

i) Daily In Out Detail Report
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3.2.2 Break Report

There are 4 options of report type that you can choose from the second tab. There are Break
Complete, Break Incomplete, Lunch Complete and Lunch Incomplete.

a) Lunch Complete
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j) Lunch Incomplete

3.2.3 Manual Entry Report

To view the manual entry report, go to Report > Manual Entry Report.

From the Filter Option there we can filter according to the date, the card number and also the
reason.
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