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How to Use smartSOFT :

: ?

Install smartSOFT on your system

Connect To A Download Engine i l SO I I

Classic Plus

l‘. 4
Download Employee Data & Time Log

Add Company
RS I
~z=_ W l' Shift Roster

' |
Assign Company

Ik .
Assign Shift & 4

"" Shift Roster

) S ——— "

o A

] Assign Category |

_lu.

Assign Leave
Types & Rules =

Add Category

Add Leave
Types & Rules

Make Required Setting

A

Generate Required Report

k. 6 www.smartisystems.com

1. How to get data from the controllers:

A. Download Data from Hardware:
smartSOFT works on Employee Data and their time logs.
This data is first transferred from the hardware through Data capturing Software ie Download Engine
or smartENGINE 30 to their relevant Databases. So first you need to connect to a download engine
or smartENGINE 30 and transfer all your machine data to it.
smartSOFT then connects to the database and then allows you to download the data to the server
database.
For this purpose you are provided with the form "Select Database Path™ under "Settings" Menu.
Select Database Path:

The image at the right shows you how to select database. You are provided with a facility to connect
to 2 types of databases i.e. MS-Access and MS-SQL Server.

Then you can browse the required database file. The path is displayed in the textbox shown.

Then you need to click on "Save Settings" which would save the settings to download data.
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Engine Type  |DownioadEngme ~|

Database Type (MS Access :j

Browse Database File = I

CiProgram
Fdas\DowrdosdEngine\DatabaseSmandME mdb

B. Download Time logs:
In order to download time logs you need to first Select Controllers among the available list and then
click on "Download Time Logs”

Import Excel Data Download/Update Employee @ Exit |
Fromn Date |01703/2010 '| To Date Inmmnw 'l Download Time Logs

’Mle EmpCode  EmpName | Phone  CardNo  Status | I

2. Employee Master:
smart SOFT classic plus provides the user with a facility to download the employee data
(Information) such as - Employee Name; Card No; Employee Code - to the server database of
smartSOFT Advance from the database of the data capturing software viz smartENGINE or
Download Engine.
Later the user can edit, update or delete their details through various forms. The user can also assign
Company, Shifts, Shift Roaster and Categories to these employees using various user forms provided
to serve the purpose.
When the user click on “Employee” under "Master Menu™ a form is shown to "Select Employee™ as
shown in the figure which also facilitates various search criteria to search employees.

The user can search employee Company wise, by Employee code, by name along with the additional
filters shown.
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Select Employee

Search Employee Select Company | Smart i Systems v

Employee Code '7 ,i

e | w’

Code Name Card No 2
210 | VAIBHAY M CHAVAN 10000000210
211 |VARGHESE THOMAS 0000000211
212 [VICKYMCHHAPROO 0000000212
213 | Wijay Anand Pati 0000000213
214 |VIJAY GOHIL /0000000214
215 Vijay Panchal |0000000215
216 |VIJAY PARMAR 0000000216 |
217 |VIJAY PARSHURAM PA,.. 0000000217
218 |VIJAY PAWAR 10000000218
219 VIJAYA SHETTY |0000000219
220 IVIJAYKUMAR R TIWARI 0000000220 |
221 [VIKESH.V.UCHIL |0000000221
222 IVINAY KUMAR TIWARI |00o0oooz2z
223 YINOD JAYANTILAL JOSHI | 0000000223
294 \ADIL I DLIANOADL n0nnnnneoa S

1.1 With this form the user can-
1. Search particular employee.
2. View details of that employee.
1.2 Steps to Search Employee:
1. Enter the desired search parameters.
Click on "Search" button.
The resultant employees are displayed in the grid below.
1.3 Steps to View Details of Employee:
1. Select any employee from grid.
2. Click on "Details” button. The user will be redirected to the employee details page where the user
can view employee’s Personal details, Shift Details and also Attendance Details.
1.4 Steps to Delete An Employee:
1. Select any employee from grid.
2. Click on "Delete Employee" button.
a. Employee Personal Details:
With this form the user can-
View Personal Details of an employee.
Update details.
Add the image of the employee by clicking on "Add Picture". This will help to browse the image to
be displayed in the picture box shown.
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Select another employee by clicking "Select another Employee™. This will take to the previous
"Search employee" form.

View details of various employees using the Move to Button Panel provided for this purpose.
Clicking on "Save" would save all the changes made.

Clicking on "Reset" would reset all the details.

Employee

| Personal Details Sh|ft Structure V‘NAt"lendam:e

Permanent Address
Employee Code |- U] | I Clck here if both are sarm'; .t';:ldvess
Name | Current Address |0604
Date Of Birth [17/07/1900 | DEMb/Arrey
Gender & City |Mumba
Qualification |24 State |1
Cnmpany ‘ tems Put | 1d Pincodc
Department srketin E-Mail | 5
Designation MMarkciin cufivi Phone No | 65. -
Category [Default Nate OF Inining [17/10/2006 | oA
Resign Date | | DD/MMAYYY

b. Employee Shift Structure:
With this form the user can-
The user can view month wise Shift Structure of an employee.
Assign Shifts, Shift Roaster or weekly off to the employee for a selected date range as shown in the
form above.
Select another employee by clicking "Select another Employee™. This will take to the previous
"Search employee” form
4. The user can also view details of various employees using the Move to Button Panel provided.
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Employee
| Personal Details | Shift Structure .Aﬂendance_

Empluyee Cude |Name. S M. Shinde

rom Date |24/08/2010 ~| ToDate 24/08/2010 ~

) Assign Shift
© Assign Shift Roaster

@ Assign Weekly Off Select Weeks Select Day

Fwkomt 1] 2 3[04ME EIjSulmduy v

] wk onz

Month |September v Year |2010 v

Sunday Monday Tuesday Wednesday Thursday  Friday Saturday

n 1

B
n
~
-~

o0

12 13 14 15 16 1* 18
13 20 21 2 23 24 25
6 27 28 29 30

c. Employee Attendance:
With this form the User can-
View month wise Attendance Details of an employee.
If the user select a particular date & click on View, the user can see the shift & punch details of that
employee for that day below on the left side of the form.

The user can also see the complete attendance details of the month which includes:
a) Full Days

1) Half Days
2) Irregular Punch Days
3) Holidays
4) Weekly Off
5) Late/Early Details
6) Overtime details
4. The user can also search another employee by clicking on "Select another Employee™.
5. The user can also view details of various employees using the Move to Button Panel provided.
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Personal Details | Shift Structure | Attendance

smart i

Smart identification Solutions

Emp Code © | Name: S M. Shinde sttendance detals for: |
= Full [
Month | August ¥ | Year j72[]1[| v Dates |
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saurday Half |
1 2 3 4 5 3 | Dates |
General General General General Gereral Genera General |
u 1 12 13 14 rregular
General General General General Gereral Genera General .
15 16 17 18 19 20 21 | Dates
Holiday General General General Gereral Genera General =
22 23 24 ) 6 27 28 Pa—
General General General General Gereral Genera General Present Days
29 30 A >
Lieneral Lieneral Lieneral Halidayssw ookl Off |
Leaves
Dates
i Absent 11.2.3.4.5.6.7.8.9.10.11,12,13.14,
| Dates [16.17.18.19.20.21.22.23.24
Daily time details for 2670872010 TotalDays |11

Shift Time: Punch Time: ' = ous D

Check-In 09:00 | [ 000 L =

r | Dates
Lunch-Start [ ] SIS ] | ‘
Lunch-End | - Current Day Early Going
e J Dates |
Check-Out | 18:00 | e
Next Day Overtime _ Details

3. Company Master:

Late Coming |

smartSOFT classic plus provides the user only one company can be added.
Company Master is the form provided to serve the purpose. The form structure is as shown in the
figure.

10
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Company Master

Company Master
Company Name

Smart i Systems

_Ph. No. . Availuble Compunies

[Stnart i Systerns |

Email ID

Select Leave Accounting Year

Select from Date

01/0472011 v

Select To Date

Address

1.1 With this form the user can-

Set Leave Accounting year for that Company

The user can also edit the details of the existing Company.

1.2 Edit Details Of Existing Companies:

The user is also provided with the option of modify existing Company.

A List box shown on the right side of the form displays a list of all the existing companies.
In order to edit them the user need to take following steps:

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

e oo ]

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.

4. Department Master:

smartSOFT provides the user with a facility to maintain Multiple Department. The user can have
Multiple Departments.
Department Master is the form provided to serve the purpose. The form structure is as shown above.

11
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1.1 With this form the user can-

1. Add a New Department.

2. The user can also edit the details or delete the existing Departments.

1.2 Steps to add a Department:

Enter the Department Name which is mandatory.

