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a) Initialize System

This function can restore system to original Setting and Remove your All Data, the
follow is detailed step:

i3 CheckTime Attendance Management Software

BEYEM Attendance Report Maintenance Op

& (Aol f e _ Click Data then “ Initial System “ toggle, this pop-up
\. . . .

4 Clear Obsolute Data ' Window is following:

o Backup Data

Restore Data List = Refresh
& Usb Disk Manage <D ‘

. _ Initialize Data
8 Portable Device Manager
+  Sync Att Log Online
— Are you Sure you want to Delete All Data?
~  ZK Att Log Import - ! Deleted data can’'t be recovered. ‘
i Do you want to cancel the Delete task.

9 Exit

Employees

Administrator Yes No *

InitializeData X

0 Are you sure you want to delete all data !

) | Cm | [Cnd ]

Note: If confirm your selected, the system will clear all employee's data and all attendance
data. Before this operation you must be carefully do operation. Click "No" button and Click
Confirm, the system will clear all data, and return initial status just system install. Click "Yes"

Button and “Cancel” Button, the system return main menu without clear data.

b) Clear Obsolute Data

In order to make sure data security, we suggest you Backup Database in regular time, click
command on the menu, pop-up following window.

#% CheckTime Attendance Management Software
Browse For Folder x

BEYCE Attendance Report Maintenance O

© Initialize System —

4 Clear Obsolute Data hﬂ Desktop ~
‘ o Backup Data > o OneDrive o

Restore Data List = Refresh _ > & baKE S folders. program shortcuts, and |
& Usb Disk Manage <D : ? This PC

§ Portable Device Manager [ j l; ::‘:'ei

I orl

v Sync Att Log Online 5 Control Panel

» ZKAtt Log Import — 8] Recycle Bin

o it s .

Make New Folder Cancel

L)

Select position to save file, filename (auto Same as your Company Name), click "OK" button.
When original database was damage, it needs to restore, but the action only restores these




data to before back up. E.g. you back up data in Dec 15, so that these data are restored is
only one before Dec 15. Order to cancel click "Cancel " button to close window, and then
return main menu.

c) Restore Data

It can restore data in the Software through Restore Data under the Data menu. Open
Windows Pop-Up Following.

%% CheckTime Attendance Management Software
PEIEW Attendance Report  Maintenance Op

© |Initialize System —
S

¢ Clear Obsolute Data hﬂ!

o Backup Data

Restore Data ‘List = Refresh

& Usb Disk Manage < D

_ uy' Restore Data - a X
8 Portable Device Manager
v Sync Att Log Online
ZK Att Log Import
. Full Restore Partial Restore
9 Exit

Employees

Administrator

Restore Data

| Are you sure you want to restore data

No

N

Debug attlog dat CheckTimeD8 Data

File name: | CheckTimeDB

Full Restore ‘
Click “Full Restore” Windows will Appear Click ”Yt" and Select your Old
Backup File and Press “OPEN” Full Data will restore from Selected File until the

date backup file.
Exp: if Backup Data on DEC-30. The data will restore until DEC-30 Only.

Partial Restore
Click “Partial Restore” Select “Microsoft Jet 4.0/3.5 OLE DB Provider” and Click Next...
Click Small Button “...” and following windows will open. Select Data Base File and Click

”Open"



a1

Ful Rastore <=

£7| Data Link Properties X

£| Data Link Properties X

Provider | Connection Advanced Al
Provider Connection Advanced Al

Select the data you want to connect to:
Speciy the following to connect to Access data:

JLE DB Provider(s) 1. Select or enter a database name:

‘ Vicrosoft Jet 4.0 OLE DB Frovider T h
Vicrosoft Office 12.0 Access Database Engine OLE DB Provider

Microsoft OLE DB Provider for ODBC Drivers 2. Enter information to log on fo the database:

Vicrosoft OLE DB Provider for Oracle User name: |Adm|n J
Vicrosoft OLE DB Provider for Search
Microsoft OLE DB Provider for SQL Server

Vicrosoft OLE DB Provider for Visual FoxPro [ Blank password  [] Alow saving password
Vicrosoft OLE DB Simple Provider
WSDataShape

JLE DB Provider for Microsoft Directory Services
SQL Server Native Client 11.0

i _ Tesi Connection

Cancel Help oK Cancel Heip

L)

After “Open” then Click “Test Connection” Test Connection Succeeded Press “OK” and press “OK”
windows open “Restore Data” Select what you want Restore Check the option and Click “Restore”.

# Restore Data - =] X

Microsoft Data Link X Check Data To Restore

[ Device
Test connection succeeded.
[ Department

[ User Data

[ Data Log

[ Finger Print Restore

X
Data Restore Successfully

After Restore Process “OK” Close the So&are and open again. all Data will restore from Selected File
until the Date backup file.

d) USB Disk Manage
When if it is difficult to communication or fail to communicate, you can use USB flash disk
to upload or download employee's information and fingerprint, save these downloading
data in the software.

#:% CheckTime Attendance Management Software Then’

BEIGE Attendance  Report  Maintenance

@ Initialize System __ Click the “USB Disk Manage” following windows will
4 Clear Obsolute Data deer] Open .
o Backup Data
« Restore Data List 1= Refr
% Usb Disk Manage e D
g Portable Device Manager I
+  Sync Att Log Online I
- ZK Att Log Import
2 Exit

Employees
Administrator




W Usb Disk Management
|:> import Employee Export Emp info Iimpot Record  Face  Iimport Employee Pholo
ACNO  Name Card Prviege  Password o T Zones  Pr

For Import user data select “Import Employee” Tab and click “Import User Data”
Select User file that
Downloaded from
Fingerprint Device under
name “User.dat”.

Click “Open”

Wait for a while until process Complete press “Ok”.

Export Emp info

for Export User for fingerprint Device select tab “Export Emp Info” ... save You can
view all employee information in the left employee brown column;
click the button for moving data in the middle area to import data Export User data

area.

and Select department from Side Bar then Select Employee that you want Export
and Click button in Center “>3” and Click “Export User Data” window will open

select your file location your Pen Drive Click “Save”.



ASMAW
10009 ROZAIM
10010 MorAL |-
S 0011 MUHAN
10012 ABD.R
10013 AMIR A
10014 AHMAC
1015 SUHAIF
nnar -
< 3>

8! Usb Disk Management - ] b4
Import Employee  Export Emp Info  import Record  Face  Import Employee Phota
Browse Employee Information N of Employee 123 Export Employee Data
B ﬂw;:i ACNO Name Password Privilege
rol » KHAIROEL AZNI [}]
SUBCON () - 10002 ROKMAN B. ISM [}]
PDI (Shift A) 10003 MOHD FAIZAL B []
-PDI (Shift B)
- SUBCON (8) > 10004 MOHD AIZAT B. . [}]
- New Dept 10005 MUHAMAD RIS [}]
£1-sub dot
123 MR Paul [}]
~2nd Subky b
5454 Sohi []

Take pen drive to FP Device
and upload user data to
Fingerprint Device..

Import Record

L]

o Save As
«~ ~ 4 & > BalwinderSingh > iCloud Drive v | D Search iCloud Drive yel
Organize * New folder Bz - o
[&] Pictures * " Name Date modified Type Size
& google Drive #
Me items match your search.
&/ iCloud Drive
check
html
I-CLOCKING
User Manual
@ OneDrive
[ This PC
=¥ Network v o<
File name:
Save as type: | user(*.dat)
~ Hide Folders Cancel

T

Plug USB flash disk into Device, select Menu-> USB Mng->Download Attendance record data, Press
"OK", and the window will inform that download data successfully Take out USB flash disk from Device,
then plug it into USB slot of PC, click Data-> USB Disk Manage and select Import Record, shown as

following interface.

85l Usb Disk Management

¢

Import Employee  Export Emp Info  Import Record  Face

Import Employee Photo

ACND  Time DevicelD  Status

Verfied

WorkCode

5l Open
€ v
Organize v
& Downloads

Documents
[&] Pictures.

a/ iCloud Drive
check
html
I-CLOCKING

User Manual

@ OncDrive

[ This PC

P

Import Record .
Delete file U Disk

> ThisPC > Desktop > User Manual vo

New folder

P
*
*

Name Date modified

No items match your search.

& googleDrive +

*

v <

File name:

Search User Manual o

| [1attiogCdst >

x

B @

Type Size

Cancel




Click “Import Record” button, Select file from USB Disk, ending name with attlog.dat and Click Open
system will import data, these data will display in the middle list to inform that download data
successfully.

Import Employee Photo
Click the “USB Disk Manage” following windows will open...

85 Ush Disk Management R ™

Import Employes  Export Emp Info  Import Record | Face  Import Emp\iee Photo

Import Photo

-

Click “Import Photo” Button and select folder from USB Drive Click Open wait for a while it will
Import the user's photo stored in the USB disk to the software.

e) Portable Device Manager
With the Portable Device Manager in Data menu , administrator have the tool for configuring
cordless device, administering personal settings — including employees data and backing up all
Portable devices in the system.
Management of portable devices can be conducted one- by-one or in group.

DEIGEM Attendance Report Sc

© Initialize System
¢ Clear Obsolute Data
o Backup Data W8 Portable Device Manager - x
« Restore Data et fine Recerd
& Usb Disk Manage Road Dato |
8 Portable Device Manager
¢ Sync Att Log Online \ ——
ZK Att Log Import
Clear Temp Data
© Exit

you can “Read Data” , “Save Data” , “Clear Data” and also you can “Set Device”.



f) Sync Att Log Online
Downloading Data From Remote Site click “Data > Sync Att log Online” following
window will Appear:

5% CheckTime Attendance Management Software

DEEW Attendance Report  Maintenang
a5l Sync Att Log Online - [m] X
© Initialize System - Download Att Log Department ~ User
#  Clear Obsolute Data '
Re Date Range
o Backup Data o Fom [01401/2019 @~ ] To [20102008 G| [ View Impart Excel
« Restore Data List = Re
& Usb Disk Manage < ID
3 Portable Device Manager ] User ID: Name CHECKTIME CHECKTYPE VERIFYCODE WorkCode Seralne ~
1003 Balwinder Singh's... |08/06/2019 225 |1 3 1 123132112
o_Shre it e Giiin 1003 Balwinder Singh s... | 15/06/2019 08:0... |C/in 1 1
ZK Att Log Import 1004 Ling Hwa Lien 15/06/2013 09:3. |C/in 1 1
Q@ Exit 1002 Sahquib Hassan ... |15/06/201909:3.. |C/n 1 1
Eapovess 1005 Hari Ram Singh | 15/08/2019 10.0... |C/In 1 1
G 1005 Hari Ram Singh | 15/06/2019 120 |C/In 1 1
SRS 1003 Balwinder Singh's... | 15/06/2019 13:0... |C/in 1 1
1004 Ling Hwa Lien 15/06/2013 13:3... |C/in 1 1
1003 Balwinder Singh s... | 15/06/201913:5... |C/In 1 1
1005 Hari Ram Singh | 15/06/2019 140... |C/In 1 1
1002 Sahquib Hassan .. |15/06/2019 140 |C/ln 1 1
1002 Sahquib Hassan ... |15/06/2019 14:3... |C/In 1 1
1004 Ling Hwa Lien 15/06/2013 14:3... |C/in 1 1
1004 Ling Hwa Lien 15/06/2019 16:5... |C/in 1 1
1002 Sahquib Hassan ... |15/06/2019 180... |C/in 1 1
1003 Balwinder Singh's... [15/06/2019 184 |C/ln 1 1
1005 Hari Ram Singh | 15/06/2019 13:0... |C/In 1 1
1003 Balwinder Singh's... |16/06/2013120.. |C/In 1 1
1003 Balwinder Singh s... | 16/06/2019 16:0... |C/In 1 1 hd

Select “Date Range” and Click “View” data will show in
Middle window after data appear you can select by Location or All Data then
Click “Import” data will save in your local PC Software.

g) ZK Att Log Import

For import Attendance Log Import from ZkTime Software Click “Data > Zk Att Log
Import” following window will Appear

ol ZK Att Log Import - O g

Date Range
om0 O~ Find Location =
To 201072015 @~ View Import

select Date range which you want import and Click “...” button following
window open...



& Open X

« v » ThisPC 5 Desktop » CheckTimeDB222 ~ O Search CheckTimeDB222 2
Organize New folder =~ ™ @
& Downloads # »  Name Date modified Type Size
[ Documents ] CheckTimeDE 02/08/2019 15:27 Microsoft Access ... 20,008|

&= Pictures b4

& google Drive #

& iCloud Drive #
htm
1-CLOCKING
User Manual
User Menual

@ OneDrive

[ This PC

T “he >

File name: | CheckTimeDB

Select ” ZK Time Software DataBase” and Click “Open” all data will appear in
middle Window click “Import” Data will save in your check time Software.

h) Clear Temp. Data

if you want delete temporary data then just you click on this toggle .

DEIEEM Attendance Report  Sc

© Initialize System
¢ Clear Obsolute Data
o Backup Data

« Restore Data Clear Temporary Data *
& Usb Disk Manage

Portable Device Manager

Do you want to clear temporary data?

-

Sync Att Log Online
ZK Att Log Import

Clear Temp Data - ‘ OK Cancel

© Exit

i) Exit

PEIEE Attendance Report Sc

O Initialize System

¢ Clear Obsolute Data
o Backup Data

« Restore Data
& Usb Disk Manage
8 Portable Device Manager
+ Sync Att Log Online
ZK Att Log Import
* Clear Temp Data
O Exit

For Close the Check time Software Click in menu “Data > Exit” software will closed log-out...



a) Employee On Leave

When an employee on leave are unable to attend Normal attendance, in order to check statistic result,
it is required that utilize the function to set. Click “Employee on leave" command on menu, the
window is following..

7% CheckTime Attendance Management Seftware

Data WAWUGELY-M Report Maintenance Opf

7 Employee On Leave

Jd 2 Forgetting to Clock in/out

Employee Remarks

Inbox

Leave Info a7 Employee On Leave - o x
Batch Add Bonus Leave
Date R:
Allowance Report B Guery
From 01/10/2019 @~
Expart Edt
Depariment List To 20/10/2013 B
Delete Batch Delete
ACNO MName Start Time Reason Leave Name Leave Type Leave Code Leave Unit
» Sohi |19f10/2019 adad Perzonal Leave Paid PL 1
Select date Range and click
a“ " H
Query” Button result will show
you in middle of windows,
< >

Edit Leave info from result you can select “Row” and for Edit data Click “Edit” and Change any Data,
and Click “OK” data will update..

Delete Leave select that date leave “Date Row” and Click Delete Leave Data Will Deleted..

Multi Leave Delete Select multi Row Same Time and Click “Batch Delete” selected Data will Deleted

Export to Excel for export data in excel file Click “Export” and following window open
then select path where you want save file and Click “Save” file will created at selected Path..

