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Webpro Attendance software is configured on cloud computing server. Once configured the software can be
opened in the browser using the following link:

http://64.79.70.34/webpro/login.aspx.

Some common conventions:

Add

Edit ‘s

Delete .
= Login Page:

The username & password provide from our site.

Login

Davalopad by Cybematics Software Pyt. Ltd
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=  HOME PAGE:
On the Home page you will find summary information for:
1) Today’s Attendance
2) Company Details
3) Location-wise Employees
4) Birthdays

i A | Crangs Posword | Logout
Cybernetlcs Time Attendance

Master Data Attendance Updatiore Cownlkoad Leaves Reports
‘Welcome, mahesh
Online Time Attendance System Company Detaiks
Reported : 1 Company LTD
Mot Reportad : s Comact No:
Oin Leoe : [n] Emmild :
Tetal: 5 Add ez :
Acccunt Expiry Date 11-07- 2013
Location-Wise Employee Summary Birthday's Today
Company Location EmpCount
o Pune 6

i ﬂ
e
Online Tims &tte ndence System
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Master Data:
Master data entry acts as the major input for any system. Following are the masters available in the system:

[aster Cata

F Company
F Location
k Department
b Sub-Department
B Designation

[ p Employee Data
P Holiday

[+ b Category

[#-p Shiftpweekly off
F Import Mastets
P [mport Shift Roster

F Import/Export Employees
Hb Help
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4+ COMPANY MASTER:
The system allows the user to add and maintain multiple companies.

i A | Crange Fosword | Logowt
Cybernehcs Time Attendance

Master Cata Attendance Updatior= Dawnicad [y Feports

‘Welome, mahesh

Festar Da=. Company Mester
Retvah
-
L Company ¥
Count : |
* Loction
»
Department ; = | —— |
B " I.Il’ - Commany D=mik | |
== rane * )y e rnetics Softwn e Pat Lid
¥ Desgrmion ko 8272321824
¥ ¥ Emply=e Dam Ernan 1D S Uppa It BT PESTTmE 1B om
¥ Haliday H307-3CE. Megn e e r. Had mar Pune-28]
# b oty 2
1 F Shifteseskly off Ledate  degs

F Import Mastars
¥ Impart Shift Rostar

¥ Import/Export Emplkoysss
#r Help

=+ LOCATION MASTER:
You can also maintain multiple locations which further helps in grouping or classifying the employees.

Master Cata Attendance Updations Deawnload Leaves Fieports

‘Welkome, mahesh

istar Dzt La=tion Mastar

Commany | an st

4 Company Lecation D=tk
. -

» Count:1 Sal et Corpary
= Dcmd:ml Lozatfor WAk T|Fune
b Sub- Department |:| [‘} x |
¥ De=igration
#'¥ Employes Data Lpdate  Qose
¥ Holiday
¥ Category
1 ¥ shifeimekly off
> Impaort Masters

d

P Loction

IO Catalls

-

Import Shift Foster

4 ImpartfExpart Employes
Fb g
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4+ DEPARTMENT MASTER :
Multiple departments can be maintained in the system against a company-location.

H W | Crangs Proword | Logowt
Cyberne‘ﬂcs Time Attendance

Master Cata Attendance Updatioms Desnload VES Fepotts

Welcome, mahesh

Mester Data D=partment Master D=pmrtmant D=t ik

Compa . fLocation —
oom| Al T
e pw I:L:mmml Departrnart im

Lestion - |“D_ . petas Imrmeticn Technokgy|

Department s

Sub-Department

i
®
o
¥

De=igmation
Employes Data bn—
Holiday

HF Categary f'?:
B E chifytieskly off f

Court :2

v v ¥ ¥ ¥ ¥ ¥

L] Import Masters
* |mport Shift Roster

¥ ImportfExport Emplyes
*¥ Hale

=% SUB-DEPARTMENT MASTER:
Multiple sub-departments can be maintained against a department.

i | Crange Pmsword | Lopout
Cybernehcs Time Attendance

Master Cata Attendance Updatiors Desanlead ES Reports

Welcome, mahesh

MHeter Datm Sub-Departmeant Hastar

¥ Company commny | all vlmtbnlnu W |Cemrtment: | &0 o Refresh

Loction . SubrDepartment Detik

D=partment Count :0

Sub-De=partmemnt Salact Carnpd Lo tond Bepartrient

Digration - SubrDapartnent  Sonline
¥ ¥ Employes Data m‘.\- Pur- Marteting
Haliday DLID- Purs-Suppet A
¥ Categary

B F chifytweskly of

* w w w

-

L d

Import Hasters

L d

Import Shift Foster

¥ import/Export Employss
Eb Help
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<+ DESIGNATION MASTER:
Multiple designations can be added & maintained against a location.

‘ A | Cange Pmsword | Lopout
Cybernetics [y I—E—.

Master Cata Attendance Updatios= Cionwenicad ves Fepotts

‘Welkome, mahesh

Mestar Dtz Deigration Master

D= ignatian Detik
¥ Compary compe | Refresh

¥ Loction %
Compe myfloaation

[ locean Besiation  Zzuppart prg |
[ |m:-- P Detals
D=gmation

# ¥ Employes Data save Qs
r Haliday Coumt:0

Bl P Cotegary

#1F shift ekl off
> Import Mastars

4 Department

r Sub- Department

¥ import Shift Rostar

P ImpartfExpart Employes
e Hezlp
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4+ EMPLOYEE DATA :
The employee data has 2 sections i.e. Employee classification & Employee Details.
1) EMPLOYEE CLASSIFICATION:
In Employee Classification we can assign company, location, department, sub-department can be
assigned to all/selected employees.
Also employee status (Active/De-active) can be modified here.