Enter other details required.

Click "ADD" to save the Department details to the database.

Now the user will observe that the entered Department name appears in the Available Departments
list.

Repeat the above steps for adding more Departments.

1.3Delete/Edit Details of Existing Departments:

The user is also provided with the option of modifying or deleting an existing Department. A List
box shown on the right side of the form displays a list of the entire existing Department.

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

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

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 Department will get deleted with all its details.
5. Designation Master:
smartSOFT provides the user with a facility to maintain Multiple Designations. The user can have
multiple designations for employees.
Designation Master is the form provided to serve the purpose. The form structure is as shown above.
1.1 With this form the user can-
1. Add a new Designation.
2. The user can also edit the details or delete the existing Designations.
1.2 Steps to add a Designation:
1. The user need to select the Company under which to add the Designation.
Enter the Designation Name which is mandatory.
Enter other details required.
Click "ADD" to save the Designation details to the database.
Now the user will observe that the entered Designation name appears in the Available Designations
list.
Repeat the above steps for adding more Designations.
1.3 Delete/Edit Details of Existing Designations:
The user is also provided with the option of modifying or deleting an existing Designation. A List
box shown on the right side of the form displays a list of all the existing Designation.
In order to edit/delete them the user need to take following steps:

12
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1. Select Designation name. On selecting the details are reflected in the details section. A panel of
buttons gets visible as shown below.

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 Designation will get deleted with all its details.

6. Holiday Master:
smartSOFT provides the user with a facility to maintain Multiple Holiday details . The user can have
multiple Holidays.
Holiday Master is the form provided to serve the purpose. The form structure is as shown.

Holiday Master

select Company 3$maﬂ i Systems v
Holiday Name [ [] Fixed for all years
Holiday Date i ) ]
@ Single Date |15/08/2011 v
O DateRange  From | 157501 | To [Tamer ]
Hoilday Name From Date To Date

0970372011 | 08/0372011

Independance Day | 15/08/2011 | 15/08/2011

1.1 With this form the user can-

1. Add a new Holiday.

2. The user can also edit the details or delete the existing Holidays.
1.2 Steps to add a Holiday:

1. The user need to select the Company under which to add the Holiday.

Enter the Holiday Name which is mandatory.

Select the Holiday date.

Check the Checkbox provided for Fixed for All Year in case the holiday falls on the same date every

year e.g. 15" August “Independence Day”. 4. Click "ADD" to save the Holiday details to the
database.

Now the user will observe that the entered Holiday name appears in the Available Holidays list.
Repeat the above steps for adding more Holidays.

13
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1.3 Delete/Edit Details of Existing Holidays:
The user is also provided with the option of modifying or deleting an existing Holiday.
A List box shown on the right side of the form displays a list of all the existing Holidays.
In order to edit/delete them the user need to take following steps:
1. Select Holiday name. On selecting the details are reflected in the details section. A panel of
buttons gets visible as shown below.
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.
To Delete: Just click on "Delete” and the Holiday will get deleted with all its details.
7. Leaves Code Master:
smartSOFT provides the user with a facility to maintain Multiple Leaves details . The user can have
multiple Leaves under Company maintained according to Leave Codes.
Leaves Master is the form provided to serve the purpose. The form structure is as shown above.
1.1 With this form the user can-
1. Add a new Leave.
2. The user can also edit the details or delete the existing Leaves.
1.2 Steps to add a Leave Code:
Enter the Leaves Code which is mandatory.
Enter other details that are required.
Click "ADD" to save the Leaves details to the database.
Now the user will observe that the entered Leaves code appears in the Available Leaves list.
Repeat the above steps for adding more Leaves.
1.3 Delete/Edit Details of Existing Leaves:
The user is also provided with the option of modifying or deleting an existing Leaves.
A List box shown on the right side of the form displays a list of all the existing Leaves.
In order to edit/delete them the user need to take following steps:
1. Select Leave code. On selecting the details are reflected in the details section. A panel of buttons
gets visible as shown below.
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.
To Delete: Just click on "Delete™ and the Leave details will get deleted.

8. Leave Rules Master:
smartSOFT provides the user with a facility to set Leave Rules. Leave Rules can be applied to a
particular leave under a particular Category.

14
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£8 Leave Rules

Leave Rules

Select Company tSman i Systems VJ
Select Category 11 vJ
Min. days
Allows Half day Treat InBetween  Treat In Between
select | Leave Code Leave allowed at a WO &s Leave  Holiday &5 Leave

time
I e | ‘ 05

| PL ‘ 05
| SL ‘ j 05

Leave Rules Master is the form provided to serve the purpose. The form structure is as shown above.
1.1 With this form the user can-

Set Leave Rules for a particular Leave.

The user can also edit the details or delete the existing Leave Rules.

1.2 Steps to add Leave Rules:

1. The user need to select the Company, and Category to which the Leave is applicable.

Select the leave code to which the leave rules are to be applied.

The user needs to enter the required details.

Allow Half Day Leave: Tick mark if the half is allowed for this leave.

Min Days Allowed at a Time : Enter min nos. of days of leave that can be taken if half allowed is tick
marked then min nos. of days shall be 0.5.

Treat IN between Week Off as Leave: If tick marked then any leave falling on week off shall be
treated as leave else shall be treated as Week off.

Treat IN between Holidays as Leave: If tick marked then any leave falling on Holiday shall be treated
as leave else shall be treated as Holiday.

Click "ADD" to save the Leave Rules details to the database.

Now the user will observe that the entered Leave Rules appears in the Available Leave Rules list.
Repeat the above steps for adding more Leave Rules.

Delete Details Of Existing Leave Rules:

The user is also provided with the option of modifying or deleting an existing Leaves Rules.

A List box shown on the right side of the form displays a list of all the existing Leaves Rules.

15
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In order to edit/delete them the user need to take following steps:
1. Select Leave Rule. On selecting the details are reflected in the details section. A panel of buttons
gets visible as shown below.
2. To Delete: Just click on "Delete™" and the Leave Rules will get deleted.
9. Shift Roaster:
Shift Roaster is use to create or define shift pattern for creating or managing rotation of the shifts of a
single or a group of employees.
The user can create or define 3 types of shift patterns
Daily basis.
Weekly basis.
Monthly basis.
Pattern Type: Daily.
In this type of pattern the shift rotates on the numbers of days specified.
E.g. there are 3 shifts that are defined in the shift master as under:

16




1.1 Steps to create Daily Pattern

The user needs to select the Company, to which the Pattern is applicable.

Select the Pattern Type Daily from the list.

Enter the Pattern code.

Enter the Pattern Name

Select the Shifts for to create the pattern.

Enter the numbers of days for the shift to run.

Click on ADD button to save the pattern.

The Newly created pattern will appear in the Available Roaster Pattern list along side.

Shift Roster

Shift Roster

Select Company {sman | N
Pattern Type - D Available Roaster Patterns
Pattern Code “J.".f [ Daily1
etom e, |EERR T —
Daily Pattern
Select Shift Code Shift Name No.OF Days
-
G2 General 2 4
M N Night 7

| BN - -

Shift End Time

Shift Start Time Nos of days

FOR THE PURPOSE OF EXPLANATION THE PATTERN STARTS ON 15T MAY

17




The first cycle of the daily pattern is completed on 16" of May and the next cycle begins on 17"

May and continuous up to 1% June.
This how the daily pattern continuous
JUNE

M T w T F S S
2 3

4 5

18 19 ‘20 ‘21

1.2 Pattern Type: Weekly.

In weekly pattern the shift changes on weekly basis.
Steps to create Weekly Pattern:

The user needs to select the Company, to which the Pattern is applicable.
Select the Pattern Type Weekly from the list.

Enter the Pattern code.

Enter the Pattern Name

Select the No. of Weeks for the weekly pattern.

Select the Shifts for week for different weeks in the grid.
Select the Week off.

Click on ADD button to save the pattern.

The Newly created pattern will appear in the Available Roaster Pattern list along side.

G2

18
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Shift Roster

Select Company ]sman | V'

Pattern Type fWeekly V}

Pattern Code ?LW1

Pattern Name |\Weeklyl |

Weekly Pattern

No. Of\Weeks |4 v]

SUN |MON | TUE  WED  THU FRI
[selet || Wkt & &6 6 6 G
(Select V|| wkol G2 G2 G2 G2 G2
(Select v || Wko N
= ¥ ¢

2] >

Available Roaster Patterns

0

Refer above figure as example for setting the weekly pattern
Shift Code Shift Start Time

‘Q Exit

Shift End Time

General 2

In the example the pattern starts from 1% of the month.
May
M T w T F S S
1 2 3 4 5 6

7 8 9 10 11 12 -
R -

19




21 22 23 24 25 26 27
28 29 30 31

JUNE

4 5 6 7 8 9 -
R
24
18 19 20 21 22 23
25 26 27 28 29 30

1.3 Pattern Type: Monthly
In monthly pattern the shift changes on monthly basis ie after every 30 days.
Steps to create Monthly Pattern:

The user needs to select the Company, to which the Pattern is applicable.
Select the Pattern Type Monthly from the list.