85 Employee_leaving_on_business >
« v » ThisPC » Desktop » 8 v O Search 8 2
Organize ¥ New folder = - 9
# Quick access Mo items match your search.
@ OneDrive
= This PC
|? MNetwaork
[FIENELRRE nter File Name Here -
Save as type: | Excelfiles (*.xIs) -
» Hide Folders Cancel

then select path where you want save file and Click “Save” file will created at selected Path..



b) Forgetting to Clock In/Out
Handle Employee's Forgetting to Clock In/Out

If Employee forget to check in/out due for some cause, this function of Forgetting to Clock In/Out can
be used to add a Check-in/out record. Click "Forgetting to Clock In/Out" under the menu of
Attendance, and the following window will pop-up

2% CheckTime Attendance Management Software

LUCHENGl Report  Maintenance O 5! Forgot Clock In/Out - ] x

Employee On Leave

- - Depaments Employee
2 Forgetting to Clock in/out

Empl Remark: £ Apptest ACNO Name Add Record
mployee Remarks LcF

i~ SUBCON (8}
i+ PDI (Shift A) Time Range
- PDI (Shift B)
i~ SUBCON (B)
£ New Dept

- sub dpt
T i 2nd Subhi

* Leave Info
Batch Add Bonus Leave

Date Ero/2018 B-
Allowance Report
Time 2257

+/ Add X Cancel

You first select department and employee and choose the record Status “In/Out” Set record the date
and time, click "Add" button to add a new check-in/out record. Click the close button "Cancel" to close
this dialog box and return to the main menu.

c¢) Employee Remarks
If Employee Late/Early out or go business Work due for some cause, this function of Employee Remarks
can be used to add a Remarks record click “Employee Remarks” following window will open...

2% CheckTime Attendance Management Software 5l Employes Remarks - o x

. & Add Update Delete | |3 Clear
Attendance [aEIslelsaY E I EN T : E =
Employe<ID Date Remarks Date
Employee On Leave » N o0 hgvhv [2011072019 [E3d|

Remarks

Forgetting to Clock in/out
Enter New Remarks Here |

Employee Remarks ‘

Hr Department
‘2nd Sub b V|

% Inbox

Leave Info
Batch Add Bonus Leave

Allowance Report

Name 7 X
Balwinder Sohi

Add Remarks For Add Remarks
Select Department And Select
“Employee “you can Select One
employee or Multi Employee Same time, then Select date and Type Remarks in Text Area click “Add”
remarks will added to Those Selected Employee for Selected Date.. this Remarks will appear in Report
when you print calculate report.

Update Existing Remarks Select Old remarks from showing Remarks and Retype Remarks and change
data from and Click “Update” remarks will update to new data

Delete Remarks for delete Remarks select the remarks and click “Delete” selected remarks data will
Deleted.

d) Inbox
If the Employee take Leave in particular reason then all leaves are shows on Inbox pop-up box .

Open ”Attendance” menu then click on “Inbox” toggle:



PNICHGENTl Report  Schedule

% Employee On Leave
2 Forgetting to Clock in/out
Employee Remarks

~ Inbox

Leave Info

Batch Add Bonus Leave
Allowance

OverTime Approval

Rest Day

30(\5'!'

ay select the date
range then Click on
“search” button.

As you can see, all
result of employee’s
requesting for leave
are show in pending
list.

e) Leave Info

Leaves view: Through the view all leaves which exist this system will be shown. Attendance > Leave
info, following window will open..

LG BERIl Report  Maintenance §

o Leave Information — [m] x

2 Employee On Leave
% Forgetting to Clock infout Depattmert. Al v ey | Edit

Employee Remarks Erployee  [Schi ~] Export Refresh
“%  Inbox e
=L nf Year Medical Leave Matemity Leave Annual Leave Balance Leave Borws Leave
. “eavenio v BB 10 0 0 0 0
= Batch Add Bonus Leave

Allowance Report

T
<
Balance Leave H 0 D Cary Forward
Update

View Leave info Select Department and select employee name and Click “Query” system will show you
that employee leave info in middle of form ..

Edit Leave Info: Click on year which you want to update info and Click “Edit” window pop up will open
change the info and press “Update” button. Data will be updated in your System.

f) Batch Add Bonus Leave

For add bulk bonus leave in employee profile click “Attendance > and Batch Add Bonus Leave” following
window will open..



o Batch Add Bonus Leave

Add Batch Bonus Leave  Show Batch Bonus Leave

Departments

Employes

E1- Apptest
CF
PDI

SUBCON (2)

- PDI (Shit &)

FDI (Shit B)

- SUBCON (B)

£ New Dept
= sub dpt
L. 2nd Sub hj

13

LN

Name

Balwinder5 Sohi X

Add Record

Year 2019 v

Details Replacemant Leave |

X Cancel

Bonus Leave Information Added Successfully

Add Bulk bonus leave :Select Department and select employee that you want add leave
And select Year which you want add leave and fill no of Leave and enter detail why the leaves given and
Click “Add” information Added Successfully Msg will pop up Press “Ok” .. Data Saved in your system.

View batch Bonus Leave: select tab “Show batch bonus Leave” Type year in “Year” text box and Select
Department click Query data will show you in middle of the form..

Delete Bonus Leave : select the employee No/Name form showing Data click “Delete” Button selected employee

bonus leave data will be deleted.

e

Add Batch Bonus Leave  Show Batch Bonus Leave

Information

Year [2019

Dept. \zm Sub hj

Name Balwinder5 Sohi

g) Allowance

Guery

No of leave

Leave Year

Details

Data Deleted SuccessFully

This module is used to Add Allowance Setting for all employee, Shift Allowance, Hourly Allowance, Day
Allowance and Early Coming Allowance. For setting up Allowance Click “Attendance > Allowance Report”

following window will open..

For Setting up Shift Allowance
Click “Allowance Setting” and
select “Time Table” Enter
Allowance Code and Click
“Add” Button.

For Add Hourly Allowance
click “Allowance Setting” and
select “Hour” and enter
decided hour and Enter

& Allowence Report

Caleulate Allowance  Show Alowance  Alowance Setting

Allowance Setting Allowance Name New Allowance
Hew? @ Timetable
Eewd) Timetable
len 2 Timetable Name  [Shift Test1 v
Code ATO5
O Hour
Hour
O Days
Days
O Early
Days

- a X

Add
Update
Delete

Clear All

Allowance Code Click “Add” Button. Following as below Image >



® Hour

Hour
Total Hours | 12 |

Code | CT06 |

For Add Days Allowance click “Allowance Setting” and select “Days” and enter decided Day and Enter Allowance
Code Click “Add” Button. Following as below Image >

® Days

Days
Total Days | 30 |
Code | DY03 |

For Add Early Coming Allowance click “Allowance Setting” and select “Early” and enter minimum min Enter
Allowance Code Click “Add” Button. Following as below Image >

@ Early

Days
Early Mins | 60 |
Code | ER02 |

For Printing Allowance Report Click “Attendance > Allowance Report” and Select Calculate Allowance Select
Allowance and Department > Check (Select) Employee and Enter Date from to Press Calculate system will
calculate allowance and show you report

Employee and Enter Date from to Press Calculate system will calculate allowance and show you report as
following Windows .. for Export this Report To Excel click Export Button. report will be exported to Excel



h) OverTime Approval
If Employees who anticipate the need for overtime to complete the weeks work must

Notify the supervisor or admin in advance and obtain approval prior to working hours

Attendance [tIelelsdiYel1=1e 1]/

. “ ” 1
You just open the “Attendance”menu then click on % Employee On Leave

That extend beyond their normal schedule.

“OverTime Approval” Toogle: 2 Forgetting to Clock in/out

Employee Remarks

Inbox

Pl

Leave Info
Batch Add Bonus Leave

Allowance

filli | &2

OverTime Approval
Rest Day

)

a View OverTime Approval = X

Then you select three any button of
them:

@ (i)OT Approval Setting:
‘ you can adjust all

& OT Approval Setting in this Button.

()

&

(ii)Apply/View OT Approval : You can see and apply all OT Approval in this Button.
(iii) Approve OT : You can approve all OT Approval in this button by Supervisor or Admin.

If any employee take rest for someday .

Employee On Leave

e

=

Forgetting to Clock in/out

You can open “Attendance” then click on “Rest Employee Remarks
Day”. % Inbox
= Leave Info
; = Batch Add Bonus Leave
2 et _ o « & Allowance
Add Batch Rest Day  Show Baich Rest Day - 1
s - oo = OverTime Approval
SK Tﬁww - < December 2022 ‘ © Rest Day ’
Logistic Depanment x Sun Mo Toe Wed Tha Fi Sa
AREA CONTROLER
e B Ml .
Ko eceroon « s « 1 s s« u penandselect “Department” in “Add
o B S0 " " " " Batch Rest Day” and select date then

HR 18 19 20 2 22 2 24

(2|7 (B |2 || click on “Add” button.

v hdd X Cancel




If ALl Schedule  Maintena you want to show batch rest day then click on
“=i g Attendance Reports = Click onkAttendance”menu then tap on
~| 7 Leave Report » = “Rest Day”
~| 2" On Duty Status You see a box which have two menu bar=>
Ii In out Report You just select “Show Batch Rest Day” menu
§  Attendance Record then Select Date Range and Department,
& Punch Card Record Then click on “Query” button.
I In Out Detailed Report
£ Punch tatus Report 3.REPORT
If you want any report of employees
then select Report menu, you see all type of report you can generate.
a. Attendance Reports
It provides an attendance history for selected
Employee(s), including the name of the
employee, date of attendance, timeslot and Report eue NI N
department name and attendance status.
‘& Attendance Reports
You just click on”Report” menu then select
L) »
“Attendance Reports”: 1" Leave Report
2" On Duty Status
I+ In out Report
4 Attendance Record
@ Punch Card Record
You see a new dialogue box , you just select the date range and = In Out Detailed Report
2 report - o x| Punch Status Report
Aftendance Reports | eave Reports Other Reporis
P ~ select Department.
R & You want one employee
e [k attendance report then select
- L particular employee as you
YT | want. If you want to select all
0 o rone employee report then click on
O fssem e Button then,
0[St " You just click on "Query”
S e button.
v x - b. Leave Report

i)Leave Report
It is the process for regular, full-time classified employee(s) to enter and submit your
Absences.

You just click on” Report” menu then select “Leave report” toggle.



o5 Leave Report

Information
From
28/10/2022
To
01122022

7-Rozy de'souza

@ |4Chetan Bhagat
5 Sabiya Knatoon
| E-Saniay Kumar

|eFarhan Khan

| 3-Suktinder Sngh
10-Jaspal Yadav
[11001-Simvan Kaur
| 1002 Harpreet Jan

(2 Attendance Reports

7 7

Leave Report

2" On Duty Status
i In out Report

g H? Leave Report
® Leave Summary Report

£l

Annual Leave Report

[

{1 of 1 b b P & 0@ - | pagewidth

C)ooooopooo

L3

date range and select Department.

You see a new dialogue

box, you just select the

You want one employee leave report then select particular employee as you want.

If you want to select all employee report then click on
Button then,

You just click on

v

"Query” button.
ii)Leave Summary Report

You just click on” Report” menu then select “Leave Summary report” toggle.

[

Report edule g

Attendance Reports

T

Leave Report

On Duty Status

In out Report
Attendance Record
Punch Card Record

In Out Detailed Report
Punch Status Report

‘ 7 Leave Report

-

2' On Duty Status
1i In out Report

T Leave Report

& Leave Summary Report

¥ Annual Leave Report




s Leave Summary Report

Information
From

28/10/2022 [k
To

011272022 [FL3

@ 7-Rozy de'souza
B 8Fahan Knan
B 9-Sukhwinder Singh
@ 10-Jaspal Yadav
8 | 1001-eman Kaur
B 11002 Hapreet Jan
v

x

iii) Annual Leave Report

You just click on” Report” menu then select “Report Leave report” toggle.

Report edule a

(4 Attendance Reports

7 Leave Report

2' On Duty Status

T4

4

a

In out Report
Attendance Record
Punch Card Record

In Out Detailed Report
Punch Status Report

7 Leave Report T  Leave Report
2" On Duty Status ® Leave Summary Report
1i  In out Report

w5 Annual Leave Report

Information
From
0111272021
To
0111272022
Dept

Name

B  2Knald Rau
@ 3Abaz Hussan
@  4Chetan Bhagat
| @ | 5Sebiva Knatoon
8 |6Sanay Kumar
@ 7-Rozy de'souza
&-Farhan Knhan
9-Sukhwinder Singh
10-aspal Yadav
11001-Simran Kaur
[11002 Hopreet san

{)ossse

& O A H- | Pagewidth

Annual Leave Report

== Annual Leave Report

== %]
Nl )

x

c. On
Duty Status

On duty status includes all time you are working , not working or are required to
be ready to work for any employee whether paid or unpaid.

You can open just click on “Report” menu then click on “On Duty Status”:



NCTelels@ Schedule Maintena

(&

Attendance Reports

7 Leave Report ’
ay
2" On Duty Status " o .
1+ In out Report 0 v vy
B 022z | Bxpot — .
S  Attendance Record - —— 1
@& Punch Card Record = Bt Sawil G O FERS—
< & 1 Aui Raza moming_sat 03:09 N On Duty NotOn Duty WEEN Late WEE Early
I In Out Detailed Report 2 |2 kdFad e _|1510
273 3 Abaz Hussain moming_shift 09:10
- 22 4 Chetan Bhagat ing_shift 09:10
= Punch Status Report = ls T e e
011272022 6 Sanjay Kumar ‘moming_shift 09:10
011272022 7 Rozy de'souza moming_shift 09:10
01/12/2022 8 Farhan Khan moming_shift 03:10
oz |s Sukhwinder Sngh |moming_shit 0310
011272022 10 Jaspal Yadav moming_shift 09:10
0z 11001 SmnKar  momngsht 0310 1257 o CorrentEmployes Site
01/12/2022 11002 Harpreet Jain moming_shift 09:10 o
01/12/2022 11003 SanchuSngh  moming_shit 0310 20
You can export all 01122022 11004 Arya Kumar moming_shit 0310 2004
01272022 11005 Imanual Haque moming_shift 09:10 150
report in excel 0112202 11006 Sanaya Sddque |moming_shit | 09:10
011272022 11007 Sanjana Shama  moming_shift 09:10
011272022 11008 Katrina Kaif moming_shift 09:10
format' 01272022 11009 Salman Khan moming_shift 09:00 04
0112022 11010 Randesp Hodda  moming_shit 03.00 oy fotOnbory Early

d. In Out Report
This report shows the check inf/out summary (the first check in and last check out

Of the work day) of all the employee(s) and useful in tracking the in/out summary
Including the break duration and the late by check time.

