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Without the prior written consent of ZKTeco, no portion of this manual can be copied or forwarded in any
way or form. All parts of this manual belong to ZKTeco and its subsidiaries (hereinafter the "Company" or
"ZKTeco").

ZK is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned by
their respective owners.

This manual contains information on the operation and maintenance of the ZKTeco products. The copyright
in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in and is the property
of ZKTeco. The contents hereof should not be used or shared by the receiver with any third party without
express written permission of ZKTeco.

The contents of this manual must be read as a whole before starting the operation and maintenance of the
supplied equipment. If any of the content(s) of the manual seems unclear or incomplete, please contact
ZKTeco before starting the operation and maintenance of the said equipment.

It is an essential pre-requisite for the satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thorough training in operating and maintaining the machine/unit/equipment. It is further essential for the
safe operation of the machine/unit/equipment that personnel has read, understood and followed the safety
instructions contained in the manual.

In case of any conflict between terms and conditions of this manual and the contract specifications,
drawings, instruction sheets or any other contract-related documents, the contract conditions/documents
shall prevail. The contract specific conditions/documents shall apply in priority.

ZKTeco offers no warranty, guarantee or representation regarding the completeness of any information
contained in this manual or any of the amendments made thereto. ZKTeco does not extend the warranty of
any kind, including, without limitation, any warranty of design, merchantability or fitness for a particular
purpose.

ZKTeco does not assume responsibility for any errors or omissions in the information or documents which
are referenced by or linked to this manual. The entire risk as to the results and performance obtained from
using the information is assumed by the user.

ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential, indirect,
special, or exemplary damages, including, without limitation, loss of business, loss of profits, business
interruption, loss of business information or any pecuniary loss, arising out of, in connection with, or relating
to the use of the information contained in or referenced by this manual, even if ZKTeco has been advised of
the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated into
new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend, or modify the
information contained in the manual from time to time in the form of circulars, letters, notes, etc. for better
operation and safety of the machine/unit/equipment. The said additions or amendments are meant for
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improvement /better operations of the machine/unit/equipment and such amendments shall not give any
right to claim any compensation or damages under any circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to any non-
compliance of the instructions contained in this manual (ii) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and equipment in
conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures and
relevant documents are available on http://www.zkteco.in/.

If there is any issue related to the product, please contact us.

Address ZKTeco Tower, Survey No 01/01, Outer Ring Road,
Opposite to More Mega Store, Mahadevapura,
Bangalore-560048, Karnataka, India.

Phone 080 6828 1342

For business-related queries, please write to us at india@zkteco.com.

To know more about our global branches, visit www.zkteco.com.
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ZKTeco is one of the world’s largest manufacturer of RFID and Biometric (Fingerprint, Facial, Finger-vein)
readers. Product offerings include Access Control readers and panels, Near & Far-range Facial Recognition
Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR) gate controllers and
Consumer products including battery-operated fingerprint and face-reader Door Locks. Our security
solutions are multi-lingual and localized in over 18 different languages. At the ZKTeco state-of-the-art
700,000 square foot 1SO9001-certified manufacturing facility, we control manufacturing, product design,
component assembly, and logistics/shipping, all under one roof.

The founders of ZKTeco have been determined for independent research and development of biometric
verification procedures and the productization of biometric verification SDK, which was initially widely
applied in PC security and identity authentication fields. With the continuous enhancement of the
development and plenty of market applications, the team has gradually constructed an identity
authentication ecosystem and smart security ecosystem, which are based on biometric verification
techniques. With years of experience in the industrialization of biometric verifications, ZKTeco was officially
established in 2007 and now has been one of the globally leading enterprises in the biometric verification
industry owning various patents and being selected as the National High-tech Enterprise for 6 consecutive
years. Its products are protected by intellectual property rights.

This manual introduces the operations of easyTime Pro software.

All figures displayed are for illustration purposes only. Due to regular updates, figures in this manual may
not be exactly consistent with the actual products.

Conventions used in this manual are listed below:

GUI Conventions:

Convention Description

Bold font Used to identify software interface names e.g. OK, Confirm, Cancel

> Multi-level menus are separated by these brackets. For example, File > Create > Folder.
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Symbols
Convention Description
A This implies about the notice or pays attention to, in the manual
| The general information which helps in performing the operations faster

The information which is significant

@ Care taken to avoid danger or mistakes

Q The statement or event that warns of something or that serves as a
cautionary example.
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Why easyTime Pro

Our easyTime Pro software is designed to measure, analyze and manage employees’ working hours and
deploy human resources more effectively. The software also aids in organizing and planning of each process
in a classic way that assimilates specific activities and delivers the output in no time. Our software eases the

tracking of employee productivity and regulates the ways to advance our managerial effectiveness and
workforce management.

Our software is built on a powerful architecture that integrates several modules, which permits you to
manage huge numbers of Personnel/Employees/Staff on a single platform. All you need is to set up your
Organization, then add the Biometric Devices, and then add the Users/Employees with their shifts & payroll.

You can integrate the Device to our Software Application, which enables you to retrieve instantaneous
Reports and also eases you in the importing and exporting of the data.

Our software gathers all the distinct information and gives you the best interactive view of the data and
records on a single interface.

Here in our documentation, you will acquire more information on how to create an admin and how to set
up the System and your Organization.
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Visualizing all in one Place

Our easyTime Pro integrates all the jobs in a single platform, which updates the data and delivers the output
whenever required. It is a user-friendly software that helps you to maintain the records and also monitors
the actions of the users.

It even aids in broadcasting to employees about any important Organizational notifications and even eases
the employees to contact the Organization during an emergency situation. This benefits in taking
preventative measures and rescues employees from troublesome issues. And also, by handling this kind of
precautionary action makes employees feel secured which stabilizes the employees' performance and
hastens your product deliverables.

Overall, this improves your Organization standard and facilitates in performance and growth of your
Management.

Key Features of easyTime Pro software

Systematization of the Organization
Synchronization of Device records

Centrally controlled Employee Network System
Easy Access to Employee Information

Quick and Detailed Information Extraction
Extensive estimates of Attendance

More efficient Payroll administration

Enhanced Time and Performance

= easy [imePre  Personnel  Device  Altendance  Payroll  System
~

= casy TimePre  Personnel Device  Attendance  Payroll System

easy TimePre Personnel Device Attendance Payroll System
a

® = zas Y TimePre Personnel Device Attendance Payroll System

-

= easy [ImePre  Pesonnel  Device  Attendance  Payroll  System

= easy TimePre Personnel Device Attendance Payroll System

3
Total Employee

o o

o o
Present Late Arrival Early Leave on Leave

@M odc DeviceStatus 5 L Attendance Exception O Lute -O- Esr-Lasve -O- Absent Coadl
I Offine History
1
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Onlne @ o4
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o
0200505 20200508 20200512 20200515 0200513 20200821 20200524 20200527
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Application View via Distinct Positions

Viewing our easyTime Pro in distinct Positions eases to have a clear view of our different modules and
interfaces, which makes it easy to understand the basic and in-depth settings of your Organization in our
Software.

These Positions delimit Users' interface activity with login authentication that enables them to view from
each Position.

Admin will hold all the Groups and Roles, whereas each user can hold any number of specified roles based
on their designation which can be set only by the admin of the respective organization in easyTime Pro.

Admin Account

An Administrator is an individual who plays a vital role in coordinating and controlling the working of an
Organization or Enterprise. An Admin handles the operations of the Company and monitors all the
Organizational activities. An administrator plans and organizes the system workflow and responsible for
setting up the business goals.

The Administration department is liable in standardizing and making changes to the Company policies
which is to be adhered to by all in the Organization.

Not just the HR department but sometimes the department of administration is too prominent in the
process of hiring and screening.

Highlights of the Admin role

Plans and sets up the Organization
Setting up the Policies and Global Rules
Maintaining Employee Records
Managing Logs and Reports

Grouping Employees and Roles

Adding components in Payslip, and more

Employee Account

An Employee account is a simple Employee management platform facilitates the employee to view the
assigned schedules, holidays, off-duties, and attendance reports. It also helps the employee to send the
training, overtime, and time-off requests.

Administrative Management

An Admin account is a User ID with excessive privileges which is responsible in managing our easyTime
Pro.

It is a Superuser account which is accountable in all the Organization activities.
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Key outlines of an Admin profile in our easyTime Pro:

e Managing your Organization’s User permissions
e Handles in User Access and Information
* Managing the Services, and more

3.1 Getting Started

System Management defines the process in which the software and other devices interact with each other
based on system settings. The System Management module is designed to manage multiple users, user
groups, databases, and other system-related parameters. With its advanced framework, the configuration
of system parameters is made simple. You can view all the system logs with associated details that enable
efficient management. You can also backup the system data that ensures data security and data availability
at any time.

- Users and Group Management

- Database backup and migration

- Data Integration

- Middleware to establish communication
- Log Management

- User Authentication

System Management

A\

Advantages of System Management

» Consistent user management

« Back-up options to prevent data loss

« Displays all the transaction logs

s Auto-export the data

» Configuration of Email, SMS, WhatsApp, and Alert settings
« System log details in a single interface.

o Alerts for exceptions
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Organisation
setting

Setting up Setting up
payroll Devices

Setting up Adding User
shifts :

Setting up
Attendance

The Setting tab will not be visible in any other normal employee's account. This superuser will be able to
assign new users (such as company management personnel, registrars, and more.) for the employees inside
the company and configure corresponding user roles. For specific operations, please refer User
Management.

3.1.1 System Parameters Setup

You can set up the system parameters through the System Configuration. It manages the specifications of
the given software and its associated processes. In easyTime Pro, you can manage and configure various
parameters such as Company, Reports, WhatsApp, SMS, Email, and more.
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Company Settings

The Company Settings allows you to add and configure Company Name and Logo. This logo can be used in

exported reports.

asy Pr

Personnel Device

v a =[]

Authentication -
Database

= Integration

Configuration

Log

Configuration
Log

©f Configuration

[ Company Logo Review

Attendance

Payroll System

1

4. Enter your Company

Details

Welcome admin

énpany Details in Report
Company Loge  Click to upload logo

Company Name

[ Company Information
Phane

Country --Select--

City

Address

[ Email Signature
K Regards

Logo Display Do not Display

Company Name Display Do not Display

Province/State

Option 1

Option 2

/

m 5. Click to Save

Company Details in Report

By using the below section, you can configure the company details that will be displayed on the report.

= Company Details in Report

Company Logo

Company Name

Click to upload logo

Logo Display Do not Display

Company Name Display Do not Display
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Make sure the logo is of below mentioned size.

[ Company Logo Review

Logo Display: Select the display position of the logo. It can be aligned to Left/Centre/Right.
Company Name: Enter the company name.

Company Name Display: Select the display position of the company name. It can be aligned to
Left/Centre/Right

Company Information

In the company information section, input the required company details such as Phone, Country, State, City
and Address. You can also select the company address through the map. Click the Location button and
select the company address.

[& Company Information

Phone

Country  --Select-- Pravince/State

Click here to set the company address
City

Address

Email Signature

Here you can set the email signature of the Admin. Any email correspondence from the Admin will contain
this email signature.

[ Email Signature

Regards HR Department Option 1 ZKTeco Option 2 Bangalare
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Dear Employee Name
Employee ID: 1
There are some attendance exception
START DATE
END DATE
LATE
EARLY LEAVE
ABSENT

2
2
0
0
1

019-12-20

019-12-20

HR Department
ZKTeco
Bangalore

Click Submit after entering all the desired details.

PDF Report Settings

PDF Report Settings allows you to set the report style settings. You can generate PDF reports such as
Transaction Reports, Attendance Summary Reports, Scheduling Reports, Employee Details, Device Details,
Payroll Structure, Increment/Deductions and so on. The major advantage of exporting the reports as PDF is,
you can configure the page size and report components as per your requirements.

= Integration
= Middleware Table
D Log

of Configuration

Personnel Device

PDF Report Settings

= PDF Report Export Style Settings

Attendance Payroll System

4. Set the desired values

/ Page Size A4

Orientation  Portrait
Footer Left Page/Total Page
Footer Right  Blank

Reportstyle  Classic

.
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Page Size: Select the page size according to your requirements. The Auto option generates the report with
size which fits the columns. You can also set other page sizes such as A0, A1, A2, A3, A4 etc.

Page Size | Auto

Orientation AL

Footer Left

Footer Right

S ) B4
.

Orientation: Select the page orientation. It can be a portrait or landscape.

Footer Left: Select the content which is to be displayed on the left side of the footer. It can be (Page/Total
page) / Username/ Date/ Username+Date.

Footer Left | Page/Total Page

Page/Total Page
Username

Date

Username+Date

Footer Right: It is the same as Footer Left.
Click Submit after setting PDF report formats.
WhatsApp Settings

You must have at least one APl key. Enter the APl Key to configure WhatsApp. An APl interface key is a unique
identifier used to authenticate a user to an API. Through this API, you can send and receive WhatsApp
messages programmatically via the application.
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asy Pr Personnel Device Attendance Payroll System - 1

* o = e

Integration @ WhatsApp Settings

Middleware Table AP| Key*

Log 4. Enter the API key

ﬂ Configuration

Compa

SMS Settings

SMS Settings allows you to configure the SMS services.

= easy TimePre Personnel Device Attendance Payroll System

..

Integration ® Sms Settings

Middleware Table APl Key™ Enter the details

D Log Sender
Configuration 2 Provider  Text Local

Company Settings

PDF Report Settings

WhatsApp Settings

Email Settings

TD/MD Settings

API Key: You must have at least one APl key. Enter the APl key to enable the SMS Service. The SMS API allows
you to send and receive short messages through the SMS gateway.

Sender: Enter the sender's name of SMS.
Provider: It refers to the Service Provider.

Click Confirm after entering the details.
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Email Settings

Email settings are used to trigger an email alert if there is an exception.

= <asy TimePre Personnel Device Attendance Payroll System

Email Settings

Integration = Email Settings

/ = 0000
Middleware Table SMTP Server ST X000

Log ssL LS

of et Email Account* wxn@rossos domain name/domain user

Company Settings Password™

PDF Report Settings \Email Address* LK IHHHHK

WhatsApp Settings
SMS Settings m

Email Se

Enter the required details

TD/MD Settings

Ftp Settings

SMTP Server: Enter the Email sending Server's address.
Port: Enter the Port number of the email sending server.

Email Account: In case if you have an Email ID linked to your domain name, then enter the email account
here.

Password: Enter the one-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.

Note: The domain name of the E-mail address and E-mail sending server (outgoing server) must be
the same.

For example, the Email address is test@yahoo.com, and the E-mail sending server must be
smtp.mail.yahoo.com.

Temperature Detection/Mask Detection Settings

The Temperature and Mask Detection Settings are used to configure the temperature and mask detection
parameters which will be used to measure the body temperature when an employee is making the
attendance punch and it is also helpful to detect whether the employee is wearing the mask or not.
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asy Pr Personnel Device Attendance Payroll System

va=
Set the High Temperature and

Integration & Temperature Detsction Warning Temperature

Middleware Table /

Py
Temperature Unit | ®) °C

Log
High Temperature Limit §¥g Warning Temperature Lim'.

ﬁ Configuration
High Temperature Setting 37

Warning Temperature Setting  36.5

. J/

= Mask Detection Setting
Toggle to enable Mask detection

Mask Detection @

Email Settings

Ftp Settings

o Select the Temperature Unit as Celsius or Fahrenheit.
e Enable the High Temperature Limit and Warning Temperature Limit by clicking on the button.
e Set the High Temperature value and Warning temperature value. You can also specify the color for

these values by clicking ¥4 .
¢ Toggle the Mask Detection button to enable Mask detection.
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Alert Settings
Attendance Alert Settings
Here, the alert can be set for Attendance exceptions such as late check-in, early check-out and absent. You

must set the value for each exception. For example, let the values for Late, Early-Leave and Absent are set as
4,5,6, respectively.

> gasy TimePre Personnel Device Attendance Payroll System<__ 1 Welcomoadmin (1) = 7

» o =[]

= Integration £ Attendance Alert Settings

Enter the required details

Middleware Table When number of late excesds® 0 times

times

D Log When number of sarly leave excesds® 0
#§ Configuration When number of absent excesds® 0 times

Company Settings Sending Frequeney® | No Day* | 1 Time* | 00:00:00 Sending Day*
Current Day
PDF Report Settings .

Last Alert Time

‘WhatsApp Settings
SMS Settings {1 Password Change Alert Settings

Email Settings Admin Password Change Notification

TD/MD Settings

L) Approve Alert Settings
Ftp Settings
Email Alert SMS Alert WhatsApp Alert

When the late count of an employee exceeds 1 time, an alert will be sent to the corresponding
employee.
When an employee leaves early more than 2 times, an alert will be sent to the corresponding employee.
When an employee is absent for more than 3 days, an alert will be sent to the corresponding employee.
Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.
Day: Set the day on which the alert should be sent when the frequency is set to Monthly.
Time: Set the time to send the alert.
Sending Day: You can set whether to send the alert on the same day or the next day.

Last Alert Time: It displays the sent time of the last alert.

Password Change Alert Settings
You can set the alert if the password of Admin account is changed.

Approve Alert Settings

Set the mode of alerts. The mode can be SMS/Email/WhatsApp.
Click Submit after entering the details.
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Auto Calculation

o Select the Enable/Disable checkbox to enable the auto attendance calculation process.
» Once enabled, the attendance gets calculated automatically in the defined default time.

Notes: You can also send an alert if the device is offline or the Admin's password is changed.
Bookmarks

Bookmarks are filtered results to simplify the search operation and they can be used for future references.
All the module interface has bookmark options as shown below, once you save, it is reflected here.

Below is an example of adding a bookmark by filtering User in Log page in System Module.

o Open the Log page and then go to filter, enable the toggle button, then click on the desired User(s).
Apply the condition for the filter as shown in the image below:

Pr Personnel Device Attendance Payroll System

Authentication .
& Bookmarks - T Filters =

3. Select the desired action time

Databas .
Hanase T Action

gle Y IP Address

192,168, (_' T Action Time Success
Middleware Table 192.168.11 2020-06-0613:33559 T4 (Choice Date Success
192.168.1.1  2020-06-0613:1431 L pate Range Success
Log 192.168.1.1 2020-06-06 13:03:41 Ly With Date Success
192.168.1.1  2020-06-06 12:50:38 Ly Success
192.168.1.1  2020-06-06 12:50:15 Ly Today Success
19216811  2020-06-06 11:33:56 1 ' esterday
Configuration - 2020-06-06 09:31:42 R Last7 Days Success
192.168.1.1 2020-06-05 11:50:17 L This Week Success
192.168.1.1  2020-06-0511:46:00 L This Month Success
19216811 2020-06-0511:15:42 C  This Year Success

192.168.4.40  2020-06-05 10:26:27 Logm Success

Integration

Success

Page |24 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

.adsy ePrc Personnel Device Attendance Payroll System

Click here to apply filter

Authentication ) w T Action Time is Yesterday
& Bookmarks - T Filters o' d

Database

T Action
IP Addre T IP Address ction Action Category Status

Integration
192168, @) ¥ Action Time Success
Middieware Table 192.168.71 2020-06-06 1333359 T Success
192.168.1.1 2020-06-06 13:14:21 Success
Log 192.168.1.1 2020-06-06 13:03:41 Success
192.168.1.1 2020-06-06 12:50:328 Success
192.168.1.1 2020-06-06 12:50:15 : Success
192.168.1.1 2020-06-06 11:33:56 L Success
Configuration - 2020-06-06 09:31:42 Success
192.168.1.1 2020-06-05 11:50:17 Success
192.168.1.1 2020-06-05 11:46:00 Success
192.168.1.1 2020-06-05 11:15:42 Success
192.168.4.40 2020-06-05 10:26:27 Success
192.168.1.1 2020-06-05 10:13:10 Success

o Then click Bookmarks and select New Bookmark as shown below:

asy Pr Personnel Device Attendance Payroll System

»QE Leg

Authentication v . T Action Time is Yesterday
& Bookmarks ~ Y Filters 0v n 4

Database - 3. Enter the desired Bookmark name
No Bookmarks :

2_Hover here

. inTi Action Catego Status  Description
Integration v Login Time gory p

+ New Bookmark

| [ Is Shared

Viddloware Table i o PR T 4_Save the Bookmark

admin | 192.168.1.1 Success
Log admin  192.168.1.1 | ) Success
admin  192.168.1.1 2020-06-06 12:50:38  Logout Success
admin  192.168.1.1 2020-06-06 12:50:15  Login Success
admin  192.168.1.1 2020-06-06 11:33:56 | Login Success
Configuration admin - 2020-06-06 09:31:42 Resigned Scanner - Success  Success: 0, Failed: 0
admin  192.168.1.1 2020-06-05 11:50:17  Login Success
admin  192.168.1.1 2020-06-05 11:46:00 Login Success

o Enter the Bookmark name and click Save Bookmark.

« Saved Bookmarks appears as shown below.
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& Bookmarks - T Filtersov n H

M Login Time

Enter bookmark title..

+ New Bookmark
. | [] 1s Shared

admin  192.168.1.1

admin  192.168.1.1 ' Save Bookmark

admin  192.168.1.1

Delete a Bookmark
For deleting the Bookmarks, you need to navigate to System = Configuration = Bookmarks.

Perform the following steps to delete a bookmark:

asy Pr Personnel Device Attendance Payroll System Welcome admin

»a =[]

TEEEET B Bockmarks= Y Filters 2. Click either to delete

Middleware Table Delete ~

Title User Content Type Filters

D Log

Login Time admin  Log ["Action Time is Yesterday "i["1","_p1_op_time_gte%3D_today_%252C-18 pl_op_time_lt%3D_.. @ 2020-06-06 15:37:46

8 Configuration 2
5 1. Select the Bookmark to be deleted

» Select the bookmark to be deleted and click Delete or the del icon @of the corresponding
bookmark.
o On the appearing pop-up, click Confirm to delete the bookmark.
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3.2 How to set up a User account

The User Management option allows you to manage multiple users. You can also assign user roles and set
privileges to the users.

Personnel Device Attendance Payroll System 1 Welcome admin @) =

* Authentication .
& Bookmarks Y Filters ~

. .,
—r Add Delete Change Password PR B |

User 3 Usemname  FirstNeme  LastMame  Email Group Neme  Enable  Is superuser  Last Login Login Times  Date of Joining

(] False - o 2020-06-06 16:42:36

= Dotabas
= Database admin@zkteco.com ) True 2020-06-06 14:15:55 47 2020-04-07 14:08:54

= Integration
Select the required User account
= Middleware Table

D Log

€ Configuration

Edit X

Username® admin

Basic Details

First Name

Last Name

Email admin@zkteco.com

Permissions

Enable

Superuser

Company default, ZKTeco,Unicor
Authorized Department  ----------
Authorized Area  ----------

Authorized Position  ---------—-
Groups  -—--------

Date of Joining

Last Login

Confirm Cancel
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The columns are explained as follows:

Username: This name will be displayed at the top right corner of all the module interface.
First Name, Last Name, Email: The Name and Email ID of the user.

Superuser: Whether the user is Superuser or not.

If the checkbox is selected, the user becomes a Superuser and there is no need to assign permissions. If it is
not selected, the user will be a normal user with specified access permissions.

Company: Select the required Company names to facilitate access for the user.

Vendor: Whether the user is Vendor or not.

Authorized Dept: If Department(s) is selected, then the User can access data of only that Department(s).
Authorized Area: If Area(s) is selected, then the User can access data of only that Area(s).

Authorized Position: If Position(s) is selected, then the User can access data of only those designation(s).
Date of Joining: The Date on which the user account is created.

Last Login: It displays the latest login of this user.

Click Confirm after entering the required details.

Delete a User account

Perform the following steps to delete a user:

In the user's list, select the user to be deleted and click Delete.
On the appearing pop-up, click Confirm to delete the user.

Pr Personnel Device Attendance Payroll System

Bookmarks User

2. Click to delete
8 Bookmarks

|| Usemame  FirstName  LastName Email Group Name  Enable  Is superuser  Last Login

[ ] user | | | e False
admin 2020-06-06 14:15:55

& Prompt x s

1. Select the desired user

Are you sure you want to delete the selected 1
item? ‘

Cancel

3. Confirm to delete
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3.3 Login to easyTime Pro

Enter the given Username and Password. Click Login.

easy TimePre

Admin Login Employee Login

Outdoor Management

Copyright ©2021 ZKTeco Biometrics India Pvt.Ltd About

3.4 How to reset your Password
You can change the password by performing the following steps:

o Inthe user's list, select the user to change the password.
o A prompt appears as shown in the image below:

Pr Personnel Device Attendance Payroll System

® Q = x User
'up - 2. Click here to change

k % Authentication S :
B Bockmarksw Y Filters password

|:| Username  First Name  Last Mame  Email I Group Name | Enable Issuperuser  Last Login

n User - i a False

in | | | 2020-06-08 10:19:05
S Prompt X
J

1. Select the user ]

Are you sure, you want to Change Password for
the selected Username?

Cancel

3. Click to confirm
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o Click Confirm to change the password.
o Inthe appearing window, enter the old password, new password and confirm it.

Change Password ®

Old Password?®

MNew Password®

Confirm New
Password®

o Click Confirm after entering the password details.

Alternatively, you can also follow below steps to change password.

= easy TimePre Personnel Device Attendance Payroll System Welcome admin @~ TF

® Q= m 1. Click to enter profile @ About

E Authentication - .
& Bockmarks ~ T Filters +
? Help

e Add Delete | Change Password 4« @language

Username  FirstName  LastName  Email Group Name  Enable Is superuser  Last Login Login Times ~ Dateo (& Password

User < 020-0 @ Logout
Database admin admin@zkteca.com 2. Click to change password EI0 R S ——

= Integration
= Middleware Table

D Log
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Creation of User Groups

The Superuser assigns different user levels to different users. To avoid assigning one by one, the Superuser
can create a user group and set roles with specific levels of access to other users.

Add a User Group

Perform the following steps to add a new user group:

Click Add to add a new user group.
A window appears as shown in the image below:

asy Pr Personnel Device Attendance

& Bockmarks =

Payroll System

Authentication
Authentication ¥ Filters -

5. Enter the Group Name

Personnel  Device  Attendance  Payro System

& A v \

4. Click to create a VE%’S“W&‘ (o
Employee
Group > O3 Department (0/6)
> OO postion (0/6)
> 00 area (0/8)
2 O3 Holiday Lecation (0/5)
> O3 resign (0/7)
(03 pocument (0/5)
> OC workflow Nod (0/4)
> OO0 workflow Engine (0/4)
2 O workflow Rele (0/5)

3 Add Delete

6. Select the appropriate check-boxes
to allot permissions to user group /

Cancel

Name: Enter the name of the group.

Permission: Under each module, select the permissions to the user by selecting the corresponding
checkboxes. Only the corresponding user can use the selected options. If you want to select all the options,
select the Master checkbox.

Click Confirm after setting the permissions.

Edit a User Group
To edit a User Group, perform the below steps:

In the user groups list, select the group to be edited and click edit icon.
Edit the required details in the user group and click Confirm.
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3.5.3 Delete a User Group

o Inthe user groups list, select the group to be deleted and click Delete.
o On the appearing pop-up, click Confirm to delete the selected user group.

3.6 Dashboard

Our dashboard helps in facilitating the display of your Organization's essential data metrics and statistics of
the workforce.

It presents real-time information like performance, attendance, schedules, overtime, early leave, late arrival,
or other Organizational data instinctively and you can get the report of each metric directly from the
dashboard.

= easy TimePre Personnel Device Attendance Payroll System Welomeadmin  (0) ¥ 7

Functional medules

Attendance

Home Page button

5 [i] V] 0 0 \

Total Employee New joinee Resign Total Device Verification

Click here to switch
to Pandemic
Dashboard

0 5 0 (V] 0

Present Absent Late Arrival Early Leave On Leave
@ online Device Status i Attendance Exception -O- Late -O- Early-Leave -O- Absent O Aodl L Attendance
@ offline History Statistics

4

3

2
Offline (0) Online (0)

\_

.
2020-05-13 2020-05-17 2020-05-21 2020-05-25 2020-05-29 2020-06-02 2020-06-06 /
1 L

The Dashboard displays the following details:
Real-Time Count

« Total number of employees.

« Number of attendance verifications on that particular day.

o Total number of devices configured for attendance calculation and access control.
o Number of Employees absent on that particular day.

o Number of Employees present on that particular day.

o Number of Employees who are absent on that particular day.

e Number of Employees who came late on that particular day.

o Number of Employees who left early on that particular day.
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4
Total Employee

0

Present

Present/Absent

0

MNew joinee

Absent

0

Resign

0

Late Arrival

2

Total Device

1]

Early Leave

The real-time chart depicts the attendance status for the current day.

@ Online represents the active devices on the current day.

B0 Offline represents the inactive devices on the current day.

B Cnline
B Cffline

Attendance Exception

Device Status

Online {0)

Offline {2)

[

0

Vverification

0

On Leave

The Attendance Exception illustrates the real-time attendance exceptions of the employee. Place the cursor
at any point on the graph to view the exceptions.

Attendance Exception

History
70

60
504
40

30

20

2020-03-24

;

2020-04-09

O~ Late -O- Early-Leave —O- Absent G Au
9 9
,ff \
m-_["_g_/"_"_““”“:“:\ [P e [ = !/'\/’i\
o . : Lo\ fgee—e=t— N[/ |
2020-03-28  2020-04-01 2020-04-05 2020-04-13  2020-04-17  2020-04-21

h
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Real-Time Monitor

The real-time monitor interprets the attendance details timewise. Place the cursor at any place on the graph
to view the attendance statistics at that point of time.

Real-Time Monitor -O-p

Q
I

IS

124
10
8
6
44
2

s 48 L

0 3 % 3 i g < ? g 7 <
00:00 01:27 02:54 04:21 05:48 07:15 0842 10:09 11:36 13:03 14:30 15:57

! ol g

70135
i 988, 2nd Main Rd, ... ChecklIn
09:16:50
B 70110 o
= I Swami Vivekanand... CheckIn
09:16:46
70073
E. Unnamed Road, D... CheckIn
09:16:25

The Pandemic Dashboard appears as shown below:

Pr Personnel Device Attendance Payroll System Welcome admin

[0 High TemperatFemperature Status Sk
- Warning
High (0)

Normal
A Warning (0) :.=
@ Normal {0)
E No Mask (0)

Total Employee (5)

D No Mask Mask Status

Q
K
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Temperature Status

The Temperature Status displays the measured temperature of all the employees into three categories
namely:

e Normal Temperature

e Warning Temperature

* High Temperature

@ High Temperature Status a7
[ Warning

| Mormal

— High (0}

Mask Status
The Mask status displays the Mask-wearing status of the employee i.e. whether mask is worn or not.

@ No Mask Mask Status
B Masked

(3
&

—— No Mask (0)

Masked (0)
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3.7 Common Features used in all the modules

Department

& Bookmarks = T Filters = Person “Ze

Personnel Transfer 2 M.

Import

» testing
test

DepartmentName = Parent Employee Count Resigned ...

i Bookmarks

=

testing - 9

2 test - 1000 2
3 Development - 2044 1] E,f
4 Technical - 666 1] 4 dbbb
HR1 - 165 0 4 Sales
6 Managerl testing 163 o (4 test
10 dbbb 0 0 = dept12
68 Sales 0 0 = ES
9 test o 1 4
deptl2 1 0 73
12345678901234567890123456789012345678001234567890 | 55 o o E,j‘

Bookmarks
o This function bookmarks the filtered columns.
o At first, a filter needs to be applied using the provided filter options, and then on the Bookmark
function, click New Bookmark, provide the new Bookmark name, and then click Save, to bookmark
the filtered columns. For more info on Bookmarks click here.

Filters

o This function filters and displays only the required columns by selecting the required options
provided on the Filter function.

Fit
« This function aligns and displays the columns based on the provided options.
o Best Fit shrinks all the column's width as much as possible, and Best Fit with Scale aligns the
column based on the scale.
Expand
o This function expands the display of the columns based on the provided options.
o Full Frame expands the column only within the frame interface and Full Screen expands the whole
interface with the size of the monitor

History

« This function displays the history of all the activities done by the Administrator.
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Columns

« This function allows selecting the preferred columns that need to be exported, as well as displays
only the selected column on the interface.

Export

o This function exports the selected columns, and the output format can be selected from the
provided options (CSV, PDF, Excel, TXT).

CSV/TXT: You can export only the current page or the entire report data.

CSV Export ®

Export Scope: (@) Current Page All Data

Confirm Cancel

Excel: You can export only the current page or the entire report data. You can also set the export
style namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise checkbox is
selected, then the report will be generated as individual pages for the selected export style.

Excel Export >
Export Scope: @ Current Page All Data
Export Style: | Default Page Wise

Employee Wise
Department Wise
Date Wise

PDF: The purpose is to export only the current page or the entire report data. You can also set the
export style namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise
checkbox is selected, then the report will be generated as individual pages for the selected export
style.
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PDF Export x

Export Scope: (8) Current Page All Data
Export Style:  Default Page Wise

Page Size Default

Orientation Default

The advantage of the PDF format is that you can define the page size according to your
requirements. You can also set the page orientation as Default/Portrait/landscape. The default
parameters are taken from PDF settings. Click here for further details.