STEPS FOR ASSIGNMENT:

1) Select the data to assign company/location/department etc. whichever applicable. Also select
the checkbox besides that option.

2) Select the employees in the table below. You can use the various search options available at the
top to filter the employees you want. To search the records select the filter options & click on
“Refresh”.

3) Click on “ASSIGN” button to assign. You will get a message “Assigned successfully”.

= ﬁ | Chargs Pazsword | Logout
Cybernetics %
Time Attendance

Master Data Artendance LUpdations

Welcome, mahesh

Master Data Employee Classification
I Company Compainy: A W Lacation: A b Dept: A i
Location
g Zus-Dest It v Drrgratan It - Status I W Bsioesh)
p Dipartment
p Sub-Department
» Déslgnanon ES:Tpary LD W E_::n':\r Puns hd DDep‘t
[ p Employee Data D.'v-.b—Dept W DD&';rat':r W Ditat'.s Azign
p Holicay
#-p Ca=gory
¥ p Shift'Weskly off
b ekly Chag 4 D Aszgned sucoessfuy
[ e " Employee Count : &
p Import Shift Reoster
p Import/Export Employess FTE LI Empttale Hzme Company  locaion  SubDept  Department  Designation  Status
[y Help l l | J l . ~
O LTC 2 Aty
O LTC Aty
O A o0 Pune | Suppo t Aty
0O  w | ooow o0 Pune | Suppo t Aty
e LTD ladl
] TC Activ
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4+ Employee Details :

Here you can view/update detailed information for a particular employee e.g. address, birth date, join

date, photo etc.

Steps to edit the employee details:

1) Atthe top, select company/location/department/sub-department to filter employees & click on
“Refresh”.

2) The employees will be listed as per the search criteria in the table below. Select the employee for
which you want to edit the details by clicking on the “Select” option corresponding to that employee
record in the table.

3) The details will be displayed in the right panel. You can edit the details & then click on “Save” button
to modify that record.

Master Data  Attendance |Ipdations Cownload Leaves Reports

Welcome, mahesh

Master Cata Employee Detaik
- cmn Voain wlowln o e
P Location Employee Court | & Saue
¥ Department
S = wo
¥ Sub-Ciepartment Mo, I:I ¢ Enmliment o, :l
o =
P Desratian felet| X | 11 00011
#¥ Employes Data geleat| X | 100 | 000100 et | Deemten
s o
» Holiday aleqt -K g 0008 W meheshiEcs phoftware .col
. Add
F P Category gelect| | B a00a R e
HP ShiftWeekly off X
A
k| M. Select 10 oooin
ITIPOI’T asters K Gander ik 3z ooE %
¥ |mpart Shift Rester vy
pinete L]
¥ Import/Export S dd/Mnyyyy
Employees
Il"':' Help
|"ﬁ
e h
ihooge File | Mo file chosen
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% HOLIDAY MASTER :
Holidays can be maintained against a company-location.

Steps to add Holiday:

1) Select Company or location under which you want to add Holiday.

2) Enter the holiday name.

3) Select date or date range as per the holiday dates.

4) Click on “SAVE "to save the holiday details. You can also edit or delete the holiday.

A | Change Password | Logout

Cybernetics

Time Attendance

Master Dara  Aftendance  Updations

Welcame, mahesh

Master Cata Holiday Master

"Compan}r Compamy | Al v| Lo@tion ‘AII ¥ Refresh

¥ Location s Holiday Details

b Department

b Sub-Department tompany/Lacatian

b Desgration D;heckp,u Holiday Hame ’||njepenjerte Day
‘LTD- Pune ‘ Eketas fired forallyears

@Sirgle ete Ome Fangs

# ¥ Employee Cata

b Holdzy Date
[
9 Cagr s 3

= Court
H P ShifWeekly cff sane Chse

b Impart Masters
b Impert Shift Rester

b Import/Expart
Employees
[
¥ Help

Page 9 of 33 Cybernetics Software Pvt. Ltd.
www.csplsoftware.com
support@csplsoftware.com




User Manual For Webpro Attendance Software

+ CATEGORY MASTER:

A category is a set of rules defined which consist of settings for full day hrs, half day hrs, punch,
compensation off, overtime, late/early etc which can be applied to the employees. It consists of 3

sections:

By default one default category for all employees is added in the system.

a) Punch Settings: This section contains settings for Check In, Check Out, Break time consideration in

case of single or multiple punches.

Single Punch @'Errur Opresent IMaore than 4 Punches
2 Punches 1jCheckIn 1jCheck Out ) For Odd Punches
3 Punches 1st Punch CheckIn 1st Punch Checkln
2nd Punch Otheck out @|§nure Ckrror Last Punch Check Qut
3rd Punch l:}:’Ehe:kl:lut Olgnure OEI’I’EII’ Other Punch @Ignure
4 Punches 1st Punch ChecklIn br) For EVEN Punches
2nd Punch OLun:h Start ®|§|‘|ure 1st Punch ChecklIn
3rd Punch ClLunch End @|§nure Last Punch Check Qut
ath Punch Check Qut Other Punch @|§nurg
Error Punch Day Oabsent present l:::'Irrs_-c,rular [Cuse in-outmode | Max. Wrk Hrs allowed [22:00 |Wrk Hrs

b) General Settings:

1) Specify whether to consider Punch timing for Check In time consideration or to overwrite shift In

time as Check In time.