You can just click on “Report” then click on Celels@ll Schedule Maintenar

In/Out Report”: (4 Attendance Reports

7 Leave Report ’
2' On Duty Status

11 In out Report

& Attendance Record

T ~ ° " h Card Record

nfomation EmpDate Aocourt_No Name. EMP_No Depatmert Checkint CheckOut1

o » 1 hart Raza 7 SKTECHND 0300 | ut Detalled Report
281072022 8- 202211730 1 |t Raza 123 SKTECHNO 0300 e
To w2z 1 Aot Raza 13 SKTECHND 0308
oAz [0 202211729 2 Khaid Rauf 786 Sub Branch 0801 16:27 "h Status Report
Dept w2 2 [ Rt 7 Swbench (0300 B
Al h 20221201 2 Khaid Rauf 786 Sub Branch 0s:10
Name 221128 3 [Absz Hussan | 786788 SbBanch 1624 1625
O] e e | Aoz bumsan | 786788 Sub Branch 0500 123
8 |2Hhakd Rad P E] Abaz Hussan | 796768 Sub Branch 0310
8 34dbaz Hussain 2211730 4 Chetan Bhagat | 786789 Sub Branch 05:00
I |4 Chotan Bhogat 2212m 4 Chetan Bhagat | 786789 Sub Branch 0310
8 |5Sabya Knatoon 202211730 5 :s.u,unm 786790 Sub Branch |0s:00 11:00
: 653;:;‘?—"‘5 20221201 5 Sabwya Khatoon | 786790 Sub Branch 0310
8 Sonsrom mn s om0 bt 0 i You may select date range
B 5 Skt S w220 6 Sorjay Kumar | 706791 Sub Branch 0310
B | 10derpal Yod w2113 |7 Fozydewouzs | 706752 Sub Branch 0500 1100 d I I d
e 1001 Saren e w2z |7 Fozydewouza | 796732 Sub Branch 0s:10 and also select epartment
8 | 11002 Hapreet Jan 223 |8 Fahan Knan | 796753 SbBanch  |0500 [ “ ”
02120 8 Fahenkhan | 706793 Sub Branch 0310 then cllck on Query .
2w s Sukiwinder Sngh | 786734 Sub Branch 0900 100
Expot 2z s Sukwnder Sngh | 706734 Sub Branch 0510
I M T T You can also export all
w10 n [ Py nte 1

in/Out report in your
desktop.



e. Attendance Record
It provides an attendance history for selected (N Schedule Maintena
Employee(s), including the name of the employee,

[ Attendance Reports

7" Leave Report ’

2" On Duty Status

1+ In out Report

Then you select particular employees or all employees |@' Attenciance Bacord

@ Punch Card Record

You just click on “Query” I In Out Detailed Report

date of attendance, timeslot and department
name and attendance status.
You can select date rangeAnd select department

Button. = Punch Status Report
" 6 Attendance Record = ] X
‘Aopend Glock In/Out
Fomsten UelD N Sheck Sensho  Stat i Mask Temprature S Locat
Fom e Time ° © Sate CTRIEE Data o
R/ 102022 -1 [* R (27117202 Checkn 1
‘I'n— 1 Aaf Raza 30117202 Check n 1
= 1 Aarf Raza 30117202 Check In 1
owizaz B~ ,
Dept 1 Aarf Raza 307117202 Check In 1
1 Aarf Raza 01127202 Check In 1 “ g
C . You also “Export ) all
Name
| ESE attendance
) |24haid Rauf I
O |3-Abaz Hussain .
O | Cretm e record in your PC.
0 |5-Sebwe katoon
O |6-Saniay Kumar
O |7-Rozy de'souza
O |8Fahan Koan
O |9-Sukhwinder Singh
O | 103aspal Yadav
01 [ 11001-Simvan Kaur
0 | 11002-Hampreet Jain
v X [ oy |
Expatt

f. Punch Card Record

Punch Card attendance System functions on the technology scanning fingerprints, face,
or retina to record the attendance of the employees. As soon as an employee enters the
office and punches in or out in the machine, the data goes to the database and matches
it with the existing employee information.

. . Colels@l Schedule Maintena
You just click on “Record” then select “Punch Card

& Attendance Reports

Record”.

7 Leave Report »
You can select date range And select department

2' On Duty Status
Then you select particular employees or o all Ii In out Report
employees . 4 Attendance Record

’(71 Punch Card Record
I In Out Detailed Report
Punch Status Report

9 PunchardRecord - o x

fomaton Punch Card Record
o 1 et2rh M B O W Pagewidth F

W ® | - PageWi - od | Next
AR & | = =

T Punch Card Report
) B e wam . wowm
Dept e — L Ol Owa0f  Tasias Besiln  Bes on |-n DrwerOf  Oveme b Overfe O Tols Owertive

B Fabar Husan
B 4Chetan Bragat
B 5-5akiya Khatoon
B 6 Saniay Kumar
B 7Roydetouza
[
B |3 siknnnder Snch
B 10Jacpal Yadav
B 11001 S Kaur
@ 11002 Harpreet Jan

22 =) You just click on “Query” Button.




g. In Out Detailed Report

This report shows the check in/out summary (the
first check in and last check out of the work day) of
all the employee(s) and useful in tracking the in/out
summary Including the break duration and the late

by check time.

You just click on “Report” then select “In Out

Detailed Report”.

You will see a new pop-up box, you select date

range then select Department .

8 InOutDetailedReport

Irfomation

From

[28r10/2022 [ e
To

272022 [F}e
Dept

A

MName

[o EEIE |
B |24naikd Rad I
@ Abaz Hussain

B | 4<hetan Bhagat

B |5-Sabiya Khatoon

B 6-Sanjay Kumar

8 | 7Rozy de'sowa

@ | 3Fahan Khan

B  5-Sukhwinder Sngh

@ | 10Jaspal Yadav

B | 11001-Simran Kaur

B | 11002 Hampreet Jan

o X Quey |

1 of22k M

ONF-E PR

.Out Detaied Repart

Page Width ~

h. Punch Status Report

Report

Schedule

Maintena

(§ Attendance Reports
7 Leave Report

2' On Duty Status

1+ In out Report

& Attendance Record
@ Punch Card Record

l 2 In Out Detailed Report

Punch Status Report

Then you select particular

employees or
employees .

You just click on
“Query”Button.

« all

Punch Card attendance System functions on the technology scanning fingerprints,
face, or retina to record the attendance of the employees. As soon as an employee
enters the office and punches in or out in the machine, the data goes to the database

and matches it with the existing employee information.

You just click on “Report” then select “Punch Status

Report”.

You will see a new pop-up box, you select date range
then select Department .

Then you select particular employees or

employees.

5 Punch Status Report
Bunch State

Information
From

[28/10/2022

To
2022

| 11002 Hapreet Jan

Report {eale1lS

Maintena

(4 Attendance Reports

7 Leave Report

2" On Duty Status
I+ In out Report

& Attendance Record

@ Punch Card Record

Z  In Out Detailed Report

= Punch Status Report

222117
3 202120
202211728
202211730
2022120
2211728
2022110
221201
202211730
2022120
202211730
20221201
202211730
22120
20221130
20221201
202211730
2022120

202211/30
Expon vy |

2022120

202211728

You just click on
“Query”Button.




a. Maintance Timetables
It is the process of making sure planned work is carried out. It involves bringing

you create all shift that you want like morning shift, Evening shift , Night shift ,
HalfDay shift, etc.

1 3

-
[
\ | / @, Maintenance Timetables
]
a Maintenancecs Timetable = a X
Timetable add X Update X(_Deiete ) @ Foed Schecde ) Penble Schede
B moming_sat Normal Time Table 3
_shit Regular Type "
Eveninig_Shit Timetable Name Set Color Choose
Lt On Duty Time e Off Duty Time .
Eveninig_Shiftsat)
Night_Shiftisat) Late Time Allowance Mins Leave Early Allowance Mins
Beginning In —_— Ending In —_—
Beginning Out T Ending Out =
Rest Time Start —— Max Overtime 0 Mins
Rest Time End - Max Rest Time 0 Mins
Advance Setting
() Over Time Before Work Hour 02 Min 02 MaxMins
[C) Break Before OverTime 05 Mins () Rest 2

(J OT Level 1 Normal OT 1 t 00:00
(J OTLevel2  Rest Day OT 1 00:00
() OT Level 3  Public Holiday OT 1 0 Mins.

[ Advance Rule

You just click
on “Schedule”
then select
“Maintanance
Timetables”

G

Add : you can add new maintanance table .
Update : you can update existing timechart
Delete : you can delete old maintanance timetable.

Fixed shedule : you can fixed any employee with any shift like morning , evening
or night shift.

5. Flexible schedule : this schedule gives employees a level of autonomy to create

Their own schedules and find a work-life balance that works
for them.

P nNPR

b. Shift Management
Shift Mangement is used to manage the various types of shifts and assist the
association with arranging and schedule employee shifts with compexity.
Shift management tool is useful for the association where various shifts are being
Used particularly for night shift and twofold obligation which proceed to following day.

You just click on “Schedule” then select “Maintanance Timetables”. j



Fixed shedule : you can fixed any employee with any shift like morning, evening or
night shift.
Flexible schedule : this schedule gives

employees a level of autonomy to create Schedul : Obpti
Their own schedules and find a work-life SISl Maintenance Option

balance that works for r . .
)  Maintenance Timetables
them.
1.1 Shift Management
i o Shift Management B N _F O ’ %
Shift @ Fixed Schedule | Flexible Schedule

T o o> o G D (D

office_work2 g
office_work3 | End Time | Timetable
/ » Saturs 23:.00 Eveninig_Shift

gnday 09:00 17:00 moming_shift
1 Tuesday 3 w0 4 70 5 | moming_shift 6
9 Wednesday |03:00 17:00 moming_shift
Thursday 09:00 17:00 moming_shift
Friday |09:00 17:00 moming_shit

c. Employee Schedule
An employee scheduling is the process of predicting labor needs , assigning

employees to fill those needs, and adjusting
in real-time. Schedule RNETNGCHEREEOl(l)

You just click on “Schedule” then select © Maintenance Timetables
«“ ” .
~ Employee Schedule
a5 Employee Schedule — (m] X R
eport
i SLb_ Branch ID No. Name Title Hire Date Status
=I- Logistic Depament
AREA CONTROLER h 1 za IT Advisor 28/11/2022 Active
Pakaging Area
HR NEW
& Hub
MAINTANCE ROOM
MAINTANANCE ROOM 2 1 2 3
HROLD
=-CONTROL ROOM
HR
SALES MAN
Details Schedule Days
Name Schedue Type Start Date End Date

Name

[» Used Schedule |moming_shit
Aarf Raza Used Schedule 'moming_sat [
Aanf Raza Used Schedule | Night_Shift(sat)
Aorf Raza | Used Schedule |Night_Shit |
Aarif Raza | Used Schedule | Eveninig_Shift |
Aarf Raza Used Schedule | Eveninig_Shif..




1.Temporary Shift : You can put any employee for temporary shift and update
Add, delete or clear all entries

o) TemporaryShift = [} X

) x O
Add Update Delete Clear All

ST R Search ey
(1D Ne. Name Date Sht Date (22022 B-]
Shift |Select v

You select “Date” Then Select “Shift” then “Search”.
2. Yearly Roster : It is a period specified in a written roster , which contains the
Expected attendance pattern of employees in the rostered

operation Working pattern.

s YearlyRoster = o

X

Insert Yearly Roster  Save And View Yearly Roster

R

g
a

Mon 1 Mon
Tu.. 1 1 2 1 Tu...
Wed 2 2 1 3 2 w..
Thu 3 3 2 4 1 3 1 Thu
Fi 4 4 1 3 1 5 2 4 2 [

Sat |1 5 5 2 4 2 6 3 1 5 3 Sat

sm2 s & 3 1 s 3 7 & 2 & 4  sm
Mon |3 7 7 4 2 3 4 8 5 3 7 5 Mon
Tu. |4 [s 8 s B [7 B B G 4 3 3 Tu..|
Wed | 5 B 3 G [4 [s [ [10 [7 5 9 7 w..
T |6 10 10 [7 s la [7 i [ 3 10 3 Thu |
|7 11 1 ] IG [10 s |12 s 7 1 9 R
st 8 12 |12 B |7 kX |9 |13 [0 3 12 10 sat |
Sms @ B 0w 8 2 W w m. s w1 sn
Mon | 10 14 14 1 9 13 1 15 12 10 14 12 Mon
.. |11 15 15 12 10 14 12 |16 13 11 15 13 Tu...|
\Wed 12 16 16 13 11 15 13 |17 14 12 16 14 .|
T 13 17 7 14 12 16 14 |18 15 13 17 15 Thu |
14 18 18 15 13 17 15 [13 16 14 18 16 CH
'sa 15 19 [1s 16 1 18 16 |20 17 15 19 17 sa |
Sm® o  x® v s ® v A ® % ® B Ssm
Mon (17 2 21 18 16 20 18 22 19 17 2 19 Mon
T 18 2 2 19 7 21 19 = 2 18 2 » Tu..|
Wed 19 7 2 0 18 22 20 24 val 18 2 bal w

You can insert yearly roster and save.

You can also save and view yearly roster
You set your date range and select employee which you want to view



| 85 YearlyRoster
| Insert Yearly Roster Save And View Yearly Roster

| Delete o X

T Name Date Schedule

Start Date

[281172022 @~

End Date

081272022 O

Name

[

|

v X ([ Seach |

You set your date range and select employee which you want to... then “Search”
You also delete roster you want..

3. Arrange Shift : Shift work can include evening, night, and early morning shift

as well as fixed or rotating schedules. Any work schedule that
falls outside the hours.

a-' Employee Attendance Options - O X

(O) Flexible Shift Schedule

Start Dat N
atrae ame Automatic Employee Shift Schedule Work on
based on Time Table In/Out Timing Rules®

() Automatic Schedule

Schedule
Name

]
moming_sat 1

O Fixed Shit Schedule + (=] Nght_Shitfsat) |1
== Night_Shift 1

Eveninig_Shift 1
Eveninig_Shift(sat) |1

User ID

Start Date End Date Name

Refresh v/ Add X Cancel

You can Add, Refresh and Cancel shift whenever you want...



d. Schedule report : Scheduled reports start automatically at a defined point in time.
They run in the background and you can view the results later.

#) Schedule Report = (m] X
Print
Information EmplD Name Department Date Schedule In Out
From Aarf Raza SKTECHNO 28/10/2022 Auto Shit
2811072022 B~ | Aarf Raza SKTECHNO 29/10/2022 Auto Shit
1= 1 Aarf Raza SKTECHNO 30/10/2022 RestDay
011272022 -
‘ EMNp Aarf Raza SKTECHNO 31110/2022 Auto Shift
Dest
m | 1 Aarf Raza SKTECHNO 01/11/2022 Auto Shift
. 1 Aarf Raza SKTECHNO 02/11/2022 Auto Shit
ame
1 Aarf Raza SKTECHNO 03/11/2022 Auto Shift
- \aza
© | 2haid Rt 1NE Aarf Raza SKTECHNO 04/11/2022 Auto Shit
® | 3Abaz Hussain | 1 Aarf Raza SKTECHNO 05/11/2022 Auto Shift
@ | 4Chetan Bhagat 1 Aarf Raza SKTECHNO 06/11/2022 RestDay
@ |5-5abiya Knatoon 1 Aarf Raza SK TECHNO 07/11/2022 Auto Shift
: ::’""“de'f“'"a' 1 Aarf Raza SKTECHNO  |08/11/2022 Auto Shit
Rozy de'souza
B | &rhan Knan 1 Aarf Raza SKTECHNO 09/11/2022 Auto Shift
@ |5-Sukhwinder Singh 1 Aarf Raza 5K TECHNO 10/11/2022 Auto Shit
@ | 10aspal Yadav 1 Aarf Raza 5K TECHNO 1111172022 Auto Shift
& | 11001-Simran Kaur 1 Aarf Raza SK TECHNO 121172022 Auto Shift
11002-Harpreet Jai
! sprest Jan | 1 Aarf Raza SK TECHNO 131172022 RestDay
v X 1 Aarf Raza 5K TECHNO 14/11/2022 Auto Shift
1 Aarf Raza 5K TECHNO 15/11/2022 Auto Shift
1 Aarf Raza 5K TECHNO 16/11/2022 Auto Shift

You set date range and select department then select employee
whichever you want then click on “Query” button.