Enter the Pattern code.

Enter the Pattern Name

Select the No. of Weeks for the weekly pattern.

Select the Shifts from the list of shifts and move to the list box alongside.
Select the date of the month from where the shift must change.

Click on ADD button to save the pattern.

The Newly created pattern will appear in the Available Roaster Pattern list along side.

G 09:00 18:00

G2 11:00 20:00

20
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Shift Roster

[

Select Company | smart | "" F
I
Pattem Type | Monthly "J Available Roaster Patterns
Petiem Code M1 | Montiy1 |

Pattern Name {Montly1 ‘

Monthly Pattern

& 5 =
; ¢ -
Shift change after ui

Refer the above diagram for e.g.

Shift Code Shift Start Time Shift End Time
General G 09:00 18:00
General 2 G2 11:00 20:00

The shift in the pattern changes from 10" of every month.
May

21




JULY
M T




AUGUST
M T w T F S S

1 2 3 4 5
6 7 8 9 I‘I‘I|
10.Category Master: Setting Attendance Policies/Rules
smartSOFT provides the user with a facility to set Category. Category can be prepared under the
Company.
Category Master is the form provided to serve the purpose. The form structure is as shown above.
1.1 With this form the user can-

1. Add Category for a particular Company.
2.The user can also edit the details or delete the existing Category.

1.2 Steps to add Category:

The user needs to select the Company to which the Category is applicable.

Enter the Category Code and name which is mandatory.

Compensation off Settings:

If the employee works on holidays and weekly off ,those work hours can be transferred to some
Absent day. For that the user need to set the compensation off.
Specify Min. hours applicable to Comp. Off. It indicates that compensation off would be considered
only after the user work for the specified hours.
Also specify no. of comp. offs allowed in a month.
Overtime settings:

1. Select radio button in order to apply or Ignore Overtime Settings.
Set time interval after & before the shift work hours to start overtime.
Select "+" to indicate time after Shift Work Hours.
Select "-" to indicate time before Shift Work Hours.
Select Grace Overtime Hours: This indicates the time interval that would be given as grace to the
employee for Overtime consideration.
The user can also provide settings for compulsory overtime before or after shift. Minimum OT hours
Before Shift: If the user check this checkbox and specify certain time interval, Overtime will be
calculated only if the employee works for that time before shift.

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

Grace Late Time: It is time that employee is allowed to come late from the scheduled shift start time
without any marking on a day’s attendance.

Grace Early Time: It is same as above except it denotes early going from the scheduled end time.
Late allowed Limit: Late allowed limit is the time that an employee is allowed to come late with the
day’s attendance showing late mark. If the employee comes later than the specified time then the first
half is marked absent for the employee

Early Allowed Limit: It is same as above except it denotes early going from the scheduled end time. .
If the employee leaves earlier than the specified time then the second half is marked absent for the
employee.

1. Check the Checkbox at the top to Apply Early/Late Settings.

Set Late/Early Count as interval.

If After every interval check box is checked, then the following conditions are applied only after
those many late counts.

The user can either deduct leave or attendance days for late counts. If Deduct from Leave is True,
then specified no. of leaves would be deducted from specified leave type.

If Deduct from Attendance is true specified no. of days would be deducted from attendance. Other
settings are same as Late/Early settings.

Repeat the above steps for adding more Categories.

Delete/Edit Details of Existing Categories:

The user is also provided with the option of modifying or deleting existing Categories.

A list shown on the left side of the form displays a list of all the existing Categories. In order to
edit/delete them the user 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.

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 Calendar details will get deleted.

11.Shifts Master:
smartSOFT provides the user with a facility to set Shifts. Shifts can be applied to a particular
employee under a particular Company.
Shifts Master is the form provided to serve the purpose. The form structure is as shown.
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Shifts Master

Shift Master

Select Company ;iSman | Electronics Systems Put. Ltd. v

Shift Code | Shift Name |

Shift Timings Note : All the Timings in HH:mm Format

A Use (24 Hour Clock)
Shift Start |__:__

Break Start |_.__ ShiftWorkHows | ;| DayStantTime |_. [ Night Shif
Break End __ Half Day Wark Haurs | | Day End Time | [ Setthis shift as Default shift
ShiftEnd |__ | Break Time | | Current Default Shift  Not assigned

i Shift Code Shift Name Shift Start Break Start Break End Shift End Night Shift

i} General i 09:00 ; § 18:00 ] no
(G2 | General 2 11:00 [ [z |20:00 no
* N Night Shift 22:00 3 4 06:00 yes

1.1 With this form the user can-
Add Shifts for a particular Company.
2. The user can also edit the details or delete the existing Shifts.

1.2 Steps to add Shifts:

1. The user need to select the Company to which the Shift is applicable.

Enter the Shift name and Shift Code which is mandatory.

The user also need to enter the shift start/end time and Break Start/End time. Shift work Hours are
generated automatically.

The user needs to specify work Hour duration for Half Days.

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.

Night Shift: The user can also set a particular shift as night shift by checking the checkbox provided.
Default Shift: The user can also set a particular shift as default. A default shift is applicable in case
no shift is assigned to a particular employee. Accordingly the user needs to make all the settings.

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

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

1.3 Delete/Edit Details Of Existing Shifts:
The user is also provided with the option of modifying or deleting an existing Shift.
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A grid shown at the bottom of the form displays a list of all the existing Shifts.
In order to edit/delete them the user 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.
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.
To Delete: Just click on "Delete” and the Shift details will get deleted.
12.Manual Punches:
smartSOFT provides the user with a facility to add manual punches for an employee or a no. of
employees at a time. Manual Punches is the form provided to serve the purpose.
The form structure is as shown below

Manual Punches Q'E‘@

Manual Punches

Select Company |Smart | Electronics Systems Put. Ltd. V:

From Date | 23/08/2010 v| To Date 723/08,’2010 v |

Select Employee E1070-Pradeep B. Bhartu

Punch Times k
CHECKIN [ BREAKIN [] BREAK OUT CHECK OUT

Assign i View Manual Punches 1

Select SriNo Date Punch Time
1 !23/08,’2010 09:00
2 23/08/2010 |18:00

[] Check All

smartSOFT works on Employee Data and their time logs and also provides facility to update the data.
This software basically works on the time logs that are recorded across every employee.

Punch timings are these time logs i.e. the time the employee enter or leave the company the employee
punches the card at the attendance Card machine. These timing are called as Punch timings.

These are saved date wise separately across each employee.

These punches are generally read from the machine through a download engine into the database. But

there might be circumstances when you need to add them manually. These puches are called "Manual
Punches".
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For e.g. .when an employee forgets to carry the cards or the finger are injured etc. To handle such
situations smartSOFT provides the user an interface to add manual punches through a form named
"Manual Punches"

Punches: Punches generally represent the following events:

1. Check In

2. Break In

3. Break Out

4. Check Out

Select Suitable Date Range: Here you need to first select a date range for which to add manual
punches.

From Date |21/04/2010 ~| To Date {21042010 ~

Punch Times

W Checkin " Break Start T BreekEnd ¥ Check Out

[ron0 | | f1e:30

Individual Search
Adding Manual Punch Timings:
You can select multiple employees of a particular company.
You can then add manual punches as shown .You can specify Check IN., Check OUT, break in and
also Break Out timings as required i.e. all or any of them. And then Save the details by clicking on
"Assign™ which will update the database
With this form the user can-
1. Add manual punches for an employee.

1.1 Steps to add Manual punches:

1. Select the Company.

2. Select the employee for which to add manual punches.
3. Enter the shift-timings

4. Click on Assign to assign manual punches.

Repeat the above steps for adding manual punches.

13.Assign Company:
smartSOFT provides the user with a facility to assign employee to certain Company out of multiple
companies. The user can assign Company 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.
Assign Employee Company: There is a form "Assign Employee Company” where you can search
employees by Emp Code or Name. Then, you can select multiple employees and assign any other
company to them.
As shown aside you can choose your search criteria. The search results are shown in a grid at the
bottom.
From this grid you can select multiple employees. Select a particular Company to assign and then
click on "Assign".

27




This will update the company for all those employees in the database

Assign Company.