2) Specify time Interval within which punches would be ignored.ie. If specified 10 minutes then
punches within 10 mins. range would be ignored.

3) You can also provide time round up facility. Select criteria before or after. Specify the time.
Accordingly the punch times would be rounded up.

Work Hour Settings

Min Full Day Hrs,  |22:00 Waork Hours

Min Half Day Hrs, |24:00 Work Hours

Check In Time Settings
@Use Punchtime as CheckIntime

Dﬂvemrite Shift In time as Check In time

lgnare punches with difference of less than

010 minutes frem previcus punch.

Page 10 of 33

DF'.u-um:I up wiork hrs
Select Round Up Type

{:}Neare 34 G}E efore

Select Time Slot 30:15 |
Dt‘umpulsawDeductBreaktime 24:00
Compensation OFf Setting

D5Et Compensation OFF,

Min Wrk Hrs Applicable to Comp OFf

Min Extra Hrs Applicable to Comp Off

Mo of Comp Off In a Manth
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c) Overtime & Late/Early Settings:
1) Overtime Settings:
1. Select option in order to Apply or Ignore Overtime Settings.
2. 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.
3. Select Grace Overtime Hours: This indicates the grace time for overtime consideration.
4. You can also provide settings for compulsory overtime before or after shift.
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.
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.
2) Late/Early Settings:
1. Check the Checkbox at the top to Apply Early/Late Settings.
2. Set Late/Early Count as interval.
If After every interval checkbox is checked, then the following conditions are applied only after
those many late counts.
3. You 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.

Cvertime 5ettings @Apph,- {:}|§nure Late/Early Deductions [ iate DEarh'r
Owertime Starts After Late/Early Count days

WrkHrs |+ W 000 Hrs @Day_g days
|:|I".'1in OT hrs after Shift | |20:00 |:|I".'1in 0T hrs before Shift 20000 l::E}Fn:lm:'-".1:t|!n|:|an|:|!
Max OT Hrs Allowed 0400 DHuur_l, 000 haurs
DﬂunsiderDTfurwurkun Whily Off DﬂunsiderDTfurwurkun paid holiday I:D'Fn:lmEh.n!rtimla l‘:}Fn:lm1.'|.f1:|rltH1:|ur5
DDTappruvaIrequired DAPP"I’ Late/Early Settings

Grace Late 22:20 | |Grace Early  (|00:20

Late Allowed 21:00 | Early Allowed |21:20
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=% ASSIGN CATEGORY :
Steps to assign Category:
1) To assign category select the company name and location
2) Select appropriate category.
3) Select from date to continue category.
4) Select employees from the list for which you want to assign the category and click on assign button to
assign the category.
5) To view the details of employee category details click on “View” button.

| Change Password | Legout
Cybernetics ™ A
Time Attendance

Master Data Artendance Updations Download Leaves Reports
Welcome, mahesh

Master Data Assion Category
W Company Company: | LTD b | .::a‘t':r:| Surs V| Department: | o V|5'.b—Dept: |g_ V| i
® Location
M Diepartment
M Sub-Department
M Designation Catemery | Dot v

[® b Employee Data
B Haliday DSI‘::(A

- p Canegory

'®) b Shift'Weskly off
B Import Mazzers Employee Count : 6

M Import Shift Roster
M Impory/Export Employses

H¥ Help

50 0 o | 0 )
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4 SHIFT MASTER :

Shifts can be applied to a particular employee under a particular Company and Location.

Shifts are of 2 types : 1)Regular Shift & 2)Flexi-Shift

1) Regular Shift

Steps to add Shifts:

1) You need to select the Company and Location to which the Shift is applicable.

2) Enter the Shift name and Shift Code which is mandatory.

3) You also need to enter the shift start/end time and Break Start/End time. Shift work Hours are

generated automatically.

4) You need to specify work Hour duration for Half Days.

5) 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 day end-time. By default it is 24 hours from the day start time.
6) Night Shift: You can also set a particular shift as night shift by checking the checkbox provided

7) Default Shift: You can also set a particular shift as default. A default shift is applicable in case no shift is

assigned to the employee.

. A | ChargePassword | Logout
Cybernetics | -
Time Attendance

Master Cata  Attendance |pdations Download Leaves Reports

Welcome, mahesh

shift Details
Master Data
Select Compan
¥ Company = Refresh
Check Al ShiftCade
b Loxation
¥ Department

Hote:All the Timings in HH:mm format, Use {24 Hour Cock)
Shift Start ¥ 0900 BreakStart |3:00
b Dasignation
Break End |4:00 Shift End ¥
b Employee Data = - I
 Holiday Shift Wark Hours 0300 BreakTime

b Sub-Department

b Category HalfDeyWorkHs % 04:30 | DefauitShift Not Assigred ] Flexi-Shift
- Shiftiweekly of Curert DeautStart 0800 | Doy EndTimefNent Dy} 0759 | o
b Impott Masters
b DNigl‘rt Shift [Eetthisasdefault shift
¥ Impott Shift Rester
. ¥ Import/Export Employess Update  Close
Hp Help
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2) Flexi-Shift :
In a flexible shift only the day start, day end & work hours are defined.