You can also Print all data in your desktop.



a. Department List

This module provides with convenient to manage each department, mainly add/Edit & Delete
department, for more detail as following: Click on the " Maintenance Option > Department list"
on the menu windows appear:

al

&) x £}

Add Delete Update Sync Online

= Apptest (1)

- Test 1(2)

- Test 2 (3)

- Test 3 (4)

- Test 4 (B)

- Test b (B)

- Test 6 (7)

- Test 7 (8)

- gub dpt (5)

- 2nd Sub hj (12)

In adding department, you first Select the superior department of the new department, click
on the "Add" button, input Department ID and name of new department in the dialog box,
click "OK" to save.

g ADD DEPARTMEMT — O *
Department D |'|3 | Optional
Departmert Name |New Departmert| |

Ck Cancel

and deleting department, you only firstly Select the department selected, click the "Delete"
button, Department will be deleted if department is Empty (No Employee Inside Department).

If you want to modify a department's first select the department to modify by click Update
Button and enter New Details in Dialog Box Press Ok Button.

a2l Edit Department — O >

Update Department Name

Ok Cancel

IF your Using Online Data Sync With check Time Server. For Checking Department at Online
Server Click .



Sync Online following window will open:

B8 Department L — [} X
| x 1)
Add Delete Update Sync Online
& Sync Online - o x
- Apptest (1)
Test 1(2) =
Test 2(3) save
Test 3(4) Department D Department Name Sub Departmert Nams
Test 4(3) » Apptest None
. Tact R IR 2 pii. i
3 Sales Apptest
4 PURCHASES fpptest

For download Department From Online

Server Click SAVE Button all department will save on your Local Pc Database.

b. Employees

Select the "Maintenance/option", click Employee item, and open "Employee list", within this

window, Through the employee list you can view the Employee info like Ac No, name, title and

Pay ID. For modify employee's information Select The Employee Click Edit or Double Click On

employee info.

Maintenance Option

: 5

s Department List
nnect

5

Employees

© Administrator
i)

. . -
Maintananca Timatahlac |

- 2 = > -
& Pl =g r; . q)
Transfer Add New Edit Delete import Export Status Search Exit
Department oy ACNO Narme Tre Moble No Pay 14
S Sy oo S8 | |8 s MOHD SAMSURI BIN MD MASLO 3
OperationManudactuing ~
ok Shop Operation. n AIDIL BIN JASMAN PT4BLTOP m
Office Manager N~
] 74 HAPIAA BIN MOHAMED NOOR ROLLING/CNC OP o7
vt MOHD ZAKI BIN SABARRUDDIN | WELDER o
- i) NOOR AZMI BIN MUSTAFAR FITTER/MARKER L]
- 85 SHAHNOM SHAH BIN NAZRAY SK/ MATERIAL CONT 085
T4
) 50 MOHD HAZRI BIN SABTU CNC MACHINIST 090
Y4
® e MOHD ZAMRI BIN MAMAD SUPERVISOR 02
- 07 NOR SHAHDAN BIN HASHIM BLT/PT/HELPER w7
prd|
L) 109 HAISEN BIN SUNGKIT PT4BLTOP 09
i 85 Employee = m] x
> 5 22 = = = - (D
- & o «© Ey = (23] &\
Transfer Add New Edit Delete Import Export Status Search Exit
Department a5l EditEmployee — 1%
M or s e | Basic Information
- Offfields Supply Center Sdn Bhd S Photo
OperationManufacturing Ale No 1
Work Shop Operation
Office Manager L=zl Name Balwinder Singh
*Th Add-On Leave Pay ID 001
4 Advance Option Email ID checktime com@gmail.com
Privilage Super Admin -
Password 123456
Card No 001231234543 Title IT
B Gender Male -~ Hire Date  [01/01/2019 -]
o
Nationality | Incian D Card D5424154
Mobile No. | 0146606059 Status [Active -]
Date of Birth  [26/12/2019 @~ Enroll User
. Enroll
Home Add.  |Shsh Alam Malaysia
Close Save




1) Addition New Employee (A) Basic Information
For Add new employee Click “Add New” in form Top Menu, in order to Add the Employee
information, Fill All Details Ac No, Name, Pay Id as your Payroll Software Employee ID, and
other all Details. Then Click SAVE button at Top Menu. Data will be saved.

1. AC/No =Employee ID
Name = Employee Name
Title = Job Title

Email

WO N A WN

Gender = Employee Gender

Pay ID = Employee Payroll ID as your Payroll Software
= Employee Email ID

Mobile No = Employee Mobile No

Hire Date = Joining Date of Employee

Card No = Employee Access Card No. RFID Card No

10. Password = Employee Password that use in Device for Attendance

11. Status = Employee Status .
12. Etc..

2.) Import Employees List:

Active , Region or Deactivate

.4

When some departments |
|
i 29 = ==
enroll a lot of employee, you - Q j B T [@ &)
i i Transfer Add Mew Edit Delete Impart Export Status
can use is function to
Import, lighten an operator | Department ';:g‘ AN el AL
work, Click Import at Top || = OFed sy Cerersin o » A:'.'L MOHD SAMSURI BIN MD MASUDI | WELDER
4 - OperationManufacturing m
. . . - WorkShop Operation ke AIDIL BIN JASMAN PT&BLTOP
menu following window will e e -
. |74 HAFIAA BIN MOHAMED NOOR ROLLING/CNC OP
appear: -
ﬁ o MOHD ZAKI BIN SABARRUDDIN WELDER
", 79 NOOR AZMI BIN MUSTAFAR FITTER/MARKER
I i i,
i
W Import _ P SHAHNCM SHAH BIN NAZRAY SK/ MATERIAL CONT
ImportEmployee  Import Leave Information
= g i
= o o Click Sample Download
55 Employee x
« ~ 4 s 5 Quickaccess v O Search Quick access P
Organize ~ - @
e ~ Frequent folders (10)
[ Desktop Desktop
& Downloads |
[£] Documents
Downloads
&= Pictures This PC
& google Drive ‘
& iCloud Drive Documents
check 45 OneDrive
html J
User Manual Pictures
UserMenual ¥ o) Cnebre ©
[T enter File name ] v
Save astype: | Excel files (*.xls) v
A Hide Folders LarEE

Select location where you want save file and enter file name click SAVE file name and Click Save.

Open Saved File and Fill Employee details, Employee ID, Name, Pay Id as you Payroll Software That
Employee Id, after filling all details Save info.

A

E C D E F G H | J K
Employee ID Name Card No. Title Mobile No Email ID Nationality PayID oT1 QT2 073
20002 MOHAMAD NOH BIN MUSA 0 Asst. Supv Malaysia 20002
10092 MOHD HAFIZ 0 SUB INSTALLER Malaysia 10092
10093 MOHAMMAD SHAHRUL 0 SUB INSTALLER Malaysia 10093
0 SUB INSTALLER Malaysia 10094
10095 AHMAD SHAMIR 0 SUB INSTALLER Malaysia 10095
10096 MOHAMMAD NAZREEN 0 SUB INSTALLER Malaysia 10096
10097 MOHD RAHIM 0 SUB INSTALLER Malaysia 10097

10098 ROSLAN

10

1
2
3
4
B 10094 AMIR AMZAR
6
7
8
9

0 SUB INSTALLER

Malaysia 100938



After Save file close Excel and open Employee and click Import and Import

B Import — o X

Import Employee  Import Leave Information

G [
8 Select file X
« v 4 B> ThisPC » Desktop ~ © | Search Desktop »
Organize v New folder =- m @

B Desktop A USH >q M| -
¥ Downloads = F-
ocuments # StocklssueScript User Manual VMS New

[ Pictures N\

& google Drive #

4 iCloud Drive

check J)
bt Enter File name Google Drive qq
User Manual N
User Menual I .
@ OneDrive m
a |
[ This PC Sample Report - sample Where are my
o ~ Shorteut iles -
=
select file that you saved and Click Open
o Import - m} X

Import Employee  Import Leave Information

Save Sample Download

Employee e Card Tille i Eal Nafionaity PaylD  OTI oT2 0T
v MOHAMA.. |0 Asst. Supv Malaysia | 20002

1002 |MOMDHA..|0 SUB INST... Mlaysia | 10082

10093 | MOMAMM... [0 SUB INST... Malaysia | 10093

10034 |AMIRAV. |0 SUB INST Malaysia | 10034

10095 | AHMADS.. |0 SUB INST... Malaysia | 10095

10085 | MOMAMM. |0 SUB INST Walaysia | 1006

10087  |MOMDRA..|0 SUB INST... Malaysia | 10097

10038 |ROSLAN |0 SUB INST Walaysia | 10098

Impaort Employee X

Data Inserted Successfully
Allready Exist Employee &

Mew Saved Employee 0

Data Will Appear in Middle of Window, Click Save Confirmation info dialog box will open with new
saved employee and already existed no of employee’s Press “OK” data will saved in database.

3.) Export Employees List:

For export employee list.click Export button at top menu of form

55 Employee e o X
= 3 2 — y > 1
2 & &2 B 5 & L
Transfer Add New Edit Delete Import Status Search Exit
Department image ACNO Name Tile Mobie No. Pay Id
'5-Offields Supply Center San Bnd | [* | "/ MOHD SAMSURI BIN MD MASUDI | WELDER
OperationManufacturing ™
| AIDIL BIN JASMAN PT&BLTOP o
Office Manager o : 1 -
" 7 HAPIAA BIN MOHAMED NOOR ROLLING/CNC OP 85 ClockinOut X
—~um ! !
M 77 MOHD ZAKI BIN SABARRUDDIN WELDER <« v L« Desktop » check v O Searchcheck £
Py s |
® NOOR AZMI BIN MUSTAFAR FITTER/MARKER Cegmme i - @
T“ I T Documents # A Name Date modified Type
£ |ss SHAHNOM SHAH BIN NAZRAY SK/ MATERIAL CONT
| [&] Pictures 32bit 6:16 File f}
® s MOHD HAZRI BIN SABTU CNC MACHINIST & google Drive AttendenceDownloadService File
- 4/ iCloud Drive # Attimage File
£ [102 MOHD ZAMRI BIN MAMAD SUPERVISOR
Py ! check check File |
" 107 NOR SHAHDAN BIN HASHIM BLT/PT/HELPER html CheckServer File f
o : : Userlmage File
User Manual
‘ 109 HAISEN BIN SUNGKIT PTREBLTOP serianua
-— - : User Menual
® 17
@ OneDrive
[ This PC
. v o< >
File name: | enter file name -
Save s type: | Excel files (*xls) v
o HideFelier Conc




A File Save Dialog box will open Select file location where you want save and enter file name .

Click Save Button a Excel file will saved in your selected destination with selected department
employee data.

4.) Transfer Employee Between Department

i 5 Employee
~
-

Transfer

Department

Add New

i3 bl
2 B 5

Edit Delete Import

s a

Export Status

Search

Exit

=-Oifields Supply Center Sdn Bhd
OperationManufacturing

Work Shop Operation

Office Manager

Ly B AIDIL BIN JASMAN PT&BLTOP
-

by 74 HAPIAA BIN MOHAMED NOOR ROLLING/CNC OP
Py N

‘ 7 MOHD ZAKI BIN SABARRUDDIN WELDER

Py

) ] NOOR AZMI BIN MUSTAFAR | FITTER/MARKER
o o

) 8 SHAHNOM SHAH BIN NAZRAY SK/ MATERIAL CONT
-~

) 90 MOHD HAZRI BIN SABTU CNC MACHINIST
-

"‘ 102 MOHD ZAMRI BIN MAMAD SUPERVISOR
-

‘ 107 NOR SHAHDAN BIN HASHIM BLT/PT/HELPER
PN

’ 109 HAISEN BIN SUNGKIT PT&BLTOP
o o

ﬂ 17 n7
P

Image ACNO Name Title Mobile No. Pay ld
‘ 69 MOHD SAMSURI BIN MD MASUDI ‘WELDER ‘ ‘DGS
2

102

107

109

Select Destination department where transfer selected employee and Press

ADD Button selected employee will transfer to selected department.
Multiple employee transfer to department Hold Ctrl or Shift select multiple
employee and click transfer and select destination department Press ADD.

5.) Employee Leave Management
(i) Leave Management

o5l EditEmployee

[£] Basic Information

/4 Advance Option

Leave Mng

Previous Leave Information

[% Leave Mng Year

‘'L, Add-On Leave

Medical Leave
Maternity Leave
Annual Leave
Bonus Leave

Total Annual Leave

Total

Monthly Leave

Medical Leave

Annual Leave

2019
Total  Remaining
0 0
0 0
0
0
0
0
Per/Month

Update Leave Info

Create Leave Information

Year Year v

Medical Leave |0
Maternity Leave 0
Annual Leave 0

Balance Leave 0

Total Monthly Leave Avaliable

Medical Leave 0

Annual Leave 0

Close

[ Carry Forward

Calculate

Apply

Save

Select Employee and Click
the "Transfer" button to
transfer employees from
one department to another
department and this dialog
box will pop-up

ol Transfer

=l Apptest

- Admin1
Sales

- PURCHASES
Test 4
Test 5

~Test 6
Test 7

- sub dpt

Add Cancel

Select Leave Management
Tab

Select year and fill Leave info, press Apply confirmation dialog box will open Press OK leave info
saved in employee account for selected year..
Enter Monthly Enter the No of leave can take Max in One Month Medial Leave and Annual Leave

(ii) Add-On Leave (Bonus Leave)



Select Add-On Leave
Tab.

-

o5 EditEmployee

Add-On Leave
[£] Basic Information
Year
[ Leave Mng

No of leave |1
)}, Add-On Leave

2019 v

Details Replacment Leave]
/4 Advance Option Add
Total Bonus Leave 1
Show Add-On Leave Year Wise
| Year Date No of leave Details
» 26/12/2019 1 Replacment Leave for...

Close Save

Select year and fill No Of Leave and Details this Leave for What Purpose. Press ADD leave will
added in employee account for selected year.

(iii) Advance Option

55 EditEmployee o

= i X Advance Option

] Basic Information Set OverTime Rest Day / Public Holiday
Enable

{ [l Leave Mng Normal OverTime Code OT1
o . Min Work Hour 08:00
e fddion o Weekend OverTime Code  [0T2
: On Duty 06:00
R Public Holiday OverTime Code
Update | v
Update v
* This Rule Apply Only On Rest Day And Public
Holiday WorkTime
Total Max OverTime (Monthly) Late Panelty
Enable @® WorkTime O OverTime
OverTime o} < Hour
Late In 1 2 Mins To 1 [{Mins
Deduct 0 3 Mins
Update Max Deduct 0 3| Mins Update
Close Save

A) Set Over Time set employee personal Overtime Code as per your payroll software.