Assign Company to Employees

Employee Code |

FirSt Name | ‘

Select Company to assign :Sman | Electronics Systems Put. Ltd.

L

Select Emp Code Name Company 4
II
E1029 ‘HasanA Dalvi ASmartI Electronlcs Systems F\xt Ltd.
E] 'E1D41 |Veerappa R. Devadiga | Smart| Electranics Systems Pyt Lid.
| |E1057 | 5. D. Patil | Smart| Electronics Systems Pt Ltd.
] |E1066 |R. K. Bhatia | Smart| Electranics Systems Pt Lid.
O |E1070 | Pradeep B. Bhartu | Smart| Electronics Systems Pt Ltd.
O |E1073 | Anil Pillai | Smart| Electranics Systems Pt Lid.
[ |E1082 |M.K.Sudhakaran | Smart| Electronics Systems Pt Ltd.
0 |E1088 | Richard Benjamin | Smart| Electronics Systems Pt Lid.
O |E1098 |V. Kesava Rao | Smart| Electronics Systems Pt Ltd.
1 |E1093 | Chidambar A. Shiralkar | Smart | Electronlcs Systems Pwt. Ltd. @
— C1409 P S I ) Loadlastal o ol " o i Ok Ll
] Check Al @ Exit

1.1 With this form the user can-
1. Assign Company to the employees.
1.2 Steps to Assign Company:

The user can search the employee according to employee code, first name or last name.
Select the Company to assign to employee.

Select the employees for which the user want to assign Company.

4. Click on Assign to assign Company to employees.

Repeat the above steps for assigning shifts.

14.Assign Shifts:
smartSOFT 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 calendar. Weekly-offs can also be assigned.
Assign Shifts is the form provided to serve the purpose. The form structure is as shown above.
Assign Shifts: There is a form "Assign Shifts” where you can select multiple employees of a
particular company directly or even department wise.
You can also select a suitable date range and then assign Shifts or Shift Roaster or even Weekly Off
for selected employees applicable for the date range selected. And then Save the details by clicking
on "Assign" which will update the database.
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Shift Assign

Assign Shifts

Select Compuny | Smart | Zlectronics Systems Put. Ltd. V‘ Add all Employees

v

® Assign Shift \"Gene'al
O Assign Shift Roaster General =
General 7
\ | | © AssignWeekly of  [Night Shif
From Date |24/08/2010 v | |~ A% 4
To Date |24/08/2010 v |
Grotip Search Individual Search
Deportments ____Category . Shift .
[ Accounts ||[] Default ||[[] General Code
[] Default [] General 2 i
[] mar<eting ] Night Shurt |
[ R&D First Name
|| Softwarz ‘
‘ \ |l Cardho.
] Check Al ] Checkall O Creck Al \
Click Here to add Employees
Selext SriNo Code Name Dzpertment Cetegony Card No 1
P. G Surendran | 0881378050
12 [E1082 M.K.Sudhakaran | Defalt | Default | 0881559058
3 [F1°2n Nerpak S Sawant Nefallt | Default: NAR1449n77n
14 E1°34 Mehesh H. Stanbhag Defalt | Default 0881656514
3 |E1229 Ganesh R. Warge | Defavlt | Default | 0881725336
3 E1228  VichalV. Adrane Diefeu | Default 0881747842
? |E1227 Tarun Wi. Upadhyay Defavlt | Default 0881738178
v |3 |E1226 Dilp K Nikarr | Defaclt | Default |0881537074 |

1.1 With this form the user can-

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

User can also allow to assign Auto shift Logic:

If there are some shifts defined in the system & employee can come in any shift, then in this case
auto shift will be applied to him in which the shift which is nearby to his check in time ,assigned to

him for that Day
Example to assign auto shift:

Here Employee Ms. Anita s is having Auto shift assign.

Manual punches:

1-01-2015 punches are  9:46 to 21:00
2-01-2015 punches are  10:45 to 22:00
5-01-2015 punches are  22.00
6-01-2015 punches are  6:45
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H - = Copy of MonthlyAttendancexlsx - Micrasoft Bxcel 7 @ - x

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
o o = . . .
3 Cut Calibri -8 AN === & EWapTet General - F [E57) D o Ex @ 2 AutoSum QY H
B Copy + & - o R Fin-
Paste B I U+ S+ M-A- === é=i= ElMergeaCenter - v % 1 3 4 Conditional Formatas Cell  Insert Delete Format Sort & Find &
Format Painter Formatting~ Table~ Stylesw  ~ - - € Clear~ Filter - Select =
Clipboard w Font w Alignment [ Humber I Styles Cells Editing -~
K19 - I v
A B ¢ D E F G H 1 J|K|/L M N O P Q@ R S T U V WXY ZAWABACADAEAF AG AH Al -
1 SMARTI
2 Attendance For Month January - 2015
3 12 3 & & & 7 8 s 1 11 12 13 14 15 16 17 18 15 20 21 22 23 24 25 26 27 28 25 30 31 TotalDaysinMonth:31
4
5 |Department: Default
© 3-Anita Designation: Default
7 shifc sh1 | sha sh3 Leaves:0  Late/Early Penalt
8 Daystatus PPT | PP* an sa | PPY Holidays 10 Extra Hrs 7114
9 |Checkin 03:46 10:4: 22:00 nch):0 Weekly Off 0 Tatal WorkHr Com
10 |check-Qut 21:00 22:0¢ 06:45 Present Days 3 Lste Days:0 Condene Enti Out|
11 |BreakTime 00:00] 00:0X 0000 Absant Days :28 Early Days :0 Tour Entry:0
rs 11:14 11:15 00 08:45 0 00| 00:00
02:14) 03:15 00:00 00:00| C0:45| 0000 00:00 00:00 £0:00| C0:00 00:00| C0:00| 0200 DO:00 CO:00| 00:00| 00:00 0000 00:00 QD00 DOCD
00:00 00:00 00:00 00:00| G0:00| 00:00| 00:00 00:00 £0:00| G0:00 00:00| 00:00 0D:00 50:00 | G0:00 0000/ 00:00 00:00 00:00 00:00| DO:00
15 |EarlyTime 00:00 00:00| 00:00 00:00| 00:00| 00:00| 00:00 00:00 00:00| C0:00 00:00| 00:00 0:00| D0:00| 00:00| 00:00| 00:00 00:00  00:00| OD:00| DO:0D
16
17
18
19| Pp-Prazant Pa-ist Half Prassnt 4P-2nd Half Prasa: ant { 0% *-liznual Entry #-Condans Entry 3-Tour 5-Outdsor Entry A-CompOf @-Late/Esrly Panalty
20' T
21 1
22
23
24
25
26
27
28
29
30 ~
Sheetl ® 1 »

1.2 Steps to add Assign Shifts:

Select the Company.
Select the employee-type & status to list the employees.
Select the employee & dates within which to apply the shifts or weekly-offs.
Shifts can be assigned employee-wise or department-wise i.e to all employees in a department.
Click on assign to assign shifts.
Repeat the above steps for assigning shifts.

15.Assign Category:
smartSOFT 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. The form structure is as shown above.
Set Category: There is a form "Set Category” where you can select multiple employees of a particular
company also department wise.
You can select the required Category to assign. You can also select a suitable date range and then
save the changes by clicking on "Assign" which will update the database.

30




Set Category

Set Employee Category

sclect Company lSmart | Elec:ronics Systems Pt Ltd. v Add all Empluyees

Select Category |Dzfault

From Date |24/08/2010 bl

s

Group Search Indiviiual Search
EERERTET. __ Category ___ Shift
Woccounts Pl Ccrun [ s
[ Default ‘ ] General 2 bl
||| Marketing L] Night Shift | |
] ReD First Name
\[] Software ‘ PELLC L
| | - e
- AL || Card No:
[[] Check Al [[] Check Al [[] CheekAl ‘
Click Here to add Employees

Select SrNo Zode Name Department Cate &
P G. Surendran | Defeult g
2 El08Z | MK.Sudhakaran | Defeult Defe
3 C1120 | Deepok 5. Cowart | Defeult | Defe
14 E113¢  Mahes1H. Shanbhag | Defeult | Defe
5 E122¢ | GaneshR.‘\/arge | Defeult Defe
B E1228 |VshalV. Admane Defeult Defe
|7 E1227 | Tarun M. Upadhyay | Defeult | Defe
8 E122e | Dilip K. Nikam Defeult Defe v
< | >

ol 2
[] Checkall Clear List View Categony

1.1 With this form the user can-
1. Assign the category for an employee--employee-wise or department-wise

1.2 Steps to assign category:

1. Select the Company.
2. Select the employee-type & status to list the employees.
Select the employees.
Select the category to be assigned and the dates within which that category is to be applied.
Click on assign to assign the category.
Repeat the above steps for assigning the category.