The employee can come at any-time within the day start & day end & his day status is marked on the
basis of his work hours. There is no late/early marking.

Flexi-shift Details

Select Company

Cereckan Shift Cade

[¥h10-Pure shift Narme IFlexi |
Hote: All the Timings in HH:mm format, Use (24 Hour Clock)
Day Start Tirme ¥ 0700 Day End Time [Mext Day)  * 06:39
Shift Work Hours * 10800 Half Cay Work Hrs *04:00
|:l'5et thizaz default shift
Saue Cloz=
i
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= SHIFT ROSTER :
Shift Roster can be prepared under a particular Company and Location. Shift Roster is a rotational shift
pattern.
Steps to add Shift Roster:
1) You need to select the Company and Location to which the Shift Roster is applicable.
2) Enter the Roster name which is mandatory.
3) Enter no. of days and click on “Refresh”.
4) Select appropriate shift or weekly off for each day.
5) Click "Save" to save the Shift Roster details to the database.

. A | ChargePassword | Logout
Cybernetics i e
Time Attendance

Master Data Artendance [pdations Download

Shift Roster Details Welcome, mahesh

Compary | LTD v| Location | Pune v|

Master Data

Roster Mame |Week|y |

o o

b Company E Refresh

b Location

b Department Day Shift
Gen

b Sub-Department

b Designation Gen

[ b Employes Cata Gen

Second
b Holiday eeon

[#-b Category
b Shiftpveekly off

Second

Second

Wkatf

ST = BT T S R B
ot ]

¥ Impornt Masters

b Import Shift Rester

¥ ImportExport Employees
Hp Help

Save Cloz=
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= SHIFT GROUP:
Multiple shifts can be grouped together to form a shift group. A shift group is used for assigning auto-
shifts. When auto-shift is assigned you need to select the shift group. Only shifts from assigned shift group
are applicable for auto-shifts. This is useful if there are multiple shifts starting in close proximity to reduce

the chances of wrong shift assignment as shifts which are not applicable for the employee can be
excluded from the shift group.

STEPS TO ADD SHIFT GROUP :

1) Select Particular Company and Location to which you want to add shift group.
2)  Enter Shift group name.

3) Select shifts which you want to add in the group, and click on “SAVE” to add shift group.

. A | ChangePassword | Logour
Cybernetics i -
Time Attendance

MasterData  Artendance |Updations Diownload Leaves Reports

Shift Group Details Welcome, mahesh

Compary | LD V| Locati0n| Pune V|

Master Data Group Name |Gen+Sec |

Mhheckan
¥ Compar : Refresh
pany Salect Shifts Gen[l]9'l]l]-19'l]l]] ¥

b Location [“Kecond{15:00-23:59)

b Department
b Sub-Department
b Deslgnation

(b Employee Data
b Holiday

(b Category

B Shiftpveekly off
P Import Masters
P Impart Shift Restet

¥ ImportExport Employees
Hp Help

Saue Close
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4 ASSIGN SHIFTS :

Steps to assign shift :

Document Release Date: 04/02/2013

1) Select from date and to date to assign shift (If you want to continue the shift for employee then select
the check box for continue shift and specify the date from which to assign shift.)

2) Select shift, Shift roaster or shift group as applicable for employee.

3) Select check box for weekly off to assign and select day of weekly off.

4) Select employees to assign shift.

5) Click on “Assign” to assign the shift.

6) If you want to view the records for assigned shifts then click on “View” or ”View details”

Master Data

» Company
b Loation
b Department
P Sub-Department
» Designation
[#-» Employee Data
b Holiday
[ b Category
b Shiftweekly off
b Import Masters
b Import Shift Rester

b ImportExport Employees
b Help
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Aeslan Shift

Company | LTD + | Location | Pune W | Dept | 211 | Subbept | A1l Refresh

From 04/03/2013 E C)Shiﬂ OShiﬂRuster OAutu-Shiﬂ DCuntinue

To 04/02/2013 E Gen W | | Weekly + | Shift Group GemSec v

DCuntinueWeekIyDﬁ' Weekl Week2 Week3 Weekd Weekt

SelectWeekDay | 1stHalf | 2ZndHalf | 1st Half IndHalf | 1stHalf IndHalf || 1stHalf ndHalf | 1stHalf  2ndHalf

[hveekyom | [sunsay
Chveekyom | [sunsay O O O O O O O O Ol O
[hveekyom | [sunday O O O O O O O O Ol O
DWeekIyDﬁ'l Sunday |:| |:| |:| |:| |:| |:| |:| |:| |:| |:|
DWeekIyDﬁS Sunday |:| |:| |:| |:| |:| |:| |:| |:| |:| |:|
DWeekIyDﬂ'E Sunday O O O O O O O O O O
[hweemtyom | [sunday O O O O O O O O O O
Cleneckan Assign Yiew Yiew Details

Employee Count : 6

Emp Code Hame Department Section

L | 00011

L | 000100

¥ 0oog Aol Support

L | 0005 Kashif

L | 0007 MAHESH

=l 00010 Santash Support
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<+ Import Data from Excel Sheet :
The following 3 options have been provided to bulk import data from Excel Sheets.
1) Import Masters
2) Import/Export Employees (the existing employee list can also be exported from the software in csv
format.
3) Import Shift Roster.