B) Rest Day and Public Holiday

b. 1 In Fixed Shift and Flexible Shift “Public Holiday" Calculation calculated with Timetable.

b.2 In Automatic scheduled "Rest Day" and "Public Holiday" Calculation calculated with

Timetable.

c. Administrator

Click the Administrator sub-item on the menu of “Maintenance Options”, this window will pop
up, show as following:

Maintenance Option

s Department List
lonnect

L X

Employees

¢ Administrator ‘

@ Maintenance Timetables



sl Administrator

Add

Delete

UserName

manager
Department Manager
USER

Password
admin
manager
123
12345

Type

Admin

Manager

Department Manager

User

Contact No.
123

876476
5018705817

Em.
123

email@email com

user@gmail com

ail 1D

Click ADD button and following pop up window appear: fill details as you require and select User Type

sl AddSignup

User Name |Errter User Name |

Contact No. 64654465 |

Select

Admin

Manager

User

1 Department Manager

User Type

O X

Email ID [Email ID |

Password | |

Re-Password | """ |
Add

1.

3.

Admin

User

2. Manager

4, Department

Manager

After fill all details Click Add button and Exit the Software and login with your User Name and password

P wnhpRE

d. Holiday List

Click the Add Holiday Following Window
Will Appear

Click “Add New”

Select Department or Public Holiday
Fill The holiday Name.

Select Date

Enter Duration etc. “ 1 “in number
Only .

ik wnNE

Admin Account Have Full Access can Delete ant data also can add forgot punch Data
Manager Account can do all Setting expect Adding Manual Punch Time Record
User Account only can Connect the Device and Download Data Print Report cant Edit any Data
Department Manager account can manager assigned department to this account.

a2 Holiday List

ew

Update

x
Delete

2020 -

Name

Mew Holiday
New Holiday

3 New Holiday

Date
1741042020
181042020
1971042020

Duration
1

1

Dept
Public Holiday
Public Holiday

Holiday Info
Dep.
Name
Days

Duration

Public Holiday ~
B~

I

17/10/2020




Dept: By Selecting “Pubic Holiday” this will apply on all employee’s

Dept: By Selecting a Department the holiday applies on that department only.

Update Existing Holiday : Select The Holiday and Change The Details Then Click UE,., “Update”.
Delete Holiday : Select the Holiday and click _* “Delete” Button. Selected Holiday will be deleted.

Delete

e. Attendance Rule

Select Maintenance/Options menu, click "Attendance Rules", and this window will popup:.

gl Attendance Rule - X

Basic Setting  Calculation Weekend Set  Advanced Function

Following Option Are Available in
Attendance Rule:

Company Details

Company Name |check time demao |

Accourt ID 1003

1. Basic Setting
Contact Person |BA|wwr|der Singh | .
2. Calculation
Contact No.  [0146606059 |
| | 3. Weekend Set
Email ID checktime com@gmail.com .
4, Advanced Function
Address
Country Malaysia

1. _ Here User can Update the Company information Like:
Company Name, Contact Person Name, Contact no, Email, Address
and Country.

2. _ : User can set some Global Rule for company attendance calculation like minimum
time spend after working hour then only Extra time Calculate as OT or Rounding Option break
deduction option and late- Early Out Deduction Rule etc.

a5 Attendance Rule - X

Can set overtime which are how many
Basic Setting Calculation  Weekend Set  Advanced Function
Agendence Rule minutes it exceeds clock-off time, so
Interval of leaving court as OT (30 Ming . . .
this will be record overtime.

D

The interval court as OT (30 Mins

OT Round Options 2nd Break Deduction

o @® Round None @ Hone Interval of leaving count as OT |30 = Mins
] . () Round Up () Work Time ) )
O Round Down O OverTime The interval count as 0T |30 = Mins
() Round Value
Break Deduction Late Deduction
@® None O WorkTime @ None (O WorkTime () OverTime
Eary Deduction

@® None (O WorkTime (O OverTime

Update Cancel




OT Rounding option
OT Round Options

i . . (® Round None
Round None: as per Showing name as None this will RD“”:DB” . O Round Up
nothing effect on OT time worker do OT it shows as . O Round Down
same time worked as OT. O Round Value

Round Down: The rules of rounding down. When Over-Time Equal or Greater then Round Down
Value it gets rounded; for Example, if Round Value 30 mins, Employee Do Min 30 min or more
Time to before next 30 + min it gets rounded down to Value 30 mins.

Round UP: The rules of rounding up. When Over-Time greater Than > 0 in enter in Round Up
Value, it gets rounded; for Example, if Round UP Value 30 mins, Employee Do Min 1 mins or more
min it gets rounded UP Value 30 mins.

Round Value: The rules of Round Value. When Time greater Then >50% it Round Up Value, if Time
Less Than <50% it Round Down Value; for Example if Rounding 30 mins, Employee Do Min 15min
1sec or more min it gets rounded UP Value 30 mins. If Employee Do Min 14min 59sec or less min
it gets rounded Down Value 0 mins.

Late Arrival, Early Out: Deduction time Setting

Late Coming In: It allow user to set Late coming Time Deduct or not Deduct, if Selected “NONE”

setting will not deduct any time from working hour or late Deduction
overtime, (® Mone () WorkTime () OverTime
If it Set as Work Time, then Late min (Time) will be Early Deduction
Deducted from Working Hour. (@ None () WorkTime () OverTime

If set as Overtime, then Late min (Time) will be Deducted from OT and Working hour become Full. If
late min exceeds from OT in This case OT become “0” and remaining Late Time will not be deducted
from working Hour.

Lunch Break Deduction: if check None this option will not be
deduct any break time from Working hour.

Break Deduction

(® Mone () WorkTime

If checked Work Time setting will Deducted based On User
Punch OUT and IN for Break time. How long user Go for Break
it will be deducted from Working Hour.

If checked Working Time and Extra Time: time will be deducted only extra time spend on break
Like if Break 60 min User Go out for break 70 min extra 10min will deducted from working time

If checked Working Time and Auto : this will deduced Full break time that decided for break user
take break or not it not matter but if user spend extra time on break like break 60 min user spend
70 min this setting will deduct 70 min from working Hour.

2" Break Deduction: if check None this option will not be deduct any break time from Working
Time or Overtime.

2nd Break Deduction

If checked Work Time setting will Deducted based On _ _
® None O WorkTime O OverTime

User Punch OUT and IN for Break time. How long user Go
for Break it will be deducted from Working Hour.



If checked Working Time and Extra Time: time will be deducted only extra time spend on break
Like if Break 60 min User Go out for break 70 min extra 10min will deducted from working time
If checked Working Time and Auto: this will deduced Full break time that decided for break
user take break or not it not matter but if user spend extra time on break like break 60 min user
spend 70 min this setting will deduct 70 min from working Hour.

If checked Overtime: Time setting will Deducted based On User Punch OUT and IN for Break
time. How long user Go for Break it will be deducted from OT time.

If checked Overtime Time and Extra Time: time will be deducted only extra time spend on break
Like if Break 60 min User Go out for break 70 min extra 10min will deducted from OT time.

If checked Overtime Time and Auto : this will deduced Full break time that decided for break
user take break or not it not matter but if user spend extra time on break like break 60 min user
spend 70 min this setting will deduct 70 min from OT time.

3. Advance Function : For Setting Overtime Code Gloable in system enter the OT Code.

Leave Rule: select the leave Rule as follow your Company.

No Rule > by selecting no rule not require set any leave info in employee profile. Just
ke in leave application in employee account and all that can show you in attendace
Report.

Basic Leave: by Selecting Basic Leave every employee profile need to set annual leave
and medical leave info. But not controlling leave taking monthly by employee.

Earn Leave: by Selecting Earn Leave every employee profile need to set annual leave
and medical leave info. Also can control by monthly how many leave employee can
take.

The Payroll Which your Company using Click the “Attendance Rule” followng popup
will open:

¥ Attendance Rule - x
Bosic Seting Calulason Woskend St Advanoed Funcion

OT Code

Hormd Qver Time: oTl

Weskend Over T o2

Pubic Fobday Over Tme (073

Leave Fdes

® Mafuies (O Basclome O Eamed Leare:

Fayol Seting

=\ Gurs
1 Wiir Pl
1 Panda Payrel [ FIP Expont
L1 Ayt Pl [0 Boss Het

HA 2000 Payrol HANS oyt

Auto Count Payrol ActFay Pyl

Select the payroll which your company using and click Update. You can select more
then one payroll.



o5l Leave Class — ] X

x
Add Update Delete

f. Leave Class:
This system provides with the leave kind of

Leave Name Leave Code Leave Unit Leave Type Leave Info

maintenance function, click "Leaving Class" O i tee A |10 — ]
R . Business Trip 8T 1 Annual Leave
menu, following window pop up. Comnglxe L 1 Annul Leave beaveCode [ ]
Emergency Leave | EL 1 Annual Leave Leave Unt 110 =
Family Leave FL 1 Annual Leave
Half Day HOL 1 Annual Leave Leave Typs
Add: add the new Leave class. Enter the L ! forud oo
Marriage Leave ALL 1 Annual Leave
Leave Name and Leave Code and Leave e ! e
H H Medical Leave MC 1 Medical Leave
Unit as 1.0 or 0.5 Like 1.0 for Full Day e Lome MO : T
Leave and 0.5 for Half Day Leave Ponoralee 2 = Ao Loave
Tranning TL 1 Annual Leave
Unpaid Leave uPL 1 Annual Leave
Vaction Leave VL 1 Annual Leave

Update: Select the leave name which needs
to edit, and change Leave details inside

Form then Click Update.

Delete: Selects a leave name which needs to be deleted, click Delete Button to Delete it.

g. Penalty :
For penalty setting under Maintenance/option
click “Penalty” following popup will open:

i. Penalty Setting for setup or add penalty
ii. Assign Penalty for Add Penalty to user

& & @

iii. View Penalty for view the list which user o I
already under penalty setting.
i. Penalty Setting:
Click the Penalty Setting Following popup Will Open
1 85l PenaltySetting - X
Penalty Setting Add Update Delete Clear Al
T o'y Seting

Penalty Name New Penalty

Late And Early Penalty

Enable
Late

Code LATE1 -

DeductFrom O None @ WorkTime O OverTime

Late 11n 1 % Mins To 30 | Mins Deduct 120 =| Mins
Late 2In 3 % Mins To 60 =| Mins Deduct 240 3 Mins
Max Deduct 300 | Mins

Enable

Early
Deduct From O None ® WorkTime O OverTime
Early 11n 30 2 Mins To 120 & Mins Deduct 120 % | Mins
Early 2 In 121 5| Mins To 240 3 Mins Deduct 240 [ Mins

Max Deduct 300 [ Mins

Penalty Name: <Enter the Name>

Late: check the Enable box if creating for late coming

Early: check the Enable box for Early Out

Code: <Give A Code as you Want>

Deduction From: Select a option

Where you want to deduct penalty

Like None not deducting. Worktime deducting from working Time. Overtime Deducting from OT
Late 1 in <Starting min> (01) - <To Min> (30) = Deduction Time (120)

In above Setting if late more than 1 min and less then 30 min system will deduct 120 min of user



Late 2 in <Starting min> (31) - <To Min> (60) = Deduction Time (240)
If late more than 31 min or less, then 60 min system will deduct 240 min of user

Max deduct if user late more the 2" late ending time (60) then system will deduct max given
Time of user (300).
After fill, All Details Click Add Button Penalty Will Added

Edit/Update: Select the penalty from side bar and change any Data then Click Update data will
updated in existing penalty.
Delete: select the penalty from side bar and click delete Button selected penalty will deleted

ii. Assign Penalty:
Click the Assign Penalty following popup will open

o5 EmployeePenalty - x

Employee Penalty

Department ‘DFADD‘\ \,‘ Add Penalty
Name FATIMAH ARIFAH s  Penalty Name v
KHAIRUL ADHAR BIN MOHAMAD DIAH | 130
NUR IZATUL AFNI BINTI KAMARUDIN Add
[ [NUR SHUHAIRA
] |NURFARLIANA BINTI RAMLAN

Select the Department and Check the employee name from List and select the Penalty from
dropdown Penalty name that you created then click Add Button Penalty will added to
selected user profile.

iii View Penalty' o] View Employee Penalty - X
. .
Emplayee Penaty View Penalty
Click the View Penalty = i
fO I l owing popup wi I l open 64-KHAIRUL ADHAR BIN MOHAM Name Penaty Name
TBENUR ZATUL AR BINT KA [ |FATIMAH ARIFAH New Penaty
219NUR SHUHAIRA [J |KHAIRUL ADHAR BIN MOHAMAD DIAH New Penalty
O EATINAH ARIFAH [ |NUR IZATUL AFNI BINTI KAMARLDIN New Penaly
. . [ |NUR SHUHARA Nen Penaly
For view the penalty WhICh .+ 2 NURFARLIANA BINTI RAMLAN New Penay

user have which penalty

First Select the Dept: then
select the employee and Click
Search button below the
employee List.

o X

It will show you all user list who have penalty .

Delete Penalty from user: select the user from result list and click Delete Button penalty will
deleted from that user profile.

2" option To Add and Delete Penalty from User Profile. Click Maintenance Option/ Employee
And select employee and click Edit then click Advance Option select penalty from Dropdown
and click Update.



| 5 EditEmployee — % J

Tang Advance Option gt
Deparl ] Basic Information Set OverTime Rest Day / Public Holiday
checkt| [ Leave Mng [ Enable Rest Da
Normal OverTime Code y L
7, Add-On Leave
L Weekend OverTime Code
l:l [ Enable Public Holiday .
¥ |4 Advance Option Public Holiday OverTime Code | |
fi&i] Rest Day Update I
& Online Total Max OverTime (Monthly) Update [
OverTime 0 2| Hour  Late Penalty I

Update Fere &y [rone] "‘ ¢i

Add OverTime Approval
OverTime Approval No -

Update Update |-

Close Save

h. Database Option
click the Maintenance Option select Database option following window will open:

The system adopts Microsoft ADO database interface, default single Access2000 database,
filename is “CheckTimeDB.mdb” and you can set up database link according with real
situation.

Select Provider pagination, then select Microsoft Jet 4.0 OLE dB Provider; And Click next
button. You will enter to next step Connection Tab and click the ... "].| and Select The
databse Through the pop-up menu of File Manager file “CheckTimeDB.mdb” located. Then
press Open Button.

Click "Test Connection" button, if the prompt inform you the connection is successful, that
means that the software have been create link between databasespres, then press ok button
software will close and you will redirect to Login Window.

) Data Link Properties X
Provider Connection  Advanced Al

Seleet the data you wart to eanneet to

OLE DB Provideris)
Microsaft Jet 4.0 OLE DB Provider
Microssft Office 12.0 Access Database Engine OLE DB Provick
Microsoft OLE DB Provider for Analysis Services 11.0 [ Data Link Properties x
Microsoft OLE DB Provider for ODBC Ditvers
Microsoft OLE DB Provider for Oracle: Provider Comection  Advanced Al
Microsoft OLE DB Provider for Search
Microsoft OLE DB Provider for 50L Server Specfythe folowing to connect to Access data
Microsoft OLE DB Simple Provider 1. Select or enter a database name:
MSDataShape U \
OLE DB Frovider for Mierosoft Drectory Senices
SQL Server Native Cliert 11.0 2. Enterirformation to log on to the database:
< >
Blank password (] Allow saving password
Nexiss |

Cancel Help

Test Connection

oK Cancel Help

i. System Option:

click the Maintenance Option select System Option following window will open:



1.