This setup greatly helps when you need to change the layout only at that instant.
Restore Layout
» This function restores the data to the default.
Personalize

« This function changes the view of the display column on the interface, based on the below three

options.
Add Delete Import Personnel Transfer Z 2 9D 0O =
Department Code = Department Name = Parent  Employ Highlight identifier
T testing ) C
» hyperhnk c\'\GK ab‘.e : Show zebra stripes C
? Wt W',“ high'“gh'[ the = De\,ek.jpment E 2044 O Show line division | [
4 -l Technical - 666 U [
5 HR1 ) 165 0 [
6 Managerl testing | 165 0 C
10 dbbb , 0 0 C
63 Sales ) 0 0 C
9 test E 0 1 I
7 depti2 E 1 0 C
“?3455?8901234557899' 23456789012345678901234567830 | 85 £ o 0 [
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Add Delete Import Personnel Transfer Z 2 9 MO » |[=
Department Code = Department Name % Parent Employ o Highlight identifier
1 testing - 9 i (
Show zebra stripes
2 test g 1000 (
3 7Y Development E 2944 Show line division 1
4 . . Technical - 666 u {
: Dtspla_ys the rows in A ) 35E 8 i
z alternative gray shades Manager] weting | 165 5 i
10 = ~F555 - = - 0 [
68 Sales - 0 0 (
9 test - 0 1 (
7 dept12 z 1 0 (
12345678901234567890123456789012345678901234567890 | S8 = ] 1] [
Add Delete Import Personnel Transfer . 9D 0O A =
Department Code = Department Name = Parent Employs Highlight identifier
il testing - 9 .
Show zebra stripes
2 test - 1000
[ 5 = ] Development e 2044 o Show line division
4 Technical - 666 ]
= HR1 - 165 ]
g Displays Horizontal & Managert testing | 165 0
10 Vertical divider lines S : 0 0
68 : 0
o test - 0 1
7 dept12 - 1 o
123456785012345678001234567890123455678901234567890 S5 - ] o

Note: The Preferences function changes the view of the columns only on the interface and does not reflect
this change on the exported sheet.

Edit

« This function enables to revise the created data on the Software.
Delete

« This function allows you to erase or remove the existing data on the Software.
Column Arrangement

o This function arranges the columns either according to their position in the alphabets from A to Z
or in order of their numerical value.
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3.8 Integrating our Software and the Device

Device

Our Device module manages with the implementation and maintenance process of the Biometric Devices,
which facilitates the proper tracking of the Employee attendance and transaction details. To know how to
add device click here.

It eases the configuration of the Biometric Devices by ensuring the consistency between the physical and
the logical assets.

It administrates the setup of mobile applications, Device instructions, Employee announcements, capturing
and uploading of Employee data, maintenance of logs, attendance, and the transaction details among the
Devices.

Security

Configuration
Monitor
-

. Access
i ' ' Control

Report

Notifications
management

o -,- r
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Features of the Device module

» Centralized Device Management

» Mobile Workforce Management

o Work Code Management

o Device Data synchronicity

o Customized Announcements for individual or all Employees
o Security and Threat Detection

o Tracking down of Anomalies

asy Pr Personnel Device Attendance Payroll System

.azl]
Device Management - & Bookmarks ~ T Filters = Cllck here

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu

Command Serial Number Device Name Area Device [P Status Last Activity User Count  Fingerprint Count Face Cou

43243 423324324 2 - @
o

Message BWNF183960066  iClock700 2 182.73.63.11 2020-03-2811:40:49 1949

Data
Log
Mobile App

& Configurations

Device Management

Our Device Management of simplifies you to mount and manage the Biometric Devices in your
Organization with necessary configurations to track and maintain the Time and Attendance data of your
Employees.

On the Device Management, you can set instructions to the Devices, and add, remove, or modify Devices
and its locations.

On the Device module, click Device Management to go to the Device Management module.
Device

Our Device interface eases you to set up and administrate the Biometric Devices and its locations of your
Organization.
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On the Device module, click Device Management, and then click Device to go to the Device Interface.

asy Pr Personnel Device 1 tendance Access Payroll System Welcome admin

® Q = | deic |
Device Management 2 -

& Bookmarks~ T Filters =

3 Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu S S 9 M -~ =

evice Command Serial Number Device Name Area Device IP Status  Last Activity User Count  Fingerprint Count Face Count Palm Count Transaction Count
Auto add Prasanth 192.168.6.147 @ 2020-06-15 16:56:06 1 1 o o
Aep Auto add Prasanth 1921684130 ®© 2020-06-17 17:00:35 2 1 0 0 2

Data
D Log
Mobile App

§ Configurations

On this Interface, you can add a new Device, modify, or delete the existing Devices, manage the existing
Device locations, transfer Data and more.

A brief note about the columns displayed on the Device Interface

Serial Number: Displays the unique Serial Number of the Device. By default, the company name will get
displayed as default when there is no Company added. Click here to view how to add a Company.

Company Name: Displays the Device’s company name.
Device Name: Displays the Device Name.

Area: Displays the Device's Area Name.

Device IP: Displays the Device IP address.

Real IP: Displays the actual IP address of the Device.
Device Model: Displays the Device model name.
Timezone: Displays the Device Time zone.

Firmware Version: Displays the Firmware version of the Device.
Push Version: Displays the Push version of the Device.
Status: Displays the Device (Active or Inactive) Status.
Last Activity: Displays the Device's last activity date.

User Count: Displays the User count registered in the Device.
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Fingerprint Count: Displays the registered Fingerprint count stored in the Device.
Face Count.: Displays the registered Face count stored in the Device.

Palm Count.: Displays the registered Palm count stored in the Device.
Transaction Count.: Displays the total transaction count of the Device.

Last Sync: Displays the last sync date of the Device.

Command: Displays the total Device command count stored in the Device.
3.8.1 Device Configuration

Our Configurations module facilitates you to accomplish in managing the new or the existing Devices,
registration of Bio-Photo, and in the maintenance of the data, which eases your work and increases your
productivity.

On the Device module, click Configurations, and then click Configuration to go to the Configuration
Interface.

= €asy TimePre Personnel Device <1 endance Access Payroll System Welcomeadmin () » {7

v o =[Eo

& Device Management & Device Communication Settings

Qb Message Registration Device () Disable Filter Resigned () Diszble Syne data to the device (AL )

= ats
= Data Allow Auto Add @ Allow Upload New Employee m) Allow Name Upload @ Allow Card Upload

D Log
Mobile App
% Bio-Photo Approval Policy

Configurations 2
Edit Employee®  Pending Batch Import*  Pending

Mobile Upload®  Auto Approved Device Upload”  Pending

# Data Retention Setting(The software will keep the recent data according to the value set here, setup 9999 to keep all data)

Transaction™ 9999 Command® 20

90 - 9999 Days 15 - 9999 Days
Device Log™ 91 Upload Log® 90

15 - 9999 Days 15 - 9999 Days

Functions available on the Configuration Interface
Device Communication Setting
This function lets you set up the Device signal for enrollment and data transmission.

Registration Device: Toggle Enable, to allow the newly connected Device to automatically consider as the
Registered Device.
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Resigned Filter: Toggle Enable, to automatically eliminate or remove the resigned Employees from the
connected Devices.

Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload Name: Toggle Enable, to automatically upload the Usernames from the Device to the
Software.

Allow Upload Card: Toggle Enable, to automatically upload the Users' Card numbers from the Device to
the Software.

Bio-Photo Approval Policy

Bio-photo refers to the employee profile picture. There are several methods to upload it. Below are the
several ways to upload. This function lets you set up the approval method for the uploaded Bio-Photo.

Employee Edit: Toggle Auto Approved, to automatically approve the captured Bio-Photo of the
Employees.

Batch Import: Toggle Auto Approved, to automatically approve the batch upload of the Bio-Photo.
Mobile Register: Toggle Auto-Approved to automatically approve photo uploaded via mobile device.

Device Upload: Toggle Auto-Approved to automatically approve the photo captured via Bio-metric
Device.

Data Retention Setting

This function lets you set up Device enrollment and Data transmission.

Transaction: Provide the required number of days the transactions need to be retained.
Command: Provide the required number of days the commands need to be retained.

Device Log: Provide the required number of days the log files in the Device need to be retained.

Upload Log: Provide the required number of days the upload log files need to be retained.

How to Set Up the Device
First, connect the Device to the required network cable and then log in to easyTime Pro.

On the Device module, click Device Management, and then click Device interface.

Add

Add function lets to add the mounted Device to the software.
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a Sy P r Personnel Device Attendance Access Payroll System

T

® Q = | Device
& Device Management & 8 Bookmarks= Y Filters =

Add  Delete = AddNewArea  ClearCommands  ClearData DataTransfer DeviceMenu

|| Serial Number ¢  Device Name =  Area & AreaCode DevicelP Status  LastActivity UserCount Fingerprint Count | FaceCount PaimCount  Transaction Count  Comm
Add X
Company*  default

AvQ v

Device Name* O defautt Serial Number
O z«Tece

Area* O unicorn Device IP

O Charcoal

Transfer Mode* Real-Time Timezone*  Etc/GMT+5:30

Registration Device* No Attendance Device® Yes

Connection Request Interval(sec)* 10

Cancel

Add the mounted Device

On the Device interface, click Add to add the newly mounted Device to the software.

Company Name: Select the company name that device belongs to from the drop-down list. By default, the
company name will get displayed as default when there is no Company added. Click here to view how to
add a Company.

Device Name: Enter the unique Device Name.

Serial Number: Enter the Device Serial Number.

Device IP: Enter the Device IP specified in the Device, under Network Settings.

Area: Select the mounted Area name of the Device from the drop-down list.

Timezone: Select the common standard time of the specified Area from the drop-down list.

Registration Device: Select from the drop-down list whether the Device is for User Registration or not.
Attendance Device: Select from the drop-down list whether the Device is for tracking Attendance or not.

Connection Request Interval: Enter the time-interval for the Device's pulse oscillation.

Transfer mode: Select from the drop-down list whether to transfer the Device data in real-time or to be
sent at the predefined time.

Click Confirm to save the newly mounted Device to the software.
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Assigning the Device to an Area

New Area

New Area function lets you create a new name for an Area or a Sub area with a unique Area Code.

= easy Pr Personnel Device 1

tendance Payroll System

®» Q = | Device

Management 2 N

& Bookmarks ~ Y Filters =

— ! 5. Input the details
| | Serial Number & Device Name 5 Area

Add New Area

Area Code® 3
Area Name®

Parent  ----------

Cancel

Create a New Area

On the Device interface, click New Area to create a new Area or a Sub-area name.

Enter a unique Area Code (by default it takes the next Code number from the Area interface) and
the required Area Name.

On the Parent field, select the required Area name from the list to define as the Parent area, if
creating a new name for a Sub area.

After entering the details, click Confirm to save and update the newly created Area or the Sub area
name.

Device Data Management

_®
Bio-Template Wl

Bio-template means the templates (Fingerprint, Face, Palm, Finger Vein) registered for the Employees. Our
Bio-Template interface aid you to view the detail (mainly the major version number) information of the
Employees bio-templates. It gives an idea about the Major Version of the templates.

On the Device module, click Data, and then click Bio-Template to go to the Bio-Template Interface.
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= casy d Personnel Device - 4 tendance Payroll System

* o =[Ee]

&a Device Management .
: & Bookmarks = T Filters =

) Mes sage

8 Dat 2 Employee Bio-Index Major Version

Work Code

Bio-Photo
Transaction
D Leg

0 Mobile App

£ Configurations

A brief note about the columns displayed on the Bio-Template Interface
Employee: Displays the unique identity number of the Employee.

Bio-Type: Displays the type of registered Bio-template.

Bio-Index: Displays the arrangement of the registered Bio-template.

Major Version: Displays the algorithm version of the registered Bio-Template.
Serial Number: Displays the Device serial number.

Update Time: Displays the last update time of the Bio-template.

Bio-Photo

Bio-Photo means the uploaded photos of the employees. During the initial step of adding employee,
Admin/HR can upload employees’ photo. Apart from this, employees too can also upload their photo using
mobile or scanning QR code. Our Bio-Photo interface aid you to view the registered Bio-Photo information
the Employees.

On the Device module, click Data, and then click Bio-Photo to go to the Bio-Photo Interface.
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asy Pr Personnel Device 1 tendance Payroll System Welcome admin

*a =[]

s e g -
5 8 Bookmarks~ Y Filters +

-

Delete Approve/Reject OR Code Import Bio-Photo P D M

. Employee ID  First Name  Last Name Email Serial Number User Photo Bio-Photo Register Time Remark  Status Approval Time

CKIF201760745 2020-06-02 17:22:14 - Auto Approved 2020-06-02 17:22:

Transaction
9 L PRASANTH - - CKIF201760745 2020-06-02 10:17:25 - Auto Approved 2020-06-02 10:17:)
D Log

0 Mobile App

8 Configurations
1 - - CKIF201760745 2020-06-02 10:17:25 - Auto Approved  2020-06-02 10:17:/

TorlsRoconds 1 7ace [NEEY

A brief note about the columns displayed on the Bio-Photo Interface
Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Email: Displays the E-mail ID of the Employee.

Serial Number: Displays the serial number of the Device.

User Photo: Displays the Employee's uploaded photo. (only JPEG, JPG format)
Bio-Photo: Displays the Employee's Device captured photo.

Register Time: Displays the photo registered time of the Employee.

Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Approval State: Displays the approval or the disapproval status of the Bio-photo.

Approval Time: Displays the time of the approval or the disapproval status.
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How to Upload User Photo via Mobile phone
QR Code

QR Code function lets you upload the user photo to the software by scanning the machine-readable code
by the camera on a smartphone.

QR Code

Upload Bio-photo using QR Code

+ Onthe Bio-Photo interface, click QR Code to scan and upload the User photo via smartphone to
the software.

e Use the smartphone to scan the displayed readable code by the camera.

« TheURL navigates you to the page displayed below. In case of any error kindly contact your software
User admin.

Employee ID* o

Remavko

ZKTz=z0
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Upload Photo: Tap the camera button to capture the User's image for Bio-Photo.
Employee ID: Enter the Employee Identity Number.
Remark: Enter the required information.

Click Submit, to upload the captured photo from mobile device to software.

How to Import Bio-Photo via System

Import Bio-Photo

Import Bio-Photo function lets you import the User photo via software.
Import User Bio Photo

« Onthe Bio-Photo interface, click Import Bio-Photo to a photo.
«  On the Import Bio-Photo window, click +Upload to upload the photo from the local system.

> zasy limePre Personnel Device 1 tendance Payroll System Welcome admin

*a=[E]

3 Device Management :
& =nes B rootmde T i

2 Message Delete Approve/Reject Qo Import Bio-Phota -
Import Biu-nhu?l
Employee ID  First Name  Last Name Email Serial I\‘umuo 2

5 - - CKJF201760745

2nd Set of Firakze Templ: #
Eazy TinePro V2.0

PRASANTH - = CKJF201760745

0 Mobile App

€ Configurations
CKJF201760745

Total 5 Records 1

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.

Ignore Error: The filename of the Bio-Photo should be the Employee ID number. When we try to upload the
bio-photo, the system will match the filename with all the Employee IDs present in the system. If the
filename does not match with any employee ID, then the system will prompt an error “Employee (filename)

not found”. If you select Yes, then system will Ignore this error.

Click Confirm to save and update the Bio-Photo.
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Approve/Reject the User's Bio-Photo

Approve

Approve function lets you approve the User photo as the registered Bio-Photo.

Pr Personnel Device 1 endance Payroll System

Bio-Photo

& Bookmarks ~

Ei Employee ID  First Name  Last Name Email Siii Approve/Reject % Llimlk

Status®: | Approved o
CKIF = =

Overwrite™: i
Rejected

Y Filters =

B

Remark:

4. Select the
desired photo

12 PRASANTH - - CKIF,

Ik kavya - = CKIE Bl -

] 0 v £ n > Total 5 Records r?“l Pm

Cancel

Approve the User Photo

On the Bio-Photo interface, select the required unapproved User photo from the list to approve.
On the Bio-Photo interface, click Approve to approve the User photo.
On the Approval window, proceed with the following.

Status: Select either Approval Passed or Rejected from the drop-down list.
Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
Remark: Enter the description for the approval or the disapproval of the Photo.

Click Confirm to save and update the Bio-Photo.
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Reject

Reject function lets you disapprove the User photo as the registered Bio-Photo. The operation is same as
Approve above.

Approve the User Photo

On the Bio-Photo interface, select the required unapproved User photo from the list to approve.
On the Bio-Photo interface, click Approve to approve the User photo.
On the Approval window, proceed with the following.

Status: Select either Approval Passed or Rejected from the drop-down list.

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.

Remark: Enter the description for the approval or the disapproval of the Photo.

Click Confirm to save and update the Bio-Photo.
Removing a Bio-Photo
Delete

Delete function lets you delete the registered, pending, or approved Bio-Photo from the list.

asy Pr Personnel Device 1 tendance Payroll System

Bio-Photo

& Bookmarks ~

Y Filters ~

Prompt x

B

CKJF201760745
Are you sure you want to delete the selected 1 i

item?
: : f
Confirm Cancel

4. Select the
desired photo

Delete Bio-Photo

On the Bio-Photo interface, select the required Bio-Photo to delete or remove from the list.
Click Delete to delete or remove the selected Bio-Photos.
Click Confirm to delete the selected Bio-Photos from the list.
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Uploading the Device Data Transaction
Transaction

Our Transaction interface avails you to view the recorded attendance transaction information of the
Employees.

On the Device module, click Data, and then click Transaction to go to the Transaction Interface.

Pr Personnel Device 1 ‘endance Payroll System Welcome admin

W Q &= | Transaction

Management
e 8 Bookmarks~ Y Filters +

[ Upload USB Transaction S S 9 O » =
Employee ID  FirstName Department Date i Punch State  Area Serial Number % Device Name Upload Time
PRASANTH  Department 2020-06-03 32 - Bangalore | CKJF201760745  Auto add 2020-06-03 17:25:51
PRASANTH Department 2020-06-03 9 - Bangalore  CKJF2017607 Auto add 2020-06-03 17:25:51
PRASANTH Department 2020-06-03 Bangalore CKJF201760745  Auto add 2020-06-03 17:25:51
PRASANTH Department 2020-06-03 E Bangalore | CKJF201760745  Auto add 2020-06-03 1
PRASANTH Department 2020-06-03 E Bangalore | CKJF201760745  Auto add 2020-06-03 1
PRASANTH  Department 2020-06-03 36 - Bangalore | CKJF201760745  Auto add 2020-06-03 1

PRASANTH Department 2020-06-03 15: - Bangalore  CKJF2 745 Auto add 2020-06-03 1 Employee ID

First Name

PRASANTH Department 2020-06-03 1 53 - Bangalore J 7 Auto add 2020-06-03 12:14:55

kavya Department  2020-06-03 - Bangalore  CKJF201760745 | Auto add 2020-06-03 11:49:22 |  LastName
asish Department  2020-06-03  08: - Bangalore | CKJF201760745  Auto add 2020-06-03 10:57:44  Department
Mobile App 3 asish Department  2020-06-03  08:57:19 - Bangalore CKJF201760745  Auto add 2020-06-03 10:57:43 | Position

sukanya  Department 2020-06-03  08:5323 - Bangalore 45 Auto add 2020-06-03 10:53:36 || Punch Date
kavya Department  2020-06-03  08: - Bangalore | CKJF2017607 Auto add 2020-06-03 10:53:36 | Punch Time
PRASANTH Department 2020-06-03  08:53:04 - Bangalore CKJF201760745  Auto add 2020-06-03 10:53:36  Area
sukanya  Department 2020-06-02 18: - Bangalore | CKJF201760745  Auto add 2020-06-03 10:52:16  Serial Number
sukanya  Department 2020-06-02 - Bangalore CKJF201760745  Auto add 202006-03 10:52:16  upload Time

A brief note about the columns displayed on the Transaction Interface
Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Department: Displays the Employee's Department name.

Position: Displays the Employee's Position name.

Date: Displays the last Punch Date of the Employee.

Time: Displays the last Punch Time of the Employee.

Punch State: Displays the last Punch State of the Employee.

Verify Type: Displays the Punch verification type of the Employee.

Work Code: Displays the last punched unique Work Code of the Employee.
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GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.
Latitude: Displays the Employee's last punched Device's GPS latitude location.
Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Upload Time: Displays the last upload time.

Upload USB Transaction

If you want to upload any transaction downloaded from a device, then you can use this interface.

asy Pr Personnel Device 1 tendance Payroll System Welcome admin

& Bookmarks + T Filters — 1
= Upload USB Transaction X
-1 .1 LY un B B,
] Uplaad File: [ Choose File @ open i
‘:‘ « 4 || « Desktop > Transactio v o h Transact »
[l Organize ¥ New folder
J A Name ste madifie
H =] Transactions 6/9/2020 12:22 PM
=) b
O 6. Select file ¢
[ 1
]
] nt
o = This PC
‘:‘ Vo< >
O -
[] nber
] " Upload Time
@ |20 | < - 2 3 .8 > Total159 Records 1 | Page [HeSTNATH

Upload the USB transactions

On the Transaction interface, click Upload USB Transaction to upload the attendance
transaction via a USB device to the software.

On the Upload File, click Choose file to choose the file from your PC or a USB Disk. This filename
should be same as Device Serial Number. And make sure the system has the employees for whom
all you want to add transaction.

Click Confirm, to upload the attendance transaction from the USB device.
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Clearing Pending Commands from Device

Clear Pending Command function lets you clear the pending or the awaiting commands or instructions
from the Device.

a Sy P I Personnel Device 1 tendance Payroll System

® Q = R

anagement 2 & Bookmarks~ T Filters ~

|| Serial Number % Device Name % Area * Device IP Status Last Activity
H 1223 Test Not Authorized 192.168.1.200 @ 2019-10-12 11:33:11
6868 Not Authorized 192.168.1.98 1 2019-10-12 11:33:07
(INOT-A Not Authorized 192.168.1.98 ' B
Pune 192.168.1.102 -] 2019-10-16 16:59:56
4. Select the Command
Prompt X

Are you sure to clear all the pending
commands?

o @ Cancel

Clear the pending or the awaiting commands

On the Device interface, select the required Devices from the list to clear the pending or the
awaiting commands.

Click Clear Pending Commands, to clear the awaiting or the pending commands from the
selected Devices.

Click Confirm, to clear the awaiting or the pending commands from the selected Devices.
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How to clear Data from Device

Clear Data clears away or erases the stored data from the Devices.

Pr Personnel Device ance Payroll System

® Q=

Device Management
& J 2 & Bookmarks T Filters =

3 Add Delete Add New Area Clear Commands Clear Data Q Devic
ymmand Serial Number Device Name Area Device IP ser Count  Fing)|

Clear Attendance Data
43242 423324304
AEH2191360078 Test 192.168.1.9
BWNF183960066 iClock700 182.73.63.118

Message Clear Captured Photo

Clear All Data
Data

Mobile App

jurations

Total 3 Records

javascriptvoid(0):

Functions available under Clear Data

o Clear Attendance Data
o Clear Captured Photo
o Clear All Data

Clear Attendance Data

This function lets you clear or erases the stored Attendance information from the Device. Clear or erase the
stored Attendance data
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Pr

Personnel Device

& Bookmarks ~

asy

® Q=

Management -

Y Filters =

Add Delete Add New Area

| Serial Number < Device Name %
E BWNF183500015 | Auto add
RLV/NF183960081 | Auto add

1. Select the
device

Attendance

Access Payroll

Clear Commands  Clear ﬁ - DataTransfer Device Menu

| Status | Last Activity

Prasanth | 192168  Clear Attendance Data
Prasanth | 192.168
Start Time

System

Area = Device IP | User Count | Fingerprint Count  Face
0

o

>

End Time

Clear Al

3. Enter the

Cancel

required details

On the Device interface, select the required Devices from the list to clear or erase the attendance

data from the Devices.

On the Clear Data menu, click Clear Attendance Data to clear or erase the attendance data from

the selected Devices.

Select the desired period and click Confirm, to clear or erase the attendance data from the selected

Devices.

Clear Captured Photo

This function lets you clear or erases the Employees captured attendance Photo from the Device. Clear or

erase the captured attendance photo.

Pr

Personnel Device

& Bookmarks~

=

asy

® Q=

&5 Device Management

-~

Y Filters =

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu
Serial Number % Device Name & Area § Device IP Status  Last Activity User Count  Fingerprint Count
B ewnF183580015 | Auto add - ' ' | 1
81/NF183960081 | Auto add rompt X B 1

1. Select the
device

Attendance

Are you sure to clear the capture of selected 1
device(s)

Cancel

3. Confirm here
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On the Device interface, select the required Devices from the list to clear or erase the Employees
captured attendance Photo from the Devices.

On the Clear Data menu, click Clear Captured Photo to clear or erase the Employees captured
attendance Photo from the selected Devices.

Click Confirm, to clear or erase the Employees captured attendance Photo from the selected
Devices.

Clear All Data

This function lets you clear or erases all the stored data from the Device. Clear or erase all the stored data.

Personnel Device Attendance

& Bookmarks = Y Filters «

|j| Serial Number % Device Name 5 Area & Device P Status Last Activity User Count F

B2 5WNFI83550015 Autoadd | Prasanth | 1921686147 | @ | 2020-06-1516:56:06 1 1

| W BWINF183960081 | Auto add Prompt w e 1
1. Select the
device Are you sure to clear all the data in device?

Cancel

3. Confirm here

On the Device interface, select the required Devices from the list to clear or erase all the stored data
from the Devices.

On the Clear Data menu, click Clear All Data to clear or erase all the stored data from the selected
Devices.

Click Confirm, to clear or erase all the stored data from the selected Devices.
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How to transfer Data

Data Transfer lets you send the stored data from the Device to the Software. Functions available under Data
Transfer.

asy Pr Personnel Device Attendance Access Payroll System

.oz
Device M. ment
& LS R = & Bookmarks ~ T Filters = m

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu

ommand Serial Number Device Name Area Device IP Status Last Activ (Lo Lo B el Zount

Auto add Prasanth 1921686147 @  2020-06-] . .
Message Upload Transaction from Device
e Auto add Prasanth 1921684130 @ 2020-06-"
Sync Data To Device
Data

Log
Mobile App

Configurations

o Upload User Data from Device
o Upload Transaction from Device
o Sync Data to Device

Upload User Data from Device

This function lets you upload the User's or the Employee's data from the Device to the Software. Upload the
User data from the Device to the Software.
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=

& Device Manag

asy Pr Personnel Device Attendance Access Payroll System

& Bookmarks » Y Filters »

D Serial Number & Device Name =

t
1 Upload User Data from device >7¢ Eu_:
b EB\WNF183560015 @ Auto add

/NF183960081 | Auto add

1. Select the
device

Employee*  All

Employee ID

3. Enter the
required details P

Cancel

On the Device interface, select the required Devices from the list to upload the Users or the
Employees' data to the software.

On the Data Transfer menu, click Upload User Data from Device to upload the Users or the
Employees' data from the selected Devices to the software.

On the Upload User Data from Device window, select from the drop-down list either All to
upload all the Users or the Employees data or select Specified to upload only the specific Users' or
the Employees' data.

If you select Specified, on the Employee ID, enter the unique Identity number of the Users or the
Employees whose data need to be uploaded from the selected Devices to the software.

Click Confirm, to upload the Users' or the Employees' data from the selected Devices to the
software.

Upload Transaction from Device

This function lets you upload the Device transactions to the software. Upload the Device transactions to the
software.
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Pr Personnel Device Attendance Access Payroll System

2. Click here

& Bockmarks + T Filters =

|:| Serial Number % Device Name $| Arpa nt Fingerprint Count

n BAWNF183560015 | Auto add Pr Upload Transaction from Device ¥

Transaction*  All

1. Select the

device Start Time

End Time

3. Enter the
required details

Cancel

On the Device interface, select the required Devices from the list to upload the transactions to the
software.

On the Data Transfer menu, click Upload Transactions from Device to upload the
transactions from the selected Devices to the software.

On the Upload Transactions from Device window, select from the drop-down list either All to
upload all the transactions or select Specified to upload only the specific transactions from the
selected Devices to the software.

If you select Specified, on the Start Time and the End Time fields select the required time to upload
the specific Device transactions to the software.

Click Confirm, to upload the selected Devices' transactions to the software.
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Sync Data to Device

This function lets you synchronize or update the data from the software to the Device. Sync Data to the
Device

Personnel Device Attendance Access Payroll System

& Bookmarks = T Filters ~

D Serial Number & Device Name
I H l BWNF183560015 . Auto add

Sync Data To Device

Employee No Photo

1. Select the Fingerprint | Mo Face
device Balm Mo Bio-Photo
3. Enable/ Disable the inger Vein
required features

« Onthe Device interface, select the required Devices from the list to sync the Employee Data from
the software.

« On the Data Transfer menu, click Sync Data to Device to sync or update the Employee data
from the software to the selected Devices.

« Onthe Sync Data to Device window, select the required data, by switching the toggle button to
either Yes or No for the data options (Employee, Photo, Fingerprint, Face, Palm, Bio-Photo and
Finger Vein).

» Click Confirm, to sync or update the selected data from the software to the selected Devices.

Device Menu
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Device Menu allows you to perform other specific Device functions via software.

asy Pr Personnel Device 1 ‘endance Access Payroll System Welcome admin

*a=[mn]

Device Managemen’ a
& o 9 2 & Bookmarks> Y Filters ~

Add Delete Add New Area Clear Commands Clear Data Data Transfer
Serial Number Device Name Area Device IP Status Last Activity User Cc

Auto add Prasanth 192.168.6.147 @ 2020-06-15 16:56:06 1

Message Auto add Prasanth 192.168.4.130 @ 2020-06-17 17:00:35 2

Data
Log
Mabile App

§ Configurations

Functions available under Device Menu

* Reboot

» Read Information

o Enroll Remotely

o Duplicate Punch Period
o Capture Setting

» Upgrade Firmware

o Download File

Reboot

This function lets you restart or reset the Device. Reboot the Device

Device Menu o F D

Reboot Count Palm Count

Read Information
Enroll Remotely
Duplicate Punch Period
Capture Settings

Upgrade Firmware
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= easy Pr Personnel Device Attendance Access Payroll System

v a =[]

& Device Management -

& Bookmarks = T Filters =

Add Delete Add New Area Clear Commands Clear Data Data Trsnso[)evioe Menu
| Serial Number % Device Name + Area 5 DevicelP Status  Last Activity User Count  Fingerprint Count
BWNF183560015  Auto add Prasanth  192.168.6.147 @ 2020-06-15 16:56:06 1 1

BWNF183960081 | Auto add Prasanth  192.168.4.130 . e o
| Prompt X

Are you sure to reboot of selected device(s)?

a « Cancel

On the Device interface, select the required Devices from the list to restart or reboot.
On the Device Menu, click Reboot to restart or reboot the selected Devices.
Click Confirm, to restart or reboot the selected Devices.

Read Information

This function lets you read or pull Device information. Read Device Information

= easy Personnel Device Attendance Access Payroll System

* o =[]

ice Management

& Bookmarks ~

Y Filters »

Add Delete Add New Area Clear Commands Clear Data Data Tr Device Menu
| Serial Number & Device Name 5 Area 5 Device P Status  Last Activity User Count  Fingerprint Coun
BWNF183560015 Auto add o ' ‘ 1 1
BWNF183960081  Auto add Lromps X B 1

Are you sure to read information from selected

o Cance

device

On the Device interface, select the required Devices from the list.
On the Device Menu, click Read Information to read or pull the selected Devices information.
Click Confirm, to read the selected Devices information.
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Enroll Remotely

This function lets you communicate with the Device via software, for Employees Bio registration.

Pr Personnel Device Attendance Access Payroll System

®Q

: Management

& Bookmarks v

Y Filters =

S e | S

Add Delete Add New Area |
:\ Serial Number % Device Name % Area = 'R t  Fingerprint Cy
B swnri23550015  Autoadd Prasa  Enroll Remotely X 1

||| BWNF183960081 | Auto add Prasar 1
B | Bio Type* Fingerprint

Employee ID*

Finger® (Right Hand)Fore Finger

3. Enter the
required details

Cancel

Enroll Remotely via software
On the Device interface, select the required Devices from the list to communicate for Bio
registration.

On the Device Menu, click Enroll Remotely to start registration.
On the Enroll Remotely window, enter the following.

Bio Type: From the drop-down list, select the type of Bio-registration. At present, only the Fingerprint
option is available to register.

Employee ID: Enter the Employee's ID for registration.

Finger: From the drop-down list, select the required hand and the finger for use, to register.
Click Confirm, to communicate to the selected Device for registration.

Duplicate Punch Period

This function lets you indicate the Employees about the duplication of the punch on the Device by setting
the time duration.
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E.g. If the Duplicate Punch Period is set to 2 minute, and the employee punch twice at 18:00 and 18:01, then

the system will only consider the punch at 18:00, the punch at 18:01 will be considered as duplicate punch
and will not be reflected in the report.

= €asy Pr Personnel Device Attendance Access Payroll System

®» Q=
2. Device Management
&% Hevice Moroaenicet. = & Bookmarks ~ Y Filters =
g M 1 ‘A| T i ——
|_| Serial Number & Device Name & Area_j ] : ' ; un
= Duplicate Punch Period X B
» B EWNF183560015 | Auto add Prasan |
|—| BWNF183960081 | Auto add Duplicate Punch Period (m)* 1 -
1 Confirm | Cancel
C 20 » < - » Total 2 Recor - "

Set Duplicate Punch Period

On the Device interface, select the required Devices from the list.
On the Device Menu, click Duplicate Punch Period to set the time on the selected Devices.

On the Duplicate Punch Period field, set the time (minutes) until which the Device should
consider the repetitive punch as Duplicate Punch.