16.Compensation Off:
smartSOFT provides the user with a facility to allow compensation off for an employee.
This is a form "Compensation Off” where you can select an employee of a particular company.
You can select the date for which to give compensation and also date on which to give the
compensation. You can also view the time log details for the selected date. And then Save the
changes by clicking on "Sanction" which will apply the compensation and update the database.
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Compensation Off

Compensation Off

Select Company | Smart | Electronics Systems Pvt. Ltd. v

Select Employee jVE1D17-S. M. Shinde

Select Date |24/08/2010 V
Select Date for Compensation Off ‘24[[]8[2!]1!] el

Day Summqry Compensation Off Summary
Check In |06:00 1 | Select Date Comp Off Date
Lunch Start | | [
Lunch End |
Check Out |

Total Wark Hours ;UD:UD |
Day Status |Irregular Punch;

Punch Times
{01:30 - Manual Punch

[02:30 - Manual Punch
{07:00 - Manual Punch
108:00 - Manual Punch

[C] Check All

1.1 With this form the user can-
1. Allow compensation off for an employee & shift his punches to another date on which he is
absent.

1.2 Steps to assign category:

Select the Company.

Select the employee-type & status to list the employees.

Select the employee.

Select the date for which he has worked on a holiday or weekly-off.
Select the date for which he is given compensation-off.

Click on Sanction to sanction compensation-off for that day.
Repeat the above steps for allowing compensation-off.

17.Condone Entry :
smartSOFT provides the user with a facility to condone an employee.
The "Condone Entry” form under Updations Menu provides the user with the facility called
Condone. This means giving consideration to the employee for being late or absent due to certain
circumstances which are not under control of that employee. In such cases entries can be made as
condone stating the consideration to be given i.e. whether to mark No Late or Present etc. and reason
etc. which will be approved by the admin. Condone entries can also be deleted.
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Condone Entry

Condone Entry

Select Company | Smart | Electronice Systems Put. Ltd. 7';

=L

Add all Employees

Condone Mod: | ETET v |
From Date | 24/08/20°0 "‘ Condone Limt Holidzy B
To Date |2408/20°0 ~ | Remar< |IMNot Late
= ! Mot Early
Group Sezrch Indismdnal Srarch
Depariments _ Categoy _ Shift
|[] Accounts | 7] Default |[[] Seneral Code
|1 Defautt |71 Seneral 2 [
] Marksiing ‘ ] Nigh: Shit -
|C] R&D First Narme
|1 saftwzre ~
‘ [ | Zard No.
L Al | - Ji
[] Checkall ] check Al ] Check Al ‘
Click Here to add Employces

Select  Sr No Cade Name Depertment | | Selec:  Emp Code Mame  Date Mode Rerrark
| E [13 [P G Suendian | Diefalt
& 2 C o0z _M.K.Budhnkcran | Default
=2 :3 |[E"120 DespakS. Sawant | Detault
v |4 E"134  |MaheshH. Sianbhag | Default
E |5 E 229 |Ganash % Warge Default
| & E |C 220 | Vishal V. Adrmane | Defoult
L |7 E"227 Tarn M. Upadhyay Dafault v
<
[ Checkal m Clear List [ checkall
== " |

11 With this form the user can-

1. Make condone entry for an employee & delete existing condone entries.

Steps to add condone entry:

1. Select the Company.

2. Select the employee-type & status to list the employees.
3. Select the employee, department, category, shift to list the employees.
4. Enter the condone mode-present, absent, no late, no early and the condone limit i.e. the time for

which condone is allowed.

5. Click on Add Condone to add the condone entry.

6. Select an existing condone entry to delete.

18.Tour Entry:

smartSOFT provides the user with a facility to make tour entry for an employee who has gone for a
tour for company-purpose. He may be marked as present or half-day. The tour-entry can be made
employee-wise, department-wise, category-wise or shift-wise.
There is a form called "Tour Entry" through which you can select multiple employees under a
particular company. Select a suitable date range and thus make a tour entry for that duration.
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Taur Fntry E]E1
Tour Entry

Select Company ‘;':Sman | Eleztronics Systems Put. Ltd. v Add all Employees

R : Mude | v|
frem Date|2405/2010 ~ = 4
= Rerrarl |
To Dote (24082010 . | |
Group Search : = Individual Searca
Depaitments ~ Calzyury _Bhifl
] Accounts | | peradit | |[C] General Code
] Derauit |C] General z %
T marketing | NightShit l |
O ren First Name
|1 sonware
| | | | || o .
[] Check Al [] Check All [7] Chec< Al
Click Here 10 add Fmployees
Saleet SN 1nie Name Denartment Al | Aelect Frp nde MName  ate M= Hernark
1 E1113 |P. G Syendiar Defaull (D
¥ |2 E1082 |M.K Sudhakaran | Default De
¥ 13 E1120  Deepok 3. Sawanl | Defaull De
&) 14 E1134  MaheshH. Shanbhag | Default De
¥ |5 E1229 | Ganzsh R \Warge | Defaull De
> |6 E1228 |Vighal V. Acmane | Default |Ds
¥ |7 E1227 | Tann M Upadhyay | Default. De
¥ |8 E1226 | DilipK. Nikem | Default Do
< | >

[] CheckAll Clear List m m Total ho. Of Enployees: 225 [ Cheek Al £ Cxit

1.1 With this form the user can-
1. Make tour entry for an employee & delete existing tour entries for an employee.
1.2 Steps to add tour entry:

1. Select the Company.

2. Select the employee-type & status to list the employees.

Select the employee & date for which to make tour entry.

Select the mode i.e. present or half-day & click on Add Entry to make the tour entry.
Select an existing entry to delete it.

Repeat the above steps for adding tour entry.

19.0utdoor Entry:
smartSOFT provides the user with a facility to make outdoor entry for an employee i.e. punches can
be selected to make outdoor entry.
There is a form provided named "Outdoor Entry” where you can select an individual employee of a
particular company.
Select a particular date for which to make Outdoor entries.
You can see all the punches of that employee for that date in the form of a list as shown aside.
You can select one or multiple punches made and then click on "Assign” to mark those punches as
Outdoor punches.
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Outdoor Entry

Qutdoor Entry

select Company iSman | Electronics Systems Put. Ltd. v

Select Employee} 117-. M. ine ' :

select Date ?2431]8;’201[] v |

Select Punches to make Outdoor entry

All Punches 0D Punches

Select  Punch  Punch Type Select  Punch

B zo0 (N

=3

‘ﬁ Exit

1.1 With this form the user can-

1. Make outdoor entry for an employee.

Steps to add outdoor entry:

1. Select the Company.

2. Select the employee-type & status to list the employees.

3. Select the employee & date for which to make outdoor entry.
4. Select the punches for which to make outdoor entry.

5. Click on Add Entry to add the outdoor entry.

Repeat the above steps for adding outdoor entry.

20.Late/Early Penalty:

smartSOFT provides the user with a facility to make Late/Early penalty manually. This penalties are

generated as per the late/early rules set in the category Master for a particular category to which the

employee belongs.

Late/Early Penalty is the form provided to serve the purpose. The form structure is as shown
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Late/Early Penalty

Late/Early Penalty

Select Campany |Smart | Electronics Systems Put. Ltd. v |

Select Month :January v| select Year 2[]1l] v|
Select Employee E1D1?S M. Shinde '
Full Day Deductions Half Day Deductions
B Czer
[]&PP ] 4P
7-PP (] 25-4P
Penalty Details E a.pp U
| O sere
Deduction Type | dieie | | [C0714FP
R - | |0 15PP
Total Penalty |o []16FP
== - ] 18FP
] 21FP
[ 22ppP
] 23-PP

Applied Penalty

Remaining Penalty o

N £

1.1 With this form the user can-
1. Execute the late/early penalty for a particular employee.
The form shows the total number of penalty.
The type of Penalty whether from the deduction is to be done from Attendance or from the Leave.
The Balance Penalty to be executed.
1.2 Steps to make Late/Early Penalty:
Select the Company.
Select the Month in which the Late/Early penalty is to be executed.
Select the employee from the list.
Mark the date along side in the list box from which the penalty is to be effected.
The First list shows the dates of full day present and the second list shows the date on which the
employee was present for half day.
Click on Add Button.
Repeat the above steps for the other employees.
21 Setting Leave Opening Balance:
In case of new installations; this form assigns number of pending leaves to each employee.
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Opening Leave Balance (3=