Backup Destination: In order to make sure data
security and to restore,
we suggest you select a backup Path for Database
software automatic backup database in regular
time every week once,

Function Option:

a) salary Option will enable additional function in
Employee Profile where you

Can set employee basic and monthly salary details,
b) Server Upload:

if your using multibranch or online web-admin to
manage data or transfer data between multibranch
check the function Server Upload and Set Time in
Min:

c) Server Download:

B2 Systems Options

General

Select Backup Database Path

Backup Destination

Function Option

[ Salary Option

Server Upload

[ Server Download

Upload data to server in mins Update

SelectLanguage

SelectLanguage

If checkbox is checked (Enzble]

M
Hind
Punjabi
French
Spanish

Update

ai
Chines
Laos

if you want to set automatic download data from server to local computer check the server
Download function it will automatically download data from server.

Select Language: you can change Software Language from Dropdown and Press Update to

apply the Action.

Add Reminder:

click the Maintenance Option select Add Reminder following window will open:

For Add Reminder Select Department And [ srerinea

Departments

Employees

Select Employee “you can Select One
employee or Multi Employee Same time,
then Select date and Time then type
Reminder in Text Area click “Insert”
Reminder will added to Those Selected
Employee for Selected Date.. this
Reminder will appear On Dashboard

ACNO
1007
1003
1013
2015
3003
1011
1001
2055
1015
3001
2041
2019
2082
1049
o

Name
JEBENYIUS AJUN
JUDE BIN LOGK
JUMIRON RAIPOT
Juspendy Juisp
Kamal Bahadur G
KEE SIOW SHEN
KEE TOO KEA
Kong Yeig
LAl FOH CHEE
Lal Bahadur Thapa
Les Kim Kiew
Lee Liang Tai
Lim Cheng Poo

~

LIM KOH SIONG
v

M B

when you open Check Time Software.

Date 02/12/2020 ~
Time 03.00

Notfication Detais|

New Reminder Here

Insett

calculate report.

View/Edit Reminder:

click the Maintenance Option select “View/Edit Reminder” following window will open:

Update Existing Reminder Select Date [ vttt

Tine Range

Range and click query system will show o

reminder in windows list area. Then select

the reminder and click Edit after change
reminder details click update. Selected
reminder update.

Delete Select reminder by click on
reminder and click Delete Button. Selected
reminder will delete from List.

Dt Hame

Emplopes Name

Change Password:

click the Maintenance Option select Change Password following window will open:

[CHONG PHAY LM




For Changing Old Password: 8 Change Passvord - 0 x

Change Password

Input Username UserHarme ]
W= [
Input old password. NewPssswor [

Re Enter Passward l:l
New Password: Input new password.

Update Cancel

Verify New Password: The input must be consistent with the
new password.

After Click Update software will Close and Back to Login Window unable to enter the system until
input the right Username and Password.

m. Update Database:
click the Maintenance Option select Database Update this function update software data base

from old version to new version database if you update new software in existing system.

oy Update Database - O X
X
i
Database Updated Successfully _
Please Wait

n. Audit Log:
click the Maintenance Option select Change Password following window will open:

! AC Log — m} X
Time Record
Fom  [12/12/2020 F~| To 02/12/2020 @~ | [ Search
Logs Date User ~
3 Database updated by user admin 02/12/2020 23:24 admin
Motification export to excel 02/12/2020 23:.05 admin
In this window system Notfication viewed 0212/2020 2305 admin
Motification deleted for employee Kamal B... | 02/12/2020 23.05 admin
Show you a” Log abOUt Notification viewed 02/12/2020 23.00 admin
the software usa ge. Notification viewed 02/12/2020 22.57 admin
. . Notification viewed 02/12/2020 22:57 admin
Which function use by Notfication added for employee Kamal Ba... |02/12/2020 22.57 admin
Notification added for employee Juspendy... | 02/12/2020 22:.56 admin
User and When' Notification added for employee Hew Kim ... | 024122020 22:56 admin
Log can Sea rch by Date i Notification added for employee CHONG . | 02/12/2020 22:56 admin
Natification viewed 02/12/2020 22:56 admin
Login by user admin 02/12/2020 22:45 admin
Software exit 02/12/2020 17:31 admin
Device connected and device serial no.i... |02/12/2020 17:26 admin
Fix timetable read from server 02/12/2020 17:25 admin
Fix timetable read from server 02/12/2020 17:25 admin
Fix shift read from server 02/12/2020 17:25 admin
Flex shift read from server 02/12/2020 17:25 admin
Login by user admin 02/12/2020 17:25 admin
Software exit 02122020 17:22 admin
Device connected and device serial no.i... |02/12/2020 17:16 admin v




a.

b.

Connect Device

Before downloading or uploading data from the Device with software, ensure that the
communication between Device and PC has established. So connect the device to the
system firstly, input the related parameter, after create connection successful,
uploading or downloading data is available.

Connect

The Device which reside in the system will display in the " Machine list", single-click
the Device to choose it, then click "Connect" button wait for while device will connect
to System.

If fail to connect, please check: 1) Whether the Device connecting parameters
equipped with communication parameters of the menu option. 2) Whether the
communication line linking well.

Disconnect
After Done Operation with Device for Disconnect device click "Disconnect" to disconnect
the Device communication.

Download attendance log from Device

It is unable to download data from the =
Device unless the system and the Device Dowrloading
are at the connection condition. Directly
click on "Machine" in the main interface

| Processing Data

right side to download attendance Logs ‘ X
Or enter Device Management menu,

chooses download attendance Logs. A Download Attendence log Successtully
popup will open, and system start
downloading Log from Device. After download done.

Press Ok .

User Download/Upload

you can Upload and download user information Only when the system and the Device
are at the connection condition, the downloading data is available, click on "Machine"
the main interface left side, the column User Download Upload. Or Device Management
menu, choose User Download Upload. Following window will open.

[ |

Device
Download Upload Advance Option  Delste User

Device Name

2059 tue  ‘YongLeeMei
2059 tue  ‘YongLeeMei

SgFTUzIxAAADOKUECAUHCCQAAADQZKBAAAAG +
TRTUL AUHCC7Q

9 tue Kok Fie Wen (
N5 frus  Kana Yeina
<

SrtTUzlxARAD+PSECAUHCCTQAAAD+WKBAAAAGYL.
SiATUI7IxAMAN7 GKFCALHCA7OAAAR7 WKRAAA AR

S Download One Usst Photo From Devics: Downlead User Face Userinfo Manage Att Log

UserlD  Enab.. Name CardNo Password  Fingerlndex Flag  FP' Privilege ~

3008 tue  RasjMchanM.. 0 3 1 S3NTUZWAMCMDMECAUHCCTOAMSMWKBAAAA . O

3008 tue  RejMohanM.. 0 5 1 SeOTUzkARACHAECAUHCCTOAAASMKBAAMAGGE.. O

3003 tus  KamalBahad.. 0 3 1 Tram UHCETQ 0

3003 tus  KamalBahad.. 0 5 1 Tam UHCETQ 0

3002 tue  ManEBahadur.. 0 3 1 SulTUzAMADQKSsECAUHCCTQAAMbBWKEAAAAGT.. O

3002 tue  ManEBahadur.. 0 | S2TUzxAAACenkECAUHCETQAMas2kBAMAGAC.. O

3001 tue  LalBahsdurT.. 0O SpATUZKAMADTNSECAUHCC7OAMBTWKBAAAAGS .. ©

| 3001 tue  LalBahsdurT. 0O SidTUZAAADZGKECAUHCSTOARABZWKBAAAAGS. . O

3026 tue  WinZaw o | UserandFP downloaded successfully SnNTUZIXAAADMDMECAUHCC7QAAMDMWKBAAAA . D

3026 tus  WinZaw 0 STTUZKAAC+PSECAUHCCTQARAS VKBAARAGIL.. O

2061 tue  ChangleeHe.. 0 S00TUZNAAADZMAECAUHCCTQAMBZWKBARAAGS . O

2061 tue  ChangleeHe.. 0 SmVTUzIxARADJIQECAUHCE7QAMB 2KBAAAAGES. . O

0 0

0 0

0 0

n n

oo w




Download: for download user info select the device form right sidebar and click
Download Button.

After download done. A popup will open “user and Fp download successfully” Press Ok.
All downloaded user info saves in database Employee.

Upload: for Upload User Info to Device select 2™ tab Upload When it was careless of user
to cancel personnel information or many Device are in use together at same time, for
convenient use, reduce the enrolling work, the software provide to upload personnel
information from the database to machine. The upload data operation is unable to
execute till system and Device is in connection status.

ol User Download/Upload

Device

Download Upload Advance Option  Delete User
Device Name

Department And User

Department  |checktime » UselD  Enab.. Name CardNo Password  Fingerind

Card
Name Nurmber Password

0

| IIIIII |

0
0

CARED BEEEE - - | -
s}
z
5]
@[

~
v

Select All Select None Upload

1% Select device and Select employee by department: E.g. there are mare many
departments in a company, if some employees of the department need to be uploaded,
you can Select the department with mouse click, the all employee in this department will
display in the list. Shown as following figure above. Select the employees which need to
upload on the employee on list. Click "Select all" button, select all employees; select
"Select None" button unselect all employees. click "Upload" button to start. Upload
Process. After uploading complete system will open a popup click ok.

Delete User: for delete user from device select 3™ tab delete user.

8! User Download/Upload - [m] X
Device
Download Upload Advance Option Delete User
Device Name
[ > DV ACNo Name A Get User Info
] 3005 Raj Mohan Mahato -
Deleto Ueotilo
O 3002 Man Bahadur Su.
O 3001 Lal Bahadur Thapa
] 3026 Win Zaw
] 2061 Chang Lee Heong
O 9 9
O 2055 Kang Yeing
] 2052 Lim Cheng Poo.
>
O 2046 SUTERADEVI A/P.
O 2042 Chen Siew Ling
O 2041 Les Kim Kisw
O 2036 Hew Kim Yin
O 2035 Pang Man Nian
O 2032 Papayes @ Bava.
O 2027 SANGARAH DEVI
] 2022 Tangamalar AP
=

Select the device from side bar and click “Get User info” system will show you employee list
from selected device. Selecting user - just need to put the tick in front of the user name list,
then click "Delete" button, selected user will delete from selected device.



e. Device Manager
Be able to examine the Device information and carries on some operations to the
Device through this menu.

5 AC Manager - O *
Device Name Type Device Info  Advanced Function Comm Set
b m Irformation
User Court 59 Log Count 8701
FingerPrint Count 97 Super Log Count 676
Face Count 49 Administrator Count 0
Passward Count 1 Product Name UF100Plus
Manufacture Time 2018-10-13 19:24:14 Platform ZMM220_TFT
Serial Number ACY8184161699
Capacity
User 1000 Finger Print 903
Log 100000 Face 300

i. Device Info: select the device from right and click Read Option system will read
device info as show in above window.
ii. Advance Function: select 2" tab “Advanced Function” following windows appear

# AC Manager s
Device Name Tyoe Devics Info  Advanced Funclion  Comm Set
- ET—
Device Option Delete Data
Restart Device Power Off Device Initizlize Device Delete All User Info
Capture Image Clear Admin Sync Time Delete All At Data
Delete Al Finger
Device Date Fomat Play Way By Index
Get Devics Time showtime Select
Set Time |2020-12-03 00:32:01 B~ Play Wave

Restart: Device can be restarted remotely thru software by select device from side and click “Restart
Device” device will reboot.

Power off Device: Device can be shutdown remotely thru software by select device from side and
click “Power off Device” device will shut down/power off.

Initial Device: for clear all data in the device, include fingerprint and record select device from side and
click “Initial Device” all data will clear from device.

Note Notice: if you clear up all data, the data will be damage and unable to be restored. To help avoid
possible lost, download all data and keep in system before performance this operation.: if you clear up
all data, the data will be damage and unable to be restored. To help avoid possible lost, download all
data and keep in system before performance this operation.

Capture Image: Capture the fingerprint image which present by you currently press finger on the
machine sensor face. Note: Some machine doesn't support this function.

Clear admin: if the operator forgets or admin left the co. and fail to enter the option menu, admin
privilege can be clear from software. you can click “Clear Admin” order to eliminate old administrator,
then re-register the administrator.



Sync time: Synchronize Device time to PC; keep that the Device represent time is same as PC.

Get Device Time: You can check the device time by clicking “get device time” button system show you
device current time on device.

Set Time: You can manually set Time and date On device. Select the date and time and click “Set
Time”

Delete All User Info: for Clear all user info from device click “Delete All User Info” after clicking the

button a popup will appear read the message on popup and choose operation what you want to do
delete all data or cancel.

Delete All Att Data: for clear all attendance log from device click “Delete All Att Data”
Delete All finger: for clear all fingerprint from device click “Delete All finger”

iii. Com Set: view the device communication setting, click "Read Options" to lookup all
communication setting

£ AC Manag - o X
Device Name Type Device Info  Advanced Function Comm Set
5 e

P Adess Sbnet Mask
System show you IP, Subnet s

Gateway Adcess e Spes ]
Mask, Gateway Address and

. Connect Setup

Net Speed info as on above T ——

window.

Read Options

f. Access Control

l. Bell Schedule:

Using the Bell Tab to configure devices that are equipped with a bell and power source.
These devices ring a bell at specific times to mark events, such as shift or break start
and end. You can also configure the bell to ring as a warning before the scheduled
times.The bell schedule consists of the settings, including the optional warning bell
settings, to ring one bell. You can create an unlimited number of bell schedules, but you
can assign no More than 48 schedules to a single device.

-
a3 Access Control

Device

Bell Schedule Access Mng
Device Name

ID Enable Time Wavelndex BellType InerDelay ExiDelay Mon Tue Wed Thu Fri Sat

GetAllBell

BellID Status [ Enable Time [1345 = Wavelndex
Repeat JMon [0 Tue ) Wed Otwe OFf  Osat  Osun
BellType Intemal Delay(s) (17999) External Delay(s) (17999) Add/Edit




To define a bell schedule :

vi.

Vii.

viii.

Xi.

Enter the Bell ID

Select status

Enter the Bell Ring Time in hours and minutes (hh:mm). Midnight is 00:00. The format of
this setting depends on the display setting in the timekeeping application.