Click Confirm, to set the time on the selected Devices.
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Capture Setting

This function lets you set the image capturing mode in the Device. Some devices let you capture the photo

of the employee during verification.

Personnel Device

® Q = beviee
& Bookmarks v

Al Dete  AddNewhea O

| | Serial Number & Device Name & Area 5

T Filters =

BWNF183560015 | Auto add
[ ] BWNF183960081 | Auto add

C 20 v ‘L-'JTc‘taIZRaam

Attendance

pm;;; Capture Settings X

=
Gm:ma Capture and Save Il

Access Payroll System

On the Device interface, select the required Devices from the list to set the mode.
On the Device Menu, click Capture Setting to set the capturing mode in the selected Devices.
On the Capture field, select the required capture mode from the drop-down list.

Do not capture: The Device will not capture the image.

Capture photo but don’t save: The Device will capture the photo but will not save in the Device.

Capture and Save: The Device will verify the captured photo and save it even if the verification is not

successful.

Save only when verification is successful: The Device will save only those photos whose verification was

successful.

Save only when verification is failed: The Device will save only those photos whose verification is failed.

Click Confirm, to set the mode on the selected Devices.
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Upgrade Firmware

In case if you need to upgrade the Firmware for whatsoever reason, then this function lets you upgrade or
enhance the Firmware of the Device. You must have an upgrade firmware file before operating this function.

= easy Pr Personnel Device Attendance Access Payroll System

® Q =| bevice

Device Management a
BREns i Myt T Filters -

& Bookmarks

|:| Serial Number = Device Name = Area & Device IP Status

| | Last Activity User Count | Fingerprint Co
I i i

9] | BWNF183560015  Auto add Prass - . i i

[]| BWNF183960081 | Auto add Prass Upgrade Firmware x

o Upgrade File™ | Choose File | No file chosen

= | C Cancel | [REN

On the Device interface, select the required Devices from the list to upgrade the Firmware.

On the Device Menu, click Upgrade Firmware to upgrade or enhance the Firmware of the
selected Devices.

On the Upgrade File field, click Choose file to select the configuration file from your PC to
upgrade.

Click Confirm, to upgrade the Firmware of the selected Devices.

Upgrade Firmware of the Device

On the Device interface, select the required Devices from the list to download the maintenance file.
On the Device Menu, click Download File to download the file.

On the File Path field, enter the path of the folder to save the downloaded file.

Click Confirm, to download the selected Device's maintenance file.

How to delete Device instructions

Device Command

Our Device Command interface facilitates you to set up instructions to the Biometric Devices to take some
action.
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On the Device module, click Device Management, and then click Device Command to go to the
Device Command Interface.

On this Interface, you can view and delete the Device commands that are being initiated to the Devices.

asy Pr Personnel Device 1 endance Access Payroll System Welcome admin

® QE oeescommand |

[ e yi—— B .
? & Bockmarks~ ¥ Filters ~

Beite= Delete Ay G / 2 M A =

Serial Number Device Name Content Operate Date/Time Transfer Time Return Time Return Value
WNF183960081 Auto add REBOOT 2020-06-17 17:03:05 2020-06-17 17:03:06  2020-06-17 17:03:06  Successful
WMNF183960081 Auto add UPGRADE checksum=46{74a5b567a46¢27¢59... 2020-06-17 17:02:57 2020-06-17 17:03:00  2020-06-17 17:03:01 | Successful
WNF183960081 Auto add DATA USER PIN=70029 Name=Prasanth Pri=... 2020-06-17 16:55:14 2020-06-17 16:55:30  2020-06-17 16:55:34  Successful
WNF183960081 Auto add CHECK ALL 2020-06-17 16:35:11 2020-06-17 2020-06-17 16:55:34  Successful
WNF183960081  Auto add INFO 2020-06-17 16:55:11 2020-06-17 16:55:3 2020-06-17 16:55:31  Successful

EEEEEE

WNF183560015 Auto add CLEAR LOG 2020-06-17 14:35:09

Mobile App

Configurations

A brief note about the columns displayed on the Device Command Interface
Serial Number: Displays the unique serial number of the Device.

Device Name: Displays the Device name.

Content: Displays the command content.

Operate Date/Time: Displays the last command operated time.

Transfer Time: Displays the last command transfer time.

Return Time: Displays the last command return time.

Return Value: Displays the last command return value.

Functions available on the Device Command Interface

Page |69 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

Delete

Delete function lets you delete or remove the successful and the pending Device instructions via software.

Personnel Device Attendance Access Payroll System

& Bookmarks~

T Filters =

Del ey l’ -
|| Serial Number Device Mame Content | Operate DatefTime % Transfer Time

n'swunssgaoom Autoadd 117:03:05  2020-06-17 1
| | BWNF183960081 | Autoadd | ~rOmPt X 117:0257 | 2020-06-17 1
| | BwNF183960081 | Ansto o 11655514 2020-06-17 1
| | BWNF183960081 Auto add j | Are you sure you want to delete the selected 1 ."?6:55:11 2020-06-17 1
(@] BWNF183960081 | Auto add : item? 'r_1 6:55:11  2020-06-17 1
| | BWNF183560015  Auto add 145509 |-

o Cancel

Delete the Device commands

On the Device Command interface, select the required Devices from the list to delete or remove
the instructions.

Click Delete to delete or remove the pending or successful Device instructions.

Click Confirm to delete or remove the selected pending or successful Device instructions from the
list.

Clear Commands

Clear Commands allows you to delete all the device commands.
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asy [imePre Personnel Device Attendance Access Payroll System

¥ ey

& Device Management

& Bookmarks ~ Y Filters

Delete Clear Commands
Serial Number Device Name Content Operate [
BWNMNF183960081 Auto add REBOOT 2020-06-1
BWMNF183960081  Auto add UPGRADE checksum=46f74a5b567a46c27c59dc1228f22a60 url=fil... 2020-06-1
BWMNF183960081 Auto add DATA USER PIN=70029 Name=Prasanth Pri=0 Passwd= Card= Gr... 2020-06-1
BWNF183960081 Auto add CHECK ALL 2020-06-1
BWMNF183960081 Auto add INFO 2020-06-1
BWNMNF183560015 Auto add CLEAR LOG 2020-06-1

Mobile App

Discontinuing the Device from the Software

Delete function lets you remove or discard the existing Devices from the software.

Personnel Device Attendance CCess Payroll

& Bookmarks Y Filters ~

|:| Serial Number =  Device Name = User Count  Fing

B 2wWNF183560015 | Auto add n 1 1

[ | BWNF183960081 | Auto add | Prompt X B ;

Are you sure you want to delete the selected 1
item?

Cancel

Delete the existing Devices

On the Device interface, select the required Devices to be removed from the list.
Click Delete, to remove the selected Devices.
Click Confirm, to remove the selected Devices from the list.

Page |71 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

3.8.3 Where to view the Device logs

Log

Our Log module facilitates you to view the recorded events or day-to-day activities that have occurred on
the connected Devices.

On the Log module, you can view the list of generated logs recorded on the Device.

On the Device module, click Log to go to the Log module.

[ T |
Operation Log Upload Log

Operation Log
Our Operation Log interface aid you to view the events that took place on the connected Devices.

On the Device module, click Log, and then click Operation Log to go to the Operation Log Interface.

Personnel Device 1 tendance Access Payroll System

Operation Log

& Bookmarks ~ Y Filters =

Delete

Serial Number Timezone Administrator Action Parameters Action Time
BWNF183960081 Etc/GMT+5:30 Enter menu 2020-06-17 16:
BWNF183960081 Etc/GMT+5:30 Power on 2020-06-17 16:
BWNF183960081 Etc/GMT+5:30 Enter menu 2020-06-17 16:
BWNF183960081 Etc/GMT+5:30 Power on 2020-06-17 16:
BWMNF183560015 Etc/GMT+5:30 Enter menu 2020-06-1517:
Error Log BWMNF183560015 Etc/GMT+5:30 Clear data 2020-06-1217:

Upload Log

O ma bilo Ao
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A brief note about the columns displayed on the Operation Log Interface
Device: Displays the Device serial number.

Timezone: Displays the Device time zone.

Administrator: Displays the total number of Admin Users of the Device.

Action: Displays the activity or the operation that took on the Device.

Object: Displays the description of the activity that took place on the Device.
Parameters: Displays the specifications of the activity that took place on the Device.
Action time: Displays the time of the action took place on the Device.

Upload Time: Displays the uploaded time of the action that took place on the Device.

Delete

Delete function lets you remove or discard the Devices' event records via software.

Pr Personnel Device Attendance Access Payroll System

Operation Log

& Bookmarks~ Y Filters ~

P Delete

: Serial Number Ti ‘ Administratc | Action I Object  Parameters
¥ BWNF183960081 Etc/GMT ‘ : : -
| BWNF183960081 Eiejemy  Prompt X B
|| BWNF183960081 Etc/GMT L
| BWNF183960081 . EtchhT‘f Are you sure you want to delete the selected 1 [
BWNF183560015 CE/GMI  iterm? d
BWNF183560015 Etc/GMT b

o Confirm Cancel

Delete the records from the Operation log

On the Operation Log interface, select the required Devices' event records to remove or delete from
the log list.

Click Delete to remove or delete the selected Devices' event records from the log list.

Click Confirm, to discard or delete the selected Devices' event records from the log list.
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Error Log

Our Error Log interface facilitates to maintain a record of critical errors that are encountered by the Devices
while in operation.

On the Device module, click Log, and then click Error Log to go to the Error Log Interface.

= casy Pr Personnel Device 1 tendance Access Payroll System

® Q
&c Device Management

& Bookmarks ~ Y Filters ~

Delete

Serial Number Device Name Error Code Error Message Error Command Command 1D

Operation Log

3

Upload Log
0 Mobile App

&8 Configurations

A brief note about the columns displayed on the Error Log Interface
Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Error Code: Displays the unique code of the Error captured by the Device.
Error Message: Displays the Error message.

Error Command: Displays the Error command.

Command ID: Displays the unique identity number of the error command.
Extra Message: Displays any added messages available for the error.

Upload Time: Displays the error uploaded time.

Delete

Delete function lets you remove or discard the event errors detected by the Device. The process of deletion
is same as in operation log.
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Upload Log

Our Upload Log interface facilitates to maintain a record of the transmission of Device commands and
instructions from the software to the Devices.

On the Device module, click Log, and then click Upload Log to go to the Upload Log Interface.

asy Pr Personnel Device 1 tendance Access Payroll System

* o =mon]

3 Device Management v

& Bookmarks Y Filters ~

Message Delete

Data Serial Number Event Content Error Count
BWNF1832960081 Fingerprint 70029 Prasanth
Log 2 BWMNF183960081 Employee Info 1 Sukanya
BWNF1832960081 TRANSACT Duplicate:2
Operation Log BWNF183960081 Operation Log
BWNF183560015 Operation Log
Error Log BWNF183560015 Operation Log
BWNF183560015 Operation Log

0 Mobile App

o Configurations

A brief note about the columns displayed on the Upload Log Interface.
Device: Displays the Device serial number.

Event: Displays the occurrences took place on the Device.

Content: Displays the description of the event that took place on the Device.
Count: Displays the total count.

Error Count: Displays the total number of errors.

Upload Time: Displays the uploaded time.

Delete

Delete function lets you remove or discard the transmitted Device commands' logs from the software to the
Device. Delete the records from Upload log. The process of deletion is same as in operation log.
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3.9 Organization Setup

Our Organization module simplifies you to make up major teams of employees structured to achieve in close
coordination with each other and to thrive in categorizing a requirement or sustaining collective
determinations.

On the Organization module, you can create, modify, or delete the Department, Employees and their
roles, establishment of the Areas and the Request flows of your Organization.

On the Personnel module, click Organization to go to the Organization module.

Department Position Location

3.9.17 How to manage Multiple Companies

Do you want to centralize data of Multiple offices, subsidiaries? This service provides features for creating
and maintaining multiple companies. Management of several organizations consists of grouping them into
the same application, but their data gets saved in different databases.

Our easy TimePro software is equipped with multi-company management expertise to handle the
consolidation needed for separate companies, along with multi-company reporting and business
intelligence.

Each company/data site is guaranteed. And the user can control the rights of the various interface in the
software as per the requirement. For example, it is possible to configure the software to display only the
devices that affect them to the various sites.
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Similarly, businesses that do not use specific data ( like employees, devices, etc.) can be made hidden.

| Sy Pr : Personnel Device Attendance Access Payroll System

Dashboard @

* o = [Eer]

s Organization - & Bookmarks~ Y Filters ~
Add Delete
Department Company Name Company Phone Contact Name Contact Phone Company Address
POSTion 123456 Jizz 456123 unicorn.us
456789 Ken 789456 zkteco.in
Area _ - R R
741258 Charlie 258741 Charcoal.eu

Holiday Location
& Employee Management~

Approval Workflow A

#8 Configurations

A brief note about the columns displayed on the Company Interface.
Department Name: Displays the name of the Department.

Company Phone: Displays the Superior Department name.

Contact Name: Displays the total count of the Employees in a Department.

Contact Phone: Displays the total count of the resigned Employees in a Department.
Company Address: Displays the company address.

Device Count: Displays the total device registered in that company.

Employee Count: Displays the total employees registered in that company.

User Count: Displays the total admin count.

Hex id: Displays the Hex id that gets auto created when adding the company.
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Add

Add function lets to add a new Company with the company details.

a Sy Personnel Device Attendance Access Payroll System
ol (LT 5 Bookmarks~ T Filters ~
Add Delete
Company Name Company Phone Contact Name Contact Phone Company Address Device Count
Unicorn 123456 Jizz 8 | 456123 unicorn.us 0
| ZKTeco 456789 B R o : 0
default -  Add x B 0
Charcoal 741258 { 0
Company Name* Frag F
Company Phone 852456
Contact Name Fin
Contact Phone 456852
Company Address Frag.fi|
Cancel
Adding a new Company

On the Company interface, click Add to add a new Company and enter the following details.

Company Name: Entre the name of the company.

Company Phone: Enter the company phone number.

Contact Name: Enter the point of contact person name.

Contact Phone: Enter the point of contact person’s contact number.

Company Address: Enter the address of the company.

After entering the details, click Confirm to save and update the newly Company name.

Removing a Company
Delete function lets you remove the existing Company and its data from the list.
Delete the existing Department or a Sub Department

On the Company interface, select the required Company name from the list.

Page |78 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

e Click Delete, to delete the selected Company data.

» Click Confirm, to ensure and delete the selected Company data from the list.

Switch Companies

This function facilitates the admin to switch to the required Company data.

7 aSy nePr Personnel Device Attendance Access Payroll System
Dastboard®

@ About
Attendance Pandemic
Dasbosrd @M Dashboard ? Help

& _Compan,

o o o o
Verification @ Language

Total Employees New joinee wauous Resign Total Device

& Password

® Logout
[}

On Leave

0 0
Present Absent
Company X

. Select C
(B Online Device Status o Attendance E act Company & O Absens

. Ofline [default
1 ‘ZKTeco
‘Uﬂ\[ om

|Charcoal
08

0.6
04

02

0
2021-01-04 2 D021-01-22  2021-01-25  2021-01-28  2021-0131  2021-02-03

Cancel

Real-Time Monitor -O-P

@)
I=
[«

o Click on the User profile icon and click Company from the drop-down list.

¢ Onthe Company interface, select the required Company name from the list to switch accordingly.

3.9.2 How to set up the Department

Our Department interface facilitates you to enhance and manage the functional space, such as
accounting, marketing, planning, which adds value to the overall strategy and targets of your organization.

On the Personnel module, click Organization, and then click Department to go to the Department
Interface.
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Personnel 1 :vice

asy Pr

v a = [ame]

Organization 2 -

& Bookmarks ~ T Filters ~

Add Delete Import
Department Code

Department
Holiday Location
Employee Management

= Approval Workflow

Attendance

Personnel Transfer

Department Name

Payroll System

s S 9 0O A =
Parent Employee Count

5 0 (& T

Resigned Count

On this Interface, you can create a new Department or a Sub-department, modify or delete the existing
Departments or the Sub-department and can manage employees in existing Departments or the Sub

departments.

With design to the Corporate Structure; “Marketing”, “Finance”, “Operations management”, “Human

Resource”, and “IT” are some of the common Departments.

A brief note about the columns displayed on the Department Interface.

Department Code: Displays the unique code number of the Department.

Department Name: Displays the name of the Department.

Parent: Displays the Superior Department name.

Employee Qty.: Displays the total count of the Employees in a Department.

Resigned Qty.: Displays the total count of the resigned Employees in a Department.

Functions available on the Department Interface.

Add

Add function lets to create a new name for a Department or a Sub-department, with a unique Department

Code.
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Personnel Device

Department

& Bookmarks = Y Filters =

| Department Code =

1. Click here to add
a Department

Departm

Attendance Payroll System

D M| e

“-pum

it

Add

—

& w

Department Code™ 2

Department Name*

2. Enter the
required details

Parent = ----------

3. Click Confirm to finish

Cancel

Create a new name for a Department or a Sub-department

On the Department interface, click Add to create a new Department or a Sub-department name.

Enter the unique Department Code and the required Department Name.

On the Parent field, select the required Department name from the list to define as the Parent department

if creating a new name for a Sub-department.

After entering the details, click Confirm to save and update the newly created Department or the Sub-

department name.
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Removing a Department

Delete function lets you remove the existing data of the Departments or the Sub departments from the list.

Personnel Device Attendance Access Payroll System

& Bookmarks~ T Filters «

Z S 9 0O A

. Resigned Count
i

i IE R

epartment Code + Department Name 3

BB prompt x B

Are you sure you want to delete the selected 1

item?
o Co nfirm Cancel

Delete the existing Department or a Sub Department
On the Department interface, select the required Department or the Sub-department data from the list.
Click Delete, to delete the selected Department or the Sub-department data.

Click Confirm, to ensure and delete the selected Department or the Sub-department data from the list.

Page |82 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

How to import Department details from the system

Import function lets you add a new or update the existing Department or the Sub-department data to the
Software.

Personnel Device Attendance Access Payroll System
& Bookmarks Y Filters = Import x l
Import File: | Choose File | No file chosen
Add I q
D Department Code + De ) 3. Upload the \ D
D 1 Depar
B | Existing Data:  Ignore
Sample Template: &Dc ad | emplate
A B
1 Department Code Departme 2. Download the template’
; add data and save
2 NO. department
3 NO.2 department2
4 NO.3 department3
Description
1. The header in file template is required
2. Department Code and Department Name are Required fields
3. The Parent Department must be Department's Code
Note: Only 'txt','xls','csv’ and 'xlsx’ formats are supported
[ A n >
Cancel

Import a new or update the existing Department or the Sub-department details.

On the Department interface, click Import to import a new or update the existing Department or
the Sub-department details on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Department and the Sub-department on the Software need to be
updated with the imported data.

Choose Ignore, if the modification is not required for the existing Department or the Sub-
department on the Software.

Click Confirm, to ensure and import the saved data file to the software.

How to allocate Employees to Departments

On the Personnel module, click Organization, and then click Department to allocate Employees to the
departments.
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Personnel Transfer

Personnel Transfer function lets you transfer the existing Employees from another Department or the Sub-
department to the specified Department or the Sub-department based on the Organization system.

Note: Only one Department or a Sub-department can be selected at a time to modify.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

S ey

Organization
g 8 Bookmarksy Y Filters + m

Add Delete Import Personnel Transfer
Position Department Code Departrys=stiiam-s

Personnel Transfer
A Departm|
Area

Holiday Location

. Select here Depariment _|F Last Name
Employee Managemeni Department

Department
Jay Department
=  Approval Workflow o . [
3. Select S
B Configurations Employee 1004 daya Department
1005 zero Department

Department

Manage and modify Employees Departments.

o On the Department interface, select the required Department or the Sub-department from the list
to move in the Employees.

« Click Personnel Transfer to transfer the required Employees into that selected Department or the
Sub-department.

o On the Personnel Transfer window, select the required Employees from the list displayed on the
left.

« The selected Employees list will reflect on the right side of the Adjust Employee window.

o Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for Employees.

o Click Confirm, to ensure and adjust the Employees to the selected Department or the Sub-
department.
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Classifying the Department to an Area

Area

Our Area interface benefits you to shape the workplace zone and the Department space, which in turn have

a remarkable effect on both the employees and the business as a whole.

On the Personnel module, click Organization, and then click Area to go to the Area Interface.

Pr Personnel < 1 Device Attendance Access Payroll System

.

P izatior =
DR 2 & Bookmarks ~ Y Filters =

Department .
Add Delete Import Personnel Transfer b " D m e

Position Area Code Area Name Parent Device Count Employee Count Resigned Count

3 Mot Authorized - 0 0
Banglore - 124
Holiday Location Area A - 0
Test - 125
Employee Management rachana - 8

Prasanth - 2

EEEEEE

= Approval Wo

Configurations

On this interface, you can create a new Area or a Sub-area, edit or delete the existing Areas or the Sub-areas,

based on the rules and requirements of the Organization.

Area defines your Employee’s service location whether geographically or by sector such as, “Manufacturing
Floor”, “Experience Centre”, “Server Room”, “Development”, “Marketing”, and more.

A brief note about the columns displayed on the Area Interface

Area Code: Displays the unique code number of the Area.

Area Name: Displays the name of the Area.

Parent: Displays the Superior Area name.

Device Count: Displays the total count of the Devices connected in an Area.

Employee Count: Displays the total number of Employees in each Area.
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Resigned Count: Displays the total number of Employees resigned in each Area.
Creating an Area

Add function lets you create a new name for an Area or a Sub-area with a unique Area Code.

Personnel 1 vice Attendance Access Payroll System

& Bookmarks ~

Add X

|i| Area Code = Arca Namic & Area Code™ 11 %gﬂe& .

|;| L Hot Authorizi Area Name™: ’"_ g @
[}z Banglore 1 L 3 .@
|:| 7 Area A ) | Pairenits| uarage L @ .@
[is Test ] | 1 @ o
|:| g ml:h_an L . Q .@
0 :

= 5. Enter the L = w

required details

Cancel

Create a New Area or a Sub Area name

On the Area interface, click Add to create a new Area or a Sub-area name.

Enter a unique Area Code and the required Area Name.

On the Parent field, select the required Area name from the list to define as the Parent area, if
creating a new name for a Sub-area.

After entering the details, click Confirm to save and update the newly created Area or the Sub-area
name.

How to remove an Area

Delete function lets you remove the existing data of the Area or the Sub-areas from the list.
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Pr Personnel Device Attendance Access Payroll System

& Bockmarks T Filters =

fit

| import  Personnel Transfer 7 2 2 0O~

Area Name +

1
i
L1

| 7
Wl 2t NotAuthonf Prompt x B [ @
H 2 Banglore @ -@
7 Area A & w
s Test Are you sure you want to delete the selected 1 | =
|f| 9 rachana item? P E’: @
Cle ' & w

Prasanth

Delete the existing Area or a Sub-area:

On the Area interface, select the required Area or the Sub-area data from the list.
Click Delete, to delete the selected Area or the Sub-area data.
Click Confirm, to ensure and delete the selected Area or the Sub-area data from the list.
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Importing the Area details from System

Import function lets you add a new or update the existing Area data to the Software.

= easy Pr Personnel Device Attendance Access Payroll System

o Import x

)
Organizatic
& Organization & Bookmarks+ Y Filters = ‘ Import File: IMEWH i

Add Io Import Personi ¥
| AreaCode + Area Name % Parent -
- Existing Data:  Ignore |
\_\ 1 Mot Authorized -
= ®
[ ]2 Banglore - Sample Template: &Downlead Temp 5:e° i
L7 Area A -
=S E
Llls Test - A B c i
‘:‘ g rachana Area Code Area Name Parent
\_\ 10 Prasanth

NO.1 areal

NO.2 area2

oW =

NO.3 area3

Description
1. The header in file template is required

2. The Area Code and Area Name is Required fields
3. The Parent Area must be Area's Cade

Note: Only 'txt' xls' ‘csv’ and 'xls’ formats are supported

C 2 v n Total 6 Records ° Cancel
;

Import a new or update the existing Area or the Sub-area details on the Software

On the Area interface, click Import to import a new or update the existing Area or the Sub-area
details on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Area or the Sub-area on the Software needs to be updated with
the imported document.

Choose Ignore, if the modification is not required for the existing Area or the Sub-area on the
Software.

Click Confirm, to ensure and import the saved data file to the software.

How to move Employees between Areas

Personnel Transfer function lets you transfer the existing Employees from another Area or the Sub-area to
the specified Area or the Sub-area based on the Organization system.

Only one Area or a Sub-area can be selected at a time to modify.
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= asy Pr Personnel Device Attendance Access Payroll System Welcome admin

@ soskmaia~ ¥ s« m

Add Delete Import Personnel Transfer : Fo &3

Area Code Area Name ion oo w st cia Mot Anthorized
Personnel Transfer
Not Authorized

Banglore et Employee Selected
Area A

Department Employee ... First Name

Test Department 1 Sukanya

rachana 10005 Dapartment
Department

3. Select Employee rocz Department
1003 bharath Department

Department

Manage and modify Employees Areas

e On the Area interface, select the required Area or the Sub-area from the list to move in the
Employees.

o Click Personnel Transfer to transfer the required Employees into that selected Area or the Sub-area.

¢ On the Personnel Transfer window, select the required Employees from the list displayed on the
left.

¢ The selected Employees information will reflect on the right side of the Adjust Employee window.

e Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for Employees.

» Click Confirm, to ensure and adjust the Employees to the selected Area or the Sub-area.
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Creating Regions for Holiday

If you have multiple branches of your company in different location. Then you can configure holiday
according to different locations. You can create location here and assign personnel to the particular location.

Pr Personnel “1 Device Attendance Access Payroll System

Holiday Location

& Bookmarks ~ Y Filters =

Add

£
H

x
‘s__,
=]
3
it

|t| Location Code = Locatior %&mm

[l L ocatiae Lacation Code* 4 . @
L2 bir B e
= ) | e : b

[1ls Guntur | Location Name )

Parent -

5. Enter the
required details

Cancel

Create a New Holiday Location

On the Holiday Location interface, click Add to create.

Enter a unique Code and the required Name.

On the Parent field, select the required Holiday Location from the list to define as the Parent
Location, if creating a new location for a Sub-location.

After entering the details, click Confirm to save and update the newly created Location or the Sub-
location name.

Manage and modify Holiday Location

The operation is same as shown in Personnel Transfer.
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[[)\]
4 Personnel Management i

Our Personnel module eases the employee creation in the system by directing you only to the relevant and
the mandatory fields.

This feature allows updating employee details; manage request flow, area, job title, department, joined date,
and add or remove positions of each employee.

The powerful reporting tools create both productive and pre-defined reports.

Employee
Enrolment

Employee Profile

\ Tracking  § V’Ianagement

Integration

of
Information

Features of Personnel module

» Area-based Check-In and Check-Out

» Biometric Device synchronicity

o Customized access for different Roles

« Tracking of Employees process requests and workflows
» Centralized System of Employee information

» Quick and accurate retrieval of information

» Easy (and paperless) arrangement of Employee records

5.7 How to set up Document ID

O

Configurations o

Our Configurations module facilitates you to accomplish in managing the successful verification of
Employees document, which eases your work and reduces the confusion on documents that need to be
submitted and left pending.
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On the Configuration module, you can add the type of Document and unique ID based on your
Organization's requirement.

On the Personnel module, click Configurations to go to the Configurations module.

Employee Document

Our Employee Document interface eases you to manage paperless documents more proficiently and
retrieve them in no time.

It also maintains concealment by providing access only to the relevant Employees and also manages in
purging trivial documents.

On the Personnel module, click Configurations, and then click Employee Document to go to the
Employee Document Interface.

..:.;-ﬁ;asy TimePr 1 Personnel Device Attendance

L “We Wl | Employee Document

Organization A

Payroll System

& Bookmarks~ Y Filters ~

Employee Management Add Delete Import

- D t No.
Approval Workflow oeument 1o

Configurations

On this Interface, you can add a new document type, remove the existing document type, and even can
import the document.

A brief note about the columns displayed on the Employee Document Interface
Document No: Displays the unique code number of a Document.
Document Title: Display the name of a Document.

Functions available on the Employee Document Interface
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Add

Add function lets you create a new document template, for the submission or the update of your
Employee’s document.

Pr Personnel*1 ' Device Attendance Access Payroll System

® Q (= Employee Document

& Bookmarks v T Filters =

ij Document No. &

|:| PAN Card Add %

Document MNo.™

Document Title™

5. Enter the

required details

Cancel

Add a new Document:

On the Employee Document interface, click Add to add a new Document type.

On the Document No field, enter the unique Document number for the new Document type.
On the Document Title field, enter the name of the Document.

Click Confirm, to update the new Document type.
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Delete

Delete function lets you delete the existing document template, which is not required, from the list.

Personnel Device Attendance Payrall

Employee Document

& Bookmarks » T Filters =
Add Dele'beort
E Document No. % Document Title %

ﬂ 1 Driving License

GQ Configurations Prompt X

Are you sure you want to delete the selected 1

o‘ Cancel

item?

Delete the existing Document

On the Employee Document interface, select the required Document types from the list to remove.
Click Delete to delete the selected Document types.
Click Confirm, to remove the existing Document types from the list.
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Import

Import function lets you add a new or update the existing Document type details to the Software.

asy Pr Personnel Device Attendance Payroll S

vam
- : 3. Upload the file

& Bookmarks +

T Filters = _‘ Import

Add Import Import Eile: | Choose File | No file chosen
I:‘ Document No. & J
L

! Confiqurations
s Configurations Existing Data:  Ignore

&Download Template

Sample Template:

= 2. Download the template
1 Document No. and fill the details
2 10001

Description

1.The header in the file template is required
2.The Document Mo. and the Document Title is required

o Cancel

Import a new or update the existing Document type details.

On the Employee Document interface, click Import to import a new or update the existing
Document type details.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Document type details on the Software needs to be updated with
the imported document.

Choose Ignore if the modification is not required for the existing Document type on the Software.
Click Confirm, to ensure and import the saved data to the software.
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5.2 Managing an Employee Account E
Our Employee Management module helps you to stay organized by maintaining all your employee data
up to date, which saves you an ample amount of time and also helps you to retrieve employee information

of your Organization at any point in

time. On the Employee Management module, you can add, modify, terminate, or revive the Employee
details of your Organization.

On the Personnel module, click Employee Management to go to the Employee Management module.

| : |

Our Employee interface facilitates you to update, sync, upload and retrieve Employees' personal, medical,
and identity information so that you need not delve into multiple papers and documents; and thus, eases
your work and saves your time.

@
Employee B

On the Personnel module, click Employee Management, and then click Employee to go to the Employee
Interface.

asy Pr Personnel 1 wvice Attendance Access Payroll System Welcome admin

* =]

Organization - .
: & Bockmarks~ T Filters =

= Employee Management 2 Add Delete Import Personnel Transfer App More settings /7 o« D m e~ =
Employee ID First Name Department Device Privilege  Area Fingerprint Face Palm WL Face Employee Role Name Mobile App Status
bishesh Department Employee rachanaPrasanth - - - - -]
Michael Department Employes Banglore Test Ver 10:1
Jjay Department Employee rachana

rashmi Department Employee rachana

daya Department  Employee rachana

zero Department  Employee rachana

-]
-]
bharath Department Employee rachana - - - - @
-]
-
-]

shanth Department _ Employee rachana
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On this Interface, you can add a new or delete the existing Employee information and even enables you to
transfer, modify and terminate a temporary or permanent Employee of your Organization.

Some common examples of the Employee Information include "Employee Name", "ldentity Proof",
"Biometric details", "Personnel Information" and more.

A brief note about the columns displayed on the Employee Interface.
Employee ID: Displays the identity number of each Employee.

First Name: Displays the First name of each Employee.

Local Name: Displays the defined common name of each Employee.

Last Name: Displays the Last name of each Employee.

Card NO: Displays the Card number of Employee if the Card access is registered.
Date of joining: Displays the joining date of each Employee.

Department: Displays the Department names of each Employee.

Department Code: Displays the unique Department Code of each Employees' Department.
Position: Displays the Position name of each Employee.

Holiday Location: Displays each Employee's work or Organization location.
Gender: Displays each Employees' Gender details.

Email: Displays the Electronic Mail ID of each Employee.

Device Privilege: Displays the Employees' Device privilege.

Area: Displays the located Area of each Employee.

Area Code: Displays the unique Area code of each Employee's located Area.
Mobile App Status: Displays the Mobile Application (Active or Inactive) Status of each Employee.
Fingerprint: Displays the registered Fingerprint count of each Employee.

Face: Displays the registered Face count of each Employee.

Palm: Displays the registered Palm count of each Employee.

VL Face: Displays the registered Face count captured from the Visible Light Devices.

WhatsApp Status: Displays the WhatsApp (Active or Inactive) Status of each Employee.
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SMS Status: Displays the SMS (Active or Inactive) Status of each Employee.
How to create an Employee Account

On the Personnel Module, go to Employee Management, click Employee Interface to create an Employee
Account.