A link has been provided to the left-side(Download format) to download the respective formats. Data
can then be filled in the Excel sheet according to the format. There is an option to browse the data
file. Once “Load” button is clicked all the data from Excel sheet is loaded onto the page. It can then be
saved by clicking on the “Save” button. The data gets saved in the system.

/ﬁ\ | | VMS | ChangePassword | Logout

Time Attendance
Master Data  Attendance  Updations  Employee Requests  Leaves  Reports

Welcome, admin Last Login : 23-07-2012 [7:49

Master Data Import Data

» Company Download Farmat ~ File Nzme l:l Sheet Name Load Save Export Data

» Location

p Department

p Sub-Department Enrollment E ;

mp c 0« . Father's . Contact Card

» Desiration {Nu:-:m Code MName Company Location Designation Department Section Name E-mail o Address o Pin L

b Section 1 1 Sheetal Manz Ubisoft Pune HR HR A abr@ubisoftcom 22222 Mumbai 1
[#-p Employee Data <hita
_ 2 2 Ubiseft  Pune HR HR B Mumbai 2
[#p User Management Chattopadhyay

} Hollday 3 3 Anchal Basnet Ubisoft Pune HR HR C Mumbai 3
[£-p Category 4 4 Kishor Dudha Pune  Admin Admin Mumbai 4
R e T 5 5 ‘-r:?l\raa Ubisoft Pune  Finance  Finance E Mumbai 5

Impart Masters =

b impo ] 6  AmolPotdar Ubisoft  Pune  Purchase = Purchase Mumbai &

[ EIT IS ET 7 7 | SyedAbbas  Ubisoft Pune | Producer Development G Mumbai 7

p Import/Export Employees Lead

B 8  NiravFaldu Ubisoft Pume _ " Development H Mumbai 8

» Emall Settings Programmer

b Software Settings g g F'Yaa:fannh Ubisoft  Pune Manager OC '“:I:IH’ abc@ubis Mumbai 9

p Database Settings
e ele 11 1n FBITPBJ Ilhienft = Pune | |ead Artict Artist ahrMuhicnft ram. 77737 Momhail 10
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Document Release Date: 04/02/2013

> Help->Contacts Details :

Here you can view contacts details about company.

Help

P Contact Us

Page 19 of 33

Contact Us

Head Office:

Cybernetics Software Pvt. Ltd.

K-307,K-308, Megacenter, Hadapsar,Pune-411028,
Maharashtra ,India

Contact Us at:

CFFICE: SUPPORT : SALSE:

(91) 9762699090 {91) 9272381921

(020) 30528266 {91) 9175084137 (91) 9028006464

Email Us ai:

info@csplsoftware.com
@ - sales@csplsoftware.com
support@csplsoftware.com (For technical query)

Cybernetics Software Pvt. Ltd.
www.csplsoftware.com
support@csplsoftware.com
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ATTENDANCE DATA :

In this section you can see the attendance details (i.e. day status, shift, check-in, check-out, work hours,
overtime hours, late time, early time etc.) of employees for the current month. The left pane contains a tree-
view list of all the employees according to their company, location. You can select a particular employee or a
location to view the attendance of current month.

Time Attendance

Master Data  Artendance

Updations  Employee Requests  Leaves  Reports

Welome, admin Last Logi - 10-04-2012 18:43

!

ATTENDANCE DATA

30 ces
3 [ Mumbai
¥ CES-108-Adnath Karale
¥ K2259-A08 S
# CES-103-A% Bhoge
¥ CES-100-ARP
¥ K0003-Akk D
¥ CES-10&-Amol Patavkar
0 656-AshwiniD.
¥ CES-103-Bandana Rai
¥ CES-104-Kran Pati
8 CES-107-Mahesh C
W 4343-Pramia
¥ CES-101-Rajan S
# CES-106-Rupat $
# CES-102-Sachin D
0 2252dest
¥ 2234-Testt
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Code-LES-103 Name-Adinath Karale
Tots! Days30 Status- (WO {PP®  IPP® XX PP IPP®  IPP. WO PP IPP® A AA X X W

Felt? Lesver0  Shift WO |General General General Ceneral General Cenersl WO | Genersl Ganeral Genanal| Ganeral Ceneral Ceneral W

Halt0.  Hebhdays0 Checidn DCCOICS 12 [08:S2 0852 |0852 (0852 |08S2 |00:00109:24 109:28 (0000 |00:00 (1145 HiL4E |
IrregularS WeOff:3  CreckOut 30.00.25 10 118:2¢ [18:24 ‘15 24 |18:2¢ |18:24 |00:00:19:35 [13:35 |0C:00 |00:00 [00:00 |0OO:00 ‘3‘
m Late:3 Break  |00:0000:00 100:00 |00:00 (0000 (0000 100:00 |00:00/00:00 (0000 0000 |00:00 [00:00 0000 ‘Ci
Absent’S Earlyd  Wrikdrs |00 03.35 S8 10932 0000 ‘Cﬁ £X '5'32 0932 |0000:10:31 ;1011 (0000 |0C:00 (0000 [00:00 ‘.."(
HEE839 Eera Eerabrs |00:00/05:28 0102 |00:00 ‘01-32 ‘32 02 01:02 |00:0001:41 [O14Y (0000 (0000 [00:00 ;0000 (&t
Hrs 858
or00 OTHrs :c.cc'oc'cc 00:00 |00:00 ‘COJC ‘)303 00:00 |00:00:00:00 (0000 (0000 |00:00 (00:00 [00:00 ‘..‘\
Peralty, Late 50.03 00:12 [00:00 |00:00 03& 00:00 100:00 |00:00100:24 24 |0000 |00:00 100:00 (0000 ‘3‘