Set Leave Opening Balance

=
Select Company |Smarti v
Select Category |[SEEI i v Add all Employees

Group Search Financial Year 01/04/2010 To 31/03/2011 Individual Search

_Departments -

|0 pefautt

] Marketing ‘,C,‘?,de,i

| -

First Name
L1
| Card No.
[ Check Al
Click Here to add Employees
Select Srio Code Narme Department CL SL o
] | | Pradeepkumar Nare | Defoult | |5
2 007 Supriya Todkar Default 12 [
3 009 Vandana Rupe Default 12 8
14 011 |Ashish Patel | Defoult 2 B
5 012 Dipti Mhatre Default 12 16
I 014 | Santosh Kachare | Default 2 B
2 015 Ankur Dandekar Default 12 16
8 017 Mazahir Hadiyanawala Default 12 ]
9 020 Santosh Madye Default 12 6 @
[ CheckAll ClearList e | Total No. Of Employees: 38 [o | o

Opening Leave Balance

Set Leave Opening Balance

Select Company |Smar1 | Electronics Systems Put. Ltd. v}

Select Category | EEENT I | Add all Employees

Group Search Financial Year 01/04/2010 To 31/03/2011 Individual Search
Departments -
|] Accounts |
| Default | Code
| Marketing [ [
‘D R&D | First Name
1 ] Software T
d .Card MNo. i
] CheckAll ] |
Click Here to add Employees
Select SrMNo Code Name Department cL PL SL 2
{ 1 E1113 |P.G Surendran | Default 12 |g 8
12 |E1082  |MK.Sudhakaran | Default e B |8
3 |E1120 | Deepak 5. Sawant | Default |12 6 |8
4 \E1134 | Mahesh H. Shanbhag | Default |12 ] |8
|5 |E1229 | Ganesh R.‘Warge | Default |12 6 |8
B |E1228 | Vishal V. Admane | Default |12 6 |8
7 [E1227 TaunMUpadhysy  |Defaut 12 5 8
g 8 (E1226  DilipK Nikam Default 2 6 [8 |
: 9 [F1233 |SARIKABAGRAWAL  |Deft 12 5 |8 3
[ Check Al Clear List Total Mo, Of Employees: 225 £ Exit

22 Leave Sanction:
smartSOFT provides the user with a facility to sanction leaves for an employee.
Leave Sanction is the form provided to serve the purpose. The form structure is as shown above.




Leave Sanction

Leave Accounting Year: (1/04 /2010 To 31/03 /2011

Leave Sanction

Select Company | Smart | Electronics Systems Put. Ltd.

3
v |
|

Select Employee [E1017-5. M. Shinde

Leave Duration 1_3

Applied Category I

Select leave Code EL

Available Leave Days 9

Available Leaves

From Date EW"

[] Half Day

To Date D3f&l4!201|]7“’

SrNo LeaveCode Allocated Carry Used Bal select Heason Leave Cude pate
Forward
O |cL 21412010
O cL |31412010
< 3| [« | >
Check Al
=

1.1 With this form the user can-
1. Sanction leaves for an employee & delete sanctioned leaves of an employee.

Steps to Sanction Leaves:

1. Select the Company.

2. Select the employee-type & status to list the employees.
3. Select the employee & leave code applicable.
4. Select the dates for leave & click on sanction to sanction the leaves.

5. Select a sanctioned leave to delete it in case if an error has been done on the part of the operator.
The Available leaves get updated in the grid shown along side.
Repeat the above steps for sanctioning leaves.

23 Change Password:
smartSOFT provides the user with a facility to change the password.
Change Password is the form provided to serve the purpose. The form structure is as shown above.

38




el

User name ladmin

Old Password "

New Password ]

Retype Password I

With this form the user can- 1. Change your Password.
Steps to change Password:

1. Enter the old Password and New Password. Click on Change to change the Password.

24 Create Users:
smartSOFT provides the user with a facility to create users for the system and assign rights to them.

Create Users |

Available Users

User Name : Select Company

= et ; ‘User Name

Re-Enter Password |*

User Has Following Previledges O Check all ® Uncheck all I
Master Reports Updation
[[] Company [] Master Reports [[] Overtime Report g r:;:il g:::::nsem
[ Employee [ Monthly Attendance  [J Deptwise OT [ Assign Shitts
O Dep.artmgnt [J Muster Report [ Early Report [ Compensation Off
[] Designation [ Muster A3 [ Late Report

_ ] [[] Assign Category
g tei\;e [] Employee Shift Details S lstfgt‘JTR;pmn [] Condone Entry
oliday epo

[] Continuous Reports [] Tour Entry

[] Shift [] Leave Register [J All Punches Report [ Outdoor Entry
[ Shift Raster [ Leave Balance [ Tour Report
[] Category [] TimeCard Report [[] Effective Wark Hrs
E] [e5va Rulds [J Attendance [[] Dept Summary
tt. Summary udit Log Report

O Att. s [ Audit Log R Leaves

[ Daily Attendance [J Leave Sanction

[ Daily Summary [] Leave Opening Balance

Manage Data

[ Check All Masters [ Check All Updations Settings

[ BackUp Database | |[] Check All Manage Data  [] Check All Leaves E’ ge'ec' Ba’ahase
reate User
Check All Reports ec| ettings
O p [[] Check All Setti

X

B o o =
Create Users is the form provided to serve the purpose. The form structure is as shown above.

1.1 With this form the user can-

1. Create new user for the system.
2. The user can also edit the details or delete an existing User.
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1.2 Steps to create User:

1. Enter the Username & Password.

2. Select the Company the user.

3. Select the Privileges to assign to the user.
4. Click on Add New User to add the user.

5. Select an existing User to Update or Delete.

25 Select Database Path :

=10

Download Data

Engine Type IannlnadEnuine j Select Controllers for Attendance
Database Type [MS Access = Select | Contraller No | Name ‘
v
Browse Database File v |2 \cmmuemz
C\Program

Files\DownloadEnginelDatabaselSmartahS.mdb

e I~ Check All Controllers
Save Settings Save Controllers
Import Excel Data Download/Update Employee @ Exit

From Date |01/0372010 > RLIECRERRFIILT7A N [ IRGl Download Time Logs ‘

SrNo ‘ EmpCode \ EmpName \ Phone J CardNo \ Status ‘
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Download Data

Engine Type IDownIoadEngine :J Select Controllers for Attendance

Database Type |MS Access = Select | Controller No | Name
@ 1 Controller 119
Browse Database File ___ | Vv | | Controller 212

CAProgram
Files\DownloadEnginelDatabaselSmartdM35.mdb

L]

= [~ Check All Controllers
Save Settings Save Controllers:
Import Excel Data Download/Update Employee € Exit |

From Date [01/03/2010 ] ToDate [11/05/2010 | HslitiibtClptia et

SrNo [ EmpCode | EmpName \ CardNo \ Date \ Time =
1 003 Pradeepkumar Nare 0000000003 | 0770552010 | 13:31 i
2 ;007 Supriya Todkar 0000000007 | 0770552010 |13:31
3 |009 VYandana Rupe 0000000009 | 07/0552010 |13:31
4 ?011 Ashish Patel 0000000011 |07/0552010 | 13:31
5 |012 Dipti Mhatre 0000000012 | 0770552010 |13:31
6 014 Santosh Kachare 0000000014 | 0770552010 | 13:31
( 7 ;01 5 Ankur Dandekar 0000000015 | 0770552010 |13:31
8 017 Mazahir Hadiyanawala |0000000017 |07/0552010 |13:31
9 1020 Santosh Madye 0000000020 | 07/0552010 |13:31
10 §021 Ganpat Shinde 0000000021 | 0770552010 | 13:31 Y

Total Records : 80
smartSOFT provides the user with a facility to download data from a database file. Select Database
Path is the form provided to serve the purpose. The form structure is as shown above.

1.1 With this form the user can-

1. Select a database file and download data from that file. The user can connect to two types of
databases viz. MS-Access or MS SQLServer.

Steps to select database path:

Select the database type.

Browse and select the database file.

3. Click on download employee to download the details of all the employees.

4. Click on download time logs to download the punch timings of all the employees.
5. Select the controllers for downloading the data.

Import Excel Data:

smartSOFT provides the user with a facility to import data from Excel sheet.

Import Excel Data is the form provided to serve the purpose. The form structure is as shown above.
With this form the user can-

1. Import data from excel sheets for the masters.

Steps to import excel data:

1. Select the Company.

2. Select the masters for which to import data.

Browse & select the excel file.

Enter excel sheet data & click on load to view excel data.
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Click on Save to upload data.