Add

Add function lets you add the new Employee details with the unique Employee ID and to update the
Employee's personal information.

asy Pr Personnel Device Attendance Access Payroll System

¥ e

Organization
g I & Bookmarks « Y Filters =

Employee Management Add Delete Import Personnel Transfer App More settings

Emplo : artment Device Privilege Area Fingerprint Face

rtment Employee rachana,Prasanth
Michael Department  Employee Banglore Test Ver 10:1
jay Department  Employee rachana
S el Bl rashmi Department Employee rachana
) : bharath Department  Employee rachana
o g e daya Department Employee rachana

zero Department Employee rachana
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Add a New Employee
Add x
Profile
Employes ID* First Name*
Department™ - hd Last Name
Position  ---------- Area® | -----seen
Employment Type  --------- - Date of joining
Holiday Location  -------—-- hd OutDoor Mng = Disable Photo

Personal Information Device Settings Attendance Settings Meobile App Settings WhatsApp Settings SMS Settings Payroll Settings

Aadhaar No. Local Name Gender  —----—-
Passpart NO, Automobile License Motarcycle License
Contact no. Office Tel Mobile
Mationality Religion City
Permanent Address Pincode Email

Birthday 2020-04-15

m CEHCEI

o On the Employee interface, click Add to add a new Employee.

o Enter the mandatory fields, the unique Employee ID, Employee's First Name, and then select the
Department, Position, and the Area (Employee's work department, position, and location) from the
drop-down list.

«  After entering the mandatory details, click Confirm to save created Employee Account.

Where and how to update Employee Information

On the Personnel module, go to Employee Management, click Employee interface and then either click
Edit or click the required Employee ID to update Employee Information.

Profile

On the Add window, under Profile, you can enter the following data.

Profile
Employes |D* First Name®  Achal
Department® Development Last Name  Abhishek
Position Manager Area®  Not Authorized
Employment Type  --------- Date of joining  2015-06-23
Holiday Location  ---—---—--- QutDoor Mng  Disable : Photo

Position: Select the Organization Position or the designation of the Employee from the drop-down list.
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Employment Type: Select the required Employment Type Permanent or Temporary for the Employee,
based on the Employment discussion.

Date of joining: Choose the date of joining or the joined date of the Employee from the calendar.
Photo: Click on the photo to upload the image of the Employee.
Holiday Location: Location of the employee where he is working.

Outdoor Mng: This function is for the employees who visit the client's place for business/service purposes.
It tracks the attendance and location of the employees who have been to the client's location. It is primarily
used by sales, support, service teams when comparing to other teams.

Personal Information

On the Personal Information tab, you can update the Employee's specific data.

Personal Information Device Settings Attendance Settings Nobile App Settings WhatsApp Settings SMS Settings Payroll Settings

Aadhaar No. Lacal Name Gender | ---------
Passpart NO. Automobile License Motarcycle License
Contact no. Office Tel Mobile
Mationality Religion City

Permanent Address Pincode Email

Birthday 2020-04-15

Confirm Cancel

Aadhaar No: Enter the Employee's 12-digit unique identification Aadhaar number issued by the
government.

Gender: Select the sociocultural expression of the Employee from the drop-down list.

Passport No.: Enter the Employee's official travel document number issued by the government.
Motorcycle License: Enter the Employee's driving authorization number issued by the government.
Automobile License: Enter the Employee's driving authorization number issued by the government.
Contact No.: Enter the personal or official contact number of the Employee.

Mobile: Enter the alternative or the wireless cellular phone number of the Employee.

Nationality: Enter the legal Nation or the Country name of the Employee.

City: Enter the Employee's city name.
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Permanent Address: Enter the Employee's permanent address.

Email: Enter the Employee's official Email ID.

Birthday: Enter the Employee's birth date. User can generate the Birthday report in Attendance Module.
Office Tel: Enter the Employee's Office desk contact number.

Religion: Enter the religious practice of the Employee.

Pin Code: Enter the postal code number of the Employee.

Device Settings

On the Device Settings tab, you can set the Employee's Device Registration data.

Personal Information Device Settings Attendance Settings Document Mobile App Settings WhatsApp Settings SMS Settings Payroll Sei -

Verification Mode  Any Device Privilege  Employee

Card NO. Device Password

Enroll Device FP Registered(v10)

Bin_Dhota
=

Verification Mode: This will be the mode of authentication through the device. Select the Employee's
Device verification mode from the list.

Card No.: Enter the Card number which will be used of authentication of the Employee.

Device Password: Set the personnel password for the device. The black-and-white T&A device supports
passwords with only five digits. The color-screen T&A device supports passwords with only eight digits.
Passwords with digits exceeding the specified length are cut out by the system automatically. When you

change a password, clear the old password in the text box and then enter the new password.

Enroll Device: This field is automatically updated with the Device Serial Number after the Employee is
registered in that Device.

Device Privilege: Select the Device authorization type of the Employee.

PIN: Enter the Employee's Device verification password.
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FP Registration(v10): Using this function, you can remotely enroll personnel fingerprint. For this, you need
to connect a USB fingerprint reader to your PC. Once reader is successfully connected to the PC, click Enroll,
to register the Employee's Fingerprint.

The below interface appears after clicking Enroll.

Fingerprint Register x

Please select finger

Click on required

finger to select
—

AN

Attendance Settings

On the Attendance Settings tab, you can set up the presence and absence settings for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings SMS Settings Payroll Settings

Enable Attendance  Yes Enable Holiday = Yes

Password ssssssssssnas Waorkflow Bole —--mm-eee

Enable Attendance: The attendance will be enabled for the Employee by default. You can disable the
attendance by selecting No from the list.

Enable Holiday: The holidays will be enabled for the Employee by default. You can disable the holidays by
selecting No from the list.

Self-Password: Enter the password for the Employee login.

Workflow Role: Select the required request process administration flow for the Employee.
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Mobile App Settings

On the Mobile App Settings tab, you can set mobile application access for the Employee.

Personal Information Device Settings Attendance Settings Document Mobile App Settings WhatsApp Settings SMS Settings Payroll Sett ~
Mobile App Status  Disable APP Role  Employes
Client Id

Mobile App Status: It lets the Employee view the Organization's message or status through the mobile
application interface. The Status will be in Disable mode by default, and you can enable for the Employee if
required.

App Role: Here you can select the privilege of the Employee on the mobile application interface as
"Employee” or "Administrator".

Client ID: This feature is used to restrict the usage of credentials to a single device. When it is enabled, you
will be logged out of the current device and you can login in another device.

WhatsApp Settings

On the WhatsApp Settings, you can set WhatsApp application access for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings SMS Settings Payroll Settings

Whatsfpp Push  No

Exception Option Mo
Status P e

Punch Option  No

WhatsApp Push Status: If this action is enabled for Organization WhatsApp message, it automatically
reports in the Employee's mobile, about the organization message through push notification. The Status
will be in Inactive/No mode by default, and you can select Yes to enable it for the Employee if required.

Punch Option: This action allows the Employee to punch for attendance through the WhatsApp message
link. This option will be in disabled/No state by default, and you can select Yes to enable it for the Employee
if required.

Exception Option: It lets the Employee send or notify their Organization message or status through the
WhatsApp application. The Status will be in disabled/No mode by default, and you can select Yes to enable
it for the Employee if required.
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SMS Settings

On the SMS Settings, you can set the SMS access for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings SMS Settings Payroll Settings

SMS Push Status Mo Exception Option  No

Punch Option Mo

SMS Push Status: If this action is enabled for Organization SMS message, it automatically reports in the
Employee's mobile, about the organization message through push notification. The Status will be in
Inactive/No mode by default, and you can select Yes to enable it for the Employee if required.

Punch Option: This action allows the Employee to punch for attendance through the SMS message link.
This option will be in disabled/No state by default, and you can select Yes to enable it for the Employee if

required.

Exception Option: It lets the Employee send or notify their Organization message or status through the
SMS. The Status will be in disabled/No mode by default, and you can select Yes to enable it for the
Employee if required.

Payroll Settings

On the Payroll Settings, you can update the payroll details of the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings EMS Settings Payroll Settings

Payment Cycle® Monthly Payment Mode* Cash
Bank Name Account Number
Agent 1D Agent Account

Personnel ID

Payment Cycle: Currently, the default option is Monthly.
Bank Name: Enter the Employee's Bank Name to deposit salary.

Payment Mode: Select the (Cash, Check, Bank Transfer) means by which the payment is to be made to
the Employee.
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Account Number: Enter the Salary Account Number of the Employee.

Agent ID: This is a banking information about the person who is involved in opening the salary account of
the employee. Enter his/her ID for reference.

Click Confirm, to save the updated information.
Where to update the Employee's Original Certificates and Documents

On the Personnel module, go to Employee Management, click Employee interface and then either click
edits Edit or click the required Employee ID to update Employee documents. Refer Employee Doc for more
info.

Document

» Onthe Document tab, you can update the verified or submitted document details of the Employee.
« This option gets enabled only when the new Employee is added successfully.

1. Open th -
Brofile D b
ocument ta
Employes I0° First Marne™  Achal \\"—"
Department”  Development Last Mame  Abhishek
Position  Manager frea” Mot Authorized
Employment Type  --------- Date of joining  2013-06-23
Holiday Lecation QutDaoar Mng

Personal Infermation Drevice Settings Antendance Settings Descurmént Mobile App Settings Whatshpp Settings EME Settings Payroll Settings

':?f?i1i<JT'NE i Ernail Alert Alart Befare

2. Click to add
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Add

Certification®  ------—-

Valid up to® 2020-04-16

Email Alert No

Select from
dropdown

Alert Before®

Cancel

On the Employee Interface, on the Employee ID column, click Employee ID to update the
documents of the required Employee.

On the Edit window, on the Document tab, click Add to add the required documents.

Please make sure that the specific Documents' ID, to be submitted, is already added in the
Configurations console.

Employee Documents: Enter the Document ID number that has been provided while adding the
Document name under Configurations.

Valid Up to: Select the Employee's submitted or verified document's validity.

Email Alert: Select either YES or NO from the drop-down list to acknowledge when the document's validity
ends.

Alert Before: To intimate the expiry date of the specific document, select the days from the Alert Before
field.

Click Confirm, to save the updated information.
Deleting an Employee Account

On the Personnel module, click Employee Management, and then click Employee interface to remove or
delete an Employee account.

Delete

Delete function lets you remove the existing data of the Employee from the list.
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2. Click here

Prompt X

Are you sure you want to delete the selected 1

item?

1. Select the
Employee

Cancel

3. Confirm to Delete

Delete the existing data of the Employee

+ Onthe Employee interface, select the required Employee data from the list.
o Click Delete, to delete the selected Employees' data.
» Click Confirm, to ensure and delete the selected Employee's data from the list.
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Managing Employees' Designation

Our Position interface helps you to manage and maintain the nomination, selection, or ranking of an
employee into a distinct category from one another.

On the Personnel module, click Organization, and then click Position to go to the Position Interface.

On this interface, you can create a new Position or a Sub position, edit or delete the existing Positions or the
Sub positions, based on the rules and requirements of the Organization.

Access Payroll System

= :,5-rasy [ Tme PI’ : Personnel 1 evice Attendance

o=

Y Organizatio:. 2 -

& Bookmarks~ Y Filters =

Department
Add Delete Import Personnel Transfer b e 2 m e~ =

Position Code Position Name Parent Employee Count Resigned Count
Lo Position - 0 0 D
Product dept - 0 0 ]ﬁ

Holiday Location

* Employee Management

Approval Workflow

Configurations

Position reveals both the role and the job responsibility of an employee in the Organization such as
"Director", "Head Chief", "Manager", "Lead Accountant", "Developer", "Project Engineer", and more.

A brief note about the columns displayed on the Position Interface
Position Code: Displays the unique code number of the Position.

Position Name: Displays the name of the Position.

Parent: Displays the Superior Position name.

Employee Count.: Displays the total count of the Employees in a Position.

Resigned Count.: Displays the total count of the resigned Employees in a Position.
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How to create Designations for the Employees
On the Personnel module, click Organization, and then click Position to create Employee designation.

Add

Add function lets you create a new title for a Position or a Sub position with a unique Position Code.

1. Click here to add

Add
Position Code* 12

Pasition Name”

2. Enter details

Create a New Position or a Sub position name

s Onthe Position interface, click Add to create a new Position or a Sub position name.

s Enter a unique Position Code and the required Position Name.

» On the Parent field, select the required Position name from the list to define as the Parent position,
if creating a new name for a Sub position.

»  After entering the details, click Confirm to save and update the newly created Position or the Sub
position name.

Removing the Designation of an Employee

On the Personnel module, click Organization, and then click Position to remove the Employee
designation.

Delete

Delete function lets you remove the existing data of the Positions or the Sub potions from the list. The
operation is similar like the common delete in our software.
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Importing Employees' Designation

On the Personnel module, click Organization, and then click Position to import Employee designation to

the software.

Import

Import function lets you add a new or update the existing Position data to the Software. The operation is

similar like import function on other interfaces.

How to move an Employees' Designation

Personnel Transfer function lets you transfer the existing Employees from another Position or the Sub
positions to the specified Positions or the Sub positions based on the Organization system. The operation is
similar like personnel transfer function on other interfaces.

Only one Position or a Sub position can be selected at a time, to modify.

Import Employee Details

Import function lets you add a new or update the existing data to the Software.

Personnel < 1 Device

Department

& Organization B Bookmarks~

& Employee Management Add e
Employee 4 Employze D +
Resign

E= Approval Workflow

#% Configurations

Employee
Y Filters ~

port ' nnel Transfer App

Import Employee |5t Name < Department 1
B 456879123654789

Import Document

Import Photo

Attendance Payroll

More settings

fera Department [

Functions available under Import

Import Employee
Import Document
Import Photo

Importing Employees from Device to the Software

On the Personnel module, click Employee Management, and then click Employee interface, to import the
newly registered Employee from the Device to the Software.
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Import Employee

Import Employee function lets you add a new or update the existing Employee data to the Software. The
operation is similar like import function on other interfaces.

Import a new or update the existing Employee data on the Software

On the Employee interface, click Import, and then select Import Employee from the drop-down
list to import a new or update the existing Employee data on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the employee details, which is to import, follows the guidelines specified on
the description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employee data on the Software needs to be updated with the
imported document.

Choose Ignore if the modification is not required for the existing Employee data on the Software.
Click Confirm, to ensure and import the saved data file to the software.

Importing Employee documents from the System

On the Personnel module, click Employee Management, and then click Employee interface, to import the
Employee documents to the Software.

Import Document

Import Document function lets you add a new or update the existing Employee verification document
submission to the Software. The operation is similar like import function on other interfaces.

Import a new or update the existing Employee verification document on the Software

On the Employee interface, click Import, and then select Import Document from the drop-down
list to import a new or update the existing Employee verification document submission on the
Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window and the specific Documents' ID, to be imported, is already added
in the Configurations console.

On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employee verification document information on the Software
needs to be updated with the imported document.

Choose Ignore, if the modification is not required for the existing Employee verification document
on the Software.

Click Confirm, to ensure and import the saved data file to the software.
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Importing Employees' Photo from the System

On the Personnel module, click Employee Management, and then click Employee interface, to import the
Employee photo to the Software.

Import Photo

Import Photo function lets you add a new or change the existing Employee's Photo to the Software. The
operation is similar like import function on other interfaces.

Import a new or change the existing Employee Photo

On the Employee interface, click Import, and then select Import Photo from the drop-down list to
import a new or to change the Employee's existing Image.

Please make sure that the image, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Upload to select the image file from the PC to import.

Click Clear if the image uploaded is not needed or does not meet the standards provided on the
description.

Based on the import type, there are two options available on the Overwrite field.

Choose Yes if it is required to revise the Employee's existing image with the imported image.
Choose No if it is not required to revise the Employee's existing image with the imported image.
Choose Ignore Error, if the modification is not required for the existing Employee's image on the
Software.

Click Confirm, to ensure and import the saved image to the software.
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5.5  Transferring Personnel

Personnel Transfer function eases the employee's migration or transference from one area, team,
department, or one position to another at the same or different location, which helps an employee gain
extensive and wide-ranging experience within the Organization.

easy TimePre

® Q=

&% Organization -

3 Employee Managemen® 2

3
Resign
Approval Worl

Configurations

Functions available under Personnel Transfer

o Department Transfer
o Position Transfer

o AreaTransfer

o Location Transfer

o Pass Probation

* Resignation

Personnel

Employee

& Bookmarks~

Add Delete

Employee ID

1 evice

Y Filters =

Atiendance

I o Personnel Transfer

First Name
bishesh
Michael
jay

rashmi
bharath
daya

zero

shanth

Position Transfer
Area Transfer
Holiday Transfer

Pass Probation

f Department Transfer'y

\ Resignation J

Department Employee

How to move Employees between Departments

Access Payroll System

App More settings

Area Fingerprint Face Palm

rachana Prasanth -
Banglore, Test Ver 10:1
rachana

rachana

rachana

rachana

rachana

rachana

On the Personnel module, click Employee Management, and then click Employee to move Employees

between Departments.
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Department Transfer

This function lets you transfer the Employees between Departments or the Sub departments within the
Organization. The operation is similar like Personnel import function on other interfaces.

asy Pr Personnel Device

* o =[]

Organization -
9 & Bookmarks v T Filters

Employes Management N - import

Attendance Access

Personnel Transfer App

Employee ID Fir;tNo Department Transfer 192
bishesh

Michael
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Position Transfer
Area Transfer

Holiday Trang

3. Select the
EEE.  Department
Resignation

Department  Employee
Department Employee
Department Employee
Department Employee
Department Employee
Department Employee

Department  Employee

Department  Employes

Ranartmant  Fronloes Banl

3 .7 > Total 137 Records

Payroll System

More settings / D M ~

obile App Status
Department Transfer o

Transfer Employees Department or the Sub-department

o On the Employee interface, select the required Employees from the list to move to another
Department or the Sub-department.

o On the Personnel Transfer menu, click Department Transfer to transfer the selected Employees.

e On the Department field, select the required Department or the Sub-department from the drop-

down list.

« Use the Expand/Collapse option or the Search option to search for the specific Department or the

Sub-department.

«  On the Remarks field, write the reason for transferring the Employees.
» Click Confirm, to ensure and transfer the selected Employees to the required Department or the

Sub-department.

How to move Employees' Positions

On the Personnel module, click Employee Management, and then click Employee to move Employees'

positions.

Position Transfer

This function lets you move the Employees from the existing Position or the Sub position to another Position
or the Sub position within the Organization. The operation is similar like Department Transfer function on

other interfaces.
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Transfer Employees Position or the Sub position

On the Employee interface, select the required Employees from the list to modify their Position or
the Sub position.

On the Personnel Transfer menu, click Position Transfer to transfer the required Employees'
existing Position or the Sub position

On the Position field, select the required Position or the Sub position from the drop-down list.

Use the Expand/Collapse option or the Search option to search the specific Position or the Sub
position.

On the Remarks field, write the reason for moving the Employees.

Click Confirm, to ensure and move the selected Employees to the required Position or the Sub-
department.

Transferring Employees' Area

On the Personnel module, click Employee Management, and then click Employee to move Employees
between Areas.

Area Transfer

This function lets you shift the Employees from the existing Area or the Sub-area to another Area or the Sub-
area within the Organization. The operation is similar like Department Transfer function on other interfaces.

Transfer Employees Area or the Sub-area

On the Employee interface, select the required Employees from the list to modify their Area or the
Sub-area.

On the Personnel Transfer menu, click Area Transfer to shift the required Employees' existing Area
or the Sub-area

On the Area field, select the required Area or the Sub-area from the drop-down list.

Use the Expand/Collapse option or the Search option to search the specific Area or the Sub-area.
On the Remarks field, write the reason for shifting the Employees.

Click Confirm, to ensure and shift the selected Employees to the required Area or the Sub-area.

Transferring Employees' Location for Holiday Update

On the Personnel module, click Employee Management, and then click Employee to move Employees'
Location

Location Transfer

This function lets you migrate the Employees from the existing Location or the Sub location to another
Location or the Sub location in order to update the Employees Holiday calendar. The operation is similar like
Department Transfer function on other interfaces.
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Transfer Employees Location or the Sub-Location

« On the Employee interface, select the required Employees from the list to modify their Location or

the Sub-Location.

* On the Personnel Transfer menu, click Location Transfer to transfer the required Employees’

existing Location or the Sub-Location

» Onthe Location field, select the required Location or the Sub location from the drop-down list.
o Use the Expand/Collapse option or the Search option to search the specific Location or the Sub

location.

o On the Remarks field, write the reason for migrating the Employees.
» Click Confirm, to ensure and migrate the selected Employees to the required Location or the Sub

location.

How to move Employees to Permanent

On the Personnel modulg, click Employee Management, and then click Employee to move Employees to

Permanent.

Pass Probation

This function lets you offer the Employees a regular or permanent position after the successful completion
of one's trail period served in your Organization.
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Pass Employees' Probation

On the Employee interface, select the required Employees from the list to pursue as their position
permanently.

On the Personnel Transfer menu, click Pass Probation to give the selected Employees, the
permanent or regular role.

Click Confirm, to grant the selected Employees' job to a permanent role.

How to move Employees Profile to Terminated Account

On the Personnel module, click Employee Management, and then click Employee to terminate
Employees' Accounts.

Resignation

This function lets you authoritatively terminate, relocate the Employees' regular or permanent position
based on your Organization standards.
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Employees' Resignation

On the Employee interface, select the required Employees from the list to terminate or transfer their
position permanently.

On the Personnel Transfer menu, click Resignation to officially terminate or transfer the selected
Employees.

On the Resignation Date field, select the last working day of the Employee and on the Resignation
Type, select the mode of Resignation.

On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation and on the Reason field, write the reason for resigning
or transferring the selected Employees.

Click Confirm, to grant the selected Employees either the transfer or the resignation from their
responsibility.
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Setting Up the Process Work Code

Our Data module facilitates you in obtaining, authenticating, storing, protecting, and processing required
data to ensure the accessibility, reliability, and timeliness of the data for its users.

On the Data module, you can view and maintain the registered Biodata, add, modify, or delete a Work Code
and upload transactions via USB.

On the Device module, click Data to go to the Data module.
Work Code

Our Work Code interface aid you to create labour codes that are relevant to the services provided by your
organization which eases to identify the different sections of work carried out by the Employees.

On the Device module, click Data, and then click Work Code to go to the Work Code Interface.

-:a:asy limePre Personnel Device © 1 dtendance Access Payroll System

* o =[]

&a Device Management

& Bookmarks ~ Y Filters =

Message Add Delete Send To Device Remove From Device

Nor Nor
Data 2 Work Code Work Code Name "

abc
Code 3
Bio-Template

Bio-Photo

Transaction

D Log

On this Interface, you can create a new Work code, modify, or delete the existing Work Codes, and even can
set up or remove the Work Code to the required Devices.

A brief note about the columns displayed on the Work Code Interface
Work Code: Displays the unique work code number.

Work Code Name: Displays the work code name.

Last Activity: Displays the time of the last activity of each work code.

Functions available on the Work Code Interface
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Add

Add function lets you create a new Work Code.

Access Payroll System

asy Pr Personnel Device <€ 1 ttendance

& Bookmarks ~ T Filters =

Las|

Work Code™
| Work Code Name™:
5. Enter the
details

Cancel

Add or create a new Work Code

On the Work Code interface, click Add to add or create a new Work Code.
On the Work Code field, enter a unique code number.

On the Work Code Name field, enter the name for the Work type.

Click Confirm to save the newly created Work Code.
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Delete

Delete function lets you delete the required existing Work Codes.

asy Pr Personnel

Work Code
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o Cancel

item?

Delete a Work Code

On the Work Code interface, select the required Work Code to delete or remove from the list.
Click Delete to delete or remove the selected Work Codes.
Click Confirm to delete the selected Work Codes from the list.
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Send to Device
Send to Device function lets you send or transmit the required Work Codes to the connected Device.

After transferring to the Device, you can set up the Work Code based attendance registration in the Device
which eases to identify your Employees' different type of work process.

dsy Pr Personnel Device Attendance Access Payroll System

Work Code

& Bookmarks »

Y Filters »

Send To Device x

Device*

3. Select the

device

Cancel

Send the Work Code to Device

On the Work Code interface, select the required Work Code from the list.

Click Send to Device to send the selected Work Codes to the required connected Device.
On the Device field, select the required Device from the drop-down list.

Click Confirm to send the selected Work Codes to the Device.
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Remove from Device

Remove from Device function lets you to remove or eliminate the transmitted Work Codes from the Device.

asy Pr Personnel Device Attendance Access Payroll System
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Remove the Work Code from Device

On the Work Code interface, select the required Work Code from the list.

Click Remove from Device to remove the selected Work Codes from the Device.
On the Device field, select the required Device from the drop-down list.

Click Confirm to remove the selected Work Codes from the Device.
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Employee Data Management

On the Personnel module, click Employee Management, and then click Employee to manage Employee
data in Device and Software.

More Settings

More Settings lets you to the following functions.

Personnel € 1 Device Attendance Payroll System

Department |"Emp]0yee =\

& Bookmarks v Y Filters «

Add | Delete | Import | PersonnelTranster | App | More settings )
| | Employee D RIEINEIE 'Depal  Resynchronize to device
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70045 Loki Mana
'D" 70001 il | Manal Pelete Biometric Template
= . ! ]

Functions available under More Settings

Resynchronize to Device
Re-upload from Device
Delete Biometric Template
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How to Resynchronize Data to Device

On the Personnel module, click Employee Management, and then click Employee to resynchronize
Employee data to Device.

Resynchronize to Device

This function lets you sync or merge the Employees' data from the Software to the Device.
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Resynchronize Employee Data from Software to Device

+ On the Employee interface, select the required Employees' data from the list to sync or merge to
the Device.

* On the More Settings menu, click Resynchronize to device, to sync or merge the selected
Employees' data to the Device.

» Click Confirm, to sync the selected Employees' data to the Device.

Re-uploading Employee Data from Device

On the Personnel module, click Employee Management, and then click Employee to re-upload Employee
data from Device.

Re-upload from Device

This function lets you sync or merge the Employees' data from the Device to the Software.
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Re-upload Employee Data from Device to Software

o Onthe Employee interface, select the required Employees' data from the list to sync or merge from
the Device.

o On the More Settings menu, click Re-upload from device, to sync or merge the selected
Employees' data from the Device.

* On the Device field, select from the drop-down list either All, to sync or merge the selected
Employees' data from all the connected Devices, or select Specified, to sync or merge the selected
Employees' data from the specific Devices only.

« On the Device field, if you select Specified, then on the Serial Number field enter the serial
numbers of the Devices from which you need to sync the Employees' data to the Software.

»  Click Confirm, to sync the selected Employees' data from the Device to the Software.
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How to remove Bio-metric Template of an Employee

On the Personnel module, click Employee Management, and then click Employee to delete the Bio-metric
template of the Employees.

Delete Biometric Template

This function lets you delete or remove the Employees' retained Biometric Impression from the Device.
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Delete Biometric Template from the Device

« On the Employee interface, select the required Employees from the list to delete their Biometric
Impression from the Device.

e On the More Settings menu, click Delete Biometric Template to delete the retained Biometric
Impression of the selected Employees from the Device.

« On the Fingerprint, Face, Finger Vein, and Palm drop-down list boxes, select Yes, to delete the
retained Biometric Impression or select No, to keep the same (it is No by default).

o Click Confirm, to remove or delete the unrequired Biometric Impressions of the selected Employees.
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Managing Employee's Resignation

Our Resign interface manages the discrete resignations professionally and systematically, which simplifies
your work and avoids unnecessary interruptions and obstructions. Resignation plays a crucial role in
proficient organizations primarily in thriving enterprises.

On the Personnel module, click Employee Management, and then click Resign to go to the Resign
Interface.
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On this Interface, you can add a new, delete or restore the resigned Employee information and even enables
you to transfer, modify and terminate a temporary or permanent Employee of your Organization.

A brief note about the columns displayed on the Resign Interface
Employee: Displays the Employee name.

Department: Displays the Employee's Department.

Position: Displays the Employee's Position.

Resign Type: Displays the Employee's Resignation type.

Resign Date: Displays the Employee's Resign or the last working date.
Attendance: Displays the Employee's Attendance status.

Resign Reason: Displays the Employee's relieving reason.

How to Terminate the Employees

On the Personnel module, click Employee Management, and then click Resign to terminate the
Employee’s Account.

Add
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Add function lets you add the Employees' data who are getting dismissed from their responsibility in your
Organization.
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Add the Employee's Resignation details

On the Resign interface, click Add to include the Employees' resignation information.

On the Add window, select the required Employees' names from the list on the left.

The selected Employees' names will reflect on the right side of the Add window.

Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for the required Employees.

On the Resign Date field, select the last working date of the selected Employees.

On the Resign Type field, select the kind of resignation from the drop-down list.

On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation.

On the Resign Reason field, based on the type of resignation write the reason for resigning the
selected Employees.

Click Confirm, to update the resignation details for the selected Employees.
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Deleting Employees from the Terminated list

On the Personnel module, click Employee Management, and then click Resign to delete the Employee’s
Account from the terminated list.

Delete

Delete function lets you remove or discard the existing resignation details of the Employees from the list.

Pr Personnel Device Attendance Access Payroll System

®» Q

& Bookmarks ~

Management °De|em Rehire Import Disable Attendance
-~

n Employee % First Name Last Name Department Position Resign Type % Resign Date & Resign Reasor

Y Filters ~

& osos - | Department | - | Dismissed | 2020-05-29

Prompt X

Are you sure you want to delete the selected 1

item?
o Cance

Delete the existing Department or a Sub Department

On the Resign interface, select the required Employees' resignation details from the list.
Click Delete, to delete the selected Employees' resignation details.
Click Confirm, to delete the selected Employees' resignation details from the list.
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How to Reinstate the Terminated Employee's Account

On the Personnel module, click Employee Management, and then click Resign to reinstate the terminated
Employee’s Account.

Rehire

Rehire function lets you revive or restore the Employees from the resignation list.

asy Pr Personnel Device Attendance Access Payroll System

& Bookmarks =

T Filters =

Employee Manz nt Add

First Name Last Name Department Position Resign Type + Resign Date = Resign Reason

H Employee =

o 0605 - | Department | - . Dismissed - 2020-05-29

Prompt X

Are you sure 1o rehire the selected employee?

a ™ e

Reinstate the Employees from the Resignation list

On the Resign interface, select the required Employees from the resignation list.
Click Reinstate, to restore the selected Employees from the resignation list.
Click Confirm, to restore the selected Employees from the resignation list.
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Disabling Employees' Attendance

On the Personnel module, click Employee Management, and then click Resign to disable the
Employee’s Attendance.

Disable Attendance

Disable Attendance function lets you end the attendance calculation for the resigned or the transferred
Employees based on your Organization standards.

asy Pr Personnel Device Attendance Access Payroll Systen

=

® Q

& Bookmarks~

Y Filters v

Employee Management Add Delete Rehire ho Disable Atte
E Employee & First Mame Last Name Department Position Resign Type % Resign Date 5 Resign Rea
] 0605 : | Department - | Dismissed | 2020-05-29

Prompt prd

Are you sure to disable Attendance function for
1 item selected employee?

o Confirm Cancel

Disable attendance for the Employees

On the Resign interface, select the required Employees from the resignation list.
Click Disable Attendance, to stop the attendance calculation of the selected Employees from the
resignation list.

Click Confirm, to disable or end the selected Employees' attendance calculation from the
resignation list.
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Importing Employee's Account to Termination

On the Personnel module, click Employee Management, and then click Resign to import the
Employee’s Account to termination.

Import

Import function lets you add a new or update the existing Employees' resignation details to the Software.

asy Pl’ L Personnel <« 1 Device Attendance Payroll System
i Lol M & Bookmarks ~ Y Filters ~
& Employee Management 2 SNH Delete Reinstate ble Attendance
I:\ Employee = Department Pasition Resign Type = Resign Date =
D 10014 wipro Testing | Pos1 | Dismissed . 10/07/2019

3

e Import *
iE Approval Workflow

Import File: | Choose file | No file chosen e

Please download sample template, add your data, and then Import

#% Configurations

Existing Data: Ignore o
Sample Template: ZDownload Template] J
A B C D E
1 employee Resign Date Resign Type Resign R... Attendance
2 10001 2018-07-18 Quit Yes
Description

1.The header in file template are required
2.The Employee ID,Resign Date,Resign Type is Required fields
3.All column values should be text format

o Confirm i Cancel
B — )

Import a new or update the existing Employees' Resignation details

On the Resign interface, click Import to import a new or update the existing Employees' resignation
details.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employees' resignation details on the Software needs to be
updated with the imported document.

Choose Ignore if the modification is not required for the existing Employee data on the Software.
Click Confirm, to ensure and import the saved data file to the software.
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5 Setting up the Employee's Attendance

The Attendance Management module is an effective and efficient platform to track and manage all the
attendance related operations such as Employee's attendance, Overtime calculations, Leave Calculations,
Shift Details, Holiday Details, Employee Schedules, and more. This is a hassle-free and user-friendly interface
that displays all the attendance related information and corresponding reports on a single screen.

- Predefined Rules

- Shift Assignment

- Flexible Schedule Assignment
- Holiday Management

- Leave Management

- Accurate Report Generation

Attendance Management

\Hassle—free attendance calculation

Advantages of Attendance Management

o Easyto access

o Biometric Integration

o Up-to-date attendance statistics

o Absence/Leave Management

o Flexible scheduling

o Payroll Integration

o Configured policies

o Comprehensive attendance reports

Pr Personnel Device Attendance Access Payroll System

Click here to configure
Attendance rules

137

Total Employee New joinee (Last7
Days)

o

Resign

1

Total Device
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Customize On-Duty Attendance

The Outdoor Management under Attendance module deals with the employees who visit the client's place
for business/service purposes. It tracks the attendance and location of the employees who have been to the
client's location. It is primarily used by sales and support teams when comparing to other teams.

Client Details

The Client Details displays the names of client places where the employees are scheduled to visit.