=1

Early 00:00/00:00 100:00 [00:00 0000 (0000 [00:00 |00:00,00:00 [0O:00 0000 0000 (0000 (0000
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= UPDATIONS :
This section contains options for attendance data updations.

I pdations

¥ MManual Punches

F Compensation Off
F Special Entry

¢ Tour Entry

k DD Entry

+ Manual Punches :
Facility to add manual punches has been provided for attendance adjustment. Manual Punches can be
assigned to one or more employees.
Steps :
1) Click on the add sign (+) to add manual punches. A popup will be displayed for adding manual punches.
2) Select the company & location.
3) Select the employees from the list displayed in the bottom section.
4) Select the date & enter the punch timings.
5) Click on Assign to assign manual punches.
6) Assigned manual punches can be selected to delete by clicking on the delete sign (X) on the main page.
7) Also deleted punches can be viewed & restored by selecting “Deleted” option for the punch type in the
search section & then selecting the deleted punch & clicking on “Restore”.

Manual Punches

Company | 4 | Location | a)) | Dept. | a)) W | Section | a)) s Refresh
From 01/04/2012 E To 20/04/2012 E Funch Type |walid e
Celeted
ﬂl:lcr'ecki\ll
Emp Code Mame .
Date Time Reason
0O = 25:0 = re
0O~
O &~
O
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Add Manual Punches

Company Al ~ Location | 4 ~
Refresh
Departmant | ») R Saction | &) R
From Date 20,/04,/2012 E Te Data 20/04/2012 E Reason forgot card
[“lpunch 1 09:00 Ceunch 2 Jpunch 2 Crunch a Assign
Punch Status | |p o ouT e 1 e ouT b
Mame -~

Company Location Department Section

DO000OO00O00EO

Close

4+ Compensation-Off :
Comp-off can be assigned to the employee in 2 cases: if he has worked on holiday/weekly-off or
on the basis of his extra hours.

STEPS TO ASSIGN COMP-OFF :

1) Select the employee for whom comp-off is to be assigned. You can also filter the employees by
company, location, department, sub-department or by name or emp-code.

2) Select the month/year & click on “Refresh”.

3) If comp-off is to be assigned on the basis of weekly-of/holiday, the days for which the employee has
worked on weekly-off/holiday are listed below in the left pane. Select the day.

Select the comp-off date & click on “Save”.

4) If comp-offis to be assigned on the basis of his extra hours, the total extra hours & available extra hours
are displayed in the right pane. If extra hours are available you can select the comp-off date & click on
“Save” to assign comp-off.

5) Also, existing comp-off can be deleted by clicking on the “X” sign corresponding to the comp-off date in
the list.
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Compensation Off

Company Al A" Location | 4 W Dept. | 4 W Section | ) W Refresh
fearch-Emp Code fgarch-Name Employes | CES-105-Bzndanz Rai b4
Manth | April W | Year |2012 W Refresh 4

Aszign Comp-Off from @'.‘.'Eekl-;Cﬁ.."HcIida-,' OBftra Hours

Weekly 0ff/Holiday related Comp-CHf details 0T related Comp-0ff Details
”» & Total 0T Available 0T
Day Status Date Comp Off Date

X NO

Comp Off Date (20-04-2012 E Save

4+ SPECIAL ENTRY :
This is a special feature provided where the admin can over-write the day status of an employee as present,
not late, not early. Work hrs can also be specified in case of “Present”.

Steps to add special entry:
1) Click on add sign (+) to add a special entry.
2) Select the company & location.
3) Select the employees to assign special entry to.
4) Enter the special entry mode-present, not late, not early and enter work hours.
5) Click on “Add Entry” to add the special entry.
6) Existing entries can be selected to delete by clicking on the delete sign(X).
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Special Entry Details

Company | all W | Location | all W |
Cepartment | all W | Section | all b | Refresh
| Date: Entry Mode: Present
| FEEEE | |Wurk e Not Late w
Emp Code Mame Mot Early . . A
| | Department Designation Day Status —
CES-101 Rajan 5 A4
CES-105 Bandana Ra B
] CES-104 Kiran Pat T Developer A
] CES-103 Ajit Bhoge T Developer .Y
|:| CES-102 Sachin D T Developer B4
|:| CES-108 Amol Patavkar T Developer A4
|:| CES-107 Mahesh C T Developer AR
|:| 2253 test T Developer AR
|:| 2234 Testl T Developer AR e
] Test3 T Developer Y
] Aditi 5 T Developer A
] Ashwini D. T Developer .Y
] N Adinath Karale T Nevelnner &4 :
£ | ¥
-
4+ TOURENTRY:
Tour entry can be added if the employee is outside for single/multiple days for official work.
Steps to add tour entry:
1) Click on add sign (+) to add a tour entry.
2) Select the company & location.
3) Select the employee & date for which to make tour entry.
4) Select the mode i.e. present or half-day & click on Add Entry to make the tour entry.
5) Select an existing tour entry to delete and click on delete sign(X) to delete it.
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Tour Entry