26 Reports:

H

Reports | Updation  Leave  Settings
 Master

Moanthly
Continuous Reports
Leave Reports
Attendance
Time Card Report
Attendance Summary
Departmentwise Overtime Report
Over Time Report
Early Report
Late Report
Show all punches
Daily Attendance
Employee Daily Summary
In-Out Report
Single Punch Report
Break Exception Report
Tour Report
Audit Log Report
Effective Work Hour Report
Department Summary Report
OutDoorEntry Report

4

»

»

4

Master Reports:
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| Reports | Updation Leave  Settings Help Log Out  Exit
| Master » Employee
Monthly » Designation b
Continuous Reports » Department
Leave Reports » Shift
Attendance Holiday
Time Card Report Leaves
Attandancn Civmaraave
27 Monthly Reports :
| Reports I Updation Leave Settings Help Log Out  Exit
] Master »
I Monthly » Employee Attendance
Continuous Reports » Muster Report
Leave Reports » Muster A3 Report
Attendance Employee Shift Details
28 Continuous Reports :
| Reports | Updation Leave Settings Help Log Out  Exit
y Master »
J Monthly »
| Continuous Reports » Absentee
Leave Reports » Late coming
Attendance Early Going
29 Leave Reports
Reports | Updation Leave  Settings Help Log Out  Exit

Master
Manthly

Continuous Reports

Leave Reports

Attendance

Tiran Mavd Danav

Leave Register
Leave Balance Report

___ S 1

—
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Monthly Employee Attendance Report

Monthly Employee Attendance Report
Select Company }Sman | Electronics Systems Pvt. Ltd. ¥ | Add all Employees
Select Month |August v| Select Year (2010 v
Group Search lg— ——‘ L | Individual Search
BapginEnfs T 79&'9&9@. r*"shm Code ¢ Select  Code MName 1N
|[] Accounts H:I Default ‘l:l General | g .
] Default ] General 2 | B [E1103 |3 % Venkatkishnan i
(] Marketing ‘ [ Night Shift ‘ f'fS‘ Name I:l |E4003 | Sadanand S. Mhatre i
(] R&D Illis | | O |Es530 |Suresh S.Gurkhe (
[[] Software ! T | B i
‘ ‘ Card No. [0 |E3125 | Sanjay B. Sawant (
‘ ‘ | I 1| O |E3124 | Sanjay V. Kambli "
[] Checkal [ Check Al [ Check Al e 5
Click Here to add Employees [[] CheckAll  Add Selected Employees To list
Select SrNo Code Department +  Category Card No 7%
| h R Kadam | Default | 0881493730
i@ 154924 iJitenc}ra C. Pawar | Default Default iDBB1 650706
3 |E1111 | Keyur Desai | Default | Default | 0881553666
4 [ET106 | AbhijitR. Joag | Default |Default 0881463138
|5 |E1103  |S.V. Venkatkrishnan | Default | Default (0881608210
|6 |E1093 | Chidambar A. Shiralkar | Default Default | 0881539858
7 |E1098  |V.Kesava Rao | Default | Default | 0881426818
8 |E3094 |B.R Malhotra | Default |Default 1589345356
9 E3092 Bhikaiji N. Khilari | Default Default 11589333132 »
[[] CheckAll Clear List Total No. Of Employees: 225

Muster Report

Muster Report

Select Company iSman | Electronics Systems Pvt. Ltd. ¥ | Add all Employees

[ [ |
Group Search Select Month @ Select Year 2010 o] Intividualeanreh
p ?M, _Category __Shift Select | Code Name Card
[] Accounts |I[] Default |IC] General Code ' ' .
[] Default ] General 2 ‘ﬁ?hﬁ B E1017 (S M Shinde
] Nignt shin (210 -
[JR&D First Name
[] Software " |
| — |
i Card Mo.
- =\ —ll = —
[[] CheckAll [] Check Al [[] Check All li | |z | >
Click Here to add Employees [[] CheckAll Add Selected Employees To list
Select SrNo Code Name Department Category Card No it
E1017 |S M, Shinde |Default  |0831502834
‘_2 1E1 029  |Hasan A Dalvi fDefauIt | Default j1583289l]52
13 |E1041  |Veerappa R Devadiga | Default | Default | 0881511202
14 |E1057 | 8.D. Patil | Default | Default | 0881417010
|5 |E1066 | R.K Bhatia | Default | Default | 0881490162
|6 .E1 070 |Pradeep B. Bhartu fDefauIt | Default | 0881436630
|7 |[E1073 | Anil Pillai | Default | Default | 0881627746
|8 |[E1082 | MK Sudhakaran | Default | Default | 0861559058
9 E1088 | Richard Benjamin | Default Default 1589475452 ¥

O

Q

heck All Clear List Total No. Of Employees: 225
i
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Attendance Report

Attendance Report
Select Company | Smart | Electronics Systems Pvt. Ltd. v| Add all Employees
Groug/Search from Date 25/08/2010 ¥  ToDate |25/08/2010 v | tedividusl Seath
_Departments. ___ Category ____Shift =
|[] Accounts |[] Default | ] General
‘D Default | ‘ [[] General 2
0] Marketing ] Night Shif
[JR&D
“j Software
Gardhios
[ CheckaAl [ Checkal [ CheckAl (I |
Click Here to add Employees
Select | SrNo Code Name Department Category (0 il
‘ F‘. G, Surendran lDefault EDefault (ol [ Present Full Days

M |2 [E1082  |MK Sudhakaran | Default | Default 0 Half Days

™ |3 |E1120 | Deepak S. Sawant | Default | Default |0

™ |4 |[E1134  |Mahesh H. Shanbhag Default | Default |0 All

7 |5 |E1228 Ganesh R. Warge Default | Default |0 [] Absent Full Days
| 7 |6 |[E1228 f\fishal V. Admane | Default | Default |0 Half Days
M7 |E1227 ATa}run M.ppadhyay Default | Default |0 [ Single Punch [ Holidays

M |8 |E1226 | Dilip K. Nikam | Default | Default |0 [ Irregular Days [] Late Coming

i 19 |[E1233 | SARIKA B. AGRAWAL | Default | Default |0 ([ I OnLeave [] Early Going

< | > [ weekly Off
[ Checkall  Clear List Total No. Of Employees: 225

Effective Work Hour Report

Effective Work Hour

Report

select Company Srﬁn | Electronics S){s!ems Put. Ltd'r"j Add all Employees

Report Type | @ Including 0D O Excluding 0D O Only 0D |

Group Search From Date |25/08/2010 v | ToDate |25/08/2010 | Individual Search
Departments Category Shift
(] Accounts ] Default | IC] General il Code
[] Default “:I General 2 ‘
] Marketing |[C] Might Shitt [
[] R&D First Name
[] Software [ T ‘
|[| Card No.
[] Check All [] CheckAll [ CheckAll L |
Click Here to add Employees
Select | Srho Code Name Department Categary Card No 2
|[E1113  |P.G. Surendran | Detault | 0881378050 F
|2 |E1082 | MK Sudhakaran | Default Default 0881559058
|3 1E1 120 |Deepak 5. Sawant | Default iDefauIt | 0881490770
14 |[E1134 | Mshesh H. Shanbhag | Default Default 0881656514 |
|5 |E1229 | Ganesh R.‘Warge | Default | Default | 0881725986 |
B |E1228  |Vishal V. Admane | Default Default 0881747842
|7 1E1 227 | Tarun M. Upadhyay | Default iDefauIt 10881738178
|8 |E1226 | Dilip K. Nikam ) | Default Default 0881537074 |
] |[E1233 | SARIKA B. AGRAWAL Default | Default 0881488082 v
[] Check Al Clear List

Total No. Of Employees; 225
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Department Summary

Department Summary Report

Select Company 'Smart | Electronics Systems P, LE;’

Select Date “251[]812010 v

|
|
|
J

Select Departments
V] Accounts
[¥] Default
[¥] Marketing
[¥] R&D
[] Software

|

Check All
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Audit Log Report

Audit Logs Report

Select Useriame @ Al O Particular

Select Event ® Al O Particular

From Date 18082010 |  ToDate 19087010 ¥

| =n

User Mame Description Date
User-admin logged in ta the syster. 18/08/201
gdmin UiEBradminIgayEd I oIeisystem: 181087201
7admin Leave Opening Balance updated for employees under Category-Default | 18/08/201
aqmin .Catggory-Dafaqlt applired to employees ,fm,m, d,a,t,e, 01{011201 0 .18J081201
< ’ >

2z




Audit Log Report

Audit Logs Report

Select UserMame O Al ® Particular ]admin ¥
Select Event O Al ® Patticular | vl
ADD
; . DELETE
Fram Date HB;‘DBQDW | To Date |LOGIN
UPDATE
@EW
User Name Description Date
User-admin logged in ta the system. 18/08/201
admin _‘User-admin logged in to the ss{stem. .181081201
ac_imi_n Apeave Opg_ni_ng Baianpe updatec_i for employees u_nder Category—Default | 1 81__0_8!201
admin jCatggpw—Default applied to err_lployges from date 01/01/2010 .18I0812U1
< >
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In Out Report