Personnel Device Attendance 1 cess Payroll

Client Details

& Bockmarks ~ T Filters =

Add Delete

ClientID  Company Name Address

Gulmohar Sony Electronics, Shrey Palace, Shop No 17, Santoshi Mata Road, ... 1

f Approvals
Y Holiday

@ OutDoor Management &

The columns are described as follows:
Client ID: Displays the ID of the client.

Company Name: Displays the name of the client.

System Welcome admin

Z 7 2 0O~ =
Branch Contact Person  Contact Number Longitude  Latitude  Punc

Vijay Chavan 9908456317 7371374736 19.2420458 50.0

Address, Branch: Displays the address and branch name of the client location.

Contact Person: Displays the name of the person whom to be contacted in the client location.

Contact Number: Displays the Contact number of the corresponding contact person.

Longitude, Latitude: Displays the geographical coordinates of the client location.

Punch Radius (mtrs): Displays the distance range in which the employee can make the attendance punch.

Company Logo: You can upload the client’s company logo here.
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Add Client Details
Perform the following step to add a new client:

o Click Add to add a new client. A window appears as shown in the below image:

asy Pr Personnel Device Attendance Access Payroll System

— ) ) Enter the
®» Q= client Name

Client ID* Search Map

® Rule

& Bookmarks+
BIHAR
& shif Add Delete ompany Name
B schedie 4 Click h econeg o JHARKHAND
senedue . Click here i v ‘
Address’ Ahmedabad India
CHHATTISGARH

DEIE o
& Approvals Chhindwara

o
Surat ODISHA

Holiday MAHARASHTRA
d o
Mu%rg%ba-

. Contact Person®
@5 OutDoor Management Enter the required TELANGANA

1 Contact Number* Hyderabad
details rBoarts
Latitude™  xa000000 30 ANDHRA
Schedule Planner Longitude®  xono0n

Outdoor Schedule Punch Radius(mitrs)*

Company Logo ez

Enter the following details:

Client ID: Enter the ID of the client.

Company Name: Enter the name of the company.

Branch: Enter the branch name to which the employee will be visiting.

Address: Enter the address of the company (automatically updated after selecting the location on map).
Contact Person: Enter the name of the contact person who can be contacted for queries.

Contact Number: Enter the contact number of the contact person.

Latitude and Longitude: Enter the geographical coordinates of the company (automatically updated after
selecting the location on map).

Punch Radius: Enter the distance range within which the employee is allowed to make the attendance
punch.

» If you do not know the geographical coordinates exactly, you can search the company name in the
google map and the coordinates will be automatically fetched by the system.
e Click Confirm after entering the details.
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Edit Client Details

Perform the following steps to edit the client details:

Click the Client ID or icon.
The client details window appears as shown in the image below:

P]‘ Personnel Device Attendance 1 yroll System
Global Rule Client Details » | Edit x N
& Bookmarks~ Y Filters ~ ClientID* ghry45 Company Name* 45435
& shift Add || Deete B

Address®  yracy

£ schedule "] ClientID Company Name J Brancht [ 5438
O ghry45°5435 !
& %
£ Holiday Contact Person® 5454354 Contact Number® 54543
£ ErI Latitude®  20.3466620955662 Longitude*  77.33600343750004
7] Browse
Punch Radius(Mtr's)*  45435.0 Company Logo
Search Map  Enter a location
Map  Satellite -
: -
57 Icha
& LKl Mozari
Tt
Kanzara His a; W%%? %
R +
o & Swagin
&) Schedulir 0 Mangrulpir Lot -
3] Summary Report Google & D vapdwa 2019 Terms ofUse Reporta maperror

Unnamed Road, Wadha, Maharashtra 444402, India

e Make necessary changes and click Confirm.
Delete Client Details

Perform the following steps to delete the client details:

Select the Client and click Delete or click ]ﬁ' icon of the corresponding client.
On the appearing pop-up, click Confirm if you are sure to delete the client details.
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Schedule Planner

The schedule Planner enables you to create a schedule by incorporating multiple clients at the same time.
E.g.: If a schedule is created for 3 clients, it will be assigned to an employee who needs to visit all three client

places on the same day.

Pr
* o =[]

& Bookmarks =

asy

Personnel

Rule

Shift Add Delete

Schedule Schedule Name

f  Approvals
Holiday
@5 OutDoor Management

Client Details

Device Attendance 1 -cess Payroll System

Y Filters =

Map View

v

The columns are described as follows:
Schedule Name: Displays the name of the created schedule.
Map View: Displays the location of the client.

Text View: Displays the check-in and check-out time of the employee in the client's location.
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Add a Schedule Planner
Perform the following steps to add a schedule planner:

Click Add to create a new schedule. A window appears as shown in the image below:

"""""" Payroll System

ompany Name*  --Select-- Date  2020-06-01

2. Enter the
required details

A-

3. Click to add
more clients

InTime  00:00:00 Qut Time  00:00:00

Cancel

Enter the following details:

Schedule Name: Enter the Schedule name.

Company Name: Select the Client Name from the drop-down list.

Date: Select the schedule created date.

In Time: Select the time at which the employee should check-in in the client's place.
Out Time: Select the time at which the employee should check-out in the client's place.
Location: This is for reference about the location of the company.

If you want to add more client locations to the same schedule, click Add.

Another field to add client details appears as shown in the image below:

Page |138 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

Add X

Schedule Name*  Schedule 1

Company Name*  Gulmohar Date  2020-06-01

InTime  00:00:00 Out Time  00:00:00

Company Name = —-Select-- Date  2020-06-01

InTime  00:00:00 OQut Time  00:00:00

Enter similar details and click Confirm.

In a schedule, you can add a maximum of 4 clients apart from the default one. If you wish to remove a
company's details, click Remove.

Edit a Schedule Planner

Perform the following steps to edit a schedule planner:

e Click the Schedule Name or 4 icon. A window appears as shown in the image below:

Personnel Device Attendance 1 yroll System
VS

Edit
Schedule Name* 5545

Company Name 45435 Create Date  2019-11-01

In Time  00:00:00 Out Time  00:00:00
(oo Lo

~
@ OutDoor Management <2
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« Make necessary changes and click Confirm.
Delete a Schedule Planner

Perform the following steps to delete a schedule:

o Select the Client and click Delete or click @ icon of the corresponding client
»  On the appearing pop-up, click Confirm if you are sure to delete the schedule.

Outdoor Schedule

Outdoor Employee allows you to assign schedules to employees. You can assign schedules which are
previously created in Schedule Planner. Make sure Outdoor Mng for the desired employee(s) is enabled here.

Profile
Employee ID* First Mame*  Achal
Department*  Development Last Mame  Abhishek
Position Manager Arez® Mot Authorized
Employment Type  --—-----— Date of joining | 2015-05-23
Haoliday Location --—-------—- CutDoor Mng  Enable

asy Pr Personnel Device Attendance < 1 cess Payroll System

v =]

Rule .
& Bookmarks » Y Filters =

Shift Add Delete

Schedul Employee 1D First Name Last Name Schedule Name Start Date
Schedule

# Approvals

Holiday

@ OutDoor Management
Client Details

edule Planner
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The columns are described as follows:

Employee: Displays the name of the employee to whom the schedule is assigned.
Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the start date of the schedule.

End Date: Displays the end date of the schedule.

Text View: Displays the check-in and check-out time of the employee in the client location.
Add Employee Schedule

Perform the following steps to assign a schedule to an employee:

Click Add to assign a schedule to an employee. A window appears as shown in the image below:

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

® Q =| ou

Start Date”  2020-06-01 End Date”  2020-06-30
Employes Employee Q

Em ) i e
¥ | Empl Employee ID First Nam Schedule Q <

Schedule Name
° e

70029 Prasanth

Total 1 Records 20 v

Total 1 Records 20 v

b | Cancel

Enter the following details:

Employee: Select the employee to whom the schedule is to be assigned.
Start Date and End Date: Enter the Start Date and End Date of the schedule.
Schedule: Select the schedule from the schedule list.

Click Confirm after entering the details.
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Delete an Employee Schedule

Perform the following steps to delete an employee schedule:

Select the employee and click Delete or click @' icon of the corresponding employee.
On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.

Define Global rules

Rules are the set of predefined parameters that apply to an organization's employees. The Global Rule is
applicable to all employees in the organization. It incorporates a tab menu with Basic Settings, Weekend
Settings, Overtime Settings, Calculation Settings, and App Settings.

The Global Rule page will be displayed as shown in the image below:

Basic Settings:

-::;aﬁy" |"i[']';-=_:_'-Pr 2 Personnel Dervice Attenadance 1 ol System

L R Giobal Fle Chent IDeiais Schedube Flannes Sohedule Emploves

e Setting -ﬂrﬁ Setiings  Crvertime Settingn Caleulytion Tedtinen APP Settings

..... e Drgikate Pusgh Perads 1

Duplicate Punch Period: The duplicate punch period defines the time duration in which the system
considers only punching for the first time, even if the user punches several times within the defined punch
period. The unit is minutes.

Example: Assume that the duplicate punch period is 2 minutes. If you make several punches within 2
minutes, the system considers only the first punch time.

Click Save after setting the value.
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Weekend Settings:

Weekend Settings enables you to set the weekend for the Employees.

-:'_asy' ] i[']';-::_'-Pr 0 Personnel Davice Attemdance 1 ol Sysiem

L Wl B Glohal Fule Chent Detaty Sehedube Flanoer Scheduls Empioyes

B belting Prepiopnd Eets g qmr saitingt Caigylation baitingn AR Settings

Weeiend  Workdng On Day T Leved 1 (Mours]" OF Lesved 2 {Hours)® O Leseed 3 [Houm)
Iee 9
Ignone
lgnone
-1
e
Miohe Toe Wt ioered 01

hdgroe Tes Wit keeat 01

The columns are explained as follows:
Weekend: A day can be set as a weekend by enabling the toggle button.
Working on Day: If Employees work on weekends, then you can define that worktime by choosing; Do not
calculate/Calculate as Normal Work/ Calculate as Normal OT/ Calculate as Weekend OT/ Calculate as Holiday
OT as per your company's policy.

Do not calculate: Working on the weekend will be ignored by the system.

Calculate as Normal Work Time: Working on the weekend will be moved to normal work.

Calculate as Normal OT: Working on the weekend will be moved to normal overtime.

Calculate as Weekend OT: Working on the weekend will be moved to weekend overtime.

Calculate as Holiday OT: Working on the weekend will be moved to holiday overtime.

OT Level 1/0T Level 2/0T Level 3: You can set the levels for overtime according to the worked hours.
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What are Overtime levels?
When an employee works more than the needed hours, the company management sets overtime levels
such that, the employee gets paid according to his worked overtime level. Overtime levels must be in hours
and must be set in such a way that OT Level 3> OT Level 2 > OT Level 1.
E.g.: OTLevel1-3hours

OT Level 2 -5 hours

OT Level 3 -7 hours
For each OT level, you may set distinct pay levels. Consider an employee A works for 3 hours and employee
B works for 5 hours. The worked hours of employee A falls under Level 1. The worked hours of employee B
falls under both Level 1 and Level 2. So, employee B gets consolidated pay by considering both levels.

Click Save after scheduling the weekend.

Overtime Settings

Overtime Settings helps you to set a framework based on the attendance punch or OT application to
calculate the overtime of an employee. Using the option, overtime can also be disabled.

'ZaS}"Ti mePre Personnel Device Attendance < 1 yroll System

L WeBE-d  Global Rule Client Detalls Schedule Planner Schedule Employes
Basic Setting Weekend Settings Cregrtime Seitings o'd:inn Settings APP Settings

Owvertime Rule*  Approval OF

Didsalbie Crvertime
Calculate GT

Approval OT Priority

Disable Overtime: Disables the overtime function so that overtime is not calculated for the employee.

Calculate OT: Calculates overtime based on the attendance punch of the Employee i.e. based on check-
in/check-out.

Approval OT: Calculates overtime based on the overtime request raised by the employee.

Approval OT Priority: Preferentially calculates overtime based on the overtime request over the
attendance punch of the employee.

Click Save to save the Overtime settings.
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Calculation Settings

The Calculation Settings enables you to calculate the employee's attendance by including exceptions such
as late arrival, early Leave, missed check-in, missed check-out, and more.

= easy [imePre Personnel Device Attendance © 1 ccess Payroll System Welcome admin 'T]) > 7

» o =[]

® Rulet 2 -
Basic Settings  Weekend Settings  Overtime Settings  Calculation Settings ttings

Calculation Rule

Department Rule
Shift When late excesds® 540 minutes, count as absence
Shi

When early-leave exceeds® 540 minutes, count as absence

When work duration is less than® 400 minutes, count as half day
Approvals

Calculate Missed Check-Inas*  Incomplete minutes
] Holiday

Calculate Missed Check-Out as®  Incomplete minutes

% OutDoor Management .
Calculation Itemn
Leave Management

CheckIn® 0 Check Qut* 1
alculate Attendance
Break (Out)* 2 Break (In)* 3

Transaction Report

Scheduling Report

Calculation Rule: The calculation rule must be set to the following exceptions:

When late exceeds: When the employee is late by N minutes, the system will check the defined

minimum and maximum times and calculates either as half-day or absent.

For example, suppose if the late exceed value is 120 minutes and consider that the actual check-in
time is 9:00 am. But if the employee checks-in at 11:05 am, the system checks for the defined
minimum and maximum times and calculates either as half-day or absent. Here, the user has to set

the minimum and maximum values accordingly and select the "More than" checkbox to enable this

process.

When early-leave exceeds: When the employee leaves the workspace by N minutes early, the
system will check the defined minimum and maximum times and calculates either as half-day or

absent.

For example, if the early-leave exceeds value is 180 minutes and consider the actual check-out time
is 6:00 pm. But if the employee leaves the office at 2.50 pm, the system checks for the defined

minimum and maximum times and calculates either as half-day or absent. Here, the user has to set
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the minimum and maximum values accordingly and select the "More than" checkbox to enable this

process.

When the total working hours of an employee is less than N minutes, it will be counted as half
working day. E.g.: Consider that the value is set to 600 minutes. When the total working hours of the
employee is less than 600 minutes, it will be considered as half-a-day of working.

If the employee forgets to check-in, it will be considered as Late/Absent/Incomplete if the missed
check-in exceeds by N minutes (based on configuration)

If the employee forgets to check-out, it will be considered as Early Leave/Absent/Incomplete if the

missed check-out exceeds by N minutes (based on configuration)

Calculation Item: These are the default function key values for the attendance parameters based on the
attendance status. In normal usage, it is not recommended to change this value.

Click Save after setting the attendance parameters.
App Settings:

The App Settings enables you to decide whether the Attendance Photo, Work code, and the Function Key
to be uploaded in the application or not.

= ;E'Tasy [imePre Personnel Device Attendance 1 :cess Payroll System

v o=

-
Basic Settings Weekend Settings Overtime Settings Calculation Settings APP Settingso

Capture®  Required Work Code®  Not Required

3

Department Rule

m Shift Function Key* Not Required

m Schedule

& Approvals

Capture: You can select whether or not the attendance photos can be uploaded.
Work Code: You can select whether or not the Work code of the Employees can be uploaded.

Function Key: When the employee wants to punch using the Mobile App, then on the mobile interface he
has the option to select the function key (check-in/out, Break In/Out, Overtime In/out, etc). This will be
considered as the attendance state. You can select whether or not the Attendance Status can be uploaded.

Click Save after setting the parameters.
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Define Department Rules

The Department Rule is Applicable to an employee group. E.g.: Employees in a specific department. You
may set the rules that apply to a group of employees who work within a particular department.

Za S}' Time P e Perzonnel Dovice

Attendance 1 roll Systerm

B O = g Clent Detalls Schedule Planner Schedule Emplovee Cepartme

=
B Rule i = & Eockmarks = T Filters =
Glohal Ralo Add Delate
Department

o

ﬂl Schedule

Add a Department Rule
Perform the following steps to add a new department rule:
Click Add to add a new department rule.

Enter the required fields such as Rule Name, applicable Department and Attendance calculation
rules in the appearing window as shown in the image below:

Personnel Device Attendance Payroll System Welcome admin

& Bockmarks ~ T Filters ~

Add
|| Department .

-

Name®

Department*  --—-—--—

Calculation Rule Overtime Setting

When late exceeds™ 540 minutes, count as absence
When early-leave exceeds* 540 minutes, count as absence
5. Enter
the details When work duration is less than® 270 minutes, count as half day
Calculate Missed Check-In as*  Late 50

Cancel
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Calculation Rule

For setting the calculation rule, kindly refer to Calculation Settings.
Click Confirm after defining the calculation rules.

Overtime Settings

Select the Overtime Settings tab to set the Overtime Settings as shown in the image below:

Add X

rMame*

Depariment® | --------—-

Calculation Rule Qvertime Setting

QOvertims Rule® | Calculate OT |

Disabls Cvertime

Approval OT
Approval OT Priarity

For setting the overtime rule, kindly refer to Overtime Settings.
Click Confirm after setting the overtime rule.

Edit a Department Rule
Perform the following steps to edit an existing department rule:

Click on the Department or edit icon.

On the appearing rule page, make the necessary changes and click Confirm.
Delete a Department Rule

Perform the following steps to delete a department rule:

Select the department rule and click Delete or click del icon ]ﬁ of the corresponding department
rule.
Click Confirm if you are sure to delete the department rule.
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6.4  Allocate Break time

Break time is a scheduled time period when the employees stop working for a brief period. It can be set in
between the employee's normal work routine. The columns are described as follows:

Pr Personnel Device Attendance 1 cess Payroll System

& Bookmarks ~ T Filters +

Add Delete
Name Start Time End Time Duration Calculate Type

13:00:00 14:00:00 60 Auto Deduct
Timetable 13:30:00 14:30:00 60 Auto Deduct

Shift

B schedule

Name: Displays the Name of the break time.
Start Time: Displays the starting time of the break.
End Time: Displays the ending time of the break.
Duration: Displays the total duration of the break time.
Calculation Type: Displays the method by which the break time is calculated.
Add a Break Time
Perform the following steps to set the break time:
o Click Add to set the employee's break time.

o Enter the required fields in the appearing window as shown in the image below:
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Pr Personnel Device Attendance Access

Break Time

& Bookmarks =

Add X
|| Na

Click here D | Name* Calculate Type*  Auto Deduct

WL |

Payroll System

T

Basic Settings  Rule Settings

Start Time*  12:00:00 End Time*  13:00:00

Duration™ 60

Cancel

Name: Enter the Name of Break Time.

Calculation Type: Select the Calculation Type of Break Time. If it is Auto Deduct, the time will be deducted
automatically from the total working time. If it is Required Punch, the employee must punch for both in and
out time.

Basic Settings:

Start Time: Enter the start time of the break.

End Time: Enter the end time to the break.

Duration: The duration must fall between the Start time and End time. Enter the total duration of the break.

E.g. If you want to give a tea break of 15 min in between 10 AM to 11 AM, then enter 10AM in Start time, 11
AM in End Time and 15 in Duration.
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Rule Settings:

Add X

Name* Calculate Type*  Auto Deduct

Basic Settings Rule settings

Duplicate Punch Period(min)*

Minute(s)

Duplicate Punch Period* | Rule Based

Punch State Type* Mo

Duplicate Punch Period: Select whether the Duplicate Punch Period is User-defined or rule-based. Rule
defined is the setting according to the Global Rule.

Based on Punch State: Select whether or not the break duration is calculated based on the attendance
punch state.

Duplicate Punch Period(min): If the Duplicate Punch Period is user-defined, enter the duration of the
duplicate punch period. The unit is minutes.

Click Confirm after setting the parameters.
Edit a Break Time
Perform the following steps to edit an existing Break Time:

Click edit on the Break Time name or icon.
On the appearing break time page, make the necessary changes and click Confirm.

Delete a Break Time

Perform the following steps to delete an existing Break Time:

Select the break time and click Delete or click del icon ]t of the corresponding break time.

On the appearing pop-up, click Confirm if you are sure to delete the break time.
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Set up a Timetable

The Timetable enables you to set a Framework within which the employee's work will be carried out. There
is a default timetable from 9:00 to 18:00, which gets auto assigned to the newly added employees. So, the
user can either create a new time table and move the employees according to their requirement or modify
the time in the default time table.

Please note, the user cannot delete this default time table but can change the time according to the business
requirement.

The columns are described as follows:

= easy Pr Personnel Device Attendance < 1 .cess Payroll System

& Bookmarks » T Filters «

® Rule
9 shift

Delete Add Normal Timetable Add Flexible Timetable 7

Break Time Name Type Check-In  Check-Out Work Time Break Time WorkDay Work Type First Half (Check Out Time)
Normal  18:00:00 06:00:00+' 720 0 1.0 Normal Work  13:00:00
Normal  09:00:00  09:00:00¢" 1440 0 Normal Work | 13:00:00
Flexible 06:00:00 05:59:007" 480 0 1.0 Normal Work | 13:00:00
Normal = 08:30:00  18:00:00 510 0 0 Normal Work  14:00:00

Shift
B3 schedule
& Approvals

Holiday

Name: Displays the name of the timetable.

Type: Displays the type of shift.

Check-in: Displays the check-in time of the shift.
Check-out: Displays the check-out time of the shift.
Work Time: Displays the total working hours of the shift.
Break Time: Displays the break-time allotted for the shift.
WorkDay: Displays the unit of working hours.

Work Type: Displays the type of work assigned to the shift.
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Add Normal Timetable

Perform the following steps to add a normal timetable:

Click Add Normal Timetable.
Enter the required details in the appearing window as shown in the image below:

Personnel Device Attendance Access

Payroll System Welcome admin D)

& Bookmarks T Filters =
Delete Add @ A M s =
Add Normal Timetable
. | Nag _‘ x
Click here — Name:
ame
|| 8 hours cross day shift
[]| General Shift | BasicSettings  BreakTime Settings  Unscheduled Time Settings ~ OT Level Settings  Rule Settings  Half Day Settings
Check-In*  09:00:00 Check-Out®  18:00:00 Craoss Day(s) 0
Check-In Start® ~ 08:00:00 Cross Day(s) 0 Check-Out Start”  17:00:00 Cross Dayls) 0
Check-In End®  10:00:00 Cross Day(s) 0 Check-Out End*  19:00:00 Cross Dayls) 0
WorkDay* 1.0
*Notice
e 1.All the cross-days setting is based on check-in.
c =~v <R
| Cancel

Name: Enter the Timetable name.

Basic Setting

Check-In: Enter the time of check-in.

Check-Out: Enter the time to check-out.

Check-In Start: Enter the start time of check-in for a day.
Check-Out Start: Enter the start time of check-out for a day.
Check-In End: Enter the end time of check-in for a day.
Check-Out End: Enter the end time of check-out for a day.

Click Save after entering the time details.
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Break Time Setting

This allows you to set the Break Time for the Timetable.

Add Normal Timetable
Name*

Basic Settings | BreakTime Seftings | Unscheduled Time Settings  OT Level Settings  Rule Settings  Half Day Settings

MName Start Time End Time Calculate Type
Coffee 12:00:00 14:00:00 Auto Deduct
Tea 11:00:00 11:15:00 Auto Deduct
Lunch 13:00:00 14:00:00 Auto Deduct
br 12:00:00 13:00:00 Auto Deduct

< n > 1 Page Total 4 Records 10 ¥

o Enter the break time name.
o From the list, select the applicable break time and click Confirm.

Unscheduled Time Setting

This allows you to set the operation to be performed when the check-in and check-out are unscheduled. All
the work time after the defined Check-In and Check-Out falls under unscheduled time, to set or define that
work time, you need to set the settings on this interface.

Early In/Late Out: When an employee arrives early or leaves late, it can be handled in compliance with your
company's policy. You can choose not to calculate it or consider as Normal Work or Normal OT or Weekend
OT or Holiday OT.

Add Normal Timetable

it

Name®

Basic Settings  BreakTime Seftings | Unscheduled Time Settings | OT Level Settings  Rule Settings  Half Day Settings

Winimum Early In* 20
Minute(s)

Early In* Do not calculate e

Minimum Late Out{min)® -0

Minute(s)

Late Qut* Do not calculate
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Do not calculate: If this option is set, then the system will ignore the extra time.

Calculate as Normal Work: If this option is set, then the extra time will be moved to normal work.

Calculate as Normal OT: If this option is set, then the extra time will be moved to normal overtime.

Calculate as Weekend OT: If this option is set, then the extra time will be moved to weekend overtime.

Calculate as Holiday OT: If this option is set, then the extra time will be moved to holiday overtime.

You can also set the minimum time for early check-in/late check-out (in minutes).

Click Confirm after making the necessary changes.

OT Level Settings

You can set the level of OT working hours in OT level settings.

Add Normal Timetable
Name™

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings

OT Level 1thrs)
Hour(s)

OT Level®  Ignore hd

OT Level 2hrsy 0 OT Level 3thrs)s
Hour(s) Hour(s)

L]

Half Day Settings

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.

OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.
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How to calculate overtime?
Assume that the OT Level 1 is 8 hours, OT Level 2 is 11 hours and OT Level 3 is 13 hours.

» If an employee worked for 9 hours in a day, he/she will have 1-hour OT Level 1 overtime.

» If an employee worked for 12 hours in a day, he/she will have 1-hour OT Level 2 overtime and 4
hours OT Level 1 overtime.

» If an employee worked for 14 hours in a day, he/she will have 1-hour OT Level 3 overtime, 3 hours
OT Level 2 overtime and 6 hours OT Level 1.

Rule Setting

The Rule Setting enables you to set the rules regarding employee's check-in/check-out.

Add Normal Timetable
Mame*

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

Clack-In Required®  Yes Clock-Out Required®  Yes

Allow Late-In= O Allow Early-Qut* 0
Minute(s) Minute(s)

Duplicate Punch Period{miny* 7

Minute(s)

Punch Interval Type* Rule Based

glgEEEEEEIEEE]E

nt
flex
flex2
Tim
Tim
Gene

Punch State Type® Mo Day Change Time*  00:00:00

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined time
range.

Allow Late-In/Allow Early-Out: This allows you to set the relaxation time for Late coming and Early going.

Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-
based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch
period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state like
check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based on the

time.

Day Change Time: Set the time when the day changes.
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Click Confirm after making the necessary changes.

Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.

Add Normal Timetable

Mame®

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

First Half (Check In Time) = = 090000 Second Half (Check In Time)*  14:00:00

Second Half (Check Qut Time) 720000
B

First Half (Check Out Time}*  13:00:00
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Add Flexible Timetable

Perform the following steps to add a flexible timetable:

Click Add Flexible Timetable.
Enter the required details in the appearing window as shown in the image below:

= easy Pr Personnel Device Attendance Access

v o =[]

& Bookmarks «

Payroll System

T Filters =

E [ (Check In Time)
Add Flexible Timetable X

Ix| b G
IE] a G
O Name* G
O G
= .

Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

Check-In"  00:00:00 Check-Out®  00:00:00 Cross Day(s) 1
Work Time* 480 WorkDay* 1.0

Work Type®  Normal Work

“Notice

1.All the cross-days setting is based on check-in.

Name: Enter the Flexible Timetable name.
Basic Setting

Check-In: Enter the time of check-in.
Check-Out: Enter the time to check-out.

Cross-Day: Some company’s Check-In and Check-Out falls on two different date. Suppose the Check-In is
at 11:00 PM and Check-Out is at 9:00 AM on next day. So, in this case we need to select Cross Day as 1.

Work Time: Enter the Total Worktime in minutes.
Work Type: Select the Work Type from the drop-down list.

Work Day: Enter the number of Working days. It refers to how many workdays are calculated for each shift.
If a value is set for it, the workday will be calculated according to the preset value. Otherwise, the workday
will be calculated according to settings in the attendance rules.

Click Confirm after making the necessary changes.
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Unscheduled Time Setting

This enables you to set the operation to be carried out when the and Check-Out is unscheduled. When the
Overtime is not set, then in the Normal and Flexible shift, whatever time falls after the defined Check-Out, is
considered as Unscheduled Time. So, for defining the Overtime, you need to define the Unscheduled Time.

A

Add Flexible Timetable

Name*

Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

Minimum Late Gut{min}* =
Minute(s)

Late Out® Do not calculate v

EEDEENED EDED EDEEDEP ED

nt
flex
flex
Time
Time

Late Out: When the employee leaves late, it can be processed in compliance with your company policy. You
can choose not to calculate it or consider as Normal Work or Normal OT or Weekend OT or Holiday OT. You
can also set the minimum time (in minutes) for Late Check-Out.

Minimum Late Out: This value is the minimum value to consider Late Out during attendance calculation.
Suppose we have set the value as 60 minutes, and the employee Check-Out 50 minutes after the defined

Check-out time, then it will not be considered during attendance calculation.

Click Confirm after making the necessary changes.
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OT Level Setting

In OT Level Setting, you can set the level of OT working hours.

Add Flexible Timetable

Mams*

Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

oT Level 1¢hrs)™
Hour(s)

OT Level™ lgnore

OT Level 2(hrsy OT Level 3thrs)* 0
Hour(s) Hours}

=

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.
OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.

Rule Setting

The Rule Setting enables you to set the rules for employee's check-in/check-out.

Add Flexible Timetable
Mame*
Basic Settings ~ Unscheduled Time Settings ~ OT Level Seftings  Rule Settings  Half Day Settings

Clock-In Required”  Yes Clock-Out Required”  Yes

Duplicate Punch Period{min)y* 7
Minute(s)

Punch Interval Typs*  Rule Based

Punch State Type* Multiple InfOut* Mo

Day Change Time™

oo JEEN

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined time
range.
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Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-
based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch
period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state like
check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based on the

time.

Multiple In/Out: If this is enabled, employees can check-in or check-out multiple times. The first check-in
and last check-out will be considered for attendance calculation.

Day Change Time: Set the time at which the day changes.
Click Confirm after making the necessary changes.
Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.

Add Flexible Timetable
Mame*
Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

First Half (Check In Time} = 200000 Second Half (Check In Time)®  14:00:00

Second Half (Check Out Time) o000
=

First Half {Check Qut Time)*  13:00:00

Edit a Timetable
Perform the following steps to edit an existing timetable:

s Click on the Timetable name or edit icon.
o Make the necessary changes and click Confirm.
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Delete a Timetable

Perform the following steps to delete a timetable:

Select the timetable and click Delete or click del icon ]ﬁ of the corresponding timetable.

On the appearing pop-up, click Confirm if you are sure to delete the timetable.

Assign Shifts

Shift Management helps you to streamline your workflow without affecting the company. The Shift option
enables you to add Break time, Shift Timings and Timetable to the Employees. There is a default shift from
9:00 to 18:00, which gets auto assigned to the newly added employees. So, the user can either create a new
shift and move the employees according to their requirement or modify the time in the default shift.

Please note, the user cannot delete this default shift but can change the time according to the business

requirement.

= easy [imePrc

® Rule

™M shift: 2
Break Time
Timetable

3
m Schedule

g Approvals

Holiday

Personnel

Shift

& Bookmarks ~

Add Delete

Shift Name

Device

T Filters =

Attendance 1

Timetable

HD1

General Shift

8 hours cross day shift

Test

cess

Unit

Week
Week
Week
Week

Payroll

b7

Cycle

¥

System

"D
Auto Shift
No

No

No

No

o e~

it

= Eb Eb &

The columns are described as follows:

Shift Name: Displays the name of the shift.

Timetable: Displays the timetable which is assigned to the shift.

Unit: Displays the unit of shift. It can be daily/weekly/monthly.

Cycle: Displays the repetition cycle of the shift.

Auto-Shift: Displays whether the auto-shift is enabled or not.
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Add a New Shift

Perform the following steps to add a new shift:

Click Add to add a new shift.
Enter the required details in the appearing window as shown in the image below:

= easy Pr Personnel Device Attendance Access Payroll

System

Auto Shift Weekend
Timetable Q °Unit’ Week o,de‘ 1
Name Check-In Check-Out Break Time Sun Man Tue Wed Thu Fri Sat

General Shift  09:30:00 18:00:00
8 hours cro...  06:00:00 05:59:00+

Test 09:00:00 03:00:00+ 6. Select the desired
HD1 18:00:00 06:00:00+! days

Total 4 Records 20 v

*Natice
1. Fill the shift on right side by selecting time table from left side or Fill weekend on right side by selecting Weekend,

2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.

Cancel

Q
I

Shift Name: Enter the Shift name.

Auto-Shift: It is useful when HR has to assign multiple shifts to an employee. In that case, the HR has to
schedule shifts for each day separately, but this function allows system to automatically select the shift from
different random shifts based on the employees’ punch timing.

For example, in a company:

Morning shift is 8 AM - 16 PM; (MS)
Afternoon shift is 16 PM - 23:59:59 PM; (AS)
Night shift is 00:00:00 AM — 8 AM. (NS)

Now, HR or Admin has assigned all these above shifts to an employee. Employee Clock-In at 8 AM & Clock-
Out at 16 PM, then while calculation, the system will automatically consider the Morning Shift for this
employee and it will be reflected in the report.
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Weekend: For defining a day as Weekend, select the Weekend checkbox, and then click on the Day name.

Weekend 1. Select the checkbox

Units  Week Cycle® 1

sun Man Tue Wed Thu Fri Sat

2. Then click on the desired day

To remove the weekend, follow as shown below:

Add

1. De-select the checkbox

shift Name* Auta Shift No Weekend

Timetable Q Unit*  Week Cycle® 1

Name Check-In Check-Out  Break Time sun Mon Tue Wed Thu Fri Sat

General 09:30:00 18:00:00 75 1 Weekend Weekend
hggctable 09:00-00 18:00:00 75
e 21:00:00 06:00:00°"
g0-00-00

2. Then select the Timetable

00:00:00°"

00:00:00*!