From To 20/04,20

L e

Count: 1

Emp Code Mame Mode Reason
| | | Date | | Work Hrs
] K CE5-105 Bandana Ra 1B/04/2012 Present rour 0B-00
Tour Entry Details
Company | All b | Location | T o |
Refresh

DE—pa:I'tITIE—I'+ All b |5&|:tin-n | all b |

-II::;;E- |FrEEEr't Vl

Emp Code Mame . . B

i CES-101 Rajan 5 CES Mumba

F1 CES-105 Bandana Ra CES Mumba

I CES-104 Kiran Pat CES Mumba T

F1 CES-103 Ajit Bhoge CES Mumba T

I CES-102 Sachin D CES Mumba T

F1 CES-108 Amol Patavkar CES Mumba T

I Mahesh C CES Mumba T

F1 rest CES Mumba T

|:| Testl CES Mumba T

F1 Test3 CES Mumba T

I Aditi S CES Mumba T

Ll 6 Ashwini D. CES Mumba T

[ CES-1NG Adinath Karals rFe M T

<

4+ OUTDOOR ENTRY:
Outdoor entry can be assigned to employees which means time utilized for official work
outside office which gets added into the work hours.

Steps to add outdoor entry:
1) Select the company & location.
2) Select the employee & date for which to make outdoor entry.
3) Enter the work hours on outdoor duty & click on “Add” to make outdoor entry.
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4) Existing Outdoor entry can also be modified or deleted by selecting the record.

Qurdoor Entry
Company ‘,q” V‘ I-Mﬁtiﬂ|,ﬂ..||| V‘ Dept|,q|| V‘ Section
Search-Emp Code ‘ ‘ Zearch-Name | ‘ Ernplnyee|2225[Test3:l v|
Date: 14/03/2012 E Hrs (03:00 Detajls [Fite visit
Emp Code Mame -
i L T I
D Q K 2219 Test3 14/03/2012 03:00 site visit

+ Download Data From USB

You can upload data from pen drive. For that purpose select 1_attlog.Dat file and select the date
range & then click on “Upload Data”

. 4 | Charge Password | Logout
Cybernetics g
Time Attendance

Master Data  Attendance |Updations Download Leaves Reports

Welcoma, mahesh

Dovenlead From USE
Download Data

b From LSE

From Date: E
SelectFile Choose File | Atterdance BACKUP AS N 28.12.12

Ugload Data
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= LEAVES:
Leave Management plays a very important role in Attendance generation.
Leave Management in Time Attendance allows the user to define their own leave codes and set rules for
individual leave codes as explained below.

Leave Management

F Leave Year Settings

F Leave Code

k Leave Rules

k Leave Cipening Balance
Pk Leawve Sanction

F Leave Carry Fonsard

+ Leave Year Settings :
Here you can define the leave accounting year whether it is from Jan-Dec or April-March.

Leave Year Settings

@lst.lan to 31st Dec l(:3'151: April to 31st March

+ Leave Codes:
User can define the leave codes according to company norms.
Steps to define leave codes
1) Select the company & location.
2) Enter the leave code & description.
3) Click on Save to add the leave code.
4) Added leave codes are seen in the grid as shown below. You can edit/delete the existing leave codes.

I:ICheckP.II Leave Code 1oL
= i Caszual Leave
E=g=liamnE Drescription
CES - Pune

CSPL - FMumbai
CSPL - Mashik Update Close

CSPL - Pune
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Leave Code Master

Company | 2 | Location | 4 Refresh

—

Count: 2

Locatien

Details

Leave Code Company

Ofs
Oz ¥
4+ Leave Rules:
User can define the leave rules for individual leave codes category-wise. i.e. e.g. Leave Rules for CL can
be different for two different attendance categories.

Steps to define Leave Rules :

1) Select the company, location & category.

2) Select the leave code.

3) Set appropriate values for all the rules displayed on the form i.e. Max./Min. Leaves allowed, Half days
allowed, Accumulation, Max. Accumulation days etc.

4) Click on Save to add the leave rues.

5) Added leave rules are seen in the grid as shown below. You can edit/delete the existing leave rules.

LEAWVE RULE DETAILS

Select Company

Select Location

Category Default b
Leave Code CL b
Mlax, Mo, of days allowed 24 Max, Mo, of times allowed 12

Max. days allowed atatime >4 Min. days allowed ata time

0.5
™ | cyrmwialerion allowed Max. days for accumulation
I:lEnl:a_‘,hmentallﬂwed

I:lﬂegative balance allowed MMax. negative balance

I:ITreat Weekly off in between leaves as Leave I:ITreat haliday in between leaves as Leave

Update Close

LEAVE RULES

Company | 4 % | Location | 4))

-

Count: 2

Category Leave Code Location

m
ol
o1

m
al’
o1
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4+ LEAVE OPENING BALANCE :

Leave account of an employee starts when an opening balance is set for that employee against the

required leave codes.