Select Wave Index
Wavelndex v
> - bell01.wav
. . )
You may select days (mon,tue,wed,thu,fri and sat) in 8 i::gg:::
repeating term. Select the days if week to which the bell04. wav
. 19) Exte
schedule applies. bell05.wav
bell06.wav
You select Bell Type bell07 wav
(Interval , External or Internal and External) bell08.wav
bell09.wav
Enter the Interval delay(s) bl 10.way
From 1~999.
Enter the External Delay(s) -
e- Yt
From1~999 ype | —
. . . nternal Bell
Enter the Duration of the warning bell in External Bell
seconds. Internal and External Bell
To add additional rows, tap Add/Edi Add/Edit and repeat all steps for each bell
schedule that you want to add.
Select one bell schedule as the Default Schedule.
Access Mng:
A access mng can be a door, turnstile , or other device that is controlled by an electronic
lock. You can configure a schedule for devices to control Access Mng entry based on time-
enforcement. You can create an unlimited number of gate schedules. However, you can
assign no more than seven Gate Open or Gate Off schedules to a single device.
’:5 Access Control = X

Device
Bell Schedule Access Mng

Device Name
TimeZone Group
GroupNo 99 TZlIndex1-3 Set Group
TZIndex 1-50 Get TimeZone —
VaildHoliday + VerifyStyle
Set TimeZone Get Grouo
TimeZone
SUN: 1345 5 TO 1345
User Group
MON: 1 < 10 |3
345 345 UserlD v GroupNo 1-99 SetUser
TUE: 4 10 [
348 345 GetUserGroup
WEN 1345 5 TO 1345
THU: 1345 (4] TO  [1345 % Open Door
FRI: 1345 [+ T0 1345 [* Unlock Door 0-10s Unlock Door
SAT: 1345 % TO 1345

Time Zone
You just select TZ-Index range from 1- 50
You also get TimeZone and set TimeZone.



TimeZone

TZIndex 1-50 Get TimeZone

Set TimeZone
TimeZone

You may select time range (09:00 to SUN: 54 [ TO isie B
15:00) day by day. MON: [1514 (%] TO  [1514 12
TUE: 1514 3| TO  [151a 3
|

WEN: [1514 2] TO 1514 2]
THU: 1514 (& TO  |1514 &

FRI: 1514 2] TO 1514 3|

SAT: 15:14 = TO 15:14 s

ii. Group:
Grod
e Group No. : select range P
“1~99” GroupNo 1-99 TZIndex1-3 Set Group
e TZIndex:select range “1-3”,  VaildHeiday v)  VebSie ¥ GetGroup

e Valid Holiday: select and click

on“Oorl”.
o VarifyStyle: s I VaildHoliday v

e Set Group 0

~

-

e Get Group FR/PwWRE

PIN
PwW
q RFE

FP/PW
FP/RF
PWIRF
PIN&FP
FP&PW
FP&RF
PWEaRF
FP&PWEaRF
PIN&FPa&PW
FP&RF/PIMN

iii. User Group:

e UserlD
e Group No. Hser Group
e Set User UserlD v GroupNo 19 Set User
e Get User Group GetUserGroup
iv. Open Door:
e Unlock Door-
You may select Open Door
range from 0~10s. Unlock Door 0-10s Unlock Door
And click on “Unlock
Door”.

Payroll Software is an On-premises or cloud-based solution that managers,maintains and
automates payments to employees.

Million , Auto-Count, Rymnet , HR 2000, SQL, Panda, Boss Net, HRMS, ActPay, Sage and
Masteritic Payroll software can help organizations of all sizes maintain compliance with tax laws
and other financial regulations and reduce costs.



Payroll is defined as the total of all compensation an employer must pay to their employees for
a set period or on a specified date. It can also be defined as the process of providing
compensation to employees for the work they perform on behalf of their organizations.

a. Miillion Payroll

It helps you to stay compliant to = o
’ H H L) Empioyeelio PublicHobday ays Vo oked  Lateness EafyDeparture
MOM'’s rules and regulations. Save time - b ih * j” e g“’““‘ o fiﬁc |
and manpower by sending itemized " 0 2 |
- 0 2 00 017 0.00
payslips with just a click and generate : 2 a0 o i
reports instantaneously, so you can : = o |
reallocate resources for other aspects ; : 3 o
of the business. | [ ssmten ; : : & w |l
1H=S ; : T —
$Sukhwinder Singh 0 2 20! 0.00
You just click on “Payroll” menu than 10ioml ety : : C o 2
click on “Million payroll” toggle. T Z s : e
pay gs
I — : o =
11004 0 01 0.00

You select “Date Range” and select “Department” than select employee whichever you want,
or you select all employee by clickingon «# then you click on “Query” Button.
You may also export all data in your PC.

b. Auto Count Payroll

These tools and capabilities e

help make it possible to ensure | o ]

secure data and transactions TE™  Vmom Wkl it ot R B e or
[ z 2 0 o 0 0 0% 0% 0%

on the secure payroll platform. Ta—" : : : : w

Auto Count Payroll provides - : : :

confidentiality, integrity, and T S S — —

availability of customer data, " : :

while also enabling I ' :

transparent accountability. - : :

select “Department” than : v C w

select employee whichever
you want , or you select all employee by clickingon «* then select “Date Range” then
you click on “Query” Button.

You may also export all data in CSV and EXCEL your PC.

c. Rymnet Payroll

Rymnet Payroll allows you e o
access and process payroll from

Total Workg
Days

anywhere anytime. Unlimited
employee details , department,

section and category settings @ =
4Chetan Bhagat

can be created. Employees 8 £ e
photo, personal, particulars 8 oo

B | 5-Sukmincir Singh
such as address emergency B o
contact details, bank account
details can be stored. O - X

Query AA Corfim




d.

e.

There are two tabs

i.Attendance Allowance Approval: This tab shows payment respect of any loss of

earnings necessarily suffered or any additional expenses(other than expenses on

account of travelling or subsistence) necessarily suffered or incurred by a member for
the purpose of enabling him to perform any approved duty.

You select “Date Range” and select “Department” than select employee whichever you

want, or you select all employee by clicking on

Button.

You may also export all data in your PC.

You select “Date Range” and
select “Department” than
select employee whichever
you want , or you select all
employee by clicking on
then you click on

“Query” Button.

You may also export all data
in your PC.

HR 2000 Payroll

HR 2000 payroll is a fully
integrated system of
Payroll, Human Resource,
Time Attendance , e-Leave
, e- Claim and appraisal
modules to simplify your
daily HR tasks while still
allowing system
administrator to control
and monitor each
individual module easily.

[ Ve Exot

2 R 2000 Payesil

omtion
Fem 02 F

T [z i

v

Attendence Alowance Aoprovel Payel ot

then you click on “Query”

DN

Year
v 02

022

et

Sequence

Fie Code ay
AOW
ADOT
AOW
RDaT
AOW
ADOT
Ao
ADGT
AOW
ApaT
ROW
ADaT
AOW
ADGT
AOW
ADOT
ROW
ADOT
Aow
RoGT
AOW
ADOT
ADW
ADOT
AowW
AnoT

You may select “Date Range” and “Department” then select employee(s) by clicking

on )

You can also “Export” all entries in your PC.

SQL Payroll

SQL Payroll Software is built
from ground up around
payroll process. You can easily
process and print from one to
hundreds of employee’s pay
slip with just a few mouse
click. What’s more is that you
can virtually keep unlimited
payroll history and have your

sl sQL Payroll
Information Select
Py O Work Unit As Time
Sub Branch
" © Work Uit
lame
2-Khalid Rauf Late Coming A Code
@  3-Abaz Hussain
@  4Chetan Bhagat Early Out EO Code
@ | 5Sabiya Knatoon
@ | 6Sanjay Kumar From 2810202 @~
@ 7-Rozy de'souza
B | &-Fahan Khan To nnva2 @
@ | 5-5ukhwinder Singh
Post Date N2 @+
8 | 10Jaspal Yadav y
@ | 50071-90071
Calculate

Payrol
Normal Export

SQL WorkTime

SQL OverTime

SQL Late/Early

Summary Export

SQL WorkTime

SQL OverTime

SQL Late/Early

Then you symbolize your check in/out or separate then click on “View”.

[ soLPaid Leave

SQL Unpaid Leave

SQL Penalty

SQL Workday

SQL Leave

SQL Penalty




data safe and sound with strong security and data protection

You just select “Department” then select employee(s) just clicking on
select “Work Unit As Time / Work Unit” then click on “Calculate” button.

then you may

Here you have to select according to your Payroll Software Setting and Click the Calculate

Button.

After Calculation Finish a Export Button Will AppearThen Click the Export software will

export a file that you can import in your payroll software as per your payroll guide.
You can export all reports separately like work time , paid leave, overtime, unpaid leave,
late/early, penalty. You may also export normally or summary wise.

Panda Payroll

Payroll Panda is an extensive payroll software product that streamlines employee compensation.

It comes equipped with an
employee self-service (ESS)

8 Payroll Panda

Information

a

X

| that f HR From BoT T Dewme Ovetame O e
portal that frees your — — | e o o
department from commonly L . w7800 ] atkco ok
requested tasks, such as E— o oo oo T
leave management. e T fhe o e
] 86790 0.0000 0.0000 0.0000 0.0000
@ 3 Abaz Hussain 86791 0.0000 0.0000 0.0000 00000
@ 4Chetan Bhagat b | 786794 0.0000 0.0000 0.0000 0.0000
You select “Date Range” B oo o
and select “Department” Bl
B 9 Sukhwinder Singh
than select employee B 10l voso
. @ 5007130071
whichever you want, or you
select all employee by - = —
clickingon « et
then you click on “Query”
Button.
You may also export all data in your PC.
Boss Net Payroll
Boss Net Payroll software 5 Boss Net Payroll o x
designed to cater your daily
Payroll related task. It i Boss Net Payrl
limi | From [28/10/2022 EM Check
eliminates manua T [vzaz 5] |

calculations . Dept. [Sub Branch

Built-in formula builder to Name

compute allowance/OT/Shift : e
calculation. 8  5Sabiya Khatoon
B | 6-Sanjay Kumar
@ | 7-Rozy de'souza
« ” @ | 8-Fahan Khan
You select “Date Range” and @ [5Sukdwinder Sigh
B  10Jaspal Yadav
select “Department” than & 0000

select employee whichever

you want , or you select all
employee by clickingon «
then you click on “View”
Button.

You may also export all data
in your PC.

o X

Export

001202211291627A786

0012022113009500A786

001202212010910A786

001202211291624A786788
001202211291627A786788
001202211300500A786788
001202211301230A786788
001202212010910A786788
0012022113009500A786789
001202212010910A786789
001202211300900A786790
001202211301100A786730
001202212010910A786790
001202211300900A786791
001202211301100A786791
001202212010910A786791
001202211300900A786792
001202211301100A786792
001202212010910A786792
001202211300500A786793
001202211301100A786793




h. HRMS Payroll

s HRMSPayroll = o <

HRMS can help with critical
tasks efficiently such as salary P —— : e e
rom /1 > Employee 1D Check
payouts, tax deductions, and i o220z = S
Dept Sub Branch
leave encashment. e [@ i e
3-Arbaz Hussain 3 29-11-2022,16:24:00
@ | 4Chetan Bhagat 3 29-11-2022,16:27-:00
: :z::":: :"u::"‘ ) 30-11-2022,09:00-00
You select “Date Range” and & (7 rory dovens 2 211 2022.12:000
select “Department” than B |5 e i = s e
. @ | 950071-90071 5 30-11-2022,09:00:00
select employee whichever you s 2011-2022.1100.00
5 01-12-2022,09:10:00
want, or you select all == c 0112022030000
employee by clickingon « vew ) ¢ D2 2022 00000
then vyou click on “View” RS ; a0z o5 1000
Export With Space Separated 8 30-11-2022,09:00:00
Button- 8 30-11-2022,11:00:00
You may also export all data as : oo
in “Comma / Space
separation” your PC.
i. ActPay Payroll
“ ” o Payroll ) - o X
You select “Date Range” and s
" 2 me Recor o Bxcel Ex
select “Department” than I e [om ) oo | i
select employee whichever e - IEAd
you want, or you select all Enotlo DasWoked  HoshyMagss 0TI oTis or20 oT30 Resbos e HonDedt  NoPayLeave
. . 3 3l 70 0 000 000 000 0 017 0
employee by clicking on then | EH—-: TEED T T — T
you click on “Query” Button. o T R R T R
76792 2 0.00 0 0.00 000 000 0 0 0
TR6783 2 000 0 0.00 00 0 0 017 0
786794 2 0.00 0 0.00 000 000 0 017 0
You may also eXport all data L] ) om0 ] ) [ 0w 0 o f
as in “CSV / Excel” your PC . B ' B B - ° v a
j- Sage Payroll
H 5 Sage Payroll - o
Sage payrollis an easy touse "™
, scalable payroll software _— -
that fit al t Dest. | Sub Brnch Fom 810202 G+ L e
at can 1it alimost any — T [puvazg-
bUSIneSS payro” EMPNO HR2 HR3 HRe LATEHR EARLYHR NOPAYHR AL M NPL AB
requirement N O [ 010 03 00 0 00 00 0
: 6788 0000 0000 0000 010 0430 0000 000 000 000 100
You select “Date Range” and oo i 0 w0 o o i > © >
6790 0000 0000 000 w10 000 000 000 000 000 20
select ”Department” than 71 00 000 000 010 000 000 o om0 o0 m
. 6792 0000 0000 0000 1010 0000 0000 000 000 000 0
selectem ployee whichever 77 w0 wo 0000 ) 0000 o0 ) ) o m
86754 0000 0000 0000 w10 000 0000 000 000 000 20
you want, or you select all T e m e w m w o e w
employee by C“Cklng on then 007 0000 0000 0000 1000 1000 0000 000 000 000 00
you click on “Query” Button. -
You may also export all data as in “Text” your PC.
k. Masteritec Payroll e = 5
TAS  Legve Master
Ffomation
Employee. " Nomnal
. “ ” Fom 28702022 o Code Warking Day Wodking Hour Overtime T Overtime 15¢ Overtime 2 Overtire 25 Ovedime &
TAS:You select “Date Range” and | . = | E— T ; . . .
select “Department” than select = s - % : 3 Z Z
. Name ™ ] [
employee whichever you want , 8 Seie S S S S
4 Cretn Bhaga 67 2 0 0 [
or you select all employee by 8 5o = O N
|. k. h |. k :E;:‘;::; 6T 2 0 0 0 0 0 0
clicking on then you click on 8 the 0 ) 0 0 ‘
“View” Button e e
. 10-Jaspal Yadav
. @ | 50071-500m
You may also export all data in

your PC. T em

Whew Bwpot




8 Masterites Payroll -
Tas  Leave Master
Irfomatin Erployee Code Lezve Date Leave Type Leave Daps) Leave Hor) [PT——
Leave Master: You select “Date ==~ - o s
Range” and select “Department” | .. . .
than select employee whichever — =[o EEN_—— |
8 | 24hakd Raf
B Mbaz Hussain
you want, or you select all R
. 3 .
employee by clicking on then i
you click on “View” Button. HERES
. B | Sukbwinder Sgh
8 | 10Jawd Yadar
You may also export all data in
B 11001-Serean Kaur
your PC. B | 11002Hepreet i
v X
View Expot.