3. Then click on the desired day

Flexible1 00:00-00
Timetable: Select a timetable.

Unit: Select the time duration of the shift as Day/ Week/Month. E.g.: If the unit is a day, you can assign the
shift to a day. If the unit is week, you can assign a shift to a week. If the unit is month, you can assign a shift
to a month.

Cycle: It refers to the repetition interval of the shift. E.g.: If the cycle is 2 and the unit is week, a shift can be
assigned for 2 weeks.

Click Confirm after adding shift details.
Edit a Shift.

Perform the following steps to edit an existing shift:

o Click the Shift name or (& icon.
o Make the necessary changes and click Confirm.
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Delete a Shift.

Perform the following steps to delete a shift:

o Select the Shift and click Delete or click mf icon of the corresponding shift.
«  On the appearing pop-up, click Confirm if you are sure to delete the shift.

Schedule Shifts to the required Departments

The Schedule option enables you to set the predefined time frames to an employee/a group of employees
on the same shift.

The Department Schedule allows you to create a schedule for the employees in the same department.

asy Prc Personnel Device Attendance < 1 .ccess Payroll System

S |y

Rule
“ & Bookmarks~ Y Filters =

9 shit .
I Add Delete 7 " D M

Bf Schedule 2 Department Code Department Name Employee Count Shift Name Start Date End O)

Employee Schedule
Temporary Schedule
Schedule View

& Approvals

The columns are described as follows:

Department Code: Displays the Department Code to which the schedule is assigned.
Department Name: Displays the Department name to which the schedule is assigned.
Employee Quantity: Displays the number of employees in the Department.

Shift Name: Displays the Shift name which is assigned to the Department.

Start Date: Displays the starting time of the shift.

End Date: Displays the ending time of the shift.
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Add a Department Schedule
Perform the following steps to add a new department schedule:

Click Add to add a new department schedule.
On the appearing window, enter the required details as shown in the image below:

Pr Personnel Device Attendance Access Payroll System

W Q = | Department Schedule
= Start Date™  2020-06-01 End Date™ 2020-06-30 l Q !
[ Department o - -0
1. Click here i s
Shift Name Name Unit Cycle Auto Shift
Test Test Week 1 0
o 8 hours for cr... 8 hours cross... Week 1 0
Genra General Shift  Week 1 0
Testing1 HD1 Week 1 0
Total 4 Records 20 v
Cancel
T

Select the Department.
Enter the schedule start date and end date.
Select the Shift to assign a schedule.

Click Confirm.

Delete a Department Schedule

Perform the following steps to delete an existing department schedule:

Select the department schedule and click Delete or mf icon of the corresponding schedule.
On the appearing pop-up, click Confirm if you are sure to delete the Department schedule.
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How to import Department Schedule details.

Import function lets you add a new or update the existing Department schedule data to the Software.

Personnel Device Attendance Access Payroll System

Department Schedule

® Fule & Bookmarks~

‘ tD:
Import X

T Filters ~

Import File:* | Choose file | departments...Template.xlsx
B Schedule

Existing Data:* Overwrite

Sample Template: XDownload Template
A B C D

S.No Departme...  Shift Start Date End Date

1 10001 First Shift 2020-01-01 2020-01-31

2 10002 Second Shift 2020-01-01 2020-01-31

3 10003 Third Shift 2020-01-01 2020-01-31

Description

1. The header in file template is required
2. Department Id, Shift, Start Date, and End Date are required fields
3. All columns should be text format

Cancel

Import a new or update the existing Department Schedule details.

On the Department Schedule interface, click Import to import a new or update the existing
Department Schedule details in the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to browse and select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Department Schedule in the Software need to be updated with
the imported data.

Choose Ignore if the modification is not required for the existing Department Schedule on the
Software.

Click Confirm, to ensure and import the saved data file to the software.
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6.8  Schedule Shifts to the required Employees

Employee Scheduling ensures that the workflow is maintained by the employees during their scheduled
working hours.

asy Pr Personnel Device Attendance 1 ccess Payroll System

® Q = Employee Schedule

& Bookmarks ~ T Filters =

9 shift .
Delete Add Schedule Z S 9 M ~»

B Schedule Employee ID First Name Last Name Shift Name Start Date End Date

® Rule

10005 Michael - 8 hours for cross day shift 2020-06-01 2020-06-30
1 bishesh - Testing1 2020-06-01 2020-06-30

Testing 2020-06-01 2020-06-30
Testing 2020-06-01 2020-06-30
Testing 2020-06-01 2020-06-30

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the Employee.
Shift Name: Displays the shift name which is assigned to the employee.

Start Date: Displays the starting date of the shift.

End Date: Displays the ending date of the shift.
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Add an Employee Schedule

Perform the following steps to add an Employee schedule:

Click Add Schedule and enter the required details in the appearing window as shown in the image
below:

Device

~

Add Schedule

Employee

Employee ID

10005

r

70001
70002

Total 137 Records

Attendance

Access Payroll

System

Welcome admin

Start Date®  2020-06-01
Q 0[

End Date”

2020-06-30 ]

First Name Overwr...

bishesh

Michael Shift

jay

L Shift Name

rashmi

bharath Test

daya 8 hours for ...
Genral

zero

. Testing1
shanth
manish

Total 4 Records

Name
Test
8 hours cro...
General Shift
HD1

20

Unit

Week
Week
Week

Week

Cycle Auto Shift

0

0
0
0

Cancel

Employee: Select the Employee(s) from the list. The user can search for Employees using the search option
(search by Employee, Department, Area or Position) situated above.

Date: Select the Start Date and End Date of the schedule.

Overwrite Schedule: If you want to replace the schedule, select the overwrite schedule checkbox.

Shift: Select a shift from the list.

Click Confirm after entering the required details.
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« If you select the checkbox next to the employee, the corresponding schedule will be displayed as
shown in the image below:

= easy Personnel Device Attendance Access Payroll System Welcome admin

Employee Schedule

& Bookmarks T Filters =

® Rule
™ shift

Delete Add Schedule s D O o~ Tt

@ Schedule Employee ID First Name Last Name Shift Name Start Date End Date 2020-06-01 . 2020-06-20

10005 Michael - 8 hours for cross day shift 2020-06-01 2020-06-30
1 bishesh = Testing1 2020-06-01 2020-06-30

Testing1 2020-06-01 2020-06-30
TestingT 2020-06-01 2020-06-30

Testing1 2020-06-01 2020-06-30 _

06.0
Holiday 06.08Men
b OutDoor Manageme

061277
el

} Leave Management

@ Calculate Attendance
Total 5 Records

Delete an Employee Schedule

Perform the following steps to delete an existing employee schedule:

o Select the employee and click Delete or click del icon @ of the corresponding employee schedule.

o On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.
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How to import Employee Schedule details.

Import function lets you add a new or update the existing Employee schedule data to the Software.

aSy Pr Personnel Device Attendance Access
cihbocrd®

B Q = QTSI Employee Schedule

& Bookmarks ~ Y Filters ~

Payroll System

® Rule

Delete Import  Add Schedule 47 DM e Detail
Employee Id First Name Last Name Shift Name Start Date End Date

- General Shift 2021-01-27 2021-01-31
— — e e 2021-01-31
Import X 2021-02-28
2022-01-31
2021-02-28
2021-12-31
2021-12-31
2021-12-31
2021-12-31
2021-12-31
20211231
20211231
2021-12-31
2021-12-31
2021-12-31
2021-12-31
2021-12-31
Description S bl
1. The header in file template s required Al
2. Employee Id, Shift, Start Date and End Date are required fields 2021-12-31
3. All columins should be text format

2021-02-01 - 2021-02-28 Q

=
:
iz
2
o
2

B Schedule

Import File:* [ Choose file | No file chosen

Existing Data=* Ignore
Sample Template: &Download Template

A B < D
Employee Id  Shift Start Date End Date
10001 First Shift 2020-01-31
10002 Second Shift 2020-01-31
10003 Third Shift 2020-01-31

z
&

] D‘D ] o ] D‘D [ D‘[\ (o

S o v = s e e s 3
Lt

& G & & & G & & & G 6 & 6 B & 6 & B &

Cancel

Import a new or update the existing Department Schedule details.

On the Department Schedule interface, click Import to import a new or update the existing
Employee Schedule details in the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to browse and select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employee Schedule in the Software need to be updated with the
imported data.

Choose Ignore if the modification is not required for the existing Employee Schedule on the
Software.

Click Confirm, to ensure and import the saved data file to the software.
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6.9  Schedule Shifts temporarily based on Workforce.

A temporary schedule complements the existing schedule. It is usually scheduled for overtime, such as
overtime at night, overtime on weekends, overtime during holidays, and more.

asy Pr Personnel Device Attendance 1 ccess Payroll System

T Ry

& Bookmarks~ Y Filters =

Rule

™ shift

Delete Add Temporary Schedule

. ) ) -
@ Schedule 2 Employee Timetable 1D Start Time End Time Work Type

Department Schedule

chedule

Schedule View

& Approvals

The columns are described as follows:

Employee: Displays the Employee Name.

Timetable ID: Displays the Timetable ID which is assigned to the employee.
Start Time: Displays the starting time of the temporary schedule.

End Time: Displays the ending time of the temporary schedule.

Temporary Schedule Rule: Displays the rule which is applicable to the temporary schedule.
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Add a Temporary Schedule
Perform the following steps to add a temporary schedule:

o Click Add Temporary Schedule to add a new temporary schedule.
o Enter the required details in the appearing window as shown in the image below:

Add Temporary Schedule x
April 202

Sun Mon ue r i a
Employes 1D Fist Name — . porE YRS 2_Select the

?01 ;: Normal Work T[metab[e(s)
12345
70034

Employee Employes Q 0 Today < > TempSchedule Rule Active Temporary Schedu

Check-ln Check-Out

09:30.00 18:00:00
Timetable 09:0000 18:00:00
Timetable2 210000 05:00:00°
flext 00:00:00 00:00:00*"
flex2 00:00:00 00:00:00*"

flexa 00:00:00 00:00:00*1
1. Select the Flexiblel 000000 00:00:00°
Employee(s) testt 09:0000  18:00:00

flex 00:00:00 00:00:00*"
nt 09:00:00 18:00:00
Flex 09:00:00 23:00:00*1
Test (Flexible) 080000 22:00:00

Total 12 Records

Total 4 Records

3. Click on desired date(s)

m cancel

Employee: Select Employee(s) to assign a temporary schedule.
Date: The default date is the current date.

Temporary Schedule Rule: This Rule decides the priority or importance of the temporary schedule which
we are about to add.

o Active Temporary Schedule: This option will enable only this schedule to be in active state.
Another schedule assigned to the selected employee(s) will not be considered for the selected
period. And only this temporary schedule will be included in attendance calculation.

» Add Additional Schedule: This schedule will be added to the schedule already assigned to the
selected employee(s). The attendance data will include both the current schedule and the
temporary schedule.

Work Type: This is used to classify the work done during this Temp Schedule. If you are adding this schedule
to compensate a temporary change in shift, then you can choose Normal Work. If you are adding this
schedule for just Overtime, then you can choose from the OT options.

Timetable: Select a timetable for the temporary schedule from the list.

Click Confirm.

Notes: If the Temporary schedule rule is selected as an additional rule, the temporary schedule
overlaps with the existing schedule and the existing schedule will only be considered for
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attendance calculation. Multiple Timetables may be selected for a temporary schedule, but their
starting dates must not be the same.

Delete a Temporary Schedule

Perform the following steps to delete a temporary Schedule:

o Select the temporary schedule and click Delete or del icon ] click icon of the corresponding
temporary schedule.
o On the appearing pop-up, click Confirm if you are sure to delete the temporary schedule.

6.10 Set up the Attendance Report specifics

The Configurations option allows you to configure the settings for Reports. The Report Settings enables you
to configure the Display, function key settings, and the displayed report details.

Basic Display

The basic display settings facilitate you to set the Date format, time format and decide whether to display
the resigned employees.

. .asy' | : Pr Personnel Device Attendance 1 rroll System

L Welki—d Global Rule Client Details Schedule Planner Schedule Employee Department Rule

® Rule
Basic Display ozn Key Display Report ltems Display

Shift
Short Date Format®  yyyy-MM-DD Short Time Format* HH:mm
Schedule

Resign Employee Display® Yes
¥ Approvals

Holiday

® OutDoor Management

2} Leave Management E

Calculate Attendance

Transaction Report

Scheduling Report

Summary Report
& Configurations

Training Type

Function Key Display

A function key is a key on a terminal keyboard which can be programmed so as to cause an operating system
command interpreter or application program to perform certain actions. By default, below shown value are
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the default value. The Function Key display settings enable you to set function names for various function

keys.

Pr

® Q

Rule

Shift
Schedule
Approvals

Holiday

& OutDoor Management

=
=
=
-

Leave Management
Calculate Attendance
Transaction Report
Scheduling Report
Summary Report

Configurations 2

Training Type

Personnel Device Attendance 1 yroll System

Global Rule Client Details Schedule Planner Schedule Employee Department Rule

Basic Display Function Key Display o‘t lterms Display

Name
Check In
Check Out
Break Out
Break In
Overtime In
Owvertime Out
[

7

8

9

10

11
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Report Items Display

The Report Items Display Settings enables you to set the statistical rules and display units for various
attendance parameters.

Pr Personnel Device Attendance 1 yroll System

Global Rule Client Details Schedule Planner Schedule Employee Department Rule Break Time

Basic Display Function Key Display Report Items Display o

1D Name Minimum Unit Unit Round Off

™ Shift

Schedule
Duty Duration 1 Minute Round-Off
f GpmE BreakTime Duration Minute Round-Off
Holiday Unscheduled Minute Round-Off

Remaining Minute Round-Off
% OutDoor Management .

Late Minute Round-Off
) Leave Management Early Leave Minute Round-Off

Absence Minute Round-Off
Calculate Attendance
Leave Minute Round-Off

Transaction Report Overtime Minute Round-Off

- Miss In Minute Round-Off
Scheduling Report

Miss Out Minute Round-Off
Summary Report Present Minute Round-Off

%8 Configurations 2 Day Off Minute Round-Off
Weekend Minute Round-Off
Training Type Holiday Minute Round-Off

Half Day Minute Round-Off

Minimum Unit: It will define the output value of attendance parameter in report. The output value will
always be in the multiple of the Minimum Unit Value. E.g. if the minimum unit value is set as 1 for Early Leave,
and the actual value of Early leave is 100, the output value will remain same as 100 (Since 100 is a multiple
of 1). Now, if we change minimum unit value to 3. And the actual value is 100, then the output value will be
displayed as 99 (nearest multiple of 3).

Unit: Set the display unit for attendance parameter.

Round off: Select whether to round-off the attendance unit. The round-off method can be round-
down/round-off/round-up.

Round-down: Omit the decimal part smaller than the minimum unit.
Round-off: Count the minimum unit if the decimal part reaches half of the minimum unit.
Round-up: Count the minimum unit if the decimal part is smaller than the minimum unit.

Symbol: Set the symbol for each attendance parameter to display in the report.

Page |176 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

6.11 How to calculate Attendance

The Calculate option enables you to calculate the attendance for employees. To calculate the attendance of
an employee, perform the following steps:

o Select the department to calculate the attendance by selecting the corresponding checkbox as
shown in the below image:

€asy TimePre Personnel Device Attendance 1 sroll System

L Mol Global Rule Calculate
® Rule =4 Employee ID First Name Q, swrtDate 20191101 End Date 2019-11-29
Shift O Department Employee ID First Name Last Name Date of joining
1 sara sara 2019-11-29
HETEE 10888 Arthas 2019-11-29
2 test xyz 2018-11-28
FIETE 7000 test kst 2019-11-29
70001 Boopalan 2019-11-29
70002 Sankar 2019-11-29
70003 Sameer 2019-11-29
70005 lJiten 2019-11-29
7001 test1 2019-11-29
70015 Prathamesh 2019-11-29
7002 test2 2019-11-29
70029 Prasanth kumar 2019-11-29
7003 test3 2019-11-29
70034 Achal Abhishek 2019-11-29

2 Transaction Report 70037 Anjali 2019-11-29
7004 testd 2019-11-29

Holiday
@5 OQutDoor Management
O Leave Management
B Calculate Attendance

Calculate 3

o The employees in the selected department will be displayed.

o Select the employee and click m
o A pop-up will appear after calculating the attendance as shown in the below image:

Calculate

Employes ID First Name Q Start Dats  2020-04-01 End Date  2020-04-20 m
Department Area
Employee ID First Name Last Name Date of joifing Department. Position
2=
o001 Achal 201303 Development ava Developer
> O Testing 1 Asish test
O test ES 2013-03f1 Development
O Development Achal Abhishek 2015-0§23 Development bager
O Technical
O HRL
0O sales
0 test
O deptiz
oss .
0 Technical Writing 1. Select desired

2_Select period 3. Click to calculate

Employee(s) or All

’

— You can filter the employee by the employee ID or First Name.
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6.12 Set up Training for Employees

The Training Type option enables you to configure the training sessions which are given to the employees.
Add a Training Type

To add a training type, perform the following steps:

o Click Add to add a new training type. A window appears as shown in the image below:

P I Personnel Device Attendance 1 ol Systermn

Slokal Rule Calculate Training Type
& Bookmarks = T Filters =

Shift Add Dalele

B ehclule Iralming Mame 5 1y
= Approwvals
tay

O Ol Do Masagpemen|

- Leave Managernenl
Calculale Attendance
Trangaction Report
Scheduling Report

? Sumrisary Fegort

Contigurations

Training Name: Enter the Leave Name.

Minimum Unit: Enter the minimum day(s) or Hour(s) of training.

Unit: Select the unit of training days. It may be Minute/Hour/Working Day/HH: MM.
Round Off: Select whether to round-off the training.

Report Symbol: Enter the symbol for training which should appear in reports.

Click Confirm after making the necessary changes.
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Delete a Training Type

Perform the following steps to delete a training type:

Select the Training Type and click Delete or click del icon E of the corresponding training type.
On the appearing pop-up, click Confirm if you are sure to delete the training type.
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Holiday Management

The Holiday Management gives a wide range of flexibility to define global holidays and restricted holidays
which gives flexibility to the Employees and Management to selectively choose the holidays. It avoids
irregular processing errors and holiday entitlements.

The holiday management module further can be customized as per your business processes and you can
validate the number of leaves automatically from one department to another.

Further, Holiday Management helps the employees to view their number of leaves and create further plans
accordingly.

How to set up Location-based Holidays

Our Holiday Location interface facilitates you to set up the location-based holidays to your Employees in
different regions by specifying the geographical place.

On the Personnel module, click Organization, and then click Holiday Location to go to the Location
Interface.

za Sy Tl me P re Personnel < 1 Device Attendance Payroll System

o =

&% Organization < 2

& Bookmarks~ Y Filters ~

Department

Add Delete Personnel Transfer
Position Location Code = Location Name =
Area 100 8888
101 L190
Location €€ 3 102 Pune

& Employee Management

Approval Workflow -

#f Configurations

On this interface, you can create a new Location or a Sub-location, edit or delete the existing Locations or
the Sub-location, based on the necessity of the Organization.

Location defines your Organization territory and the service location whether geographically or by sector
such as “Head Office, Bangalore, India”, “Manufacturing,”, “Server Room, Dunedin”, “Development, India”,
“Marketing, Los Angeles”, “Sales, Seattle” and more.

A brief note about the columns displayed on the Location Interface

Location Code: Displays the unique code number of the Location.

Location Name: Displays the name of the Location.

Employee Count: Displays the total number of Employees in each Location.
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Creating a Location

Add function lets you create a new name for a Location or a Sub-Location with a unique Location Code.

Personnel Device Attendance Access Payroll System

Holiday Location

& Bookmarks

Y Filters =

Mmhrmr e N

Add
Location Code = Locatkgﬁ

t

[ ]

|:| 1 L‘x‘at.f"’_" Location Code* 4 E 24 @
iz blr | & mw
[ ]]3 Guntur_ Location Name* G @

Parent

2. Enter the
required details

Cancel

Create a New Location or a Sub Location name
On the Holiday Location interface, click Add to create a new Location or a Sub-Location name.
Enter a unique Location Code and the required Location Name.

On the Parent field, select the required Location name from the list to define as the Parent location if
creating a new name for a Sub location.

After entering the details, click Confirm to save and update the newly created Location or the Sub-Location
name.
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How to remove the created Location

Delete function lets you remove the existing data of the Location or the Sub-Locations from the list.

-

asy Pr Personnel Device Attendance Access Payroll Systernr

® Q Holiday Location

Organization

& Bookmarks ~

Y Filters =

. Delete  Personnel Transfer P D U e
i. Location Code + Location Name + Parent Employee count Resigned Count
! | e il
1 Locati= | = e 24 '@
2 bir Prompt & 1w
3 Guntur @ '@

Are you sure you want to delete the selected 1

item?

Delete the existing Location or a Sub location
On the Location interface, select the required Location or the Sub-location data from the list.
Click Delete, to delete the selected Location or the Sub-location data.

Click Confirm, to ensure and delete the selected Location or the Sub-Location data from the list.
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How to move Employees between Locations

Personnel Transfer function lets you transfer the existing Employees from another Location or the Sub-
Location to the specified Location or the Sub-Location based on the Organization system.

Only one Location or a Sub-location can be selected at a time to modify.

70034 Achal Aphishek Development

20 ¥ Total 4 Records 1 | page |SNTLY

Manage and modify Employees Locations

On the Location interface, select the required Location or the Sub-location from the list to move in the
Employees.

Click Personnel Transfer to transfer the required Employees into that selected Location or the Sub-
Location.

On the Personnel Transfer window, select the required Employees from the list displayed on the left.
The selected Employees information will reflect on the right side of the Adjust Employee window.

Use the Department drop-down list or the Search option (search by Employee name or Employee ID) to
search for Employees.

Click Confirm, to ensure and adjust the Employees to the selected Location or the Sub-location.
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7.2 Advanced Holiday Scheduling

The holiday option enables you to set the attendance framework for holidays. You may allocate holidays to
specific departments together with the Overtime levels.

asy Pr Personnel Device Allendance 1 rall Syslem

Shotal Rule Calculate Traiming Type Haoliday
& Bookmarks = T Filters =

Add [elete
Marme:

The columns are described as follows:
Name: Displays the Holiday Name.

Location: Displays the location to which the holiday is applicable. Because the holiday may vary for each
location.

Start Date: Displays the starting date of the holiday.
Duration: Displays the holiday duration.

Working on Holiday: If an employee works during the defined holiday, it can be ignored or moved to
overtime. It displays the stated option.

Add Holiday
Perform the following steps to add a holiday:

o Click Add to add a holiday.
o Enter the required details in the appearing window as shown in the image below:
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P I Personnel Device Attendance 1 roll System

Global Rule Calculate Training Type Haoliday =
& Bookmarks~ T Filters =
.Mdote
B | | Name Location Start Date Duration(Day) Working On

None

Add =
Mame* Locatian ——mmeeeeee
Start Drate*  2018-11-2% Curation(Dayl* 1
‘Working On Holiday®  Move To Holiday OT OT Lewel 1% O
OTLevel2* O OT Level 3 O
LConlirm Cancel

Name: Enter the Employee name.

Holiday Location: Select the corresponding Location where this Holiday is applicable.

Start Date: Enter the start date of the Holiday.

Duration: Enter the duration of the holiday: E.g.: 1 day.

Working on Holiday: Select if you want to consider this worktime as overtime or normal work time option.
OT Level 1/0T Level 2/0T Level 3: By default, the values are 0, that means OT levels are not defined here.
If you follow overtime calculation on level basis, then you can provide the values here or else leave it default
as 0.

Click Confirm after entering the required details.

Edit a Holiday

Perform the following steps to edit a holiday:

Click the name of the holiday or edit icon.
Make necessary changes and click Confirm.

Delete a Holiday

Perform the following steps to delete a holiday:

Select the holiday and click Delete or click del icon T of the corresponding holiday.
On the appearing pop-up, click Confirm if you are sure to delete the holiday.
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Payroll Management

Payroll Management system efficiently manages the financial records of the employees. This keeps track
of all information related to payroll such as Salary calculation, Bonus, Deduction, Loan, Reimbursement, and
more.

The organization’s financial stability will be enhanced as it streamlines and centralizes the payroll method.

Manages
Employee Profile

Calculates
Detailed Report Leaves,
generation Overtime,
Allowance
Payroll
Salary
calculation M d nagem ent Calculates
based on Bonus,
Attendance Deductions
parameters

Maintains Loan
Details, Salary
Advance,
Reimbursement
Details

Defines Payroll
Structure

Advantages of Payroll Management

Automated payroll system
Extensive reporting features
Timesaving

Cost-effective

Process optimization

Ensure security of Employee data
Reduces the burden of compiling
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Configuring Payment details of an Employee

The Employee Profile displays the financial details of employees.

E:asy Tim e Pr@ Personnel Device Attendance Payroll 1 stem

L "We W=l Employee Profile

o EpLeEs il 29 & Bookmarks~ T Filters ~
Employee Profile 3
& =&

= Formula ) Department Employee ID First Name Last Name Department Payment Cycle

sara sara Department Monthly
sarada - Department Monthly
ClarissaThomas - Department Monthly
Poornima - Department Monthly
Vasanthi - Department Monthly
Department Monthl

Extra Funds

& Payroll Structure

£ Loan

The columns are described as follows:

Employee ID, First Name, Last Name, Department: Details of the employee.
Payment Cycle: Payment period of the employee.

Bank Name: Bank Name where the employee holds the account.

Account Number: Bank Account Number of the employee.

Edit an Employee Profile

This employee profile is generated after we add Employee Payroll details here.

Perform the following steps to edit an employee profile:

]

—
o Click the Employee ID or = icon.
» A window appears as shown in the image below:
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Personnel Device Attendance Payroll 1 stem
o

Edit

Payment Cycle  Monthly ~ Payment Mode  Cash

Bank Name Account Number

Agent D Agent Account

Payment Cycle: Select the payment period. The monthly cycle is currently supported.
Payment Mode: Select the Payment mode. It could be Cash/Cheque/Bank Transfer.
Bank Name: Enter the name of the bank where the employees have their accounts.
Account Number: Enter the number of the bank account.

Click Confirm after entering the payment details.

8.2 Personalizing Salary Components

Formula enables you to add predefined calculation structure for Leave, Deductions, Overtime, Exceptions
such as Absent, Late arrival, Early going, and more. These formulas are helpful in calculating the salary of
employees.
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Overtime Formula

The Overtime Formula allows you to define a formula to calculate the amount to be paid for the overtime
worked by the employee.

asy'"' | Pr Personnel Device Attendance Payroll 1 tem

L W N Employee Profile Cvertime Formula

¥ Employee Profile v & Bookmarks~ T Filters =

= Formula P Add Delete

Name Overtime Level

OT Level 2
Exception Formula OT Level 1

Leave Formula
Formula

ion Formula

The columns are described as follows:

Name: Name of the overtime formula.

Overtime Level: Overtime level to which the formula is applicable.
Formula: Displays the defined overtime formula.

Remarks: Remarks for the formula.
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Add an Overtime Formula
Perform the following steps to add an overtime formula:
Click Add to add a new overtime formula.

A window appears as shown in the image below:

Personme] Deanoe Aftendance Fayrall System

Employes Profile « Owvertime Formula - Esception Farmil - Leave Forrmuld .

& Boolmarcs = T Fifters -

| MKame Chvertime Level Formula
OF Lewsd 2 OT Lewl 1 1000 O 0T T+ (0T}
O Lewid | OT Lewil 1 4100001 *[OT1}
Add "
Mame

Chertime Level® O Level 1

Formule T F
OT Level 2
Remaris | OT Lewvel 3
Hoemal OT
Weskerd OT
Holiday OT

O F n ¢ Toaal 7 Records 1 n:rm

Name: Enter the Name of the Overtime formula.

Overtime Level: Select the Overtime level.

Formula: To enter the formula, click @ icon. Click the respective buttons in the calculator to define the
formula.
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Calculator *

Input

K3 K3 KN BN N
BN KN BN BB
EN Kl Kl = e
N KN Bl KN EcTE
== Kl BN A B

Remarks: Enter the remarks for the formula.
Click Confirm after defining the overtime formula.
Exception Formula

Exception formula allows you to define a formula to deduct the amount from employee's salary in case of
any exceptions such as late arrival, early going, absent, and more.

Add an Exception Formula
Perform the following steps to add an exception formula:

s Click Add to add a new exception formula.
A window appears as shown in the image below:
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Personnel Device Attendance Payroll 1 stem

Employee Profile - Overtime Formula Exception Formula

& Bookmarks ~ Y Filters ~

= Formula 2 Add Qte
SvemeEomu | | Exception Name Exception Type

on Formula None
Leave Formula
Add X
ce Formula
Exception Name*
Deduction Formula
Exception Type® Late
(@ Exira Funds
Formula* ﬁ

& Payroll Structure

Remarks

Reimbursement

Calculation

Cancel
Report

Name: Enter the Name of the Exception formula.

Exception Type: Select the Exception Type.

Formula: To enter the formula, click @ icon and define the exception formula.
Remarks: Enter the remarks for the formula.

Click Confirm after defining the exception formula.

Leave Formula

Leave formula allows you to define a formula to deduct the amount from the employee's salary for the leave
taken which is unpaid.

Add a Leave Formula
Perform the following steps to add a new leave formula:

Click Add to add a new leave formula.
A window appears as shown in the image below:
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Personnel Device Attendance Payroll 1 stem
Employee Profile QOvertime Formula Exception Formula Leave Formula =
& Bookmarks ~ Y Filters ~
= rormula < 2 Add 9:9
vertime Formula | | Leave Name Leave Type
||| sick leave Sick Leave
ion Formula
3
ce Formula Add X
Deduction Formula Leave Name*
Extra Funds Leave Type® -
% Payroll Structure Formula’ ﬁ
Remarks
“
Reimbursement
Calculation
. Cancel

Name: Enter the Name of the Leave formula.

Category: Select Leave Type.

Formula: To enter the formula, click i icon and define the leave formula.

Remarks: Enter the remarks for the formula.

Click Confirm after defining the leave formula.

Allowance Formula

Allowance Formula allows you to define a formula to add incentives/allowances to an employee's salary.
Add an Allowance Formula

Perform the following steps to add a new allowance formula:

Click Add to add a new allowance formula.
A window appears as shown in the image below:
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a Sy P I Personnel Device Attendance Payroll 1 stem

L “Welkd Employee Profile Overtime Formula - Exception Formula Leave Formula Allowance Formula ~
& Bookmarks~ T Filters ~

= Formula 2 Add

| Allowanc@Name Formula

None

Add x

Allowance Name*

Formula* @

Remarks

Cancel

Name: Enter the Name of the Allowance.

Formula: To enter the formula, click @ icon and define the allowance formula.
Click Confirm after defining the allowance formula.
Deduction Formula

Deduction formula allows you to define a formula to deduct an amount from an employee's salary for loan
or to repay salary advance.

Add a Deduction Formula
Perform the following steps to add a new deduction formula:

Click Add to add a new deduction formula.
A window appears as shown in the image below:
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asy' Pr Personnel Device Attendance Payroll 1 stem

L Mo W=l Employee Profile - Overtime Formula Exception Formula Leave Formula = Allowance Formula = Deduction

& Employee Profile v

& Bookmarks~ Y Filters ~
= Formula 2 Add
Overtime Formula || Deduction Name Formula

Exception Formula None

Leave Formula

Add X
ance Formula

Deduction Name*

Formula* @
Extra Funds

Remarks
Payroll Structure

Loan

Reimbursement

Calculation

Name: Enter the Name of the Deduction.

Formula: To enter the formula, click @ icon and define the deduction formula.

Click Confirm after defining the deduction formula.

Employee Hikes, Appraisals and Salary Advance

Extra funds may be the bonus granted to the employee. An employee can also take salary advance which
will be deducted from his next month's salary.

Bonus

This option enables you to add bonus details to the employee.
Add Bonus Details

Perform the following steps to add bonus details:

Click Add to add bonus details.
A window appears as shown in the image below:
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P]‘ Personnel Device Attendance Payroll 1 stem

Employee Profile - Bonus

& Bookmarks~ Y Filters ~

=z TE U add 4 ]

. Add X
Extra Funds [] Employee
Department Employee Q Selected 0
3
Employe... First Name Last Name Department Employe... First Name + Last Name +
1 é sara sara Testing
B 10 arpita Department None
AT 10889 Arthas Testing
11 vijay Department
12 asin Department
13 akshay Department
14 Jjustin Department
- . 15 kate Department
Reimbursement
16 madhu Department
Calculation 17 Joshua Department
18 madhu Department
10 kata Nanartmant
Report
20 v Total 81 Records > RN Confirm
% Configurations
Amaunt* ssue Time*®
Remarks
P
‘Confirm Cancel |

Employee: Select the employee to add bonus details.

Amount: Enter the bonus amount.

Issued Time: Enter the time of issuing the bonus.

Remarks: Enter the remarks for the bonus.

Click Confirm after entering the required details.

Salary Advance

The Salary Advance will be issued to an employee in case of any emergency or necessity. It will be deducted
from the employee's next month's salary. This Salary advance option enables you to add the advance
amount to the employee's salary.

Add Salary Advance Details

Perform the following steps to add a salary advance amount:

Click Add to add a salary advance.
A window appears as shown in the below image:
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Formula

Extra Funds

Loan

Salary Advance

Employee: Select the employee.