Through this form the admin or section head can set the opening balance for the employees for

individual leave codes as explained below.

Steps to set the Leave opening balance:

1) Select the company & location and click on refresh to load the employees in the grid

2) Leave opening balance can be set category-wise. Select the category. The employees belonging to this
category are displayed in the grid. The leave codes for which leave rules are assigned are loaded in the
drop-down.

3) Select the required leave code; enter the leave balance count which you need to set as balance.

4) Select the employees for whom you want to assign the balance and then click on “Set”. Clicking
on set will delete all the existing leave entries of the selected employees for the current leave year.

Leave Opening Balance

Location: Bspt: |:.'|| V‘EE:ti:r':|_-.'|| ¥ Refresh
Set
Category |EEfaL.It v| Leave Code Balance Lsavs‘fsar 2012-2012 L

DCI‘E:H.II

Company: | cs b

Aszigning Opening Balance will delete all previously assigned leaves if any for this Financial Year  Count :

| Emp Code | | Name | | Company | | Location | | Department | Section
|
D CES-109 Adinath Karale CES Mumba T Development
D Aditi & CES Mumba T Development
D Ajit Bhoge CES Mumba T Development
D CES Mumba T Development
D CES Mumba T Development
D CES Mumba T Development
D CES Mumba T Development
] CES WMumba
D CES Mumba T Development
D CES Mumba T Development
D CES Mumba T Development
] CES Mumba
D CES Mumba T Development
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+ LEAVE SANCTION :

Document Release Date: 04/02/2013

Leave account of each employee is maintained separately in the software. Leave Sanctioning can be

carried out in the following ways:

1) Admin /Section Head can directly sanction the leaves against employee.
2) Employee can request for a leave which will then be approved or rejected by admin/section head.

Steps to sanction Leave:

1) Select the company & location and click on refresh to load the employees in the grid
2) Select the employee from the Drop down. The employee category is displayed on the side,
3) Select the required leave code, the date range for leave. Select half day option if half day leave is to be

assigned. Click on Sanction.

4) The Leave balance for all codes till date and the sanctioned leaves are displayed in two separate grids
below. The sanctioned leaves can also be deleted if not used yet. Reflections in the leave

balance are seen immediately.

sanction Leave
Company: |4 % | Location: | 4
Leave Year 2012-2012 Employee | Rajan $-2240
From ‘:_.,.._...“,1.5 To 24107 /2012 E

Srio LeaveCode Allocated Balance Used

1 cL 24 22 2
2 il 12 12 0
Used Leave
Date Leave Code
O B/5/2012 ;
[l 7/5/2012
Page 30 of 33

| Dept:

W | Category

DHaIfDa-,'

Count : 2

Count : 2
Delete
Half Day

All

+ [ Section: Al + | Refresh

Leave Code |CL “

fusilable Lasyez22 | Sanction

Leave Duration 1
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+ LEAVE CARRY FORWARD :
This means that the unused leaves of previous Leave year can be transferred to the next year. To allow
this, the appropriate settings must be done in leave rules.

Steps to Carry Forward Leaves:

1) Select the company & location and click on refresh to load the employees in the grid. The employees
who have any previous balance are shown in the grid

2) Select the category and leave code for which to carry forward leaves.

Leave Carry Forward
Company | rrc v Location Mumbszi L LeaveYear 01/01/2012 Ta 31/12/2012 Refresh
Category | pefayl: W  lesvelode g v Carry Forward

{Leaves will be carried forward from previous year balance .)

DCPE:HII
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REPORTS :
A wide range of reports can be generated & exported from the system in various formats.

Reports

El-p Monthly

p Employee Arcendance
» Muster

» Muster A3

¢ Employese Shift Detalls
Time Card

IM CUT

Late Coming

Early Golng

Continuous Absentee
Continuous Late Coming
Continuous Early Golng
Crally Artendance

Tour

Special Entry

D Entry

Punch

Present In Premises
Absent

Employes Detalls

Audit Log

Leave Reglster

Leave Balance

Leave Reguest

Crally Artendance Analysis
Approved Owvertime
5hift Deviation

Comp Off

summary

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ " ¥ ¥ 7%

Drepartment-wise
Summary

p Arcendance Summary
El-» ERF Dally
B Settings
p Generate Report
Elp ERP Monthly
B Settings

p Generate Report
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Steps to generate Report:

1) You need to select the Company and Location for whose employees to generate report.

2) You can filter the required employees department, sub-department, name or employee code-wise.

3) Select all the required employees. You can directly select all employees with "Check All" checkbox
provided below every list.

4) Click on "View" to generate the report.

5) You can also export the reports by selecting the export format (PDF or Excel) & clicking on "Export".

View Reports
C:mpanv‘:.'” | Location Department _Eut:-l:ept 21l W &
Type: Manthly Attendance V‘mei To:
2012-2012 Export Format

| View i -
DChe:k.-‘-\II Employee Count: I:I

Employee Count : 17

Emp Code Hame Company Location Department Sub-Dept
D CES-109 Adinath Karale CES Mumba T Developmen
D K2253 Aditi § CES Mumba T Development
D CES-103 Ajit Bhoge CES Mumba T Development
D CES-100 AjitP CES Mumba T Development
D D009 Alok D CES Mumba T Development
D CES-108 Amaol Patavkar CES Mumba T Development
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