In-Out Report

Select Company :VSmart | Electronics Systems Put. Ltd?“ Add all Employees

Reporttype | O Inside O Outside @ Both

Total Mo, Of Employees:

Group Search From Date 17275[078[201!] ¥| ToDate |25/08/2010 :‘ Individual Search
Haepariant _ Category __ Shift Code
[] Accounts ||[] Default ] General ] ]
[] Default [] General 2 L |
[ Marketing [C] Night Shift First Name
[ rR&D
B Software ‘ Card No.
[[] Check Al [[] Checkall [] Check Al
Click Here to add Employees
Select SrNo Code Name Department Categary Card No ¥
1 |P. G Surendran | Default | 0881378050 7
|2 |E1082 M.K.Sudhakaran | Default | Default | 0851558058
|3 |E1120 | Deepak S. Sawant | Default | Default | 0881430770
14 (E1134 | Mahesh H. Shanbhag | Default | Default | 0881656514
|5 |(E1229 Ganesh R Warge | Default | Default | 0881725986
|6 (E1228 Vishal V. Admane Default | Default (0881747842
|7 |(E1227  Tarun M. Upadhyay | Default | Default | 0881738178
|8 |E1226 Dilip K. Nikam Default | Default | 0881537074
9 E1233 SARIKA B. AGRAWAL Default Default 0881488082 v
[] CheckAll Clear List
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Department Wise Overtime Report

Select Company |Smart | Electronics Systems Pyt. Ltd. v|  Add all Employees

From Date |25/08/2010 v| ToDate 25/08/2010 |

Department Wise Overtime Report

Departments
[] Accounts
[[] Default
[ Marketing
[ rR&D
[[] Software
[[] Check All
Click Here to add Employees
Select SrMNo Code MName Department Category Card No Lo
| Awinash B Kadam | Default | Default | 0881493730 3
2 |E4024 | Jitendra C. Pawar | Default | Default | 0881650706 |
M i3 (E1111 | Keyur Desai |Default. |Defeutt /0881553666 |
4 |[ET106 | AbhijitR. Joag | Default | Default | 0881463138 |
[ 15 (E1103 |5, V. Venkatkrishnan |Default |Default | 0881608210
B |E1099 | Chidambar A. Shiralkar | Default | Default | 0881539858 |
M |7 (E1098 V. Kesava Rao |Default. |Defeutt /0881426818 |
8 |[E3094 | B.R Malhotra | Default | Default | 1589345356 |
@l |3 [E30%2 BhikejiN. Khilari Defout Defoult __|189333132 v
[] CheckAll  Clear List
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Show all punches

Show Punches

select Company {Smart | Electronics Systems Put. Ltd. v

Add all Employees

&% OutDoorEntry

OutDoorEntry Report

select Punch Types [ All Machine Manual Deleted
XTPong Search From Date i25,’l]8/2010 #| To Date |25/08/2010 bz Individual Search
Eapartments __ Category __ Shift
|[] Accounts ||[C] Default |[C] General Code
[] Default |C] General 2 ‘ ‘
[] Marketing |[] Night Shift L !
[]rR&D First Mame
[] software [
Dardifoss
[[] Checkall [[] Checkall [[] CheckAll ‘ ‘
Click Here to add Employees
Select SrNo Code Name Department Category Card Mo A
I |P.G. Surendran { Default | Default { 0881378050
|2 (E1082  |MKSudhakaran | Default | Default | 0881559058
|3 E1120 Deepak S. Sawant | Default Default | 0881430770
14 (E1134  'Mahesh H. Shanbhag | Default | Default | 0881656514
|5 |(E1229 | Ganesh R Warge | Default Default | 0881725386
|6 |E1228  |Vishal V. Admane | Default | Default | 0881747842
|7 E1227  Tarun M. Upadhyay | Default Default | 0881738178
8 |E1226 | Dilip K. Nikam | Default | Default | 0881537074
9 E1233 SARIKA B. AGRAWAL | Default Default 0881488082 v
[[] Check All Clear List Total No. Of Employees: 225

select Company |Smart i Systems

v| Add all Employees

@ Exit

Group Search FramOsteion 01001 E8ESte Dots L Individual Search
Departments Categary Shift
=] Code
First Name
1
\ 1
| Card No.
[] Check Al [ Checkall [ Checkal ‘7
Click Here to add Employees
Select SrNo Code Name Department Category Card No I ]
1 221 WIKESH. V. UCHIL | Default \Default 0000000221 |
|2 | YINAY KUMAR TRVARI Diefault 0000000222
O |3 1223 | VINOD JAYANTILAL JOS... |Default |Default | 0000000223
0o |4 1224 | WIPUL BHANDAR | Default |Default 0000000224 |
O s 225 |VIRALJOSHI Default |Default | 0000000225
O s [226 | VISHAL GURJAR | Default \Default | 0000000226 |
O [z 227 |VISITOROI Defoult |Defeult 0000000227
_El '8 1228 | VISWANATH MUKUNDA... | Default | Default | 0000000228 |
0 s 228 | xcch nwerr | Default. | Default | 0000000223 v
[] Check Al Clear List Total No. Of Employees:
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30 Tally report:-

Employee Monthly Report (For Tally):-

This form generates Employee monthly attendance report in excel and XML formats.

Field selection: - Click on field selection and Enter the column names same as in tally in Import
Fieldname.

TallyReport Q@

Employee Monthly Report (For Tally)

Financial Year select Company |Smart | ¥| Add all Employees

select Year 2011 v To31/03/2012

Group Search select Month iAugust v/ Individual Search
Departments __Category
\[] Default | | Default Code
First Name
|| cadme,
[ Checkal [ Check Al B B
Click Here to add Employees

Select SrNo Code Mame Department Category Card No £
1 015  |AnkurDandekar Default Default 0000012345
|2 |018 Uday Naik | Default Default 0000000002
7 |3 |018 Santosh Kachare Default Default 0000011235
4 1019 Ashish Patel | Default Default 0000000004
M |5 020 Pradeep Nare | Default Default 0000012344
™ |6 021 Abhijit Dhlwalkr Default Default 0000012345
7 ? 022 Manali Shah | Default Default 0000000078
|8 045 Klm Inclulkar | Default Default 0000026598
|9 Default Default 0000000555

v




TallyReport

Employee Monthly Report (For Tally)

Financial Year

Select Company |Smart | S ‘:! Add all Employees
Select Year 2011 v |To31/03/2012
Group Search select Month :August v Individual Search
Departments ____ Category -
[[] Default |[C] Default ; Code
| | | VFirst Narne

ImportFieldName

mployee Code | EmpCode

1 Check All Employee Name EmpName

Holidays HO

WeekLy Off W0
Select | SrMNo Frosem - Category Card No e

— o 0000012345
|2 016 AT e \Defoult |0000000002
[3 [018 A i Default 0000011235
|4 [019 Lt - \Defeult |0000000004
|5 20 Heed. £k Default | 0000012344
6 loz1 Beloncest |BSL Default 0000012345
|7 |022 AllowedCL JACL Default 0000000078
8 |045 OpeningCL |ocL |Defeult | 0000026598
9 001 UsedCL us Default 0000000565

L M v
7 Total Employees:
Exit
0 cteckell Clear List |ttt | B bl B e e ]

Export to XML - After clicking Export to XML it is exported in XML format at specified location
which is further used to import in tally.
View In excel: - Click it to view the attendance in excel format.




Financial Year

Employee Monthly Report (For

Tally)

Select Company {Smatt |

Vj Add all Employees

SelectYear 2011 v To31/03/2012

Group Search select Month @ugust v Individual Search
Departments Category
[ Default | | Default Code
smartSOFT
[] Check All

Select SrMo Code Name Department « Category Card No 13
| Ankur Dandekar Default [Default | 0000012345
M 2 016 | Uday Naik Default Default 0000000002 |
M |3 (018 |Santosh Kachare | Default |Default 0000011235 |
& 4 |09 Ashish Patel Default Default 0000000004 | =
M |5 |020 |Pradeep Nare | Default | Default | 0000012344 |
|6 1021 | Abhijit Dhlwalkr | Default | Default | 0000012345 |
= |7 022 | Manali Shah | Default | Default | 0000000078
|8 |045 | Kirti Inclulkar | Default | Default | 0000026598
|9 | 001 Prakash Kurnar TOBQQU00555 B

[ CheckAll Clear List

Field Selection

Total Employees:

e
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