Personnel Device Attendance Payroll 1 stem
Employee Profile Bonus < Salary Advance
& Bookmarks ~ Y Filters ~
Add o J
i Add X
|| Employee ID
Department Employee Q Selected 0
Em] e... First Name Last Name Department Employe... First Name + Last Name +
sara sara Testing
10 arpita Department Nane
10889 Arthas Testing
11 vijay Department
12 asin Department
13 akshay Department
14 justin Department
15 kate Department
16 madhu Department
17 Joshua Department
18 madhu Department
10 Lata Nanartmant
20 v Total 81 Records > 1 | Page m
Amount* 0 Issue Time* 0
Remark
#
‘Confirm Cancel
S

Amount: Enter the advance amount issued to the employee.

Issue Time: Select the issuing time of salary advance. When this date is set, the advance will be added to
the salary for the selected month. The advance amount will be deducted from the employee's next month's

salary.

Remarks: Enter the remarks for the advance amount.

Click Confirm after entering the required details.
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Define Payroll Structure

The payroll structure plays a vital role in the calculation of Employee salary and compensation. It helps in
the mitigation of manual errors in salary calculation.

Za Sy Ti me P re Personnel Device Attendance Payroll 1 stem

L WMo W=l Employee Profile Overtime Formula

Exception Formula Leave Formula Allowance Formula

) EreEeiEe bd & Bookmarks~ T Filters =

= Formula

& =& Add Delete
[8] Extra Funds O Department Employee ID First Name Last Name Department Basic Salary Effective Date Crea
2 test HYZ Department  10000.0 2019-08-01 2019

 Payroll Structure 2

Payroll Structure 3

£ Loan

Calanr Advance

Add Payroll Structure
Perform the following steps to add a new payroll structure:

Click Add to add a new payroll structure.
A window appears as shown in the image below:

Personnel Device Attendance Payroll 1 'em

Employee Profile Overtime Formula Exception Formula Leave Formula Allowance Formula Deduction Formula < Bonus Payroll Structs

& Bookmarks ~ Y Filters =

Formula

& =&

& Extra Funds O Department

& Payroll Structure

Department Employee Q Selected 0
Employe... First Name Last Name Department Employe... FirstName +  Last Name +
1 sara sara Department
10889 Arthas Department None
2 test Xz Department
7000 test ksr Department
70001 Boopalan Department

20 v m 2 > Total 32 Records

Remark
Basic Salary* Effective Date™
%
Overtime Exception Leave Increase Deduction
& A v

v OE=overtime Formula (0/2)
> OCI0T Level 1 (0/1)
> OCoT Level 2 (0/1)

-_@ﬁﬁ‘i Cancel
S

Employee: Select the employee to add a payroll structure.

Basic Salary: Enter the basic salary of the employee.
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Effective Date: Select the effective date of the new salary structure.

Formula: Select the Overtime/Exception/Leave/Increase/Deduction Formula set here according to the
employee's attendance and compensation by selecting the respective checkboxes.

Click Confirm after entering the required details.

Apply custom Deductions
Deductions can be made from the employee's salary for attendance exceptions or loan repayments.
Loan
The loan option enables you to add the details of the loan taken by an employee.
Add Loan Details
Perform the following steps to add new loan details:

Click Add to add a new deduction structure.
A window appears as shown in the image below:

- - -

Department Employee Q Selected
Employee ... First Name Last Name Department Employee ... First Name Last Name
1 bishesh Department
10005 Michael Department =
- 5 e =
1001 jay Department "
1002 rashmi Department E!”“
1003 bharath Department
1004 daya Department
1005 zero Department
1006 shanth Department
1007 manish Department
2 Department
3 Department
20 v~ Total 137 Records > 1 Confir
‘a"sta\\ment Cycle® 1 Month osyment Per Installment
Remark
| Confirm cancel [
|

Employee: Select the Employee.
Loan Amount: Enter the loan amount given to the employee.
Issued Date: Enter the loan issued date.

Instalment Cycle: Enter the number of instalments. It can be from 1 to 12 periods.
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Payment per period: Enter the amount that has to be repaid by the employee in each instalment.
Remarks: Enter the remarks for the loan amount.

Click Confirm after entering the required details.

Extra Deduction

This option allows you to add the deduction details for the employee.

Add Extra Deduction Details

Perform the following steps to add deduction details:

Click Add to add deduction details.
A window appears as shown in the image below:

Employee: Select the employee to add deduction details.
Amount: Enter the amount to be deducted.
Issue Time: Enter the time to deduct the amount.

Remarks: Enter the remarks for the deduction.

a Sy P]‘ Personnel Device Attendance Payroll 1 tem

L “Wel—ll Employee Profile Overtime Formula Exception Formula Leave Formula Allowance Formula Deduction Formula Bonus Pa

‘::' Employee Profile n

& Bookmarks Y Filters

= T M Add o e ‘ ]
L Add X
(@] Extra Funds 2 - [ | EmployeeD

Department Employee Q Selected 0
Employe... First Name Last Name Department Employe... First Name + Last Name =
1 sara sara Department
10889 Arthas Department None
2 test XyzZ Department
7000 test ksr Department
70001 Boopalan Department
70002 Sankar Department
70003 Sameer Department
70005 Jiten Department
7001 testl Department
70015 Prathamesh Department
7002 test2 Department
TFNN20 Dracanth liimar Nanartmant

20 ¥ Total 32 Records > 1 | Page _g)_f_[_‘

Amaount* Issue Time*

Remarks

4
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Processing Reimbursements

Reimbursement is the repayment for work-related expenses. The reimbursement option allows you to add
the repayment details to an employee.

Allowance Type

The Allowance Type facilitates to define the category of allowances applicable to the employees in
your company.

Pr Personnel Device Attendance Access Payroll 1 ystem

Allowance Type

& Bookmarks

Y Filters =

| Allowance code | Allowance Name

L Y Add x B

Allowance code™

Allowance Name™:

4. Enter the
details

Reimbursemen

Cancel

Enter the Allowance Code and Allowance Name. Then click Confirm.
Edit an Allowance Type
To edit an allowance type, perform the following steps:
Click the Allowance Type you want to edit or click Edit icon.
Edit the fields namely Allowance Code and Name.
Click Confirm after making necessary changes.

Delete an Allowance Type
To delete an allowance type, perform the following steps:

Select allowance type which you want to delete and click Delete.
Click Confirm to delete the allowance type.

Purpose of Reimbursement

The reimbursement purpose states the scope of the reimbursement procedure that can be utilized to
issue the reimbursements.
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easy TimePre Personnel Device Attendance Access Payroll < 1 ystem

Employee Profile

& Bookmarks ~ T Filters =

Formula Add Delete

Extra Funds Purpose code Purpose Name

oD
Payroll Structure

Loan

Salary Advance

Reimburseme: 2

Allowance Type

Reimbursement r

Add a Reimbursement Purpose
Perform the following steps to add a reimbursement purpose:

Personnel Device Attendance ccess Payroll

& Bookmarks ~

Y Filters =

o
|:| Purpose code | Purpose Name
liiins
Y Add x B
Purpose code™:
Purpose Name™:
Reimbursement Cancel
2. Enter the N—— :

details

Click Add to add a new reimbursement type.
Enter the Purpose Code and Purpose Name.
Click Confirm after entering the required details.

Edit a Reimbursement Purpose
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You can edit a reimbursement purpose by incorporating the following steps:
o Click the Reimbursement purpose you need to edit or click the Edit icon.
e Edit the required details.

Click Confirm after entering the required details.

Delete a Reimbursement Purpose
To delete an allowance type, perform the following steps:

o Select the Reimbursement Purpose which you want to delete.
o C(lick Delete. On the appearing pop-up, click Confirm.

7.7.3 Reimbursement Details
Perform the following steps to add reimbursement details:

o Click Add to add reimbursement details.
A window appears as shown in the image below:

Add X
Department Employee Q Selected 1

Employee ... First Name Last Name Department Employee ... First Name Last Name
1 bishesh Department 1 bishesh

10005 Michae Department

1001 Jay Department

1002 rashmi Department

1003 bharath Department

1004 daya Department

1005 ZEFO Department

1006 shanth Department

1007 manish Department

2 Department

3 Department

P

20 ~ Total 137 Records > 1 Page m

Amount® Additional Employee  ----------

Employee: Select the Employee.
Amount: Enter the reimbursement amount which is to be issued to the employee.

Additional Employee: Use this option if you need to keep a record of another employee who all were
included in the expenses. This is just for reference.
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Reimbursement Time: Select the reimbursement time. When this is set, the amount will be added while
calculating the salary of the selected month.

Reimbursement Receipt: Upload the receipts and bills which are to be considered for reimbursement.

Remarks: Enter the remarks for the reimbursement amount.

’

— The file formats can be JPG/JPEG/PNG/BMP.
Click Confirm after entering the required details.

Note: When an additional employee is added, this interface does not include any calculation to divide the
amount between the employees. This can be used as a reference only.

Approve/Reject a Reimbursement request
To Approve/Reject a Reimbursement request, perform the following steps:
Reimbursement Pa.vyroll Structure

& Bookmarks ~ Y Filters m

 Add Delete “g Approve/Reject 3. Select the

- Employee ID  First Name LastName Department c status

Status®: Approved

Department  Test
Remarks:

1. Select the
reimbursement

Reimbursement

Cancel

S0 fotalit Becatde || Page

Select the reimbursement which you need to approve/reject and then click the
Approve/Reject button.
In the appearing pop-up, select the status as Approve or Reject.

Then, click Confirm.

Edit a Reimbursement

To edit the existing details of a reimbursement, follow the below given steps:
Select the reimbursement which you need to edit and click the Edit button.
Edit the necessary details and click Confirm.

Revoke a Reimbursement
To revoke a reimbursement request, perform the following steps:
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to revoke

& Bookmarks ~ Y Fily

3. Enter the
revoke reason

Revake

! Employee ID First Namel)
- Il | ACHAL

Revoke Reason®

E MEeReimbursementbilldsx

1. Select the
reimbursement

Reimbursement

Cancel

G |20 | < - » Total 1 Records 1 | Page

Select the reimbursement request which you need to revoke.
Click the Revoke button.
Enter the reason to revoke and click Confirm.
Delete a Reimbursement request
To delete a reimbursement request, perform the following steps:
Select the reimbursement which you need to delete.
Click the Delete button.
On the appearing pop-up, click Confirm to delete the reimbursement.

Employee's salary calculation
The Salary Calculation option enables you to calculate the salary for the employees.
Perform the following steps to calculate the salary:
Select the department on the right side of the interface to calculate the salary for a particular

department. The employee list will be displayed.
Select the employee and click Calculate.
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Qasy TimePre Personnel Device Attendance Payroll 1 stem

Employee Profile Salary Advance Salary Calculation
Employee Profile Z=a Employee ID First Name Q Select Date  2019-11

(& Department
[ Testing

Formula Employee ID First Name Last Name

10 arpita 2019-12-02
1 vijay 2019-12-02
12 asin 2019-12-02
13 akshay 2019-12-02
14 Justin 2019-12-02
15 kate 2019-12-02
16 madhu 2019-12-02
17 Joshua 2019-12-02
18 madhu 2019-12-02
19 kate 2019-12-02
20 ironman 2019-12-02
21 leopold 2019-12-02
22 hugh 2019-12-02
23 mag 2019-12-02
(v 24 hale 2019-12-02

25 apple 2019-12-02
&% Configurations 26 arpita 2019-12-02

Extra Funds 0 ey
Payroll Structure

Loan

Salary Advance

Reimbursement

Calculation

— The payroll structure must be added to an employee before calculating the salary.

» The message "Calculation Finished" on the screen denotes that the salary calculation is completed
for all the employees. You can also select a particular employee from the department to calculate
the salary.

easy TimePre Persannel ¥ Attendance Payrall Systern Walcame admin

W Q Salary Calcudation
Emplayee 1D Fiest Marne Q, seeanse 20190 [ catculats

Empicyoe 10 First Name Last Mame: Date af joining Department
3 O #min i robin chen 20131003 Manager
O Devalapar Loki 3 201%-05-10 Manager
] Tast Dasartmant w5 #in 20131015 Manager
O e = akshay 2015-10-15 Manager
Justin 21018 Kunager
kate: 20121018 Manager
madhu 201%-10-15 Manager
ks 201510-15 Manager

akshiy 2015410415 Manager
bal 2me-10-15 Manager
cat 208-10-15 Manager
dog 201310-15 Manager

slopha 2191015 Manager
Iisnr @ Calodation Finished 2012410415 Mma;cr
keecrean, 21015 Manager
erpita 201%-10-15 Manager
vy 20454045 Manager
asin 05015 NManager
aishay 11015 Nanager
Justin 20181015 Manager

» You can also select the month to calculate the salary.
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1. Click here to select
the month

. Calculate

B

Department  Area

Emplayee ID First Name Q,  selectpate| 2020F |

Employes ID First Name Last Nams &« 2020 » Position
& =&
001 Achal nt Java Developer
Asish

12345 tH Jan Feb Mar

70034 Achal Abhishek

» O Testing
O test
O Development
O Technical
O HRL
O Sales
O test
O deptiz
oss Sep Oct Nov Dec

[<[<]< <]

Manager

May Jun Jul

. Select

O Technical Writing

| clear | Mow | confim |
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Setting up Attendance Parameter for Payroll

Configurations allows you to set the payroll parameters.
Payroll Setting
In Payroll settings, you can set the attendance parameter unit. It is linked to our Attendance Module, and

while calculation this unit will be considered. In the report section you can view the Attendance parameters.
The attendance unit can be set as Hour/Minute.

casy [imePre Personnel Device Attendance Access Payroll 1 stem
vam
Employee Profile
Attendance Hour o

_ Parameter Unit
Formula

Extra Funds

Payroll Structure

- I

Loan

L

Salary Advance

(o

Reimbursement

Calculate Payroll

Report

8 & B

Configuration 2

3

Access Control Setup

The Access control module enables the user to perform various operations such as door settings, device
commands, setting holidays in devices, assigning user groups, access combinations, and other access
related privileges. The Access Control module regulates the user access within the organization which is the
critical factor while considering the safety of the organization. To use these functions, the users must install
devices and connect them to the networkfirst, then set corresponding parameters, so that they can manage
devices, upload access control data, download configuration information, output reports and achieve digital
management of the enterprise.
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Restricts
unauthorized
access

Access
Control

9.1 Device Configuration for Access Control

Initially, you need to add an access device, then set the communication parameters of the connected
devices, including the system settings and device settings. When the communication is successful, you can
view here the information of the connected devices, and perform remote monitoring, upload, and
download operations etc.

Once the device is added successfully, you can view here.
Pr Personnel Device Attendance Access 1 ayroll System Welcome zkservice in..

& Bookmarks~ Y Filters ~

Open Door Cancel Alarm Set Parameter S S D O

Serial Number Device Name  Status Door Lock Delay  Door Sensor Delay  Door Sensor Type  Door Alarm Delay  Retry Times To Alarm  Valid Holidays

CIHW201260363 | Auto add [ 10 10 Normal Clese(NC) 30 3 No

The fields are described as follows:

Serial Number: This displays the Serial Number of the device.
Device Name: This displays the Name of the device.

Status: The status of the device whether it is enabled or disabled.
Door Lock Delay: The delay time to lock the door (in seconds)

Door Sensor Delay: The delay time to enable sensor if the door is not locked (in seconds)
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Door Sensor Type: The type of sensor connected to the door

Door Alarm Delay: The Door alarm delay displays the time after which the alarm will be triggered because
of an exception.

Valid Holidays: Displays whether holidays are applicable to the device.

Door Configuration

The Open Door feature enables to open the door which is connected to the Access Controller without
locking.

1

= easyTimePr-: Personnel Device Attendance Access

o=

& Devicel 2 -

ayroll System Welcome zkservice_in... Q) - ||

& Bockmarks ~

T Filters =

3 Open Door el Alarm Set Parameter Z S D M A =
Serial Number Device Name  Status  Door Lock Delay  Door Sensor Delay  Door Sensor Type  Door Alarm Delay  Retry Times To Alarm  Valid Holidays

B C/HW201260363 | Auto add Q@ 10 10 Normal Clese(NC) 30 3 No =

4. Select the Prompt %
desired device

Are you sure to unlock of selected device(s)?

o c Gt

Select the required device and click Open Door.
In the appearing prompt, click Confirm to open the door.

Alarm Configuration

The Cancel Alarm feature is used to disable the alarm of the door associated with the selected device. If
this feature is disabled, the alarm will not be triggered if the door is left open.

Pr Persennel Device Attendance Access 1 yroll System Welcome zkservice in..

Device

& Bookmarks~

Y Filters +

Open Door Cancel Alarm arameter S S 9 0O -~ =
Serial Number Device Name  Status Door Lock Delay  Door Sensor Delay  DoorSensor Type  Door Alarm Delay  Retry Times To Alarm  Valid Holidays.
CJHW201260363  Autoadd ) 10 10 Normal Close(NC) 30 3 No =

Prompt X
4. Select the

desired device Are you sure to unalarm of selected device(s)?

o( Cancel
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o Select the required device and click Cancel Alarm.
¢ Inthe appearing prompt, click Confirm to cancel the alarm.

9.1.3 Edit Device Details

The Set Parameter feature is used to set the access control parameters of the device. You can set the
following device features:

* Access Control parameters

* Duress parameters

* Anti-Passback features

Pr Personnel Device Attendance Access 1 ayroll System Welcome zkservice._in...

® Q =| beie |
4. Select either to set the

& Bookmarksw Y Filters + device parameters

Open Door Cancel Alarm Set Parameter
Serial Number Device Name  Status Door Lock Delay ~ Door Sensor Delay  Door Sensor Type  Door Alarm Delay
Auto add ] 10 10 Normal Close(NC) 30

3. Select the
desired device

Access Control Parameters

Pr Personnel Device Attendance Access 1 yroll System

Edit

. ) ) 7. Enter the details
Serial Number ice N Access Control Options Duress Options Anti-PassBack Setup
CIJHW201260363 0

Door Lock Delay* 10 Door Sensor Delay* 10

10 Second(s] 1 - 255 Second(s)

Door Sensor Type*  Normal Clese(NC) Door Alarm Delay* 30

NC Time Periad” NO Time Period® 0

Timezone Number(0 - 50

Retry Times To Alarm” Verify mode by RS485°  Fingerprint/Card

Valid Holidays  ho Speaker Alarm

@ < 5 Total 1 Records Click here to confirm

Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).
Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).

Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO), Normal
Close (NC) and None.
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Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period. The range is 0-50.
NO Time Period: Set the normal open time period. The range is 0-50.

Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value range
is 1-9 times), an alarm will be triggered. If there is no pre-set value, an alarm will be triggered after a failed
verification.

Verify mode by RS485: Select the verification mode by RS485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the pre-set holiday
time period. Disable this button to apply the NC or NO time period to the holiday.

Speaker Alarm: When it is enabled, the buzzer will raise an alarm when the device is dismantled.

Click Confirm after entering the required details.

Duress Parameters

The Duress option is used at the time of emergencies. Initially, it is required to register the duress
fingerprint/password on the access control device before using this feature.

Edit X

Access Control Options  Duress Options  Anti-PassBack Setup

Enable or disable the
desired features

Duress Function {

Alarm on TN Match (§

Alarm on 1:1 Match

PR Alarm Delay* 10
Alarm on Password ) e

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any registered
fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any registered
fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user performs the password verification method, the alarm will
be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).
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Anti-Passback options

Edit Select the desired option X

Access Control Options Duress Options Anti-Pas Setup

Anti-PassBack Mode™ | In Anti-passback Door Direction®  Out

Mo Anti-passback
Out Anti-passback

In Anti-passback

In/Out Anti-passback

Mo Anti-passback save door status

Anti-PassBack Type: Select the type of Anti-Passback mode.
Door Direction: Set the door direction. It can be none, in or out.

Click Confirm after setting the parameters.

9.2 Check Device Commands

This section is used to check the commands issued by the software to the device during communication.
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asy Pr Personnel Device Attendance Access < 1 ayroll System Welcome admin

& Bookmarks v T Filters

& Device

Delete Clear Commands s S D O e
Serisl Numbsr  Device Name Content Operats Date/Time % Transfer Time Return Time
BWNF183960081 Auto add REBOGT 2020-06-17 17:03:05  2020-06-17 17:03:06  2020-06-17 17:03:06
BWNF183960081 Auto add UPGRADE checksum=46f74a5b567a46c27c50dc1e28fe2a60,url=fil.. 2020-06-17 17:0257  2020-06-17 17:03:00 2020-06-17 17:03:
BWNF183960081 Auto add DATA USER PIN=70029 Name=Prasanth Pri=0 Passwd= Card= Gr... 2020-06-17 16:55:14 2020-06-17 16:55:3
BWNF183960081 Auto add CHECK ALL 2020-06-17 16:55:11
BWNF183960081 Auto add INFO 2020-06-17 16:55:11
BWNF183560015 Auto add CLEAR LOG 2020-06-17 14:55:09

9.2.1 Delete Device Command

This feature is used to clear the commands issued by the software to the device during communication.

Personnel Device Attendance Access Payroll System

- me—y

& Bookmarks~ Y Filters =

Delete Clear Commands

Serial Number Device Name Content Operate Date/Time

BWNF183960081 Auto add REBOOT 2020-06-17 17:03:05

BWNF183960081 Auto add UPGRADE checksum=46f74a5b567a46c27c59dc1e2Bfe2a60,url=fil... 2020-06-17 17:02:57
BWNF183960081 Auto add DATA USER PIN=70029 Name=Prasanth Pri=0 Passwd= Card= Gr... 2020-06-17 16:55:14
BWNF183960081 Auto add CHECK ALL 2020-06-17 16:55:11
BWNF183960081 Auto add INFO 2020-06-17 16:55:11
BWNF183560015  Auto add CLEAR LOG 2020-06-17 14:55:09

e Select the command which is to be deleted and click Delete.

9.3 Time Period Configuration

The Time Period is usually set to define the operating hours of the access control device. It can be assigned
for every week. The time format is HH: MM: SS — HH: MM: SS.
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Personnel Device Attendance Access 1 Payroll System

& Bookmarks~ Y Filters =
m Access Control 2 —
" Add Delete Clone To Areas
3 Banglore Time Period No. Time Period Name
A A
. rea Test
Holiday Test
rachana
Groups Prasanth
Combination
Privilege
Add a Time Period
Add X

Personnel Device

Area*  Banglore Time Period

2. Enter the
required details

Time Period Name*
& Bookmarksv Y Filters =
Start Time End Time Status
L | Sunday 00:00:00 23:59:00 F . a) 1
g od
1. Click here ] L
to Add Monday 00:00:00 23:58:00 a—
gasant Tuesday 00:00:00 23:59:00 r X
Wednesday 00:00:00 23:59:00 ——
Thursday 00:00:00 23:59:00
Friday 00:00:00 23:59:00 —
Saturday 00:00:00 23:59:00
-
G 20 v
Cancel

Set the following details:

Area: It displays the area name. It cannot be modified in the interface.

Time Period Number: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.
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Status: The default is ON. Turn off the toggle button to disable the time period, the door cannot be open
for the whole day for a specific employee.

Click Confirm after entering the required details.

Edit a Time Period

If you want to edit the time period, perform the following steps:

Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

Personnel Device

Area  Banglore Time Period No. 1
2. Edit the required
details

g Period Name®  Test Remark

Start Time End Time

Sunday 00:00:00 23:59:00
’ E[Z o

Banglore
Area A
Test

TR e 00:00:00 23:50:00
e 1. Click here to

Tuesday 00:00:00 23:52:00 edit
Wednesday 00:00:00 23:59:00
Thursday 00:00:00 23:59:00
Friday 00:00:00 23:59:00
Saturday 00:00:00 23:59:00

Cancel
In the time period list, select the time period number or click icon.

Modify the parameter settings based on the requirements.

Click Confirm to save the modified time period information.

Delete a Time Period

In the time period list, select the time period and click Delete on the upper part of the interface or click @
icon.
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Personnel Device Attendance

& Bookmarks ~

T Filters ~

= Add Delete

-
-

Banglore
Area A
Test

Time Period No.
[ &}
Prompt

1. Select the

Time Period Are you sure you

item?

3. Click here
to Confirm

Clone To Areas.

Access Payroll System

Time Period Name =
st

X

want to delete the selected 1

Cancel

Note: The Time Period which is in use cannot be deleted.

Clone Time Period

The Clone option is used to copy the time period of one particular area to another area. It saves the time of

creating individual time period to each area.

Select the time period to be cloned. Click Clone To Areas to open the following interface.

Personnel Device Attendance Access

& Bookmarks ~ T Filters »

o] Add Delete | CloneToAmas | 5

Banglore
Area A

B3 time Period No. %

g 1. Select the Time 3. Select the Area

Period

S

Payroll System Welcome admin

ne Ta Areas

Cancel

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)

Remark: Enter the remarks.

Page |217

Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

Click Confirm to save the clone details.

Holiday Assignment

The Holiday settings can be configured to control the door access on holidays. On holidays, special access
control may be required. To facilitate this requirement, the access control time on holidays can be set which
applies to all the employees of the corresponding area.

= ecasy TimePre Personnel Device Attendance Access < 1 yroll System Welcome admin (1) ¥ {7

*a =[]

& Device -

& Bookmarks ~ T Filters =

D Access Control 2

< Add Delete Clone To Areas S S D O e, =
Time Period Banglore Name Start Date Duration{Day) Time Period
Area A )
ree April 29, 2020 1 1(Test) |
Test
rachana
Groups Prasanth
Combination
Privilege
Add a Holiday

Pr Personnel Device Attendance Access Payroll System

Holiday

2. Enter the
details

& Bockmarks ~ T Filters ~

~
(%

1. Click here to y Area® Banglore EEDW)
add a Holiday ]

Holiday Name® -

Prasanth
Start Date ©

Duration(Day) *

Time Period *  Test

Cancel

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in the
Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.
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Duration: It will be automatically filled after selecting the holiday name and cannot be modified.

Time Period Name: Select the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click Confirm to save the holiday details.

Edit a Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

In the holiday list, click the holiday name or click icon.

Pr Personnel Device Attendance Access Payroll System Welcome admin

Holiday

& Bookmarks v

Y Filters =

b Add  Delete  CloneToareas | Edi x |2 9 m A =
Banglore [ Mame Start Date R L
Areara - rea Banglore
1es [ ]| Diwali April 29, 2020 @ w

Test
rachana

2. Edit the
details

Prasanth

Holiday Mame*  Diwali
1. Click here to edit
StartDate*  2020-04-29

Duration(Day) 1

Time Period *  Test

Cancel

Modify the parameter settings as per your requirements and Click Confirm to save the modified holiday
information.

Delete a Holiday

Select the holiday and click Delete on the upper part of the interface or click @ icon.
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PI" Personnel Device Attendance Access

& Bookmarks ~

Payroll System

T Filters =

o ad D

Banglore ! Name | Duration{Day)

Area A ¥ 15

Test E
Prompt X

1. Select the
Holiday

Are you sure you want to delete the selected 1
item?

Cancel

Clone to Areas

Click here to know more about the Clone process.

Access Groups

The Group option enables you to manage the employees in groups. The access parameters specified here
are applicable to all the employees belonging to the specific group.

za Sy TimePre Personnel Device Attendance Access 1 ayroll System

o=

& Device -

& Bookmarksw Y Filters =

n Access Control 2

-~ Add Delete Group Menu Ve «” 2 m e =
Time Period Banglore Group No. Group Mame Verify Mode TimePeriod 1 Time Peried 2 Time Per
Area A
. Test Any 1 0 0
Holiday Test
rachana
3 Prasanth

Combination

Privilege
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Add an Access Group

To create a new access group, follow the below procedure.

Pr

Personnel

& Bockmarks~

Device

T Filters =

Attendance Access Payroll System

2. Enter the
required details

| Area® Banglore "
: 4 P o
—- | Group No.* L.
Banglore | 1] @ ﬁnod 2 Time Peri
Area A (i} [ 1_‘ N 5 0
o . Group Name B
rachana
Diriaaih Time Period 1*  Test
Time Period 2
Time Period 3
Verify Mode®  Any
Include Holiday* Mo
Cancel
G 20 w 4 - »  Total 1 Records 1 Page

Initially, select the area in which you want to create the user group.

Enter the following details.
Area: Select the area name.
Group Number: Enter a unique group number.

Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As long
as one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the user
verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period

set in holidays.

Click Confirm to save the settings.

Edit an Access Group

Perform the following steps to edit an Access Group.
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asy Pr Personnel Device Attendance Access Payroll System

Groups

& Bookmarks ~ T Filters =

Area Banglore

it

~
=
Group Mo, 1

2. Edit the
required details

ST

Group Name*®  Test

rachana
Prasanth Time Poriod 17| Test 1. click here to
edit
Time Period 2
Time Period 3

Verify Mode®  Any

Include Holiday® Mo

Cancel

Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

In the group list, click the group name or click icon.
Modify the parameters as per your requirements.

Click Confirm to save the modified group information.
Clone to Areas

Click here to know more about the Clone process.
Personnel Transfer

If you need to transfer the employees to a specific group, perform the below given steps:
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& Bookmarks ~

& Device

Y Filters =

4 Access Control

< Add Delete Group Menu A S 9 M o~ = Move To Group 1
Time Period Banglore e TimePeriod 1 Time Period 2 Time Period 3 Include Holiday Employee ... First Name Last Name
A A =
: res 1 0 0 No Z
Holiday Test

rachapa Personnel Transfer #*

1. Select the

Group

Combination

| Firet tiame Last Name I e Foiioe Last Name

Michae!

Privilege

3. Select the
Employee

> Total 124 Records

o Select the area in which you need to transfer the employees.

e Then, select the Group and click Group Menu -> Personnel Transfer. The interface appears as
shown below:

* Now, select the employee whom you need to transfer to the selected group and click Confirm.

9.6 Access Control Combinations

Access groups can be used with different unlock combinations to enable multiple authentications and to
improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10 unlock
combinations are automatically created. The unlock combination with combination No. 1 will be set in a
way that one employee from Access-Group 1 can open the door by default. Other unlock combinations do
not include any employee from the access group.
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= casy TimePre Personnel Device

S ey

& Device -

& Bockmarks ~ T Filters =

™ Access Controi®l, 2

~

Attendance

[% Clone To Areas
Time Period Banglore Combination No.
Area A
Holiday Test
rachana

Groups

Privilege

N R - T ST

=)

Access

1

0
0
0
0
0
0
0
0
0

1 ayroll Sy’sten‘l Welcome admin @) - ‘:L_J:'

s S 92 O e =

Combination Name Employee from Group Employee from Group Employee from Group  Employee from Group  Employ

0

o o0 o o oo oo o
o oo o oo o oo o
o o o 6 oo o6 oo

o oo o oo o oo o

Edit Access Control Combination

To edit the Access Control Combination, perform the following steps:

Click the corresponding area on the left side of the interface. The combinations belonging to this
area will be displayed on the right side of the interface.
Click the corresponding combination number to edit the combination.

Personnel Device

Combination

& Bookmarks ~

T Filters =

~
(%

Banglore [

Area A [

Test —

rachana l:'

Prasanth ::1
W|T |
Bl |
LIle
LI
H|E |
L1
C

Edit

Area

Combination No. *

Combination Name*

Remark

| Employes from Group

Employee from Group

Employee from Group

Employee from Group

Employee from Group

Prasanth

1

1

2. Edit the

details

o 9 0O P =
from Group Employee from Group  Employee from Group

o &
=
1. Click here to &
=
3
=
F4
3
3
=

0

edit

0
0
| 0
0
0

oo o o |0 | o e oo

Enter the parameters as shown below:

Area: Select the area name.

Combination Number: The combination number cannot be edited.
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Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, If the selected group
is Group 1, one of the employees from Group 1 can open the door in the specified area. In a combined
verification, the range of user number is 0<N<5. You can combine two or more employees to achieve
multi-verification and security advancement.

Click Confirm to save the settings.
Clone to areas
Click here to know more about the Clone process.
Privilege

The privilege option is used to view and assign access privileges to all the employees.

= easy limePre Personnel Device Attendance Access 1 ayroll System Welcome admin r'—y =N

*a=Eg]

& Bookmarks

& Device

T Filters =

™ Access Control

= Adjust Z S D O o~ =
Time Period Banglore Employee ID  First Name Last Name Group Time Period Mode Time Period1 Time Period 2 Time Period 3 Verify Mode
Al A
: es Prasanth Group 0 0 0 Apply Group Mode
Holiday Test

bishesh Group Apply Group Mode

rachana

==

Apply Group Mode

o

Group

1
1

1 Group
1 Apply Group Mode
1

o o o o

0
0
0
0

Group

=)

Apply Group Mode

Edit Employees Access Privilege

If you need to edit an employees’ access privilege, you can do as per the following:

Click the corresponding area on the left side of the interface. The privilege information of employees
who are belonging to this area will be shown on the right side of the interface.

Click the corresponding employee ID or icon to edit the employee privilege.
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Pr Personnel Device Attendance Access Payroll System Welcome admin

® Q = | rprivilege

& Bookmarks =

Y Filters =

~
(%3

;

D M P =

@
@

e (@

=
(24

i 2. Edit the ;
i N required details RN
Area A | Apply Group Mode
Test ‘:‘ -1—
rachana :_‘ - Employse”
LI} 2 :
s = | 1. Click here to edit
Ol Group* 1
Bl Apply Group Mode
Verify Mode Time Period
Personnel ®) Group Personnel @) Group
Verify Mode Time Peried 1
Time Period 2
Time Period 3
o Cance -—
s e —

Edit the details as shown below:
Employee: The employee field cannot be edited.