a. Get Attendance
This is a attendance calculator e i
payro” . & 8 % i < b 7] @ @ m
Seing Advarce Loan MovanceDeductcn Gowp G Anendence Very Amancence Sy oo Month End Past Payol
i.e. If the monthly salary of an
employee is 30,000 then salary
per day is 30000/30= 1000. y - "
If the employee has worked only g E
for 27 days(based on his : y —
attendance), then the salary for
that month will 27,000 (if the ey ol e S i
leaves taken were of type “Leave
without pay”).
S’ N’
Past Payroll Print Reports
8 Calculate Payroll = [m] X
Year v Month v Processing Data
H::“dim D FromDate ToDate Name Days Total Hour Nomal Of
[piAT2021 5] | 01/11/2021 1412/2022 Aarf Raza 10 6:00 330
To 50003 01/11/2021 14/12/2022 Abaz Hussain 2 0:00 0:00
[1an2/2022 [Ed|
Dept.
|skTECHNO V]
Name

[ ) 1-Aaif Raza

X




Pas Pyt

b. Verify Attendance
A pay adjustment is a change in an e & o 8 - & - 8 o
employee’s pay rate. You can change T s
an employee’s hourly wage or salary.
Typically, compensation adjustment
is an increase in the pay rate, such as — — = =
when an em ployee earns a raise. A Got Atlondence Verty Atondonco Salay Calculaton Morith End
wage adjustment can also be a
decrease in pay, such as a wage
decrease when demoting an LILI é
employee or changing their duties. -~ -
Past Payrol Print Reports
i Salary Adjustment / - o x
gt You just click on “Wages”
e — EmplD Name Depatment From_Date To_Date Days Sched| “ .
From Edi MRaza SK TECHNO w1202 1412/2022 0 1 then select Verlfy
November2022 ”
oo Attendance” .
e You will see a new page,
. T you just select “Month”
and “Department”. Now
choose an employee or
employees and click on
"Query".
You will see all salary
adjustment of chosen
o X e employee.
Then “Print” all data in your
PC.
c. Salary Calculation
= .3 % 3 -3 3] =} B ® m
You just click on ) " i ’ ‘
“Wages” then click on . _ .
“Salary calculation”. @
. Get Attendence Salary Calculation Month End
You will see a new page
of salary payroll
calculation. é
Print Reports
& SalaryPayrollCalculation _ - N N — o X
Salary Calculabon
[ver ]
Information wance Deduction Deduct_Advance  Dedudi_Loan TotalSalary Wages_Rate Wages_Linit
Dete 00 0.0000 0.0000 0.0000 0.0000
November-2022
Dept.
SK TECHNO
- You will see a new page, you just
select “Date” and “Department”.
Now choose an employee or
employees and click on “Query”.
You will see all salary adjustment
of chosen employee.
v x o Then “Verify” all data in your PC.




d. Month End

o Wages

2 & % 8 < ¢ B B o m
Month-end payroll accounting can include o T s e
accrued weekly or biweekly payroll . _ »
processed throughout the month, bonus @
or commission payments and employer = = - -
taxes due. It can also include a current Gt Vot s Sy Colg Mo

payroll if employees are paid monthly.
Once payroll costs are calculated and
accounting is complete, monthly payroll
expenses are transferred to a balance
sheet and income statement.

Past Payroll Print Reports.

#& Salary MonthlyClosing x
Date [November2022 View [ fm ] Lo d= . . “« ”
EnolD Nome Depatment Basic o o1z on Repot_Alowance  Alowance = You JUSt click on Wages then
1 Aaif Raza SK TECHNO 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 Click On ”Month End".
You will see a new page of
Salary_Monthly closing.
You just select “Month-Year”
and select month which you are
generate month-end. Then click
on”Veiw”.
You will see all employees in tab
e Salary Month... = O >
Then click on “Month End”. all data in
your PC. Insert Password
You will see a new dialogue box for |

verify all employees after closing the

month. By confirmation of admin’s
password ] Plgase verify all employee after
closing the month

Verifv

e. Past Payroll

o Wages -

There may be times when f:, SIS - ; M.,:i.m .«,EAM. MEW s u:
you need to run a payroll

with a check date in the : om s

past to appropriately @

report wages. If you've
forgotten to report wages
for an employee that was
already paid.

Get Attendence Verify Attendence Salary Calculation Month End

il =

— —

Past Payrol Print Reports



sl PastPayroll = (] X

2 Seach You just click on “Wages” then click on

Morth Year Process By

» November 2022 admin [ Detete ] ”PaSt Payl’o""

You will see a new page of Past Payroll.
You just select “Year” Then click on
"Search”.

You will see all Past Payroll processed
by admin intab.

You can also “Delete”  peete  payroll
generated by admin.

f. Print Reports

= [ % ::] - i @ @ DK m
A payroll report is a document o T s T e
that employers use to verify ’ - o
their tax liabilities or cross- @
check financial data. It may ~ ~ - N’
include such information as pay GotAtondonco ot ey Crieton o

rates, hours worked, overtime
accrued, taxes withheld from

wages, employer tax il =
contributions, vacation balance ~ ~—
an d m Ore. Past Payroll Print Reports
W PayroliReports = o X
Payroll Reporis
Information
Date
November-2022 . .
= \”I .t | You will see a new page, you just
. ! ? select “Date” and “Department”. Now
D)= (I S - oty Sy choose an employee or employees
1 2 3 and click on “Salary Slip, Salary
Details and Salary Summary”.
You will see all salary adjustment of
chosen employee.
9 x
) Salary Slip
Select Report Sip 1 View
BEE » @@ma-
Check Time Software Demo
1. Salary Slip: st et o 7735565945
. . . Salary Slip (November-2022)
A Sala ry SI'p/pay Sllp IS !a:f‘ X “\ TE'H‘LEJ .1 Da':n 14/12/2022 J—l.]:.zﬂzi
a document issued by an e =

0.00

employer to an employee.

Total Earnings 0.00 [Total Deduction 0.00

Current Net Salary 0.00

Employer’s Signature Employee Signature

This is a computer generated slip and does not require signature




o Salary Details Report
v @0uH- | - Find | Nest
Check Time Software Demo 5
dhdgfdeg .

You might see all
wages and leaves in salary slip and you
can adjust employees salary as you
want by the days.

Nomal O |RestOay PubicHoidsy [ShitAlowsnce |Paidleswe |Alowsroe  |Deduction |Adence  |loan Gross Tatal | Net Total

T
% SalarySummeryDepartment -

todl Yadud EEN
Check Time Software Demo
3. Salary Summary: it
You may
check all work and leave like towed  ne Bsc o0 Gy Ackley SMAbawePailse Mo Dudn  Mew b Gmld el
. 8 o ] o n 0 0 o0 0 w 00 w
Basic, Normal OT, Rest Day, S 04 W w w W w W T
Public Holiday, Shift e
Allowance, Paid Leave,
Allowance, Deduction,
Advance, Loan, Gross Total,
Net Total.
g. Setting
you just click on "Wages” menu A N o ® < ® o ® B m
then Click on “Settings” icon. »®» - - — /7 =
You will see a new page of : @
Employee salary settings. o s sl sy Con
i =
Past Payroll Print Reports
) Salary Employee Setting - o |
Fiematon Nt = Wages and salaries in cash consist of
— Salary Type OverTime Setting
5 - S sl such amounts payable at regular
Name ) oy . il intervals, such as weekly, monthly or
e 1| O A 7 hioh other intervals, including payments by
Aebaz Hussan O Schedde 2 Actual © Pubic Holday Paid ) Pubc Hoiday UnPaid H .
et g —_— o results and piecework payments; plus
5Sabiya Khatoon .
5o = Coe S 1 L Tarder allowance, such as those for working
7Rozy de'souza - jame NKOF INDIA . .
St oun e BACOr DY overtime ; plus amounts paid to
9 Sukhwinder Sngh Accourt ID 9864594634365
s vade = . employees away from work for short
11001-Simean Kaur . . .
11002 et o — — periods(e.g., on holiday, sick leave,
11003 Sanchu Seh EMI Amourt Due Amourt Due . P
1104 e e e —Tom S, i etc.); plus ad hoc bonuses and similar
T1005-marwal Hague .. .
ot S Sdn payments; plus commissions ,gratuities
11007-Sanjana Shama
H'JI]E—M:MKAI

and tips received by employees.



h. Advance

- & “e ::] - ® =] @ =] m
= = TS e T R = B
You just click on “Wages” menu
then Click on “Advance” icon. @
You will see a new page of Advance Get Ationdence Veriy Atiendonce Salary Calculation Month End
salary.
There are two tabs -
a) Advance i =
ii. Advance Statement - -
Past Payroll Print Reports
o AdvanceSalary x
Advance Advance Statemert
[* Delete |

Irformation ACNO Name Amount Date Flag

Amount 5000 1 Aarf Raza 5000 0122022 Processed

= ajl B e A a— e i. Advance:

Degt. SK TECHNO .

N T Offering
employees a payroll
advance means giving
them a short-term loan
to cover the period until
their next official

v x payday.
Search Add
w! AdvanceSalary - X
Advance Advance Statement
infomation EmgioyeelD Name Date Credit Debt Balance
Dept. SK TECHNO » 1 Aarff Raza 01122022 5000 0 5000
e | TN
.e - \aza 1) )
ii. Advance Statement: : s A2 500 0 05000
Itis
recorded as a current asset in
the company’s balance sheet.
There may not be a separate
account in which to store
advances.
Search
i. Loan
You just click on "Wages” IO KT U SR ORI X I
menu then Click on “Loan”
B
You will see a new page of
Get Attendence Verify Attendence Salary Calculation Month End

Advance salary.
There are two tabs
e Loan

e Loan Statement

Past Payroll

=

—

Print Reports




A Payroll loan is a short-

o Loan

Loan  Loan Statemert

Department SK TECHNO Name 1. Aarf Raza Amount Add
term financing option business o N ) 5] = e
owners can use to pay their 0 fere bee B Feg
1 Aarf Raza nnzaz 1000 Processed
employees.
You just select “Department”
Then “Name” , “Amount”
select “Start Date” and “EMI”.
You can “Add” or “Delete” any
loan in payroll.
o Loan —
loan Loan Statement
Infomation EmployeelD  Name Date EMI PreBal Credt Debi Balance
Dest.  [SKTECHNO v e 0z 0 10000 0 10000
1 AaifRaza 011272022 0 10000 0 20000
fame 1 AaifRaza 011272022 0 0 10000 10000
e Loan Statement:
You just
select “Department” Then
“Name” then click on “Search”
button . choose the employee
who taking loans and you will see
all loans whoever borrowed .
Search
j- Allowance/Deduction
= 8 @ o) @ ] m
e Allowance:
Any monetary benefit @
offered by the employer to its
employees for meeting Get Attendence Verify Attendence Salary Calculaon Month End
expenditures, over and above the
basic salary.
m &
Past Payroll Print Reports
&y Allowance And Deduction - a X
[Alowance | Deduction
Allowance
Name Code Type
Recuring
Aot Acur Type You just select “/Name”, “Code”,
0.0000 - Amourt
"Type”, “Amount” and “Amount Type”
== = == = of the employee. Then click on “Save”
ame ode ourt Amourt_Type Type
aarf raza 123 10000.0000 Amount Recuning Edt Delete

button. You may also clear all
allowance by clicking on “Clear All”
button. And edit any employee’s
allowance by clicking on “Edit”.



e Deduction:

The Amounts that are
deducted or withheld from the
paycheck of the employees in the

form of taxes or voluntary
deductions.

You just select “Name”, “Code”,
"Type”, “Amount” and “Amount
Type” of the employee. Then

click on “Save” button. You may

also clear all allowance by

clicking on “Clear All” button.

And edit any employee’s

allowance by clicking on “Edit”.

k. Group

A payroll group organizes
employees who work the same
number of days per year, who
work same number of hours per
day, who are paid the same
number of times and at the same
time every month together. This
ensures that it is less likely that an

employee will not be paid during

o Wages

#y Allowance And Deduction - [u] X

Mowance [Deidin

Deduction

Name Code Type
Recumng

Amount Amount Type
1 0.0000 S | Amount
1 Clear Al Save Search
1 Name Code Amount Amount_Type Type

aarf raza 123 10000.0000 Amount Recuning Edt | Delete
\
X
:} - r =] @ @ m

Get Attendence

a# Group - o x
A G0 View Group
Add Group
Name Code
aif raza 13 A —
Add Alowance
A Howance
Name Code Amount Amount_Type Tywe
v EE 10000.0000 Amourt Recumng Delete
Add Deduction
Add Deduction
Name Code ot Amourt_Type Tipe
» EE 10000.0000 Amount Recuring Delete

First you select a group
by filling “Name”, and “Code”. Then
click on “Update” and “Delete”.

Then you add allowance in those
group as well as you add deduction in
those group which you are created.

o Group

AddGroup  View Group

Name
[ 2ot raza

Sy Cakaton Monen Ene.

-

Verify Attendence Salary Calculation Month End

=

Print Reports

First you create a group
by filling “Name”, and “Code”. Then
click on “Save”.

Then you add allowance in those
group as well as you add deduction in
those group which you are created.

ot Pt

- o x
View and Update Group
Name Code
stz 123 Update Deiere
Add Mlowance
Add Aowance
Name Code Anaure Amourd_Type Troe
» PEs! 10000.0000 Amount Recuring Delete
Add Deducion
#dd Deducion
Name Code Acurt Revourt_Type Tyoe
» 123 10000.0000 Amount Recuring Delete




a) About Us

Welcome to check Check-Time Website to
Obtain information about product update and HEIP
online technical support services.
@ About Us
https://www.check-time.com % Quick SUppOf‘t
@ Re-Authenticate Setting
" About Us = B %
C h ec kfi r\g“é The Copyright of check-time software is
Biometric Time & Attendance Management Software o 8 possessed by SOhI TeChnOIOgy'
Software Version 1.0.1021 - 503 SDK Version 63141 A Eh?S,!(,firﬁ';

Our System has simplified your Time
attendance payroll process, saving time
and money by reducing Error in time
Attendance and Payroll system that results
in Improve profitability and reduce costs.

Welcome to visit Check-Time Website to Obtain information
about product update and online technical support services

https:/Aww.check-time.com

The Copyright of check-time software is prossessed by
SohiTechnology

Our System has simplified your Time attendance payroll
process, saving time and money by reducing Error in time
Attendance and Payroll system that resuits in improve
profitability and reduce costs

The Check Time Attendance Management Software
developedby SohiTechnology. For More Info please Visit
Company Website http:/www.sohitechnology.com

b) Quick Support

NECKTIN
If you have any error shows in application then Help 49 ‘
go “Help” menu then select “Quick Support”. @ About Us
w  Quick Support
@& Re-Authenticate Setting

> AnyDesk 3\ A newer version is in - [=] x

A newer version is installed

Installation path: C:\Program Files (x86)\AnyDesk

A newer version of AnyDesk is currently installed on this computer. You can either install to the old
version of AnyDesk or start the currently installed version.

End-user license agresment

And enables a support technician to

By starting the installation, you accept the license agreement.

Start Instaled version e remotely access, remotely control, and
remotely view your computer or mobile

device for fast troubleshooting.

c) Re-Authenticate Setting

nec n
You can Re-Authenticate your Help 49 B
application by clicking on “Help” menu then © About Us
select “Re-Authenticate Setting”.

% Quick Support

Your device will be Re-Authenticated by & Re-Authenticate Setting
company’s Employee.



https://www.check-time.com/