Group: Adjust the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification mode
for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

Click Confirm to save the details.

Adjust Employee’s Access Privilege

The employee’s access privilege can be altered as per your requirements. Perform the following steps:

Click the corresponding area on the left side of the interface.

The privilege information of employees who are belonging to this area will be displayed on the right
side of the interface.

Click Adjust to access the adjust privilege interface:
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= easy TimePre Personnel Device Attendance Access EVI| System Welcome admin r'—y o G

* o= o]

& Device v .
& Bookmarks~ Y Filters +
™ Access Control -

- Adjust S D O e~ =

Time Period Banglore Employee ID  First Name Last Name Group Time Period Mode Time Period 1 Time Period 2 Time Period 3 Verify Mode
Area A
Holiday Test
rachana

Prasanth - 1 Group 0 0 0 Apply Group Mode

bishesh Group Apply Group Mode

Groups

Group

1

1 Group
1 Apply Group Mode
1

o o o o
o o o o

0
0 Apply Group Mode
0
0

Combination Group Apply Group Mode

1. Select the

area

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the group
to which this employee belongs. If Personnel is selected, you can customize the verification mode for this
employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this employee
does not affect the time period of any other employee in this group.

Click Confirm to save the details.

Setting Up the Employee Announcements

Our Announcement interface enables you to send both Organizational announcements and confidential
messages to your Employees connected through our mobile software within the same network.

On the Device module, click Mobile App, and then click Announcement to go to the Announcement
Interface.

A brief note about the columns displayed on the Announcement Interface
Subject: Displays the subject of the message sent.

Category: Displays the type (Private or Public) of the message sent.

Employee ID: Displays the message receiver's unique Employee Identity number.
Content: Displays the message content.

Sender: Displays the sender’s User name.
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System Sender: Displays the Admin sender’s User name.

Notice Time: Displays the acknowledgment time of the message

Personnel Device 1 tendance Payroll System

=
& Bookmarks - T Filters =
Delete Push Public Notice Fush Private Notice
Subject Category Employee 1D Content
Test Private 70064 Test
Test Private T0064 Test
haliday Private 9 Have a great weekend
good afternoon Public All good afternoon
hello Public All good afternoon
ce Of Emp ] y Private 1 Wy
y Private 12 yy
Geo-fence Of Department y Private 1 Wy
A y Private 1 wy
r Public All [ols]
Announcement 3
Mlti- o

How to Push Public Notice

Push Public Notice lets you broadcast Organizational public messages or announcements to the Employees.

asy Pl’ Personnel Device 1 ttendance Payroll System

L oWe N Announcement

& Bookmarks = T Filters =

Delete Push Public Notice YiBCvate Notice

|| Subject Category Employee ID Content
C1fhi Private 10 there
[faf Private 1 df
\:I good afternoon Public All | come to office tmnw
O Mobile Aop [ ] Test Private 70064

P2 lTest Erivae opea | PHsh Public Notice x M
\;I holicay Private g : subjecte :
| good afternoon Public All
| hello Publrc | o |
Oy Private 1
Cly Private 12 : 4 :
\;l ¥ Private 1 Contents -
Oy Private 1
Olr

Public e | 0 [l

P

o @ Cancel

Send public notice to the Employees

On the Announcement interface, click Push Public Notice to send Organizational public messages
or announcements to the Employees.
On the Subject field, enter the caption of the message.
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On the Content field, enter the detailed information.
Click Confirm to send the public messages or announcements to the Employees.

How to Push Private Notice

Push Private Notice lets you send Organizational personal or confidential messages to exclusive Employees.

a Sy P I Personnel Device 1 ttendance Payroll System
LN el Announcement
& Bookmarks~ Y Filtars ~
Delete Push Public Natice | h Private Notice 4
Subject — ! —
hi | Push Private Notice X
df 1
good afternoon B | Department Employes Q Selectad
0 Mobile App 2 Test N = - :
Test €. First Name Last Name Department Employe... FirstName Last Name
holiday 1 1 Joshua Liam Android 1 Joshua Liam
good afternaon 1 10 arplta Baby Andlrofd 12 asin winslet
hello 1 12 asin winslet Android 10 arpita Baby
y 1 13 akshay part2 Android
y 1 14 justin timberlake Android
y 1 15 kate winslet Androlct
y 1 16 madhu bhala Andraid
A 1 7 Joshua berry Androld
1 18 madhu berry Android
19 kate Baby Android
2 macdhu bhala Android
L—J-n trammon [ Y
20 v Total 40 Records > 1
Subject® 0
G oo . Total 1
4
Content* o
o (Pq Cancel

Send private notice to an Employee

On the Announcement interface, click Push Private Notice to send Organizational personal or
confidential messages to the required Employees.

On the Push Private Notice window, select the required Employees' names from the list on the left.
The selected Employees' names will reflect on the right side of the Push Private Notice window.
Select from the Department drop-down list or use the Employee search option (search by
Employee name or Employee ID) to search for the required Employees.

On the Subject field, enter the caption of the message.

On the Content field, enter the detailed information.

Click Confirm to send the confidential or the private message to the selected Employees.
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Discarding the Sent Announcements

Delete function lets you delete or remove the required unessential messages from the registry.

Personnel Device «f 1 ttendance Payroll System
Announcement
& Bookmarks~ T Filters =
59 Public Notice Push Private Notice
|| Subject Category Employeea |0 Content
| Test Private 70064 Test
B Test Private 70064 Test
D holiday Private 9 Have a great weekend
4| aood afternoon Public All good afternoon
I hello Pullic All good afternoon
] Private 1 W
] Private 12 i
5% Private 1 vy
b Private 1 Prompt %
e Puhblic All
Annount
Are you sure you want to delete the selected 2
Nolice iterns?
ol | Cancel
)

Delete the messages

On the Announcement interface, select the required unessential messages to delete or remove
from the list.

Click Delete, and then click Confirm to delete or remove the selected unessential messages from
the list.
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117 Announcement Status

Our Notice interface eases you to view whether the Employees see the message sent by your Organization.

On the Device module, click Mobile App, and then click Notice to go to the Notice Interface.

Personnel Device 1 Payroll System Welcome rachana

& Bookmarks v T Filters «

Delste /oS 9 O =

Receiver Category Content Source  Sender Send Time Read Status
1 Asish Announcement  [“subject” h you a very Happy Birthday!1!1"} 64 rachana@zkteco com  2020-04-20 20:58:15  Unread

- 70034 Achal Announcement  {"subject™: "G se assemble at the Conference Hall at 5PM'} 63 kteco.com | 2020-04-20 20:53:27
1 Asish Announcement assemble at the Conference Hall st SPM"} 63 kteco.com

e 12345 tit Announcement assemble at the Conference Hall st SPM"} 63 kteco.com Unread
001 Achal Announcement assemble at the Conference Hall at 5 PM*} 63 kteco.com Unread
10203 Subbarao Announcement assemble at the Conference Hall st SPM"} 63 kteco.com | 2020-04-20 20:53:26
10258 Vasanthi Announcement se assemble at the Conference Hall st SPM'} 63 iteco.com | 2020-04-20 205326 Unread

10274 Kavya Announcement assemble at th

kteco.com 0.53.:26  Unread
@zktecocom  2020-04-20 20:53:26  Unread
rachana@zkteco.com  2020-04-20 20:53:26  Unread

rachana@zkteco.com  2020-04-20 20:53:26  Unread

onference Hall at 5 PM"}

10096extral Vasanthi  Announcement assemble at the Conference Hall at 5 PM*}

10275 Subbarao Announcement assemble at the Conference Hall at 5 PM"}

@

Announcement assemble at the Conference Hall at 5 PM"}

10281 Saradha Announcement "Gather assemble at the Conference Hall at 5 PM"}

zkteco.com  2020-04-2 Unread

10278 Dibyajit Announcement *: “Gathering assemble at the Conference Hall at 5 PM*}

kteco.com

Unread

10280 Madhu Announcement " "Gathe: assemble at th

kteco.com

anference Hall at 5 PM"}

10282 Prashanth Announcement  {"subject”: "Gathe: assemble at th kteco.com

onference Hall at 5 PM"}

3t g 10283 Amreeta Announcement  [“subject”: "Gathe assemble at the Conference Hall at SPM"} 6 kteco.com Unread
10594 Sukanya Announcement  ["subject’ assemble at the Conference Hall st 5PM"} & kteco.com Unread
€f Configurations 10607 Amreeta Announcement assemble at the Conference Hall st 5SPM'} 6 kteco.com unread

10643 Amreeta Announcement assemble at th kteco com

onference Hall at 5 PM"}

(=P =P =P (= (= (= = [=h (= =h =h =h = = = = = D b

10706 Kavya Announcement  ["subject”: "Gathering”, " assemble at the Conference Hall at 5 PM"}

Unread

@zkteco.com

v n 2 3 ..o422 » Total 28424 Records 1

A brief note about the columns displayed on the Notice Interface
Receiver: Displays the receiver's unique Identity number.

Category: Displays the sent message type.

Content: Displays the content of the message.

Source: Displays the source where the message commenced.

Sender: Displays the sender’s User name.

Send Time: Displays the messages sent duration.

Read Status: Displays the read condition or the status of the message.
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11.1 Discard Announcement status log

Delete function lets you delete or remove the required inessential messages from the registry.

Prompt x

Are you sure you want to delete the selected 3
items?

Delete the notes

s Onthe Notice interface, select the required inessential records to delete or remove from the list.
o Click Delete, and then click Confirm to delete or remove the selected inessential records from the
list.
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Configure Employee Notifications on Device

Our Message module eases you, to convey your Organizational announcements to the Employees. It
enables you to set messages to the Employees both as a public announcement and as a private message.

On the Message module, you can add or remove the Device Messages, select the Employees to send a
message, set the retain duration for the public announcement or private messages.

On the Device module, click Message to go to the Message module.

:,i'.’asy [imePre Personnel Device 1 ttendance Access Payroll System

* o =

&a Device Management b

& Bookmarks~ Y Filters =

) Message 2 Add

Delete Send Message to Device

3 Device Name Serial Number Start Time Duration Contel
Private
Data
Log

Mobile App

Configurations

How to Set Up Public Notification

Our Public interface benefits you to set up and convey the Organizational announcements to the
Employees.

On the Device module, click Message, and then click Public to go to the Public Interface.

On this Interface, you can add a new Device, modify, or delete the existing messages, and set public
messages to the required Devices.

A brief note about the columns displayed on the Public Interface
Device Name: Displays the Device name.
Serial Number: Displays the unique Device serial number.

Start Time: Displays the message start time.
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Duration: Displays the message transfer duration.
Content: Displays the content of the message.
Functions available on the Public Interface

Add

Add function lets you add and set messages to the connected Devices.

asy Pr Personnel Device Attendance Access Payroll System

& Bockmarks ~ T Filters =
Add ”
Device® | ---------- [ =

[ A v Q v
Start Time* DD Auto add

Juration® 60 minutes

2. Enter the details

Content”

Cancel

Add the newly mounted Device

On the Public interface, click Add to add the connected Device to set the message.
On the Add window, proceed with the following.

Device: Select the required connected Device from the drop-down list.

Start Time: On the Start Time field click and select from the calendar, to commence the created message
to Device.

Duration: Set the retainment duration for that message on the Device.
Content: Enter the message to announce.

Click Confirm to save the newly created message.
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Delete

Delete function lets you delete or remove the successful and the pending announcements via software.

Delete the public announcements

On the Public interface, select the required Device announcements to delete or remove from the

list.

Click Delete to delete or remove the selected pending or successful Device announcements.
Click Confirm to delete the selected pending or successful Device announcements from the list.

Send Message to Device

Send Message to Device function, lets you send that created message announcement to the respective

Device via software.

Personnel

asy Pr

®» Q

Device Attendance

& Bookmarks ~
Message Add

ﬂ Device Name
Auto add

T Filters =

d Message to Device

Serial Number Start Time Duration

CKJF201760745 2020-06-19 00:00:00 60

Prompt X
Are you sure to send the message?

&

Cancel

Send Message to the Device

On the Public interface, select the required message announcements to send to the respective

Devices from the list.

Click Send Message to Device to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.
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12.2 How to Set Up Private Notification

Our Private interface benefits you to set up and convey the messages to the Employees privately or
individually.

On the Device module, click Message, and then click Private to go to the Private Interface.

asy Pr Personnel Device 1 tendance Access Payroll System

® o =[]

> Device Management hd .
& . & Bookmarks ~ Y Filters =

) Message 2 Add

Delete Send Message to Device

Public Employee First Name Last Name Start Time Duration

Log
Mobile App

. Configurations

On this Interface, you can add a new Device, modify, or delete the existing Devices, and set individual or
private messages to the required Employees.

A brief note about the columns displayed on the Private Interface
Employee: Displays the unique Employee ID.

Start Time: Displays the message start time.

Duration: Displays the message transfer duration.

Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.

Functions available on the Private Interface
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Add

Add function lets you add and set private messages for the Employees to the connected Devices.

asy B

Personn;

Private

1. Click
here

Add

Department

Employee ...
1
10005
1001
1002
1003
1004
1005
1006
1007
2

3

Start Time®

Content®

Employee

First Name Last Name
bishesh

Michael

Jay

rashmi

bharath

daya

zero

shanth

manish

20 ~ Total 137 Records > 1

ouratioq"

Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department

Department

60

Selected 0

Employee ...

minutes

First Name

Last Name

Add the Employee's Resignation details
On the Private interface, click Add to add the Employees, set the message and the duration.
On the Add window, select the required Employees' names from the list on the left.
The selected Employees' names will reflect on the right side of the Add window.
Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for the required Employees.

Start Time: On the Start Time field click and select from the calendar, to start the created message to
Device.

Content: Enter the message to announce.
Duration: Set the retainment duration for that message on the Device.

Click Confirm to save the newly created message.
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Delete

Delete function lets you delete or remove the successful and the pending private messages via software.

Pr Personnel Device Attendance Access Payroll System

& Bookmarks v

Y Filters v

T e _a?:i.nn:' o

H Employee First Name Last Name Start Time Duratior
J 1 bishesh bishesh e | 2020-06-19 00:00:00 1

Prompt X

Are you sure you want to delete the selected 1

o Confirm Cancel

item?

Delete the private messages

On the Private interface, select the required Employee messages to delete or remove from the list.
Click Delete to delete or remove the selected pending or successful Employee's private messages.

Click Confirm to delete the selected pending or successful Employee's private messages from the
list.
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Send Message to Device

Send Message to Device function, lets you send that created private message to the respective Device via
software.

asy Pr Personnel Device Attendance Access Payroll

& Bookmarks v Y Filters «
First Name Last Name Start Time Duration
1 bishesh bishesh - 2020-06-19 00:00:00 1
Prompt X

Are you sure to send the message?

o 1 Cancel

Send Message to the Device

On the Private interface, select the required private messages to be sent to the respective Devices
from the list.

Click Send Message to Device to send the selected message to the respective Devices.

Click Confirm to send the selected message to the respective Devices.
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Enable/Disable Mobile App logins

Disable

Disable function, lets you change an Active Employee's mobile device account to the disabled state.

ol

9

8
<)
4

1

4
40
14

2018-11-04 17:38:30
2019-11-04 17:28:50
2019-11-04 17:58:41
2019-10-26 18:38:33
2018-10-26 183757
2018-10-26 18:39:00

2019-11-05 12:38:11
2019-11-04 17:28:51
2019-11-04 175842
2019-10-26 18:38:55
2019-10-26 1838:27
2019-10-28 16:41:471

aandroidld%44aacdddf93cach
aandroidldc97318f61ae60bch
aandroidldc97371801a=60bch
aandroidlddife2fraenakar-
aandroidlddOfG;E Prompt
aandroidldd0fe2¢

P[‘ Personnel Device 1 ‘tendance Payroll System
$ C = ESIiE
& Bookmarks = T Filters =
Delete Push Notification Force Offline 5 [
User Name < Login Time Last Active Client Id Device Token
n T0064 2018-11-04 17:51:15  2018-11-04 18:0454  5id8e311233-efbbd-4871-9077-df8cd815ff9cde  cmChCOoFRAAPAS
2018-11-04 17:55:10  2018-11-04 17:58:37  aandroidldc87318f01ae00bch e3-v0z3QKolAPAS
n 2018-11-04 174557 2018-11-04 174558 aid8e311233-efbd-4871-9077-df8d815ff9de  cmChCOoFRIAAPAS
2018-11-04 175447  2018-11-04 17:55:05  aandroidldc87318f01ae60bch 23-wlizz QKo APAS
2018-11-04 17:37:43  2018-11-04 17:37:43  aandroidlddife26298090571¢ 5w STmamS4APA!

F-SWCwm -jTYAPAST
23-w0z3QKoUAPAS
23-wlz3QKoUAPAS
B e I PN
x [

[

Are you sure to disable the device 2 tems

O

Cancel

Make an Active Employee's mobile device account to the Disabled state

On the Accounts interface, select the required Employees' mobile device accounts to change to
disabled state from the list.
Click Disable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.
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Enable

Enable function, lets you change an inactive Employee's mobile device account to the active state.

Personnel Device 1 rendance Payroll System

k=) Accounts
& Bookmarks ~ T Filters ~

Delete Push Notlfication Force Offiine Disable | Enable |

ﬁ User Name < Login Time Last Active ClientId Device Token

. 70064 2019-11-04 1751:15  2019-11-04 18:04:54  aid8e311233-eflod-4871-9077-df8cd815ff9d6 cmCbCOOFR tAAPA!
Cfe 2019-11-04 17:55:10  2019-11-04 17:58:37 aandroididcd7318f61aeb0bce 23-v0z3QRolUAPAS
B 2019-11-04 174557 2019-11-04 174558  aldBe311233-eftod-4871-9077-df8dB815ff9d6 cmChCOOFRAAPA!
) 2019-11-04 17:54:47  2019-11-04 17:55:05 aandroidldcd7318f61aeb0bck 23-v0z3QKolAPAS
] Vo 2019-11-0417:37:43  2019-11-0417:37:43 aandroldIdd0f626288090b311¢ eSweSTmgmS4:APA|
‘:\ 4 2019-11-04 17:38:30 2019-11-0512:38:11 aandroidid944aac4ddi9scach T-SWCwWm-TTY:APAS
\:\ 4 2019-11-04 17:28:50 2019-11-04 17:28:51 aandroidldc97318f61ae60bch 23-v0Z3QKoUAPAS
\:\ 1 2019-11-04 17:58:41 2019-11-04 17:58:42 aandroidldc97318f61ae60bch  £3-v0z3QKoUAPAY
\:\ 41 2019-10-26 18:38:33  2019-10-26 18:38:55  aandroldldd0fe2E cenamaTas "‘”"‘7’““"”’”'”’«_
\:\ 40 2019-10-26 18:37:57  2019-10-26 18:38:27 aandroidldd0fe2€ Prompt X §&
\:\ 14 2019-10-26 18:39:00 | 2019-10-29 16:41:41 | aandroidldd0f62€ i

Are you sure to enable the device 2 Items

o' n Cancel

Make an Inactive Employee’s mobile device account to Active state

On the Accounts interface, select the required Employees' mobile device accounts to change to
active or enabled state from the list.

Click Enable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.
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13 Mobile Application Management

Our Mobile App module makes it easier to use our mobile device software with defined services PCs.

On the Mobile App module, you can make specific operations available for mobile users and manage
mobile device notifications.

On the Device module, click Mobile App to go to the Mobile App module.

: Jperatio
Announcements Log

Accounts

Our Accounts interface is designed to view and deliver your Employees helpful and timely information that
keeps your Employees engaged with their process.

On the Device module, click Mobile App, and then click Accounts to go to the Accounts Interface.

asy Pr Personnel Device 1 tendance Payroll System

v o = R

Management A

& Bookmarks~ T Filters =

Delete Push Notification Force Offline Disable Enable

Lser Name Login Time Last Active Client Id

Announcement

A brief note about the columns displayed on the Accounts Interface

User Name: Displays the User's name.
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Login Time: Displays the Login or the Check in Time of each Employee.
Last Active: Displays the Mobile account's last active date.
Client ID: Displays the Employee's mobile Device unique identity number.

Device Token: Displays the encoded unique identifier for the app-device combination issued by the push
notification gateway.

Client Category: Displays the connected mobile Device software platform.
Running Status: Displays the (Active/Inactive) status of the connected Mobile Devices.

Mobile App Status: Displays the (Active/Inactive) status of the Mobile Application.

13.7 Enable/Disable Mobile App Access to Employees

On the Personnel module, click Employee Management, and then click Employee to enable or disable
Mobile Application Access to Employees.

App

App function lets you authorize the Employees to operate our Application Software on the mobile device.

asy Pr Personnel = 1 avice Attendance Access Payroll System

> o=

&% Organization -

& Bookmarks ~ Y Filters =

= Employee Managemer Add Delete Import Personnel Transfer App o settings

3 Employee ID First Name Department Device Priv. [ e p10 Fingerprint Face Palm

bishesh Depart t  Empl . P th -
1Ishes epartmen mployee Dlsable ), Frasan

Resign Michael Department  Employee ~ eTest Ver 10:1

Jjay Department  Employee rachana
I= Approval Wol rashmi Department  Employee rachana

bharath Department  Employee rachana

€% Configurations
= daya Department  Employee rachana

Functions available under App

o Enable
o Disable
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Enable

This function lets you allow the Employees to operate our Application Software on the mobile device.

asy Pr Personnel Device

o=

& Bookmarks »

Employee Management , Md 1 Delet 1 o | P T N

|:| Employee ID < First Name
[l bishesh
[ ]| 10005 Michael
[ ]} 1001 jay
g 1002 rashmi
| [ 1003 bharath
1004 daya
|| 1005 zero
| | 1006 shanth
| | 1007 manish

Y Filters =

Attendance Access Payroll System

% Department Device Privilege Area Fingerprint Face Palm VL Face
 Department |Ernp|01rae i:mchanaj_Pra&anﬁ\ i_— E - -
8 Prompt * I - -
— Bl = =
Are you sure you want to Enable Mobile App '—:
N for 1item E | 3 E )
1 o Cc 1 Cancel Fi = o o
_' b sSSP L T = il = = =

: ! ! I !

Department = Employee Prasanth - = o =

Enable Mobile App

On the Employee interface, select the required Employees from the list to permit the use of

Application Software in their mobile device.

On the App menu, click Enable to function the Application Software on the selected Employees'

mobile device.

Click Confirm, to allow the selected Employees to operate the Application Software on the mobile

device.
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Disable

This function lets you disallow the Employees to operate our Application Software on the mobile device.

Personnel Device Attendance

Employee

& Bookmarks -

T Filters =

a | | e i o [

Employee ID < First Name 5 Department Device Privilege Area Fingerprint Face Palm
1 bishesh Department | Employee rachana Prasanth | - e
| | 10005 Michael _ Srocript 5 _ e
1001 jay = e
1002 | |
1003 tharath Are you sure you want to Disable Mobile App B
1004 deva o for 1item B 3
|| 1005 zero 1 . B |-
I _' 1006 shanth | o “onfirn Cancel | B [=
__ 1007 manish _. Usparment [ Emproyes— [ racrmna = 5 =
i _Denartment _ Emoloves Prasanth = -

Enable Mobile App

On the Employee interface, select the required Employees from the list to deny the use of
Application Software in their mobile device.

On the App menu, click Disable to stop the Application Software on the selected Employees' mobile
device.

Click Confirm, to disallow the selected Employees to operate the Application Software on the
mobile device.
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9

Our Geo-fence of Employee interface eases you to set a geographical boundary using GPS or RFID
technology which limits your Employee to access Attendance Punch via mobile devices.

Set Up Geo-Fenced Check-In for Employees

On the Device module, click Mobile App, and then click Geo-fence Of Employee to go to the Geo-fence of
Employee Interface.

zasy TimePre Personnel Device <= 1 ‘tendance Payroll System

LW R Geo-fence Of Employee

nent b

& Bookmarks~ Y Filters =

Add Delete

Employee Location Longitude

0 Mobhile App 2

Geo-fence Of Employee

Geo-fence Of Department

A brief note about the columns displayed on the Geo-fence Of Employee Interface
Employee: Displays the unique identity number of the Employee.

Location: Displays the Employee's location.

Longitude: Displays the Employee's location's longitudinal coordinates.

Latitude: Displays the Employee's location's latitudinal coordinates.

Range (Meters): Displays the Employee's geo-fenced punch access distance in meters.

Start Date: Displays the Employee's geo-fenced punch access start date.

End Date: Displays the Employee's geo-fenced punch access last valid date.
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Add

Add function lets you set the attendance punch limit for the Employees to access Attendance Punch from
the mobile device based on the work location.

Add X
Department Employee Q Selected C
Employee ... First Name Last Name Department Employee ... First Name Last Name
1 bishesh Department
10005 Michael Department
1001 Jjay Department
1002 rashmi Department
1003 bharath Department
1. Select the 1004 daya Department
1005 zero Department
employee i
1006 shanth Department
1007 manish Department
2 Department
3 Department
4 T
20 w Total 137 Records > 1
Range(Meters)® 50 Search Map

Location®

2. Enter the
details

Latitude™  20.593684

Cancel

Add the Geo-fence Of Employee
On the Add window, select the required Employees' names from the list on the left.
The selected Employees' names will reflect on the right side of the Add window.
Select from the Department drop-down list or use the Employee search option (search by
Employee name or Employee ID) to search for the required Employees.
On the Add window, drag down the scroll box to enter the following fields.

Search Map: Enter the address or the name of the place and select the exact location name from the search
results.

Range (Meters): Enter the required perimeter distance to provide access to the attendance punch on the
mobile device, for the selected geographical area.

Location: Automatically updated after selecting the location on map.
Latitude: By default, it takes the automatic latitude coordinates based on the selected location.
Longitude: By default, it takes the automatic longitude coordinates based on the selected location.

Start Date: Select the mobile attendance access start date.
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End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

Deleting the Geo-fenced Check-In of an Employee

Delete function lets you delete or remove the geographical access limit provided to the Employees for using
attendance punch via mobile devices.

asy P[’ Personnel Device «f 1 \ttendance Payroll System

Geo-fence Of Employee

& Bookmarks+ T Filters =

s (5719

Employes Location Longitude Latitude

a Mahadevapura 77 68855280000002 12.8890961
Mahadevapura 77 68855280000002 12.9890961

Prompt x

Are you sure you want to delete the selected 1

@

ftem?

Cancel
U

Delete the Geo-fence Of Employee

On the Geo-fence Of Employee interface, select the required geographical access limit to remove
or delete from the list.

Click Delete to delete or remove the selected geographical access limit.

Click Confirm to delete or remove the selected geographical access limit from the list.
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Set up Geo-fenced Check-In for a Department

Our Geo-fence of Department interface eases you to set a geographical boundary using GPS or RFID
technology which limits all your Employees of each Department to access Attendance Punch via mobile
devices.

On the Device module, click Mobile App, and then click Geo-fence Of Department to go to the Geo-fence
of Department Interface.

za Sy Tim i P re Personnel Device 1 tendance Payroll System

L WS Wl Geo-fence Of Department

demeant v .
e & Bookmarks~ T Filters «

Add Delete

Department Location Longitude

O Mobile App 2

A brief note about the columns displayed on the Geo-fence of Department Interface
Department: Displays the Department name.

Location: Displays the geographical location name.

Longitude: Displays the longitudinal coordinates.

Latitude: Displays the latitudinal coordinates.

Range (Meters): Displays the access zone in meters.

Start Date: Displays the access activation start date.

End Date: Displays the access activation end date.
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Add

Add function lets you set the attendance punch limit for all the Employees in each Department to access
Attendance Punch from the mobile device based on the work location.

Geo-fence Of Department

& Bookmarks T Filters =

Add || Delete | 4 2 92 M o =

D Dx ! cad, _Lacatis i1 itiad _ Latitue _ Start Dat _Fnd Dat

Add X
Department®  Sales o Search Map  ZKTeco Biometrics India, opposite to More Mega Store, Mahadevapura, Bengaluru, ks
2 WAV AN AAGAR Dnudbuihunmalh
- o 7 FRREY ra
Range(Meters)” | 50 Map  Satellite KRLSHMARAIAPURA La
Location® 38, Anjaneya Swami Main Rd, € © h 2
* closed : 24/
Latitude*  12.3881657 = v
y INDIRANAGAR oy
Longitude®  77.6885258 ngaluru Rones Jeevika Hospital (m o+ ®
3 H waiTere
ned © v Vegetable S82=ct
5 Garden ..
Start Date*  2020-04-21 v AT
Updated after & Shivoham Shiva Temple far ey Q
o o 1Gobgle o ) i Mapdsta 82020 TermsofUse  Reporta map error
selectlng location End Date™  2020-04-24 38, Anjaneya Swami Main Rd, Chinappa Layout, Mahadevapura, Bengalury, Karnataka 560048, India
on the map
Confirm Cancel

Add the Geo-fence Of Department
On the Add window, enter the following fields.
Department: Select the required Departments from the drop-down list.

Search Map: Enter the address or the name of the place and select the exact location name from the search
results.

Range (Meters): Enter the required perimeter distance to provide access to the attendance punch on the
mobile device, for the selected geographical area.

Location: Automatically updated after selecting the location on map.

Latitude: Normally it takes the automatic latitude coordinates based on the selected location.
Longitude: Normally it takes the automatic longitude coordinates based on the selected location.
Start Date: Select the mobile attendance access start date.

End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

How to delete the Geo-fenced Check-In of a Department
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Delete function, lets you delete or remove the geographical access limit provided to all the Employees in
each Department for using attendance punch via mobile devices.

Delete the Geo-fence Of Department

On the Geo-fence Of Department interface, select the required geographical access limit to
remove or delete from the list.

Click Delete to delete or remove the selected geographical access limit.

Click Confirm to delete or remove the selected geographical access limit from the list.

Send a Push Notification

Push Notifications lets you send Organizational messages to your Employees both as public and private
notifications as per the requirement.

Pr Personnel Device 1 tendance Access Payroll System

o=l

& Bockmarks ~ Y Fil .

Push Notification x B
_| User Name = Koniente [ | Mobile

70029 2020-06! _
[] Avieg 2020-05- | cHGFLIc
[ | 70013 2020-051 /» | | vhuak
O Mobile App = \_,.' 70015 2020-04- : | frwfvre
Cl|m 2020-04 cqfQCIE
Cllm 2020041 |
[ ] 123456 '2020-@ ;;”{Fengﬂw:

Cancel

Send a Push Notification

On the Accounts interface, select the required Employees from the list to send the message.
Click Push Notification to send the message to the selected Employees' mobile devices.

On the Content field, enter the required message to be sent.

Click Confirm to send the message to the selected Employees' mobile devices.
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Deleting the Notification records

Delete function lets you delete or remove the required Active or Inactive Employee mobile device accounts
based on the necessity of the Records.

Personnel Device 1 tendance Payroll System

Accounts

& Bookmarks - T Filters =

mlot\'ﬁ(ation Force Cffline Disable Enable
U

ser Name < Login Time Last Active Cllent Id Device Taken
70 2019-11-04 17.51:15  2018-11-04 18:04:54  aiciBe311233-efbd-4871-9077-df8dB815ff9ce  cmChbC0oFRAAPASTE
] % 2019-11-04 17:55:10  2018-11-04 17:58:37  aandroidldc87318f61aeb0bch e3-v0z3 QKoU:APAS DI
E|s 2019-11-04 174557 2018-11-04 17:45:58  aiciBe311233-efbd-4871-9077-df8dB815ff9ce  cmChC0oFRAAPASTE
8 2019-11-04 17:54:47  2018-11-04 17:55:05  aandrofdldc87318f61ae60bch e3-v0z3 QKolU:APAS b
5 2019-11-04 17:37:43  2018-11-04 17:37:43  aandrofdldd0fe26298080811¢ eswcSTmgmS4APAI
4 2019-11-04 17:38:30 2018-11-05 12:38:11  aandroidld944aactddi@scach F-SWCwm-IYAPAS1EH
4 2019-11-04 17:28:50 2018-11-04 17:28:51  aandrofdldcd7318f61aeb0bch e3-v0z3 QKol:APAS b
1 2019-11-04 175841 2018-11-04 17:58:42 aandrofdldcd7 3186 1asb0bch e3-v0z3QKolAPAS D
41 2019-10-26 18:38:33  2078-10-26 183855 aandrofdiddof Prompt %
40 2019-10-26 18:3757  2018-10-26 18:38:27  aandroidlddOf
14 2019-10-26 18:3%:00 2018-10-28 16:41:41 aandrow‘dlddﬁ
— Are you sure you want to delete the selected 2
items?

o th Cancel

Delete the records in Accounts

On the Accounts interface, select the required Employees' mobile device account to delete or
remove from the list.
Click Delete, and then click Confirm to delete or remove the selected Employees' mobile device
account from the list.
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13.5 How to forcefully disable active Mobile login

If you want to revoke a mobile account login of any employee, then you can Force Offline. If a user is active
in multiple mobile phones, you can use Force Offline Function to turn the other mobile phones inactive. It
lets you forcefully change the current Active status to offline.

Make sure the
account is active

1. Select
the acount

Prompt ®

Are you sure to force the device offline 1 item

Make an Active Employee's mobile device account to the Inactive state

» Onthe Accounts interface, select the required active login to change to offline from the list.
» Click Force Offline, and then click Confirm to change the selected Active Employee's messages to
the inactive state.
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Managing the Mobile Application Operation Log

Our Operation Log interface aid you to view the events that took place on the connected Mobile Devices

of the Employees.

On the Device module, click Mobile App, and then click Operation Log to go to the Operation Log

Interface.

::asy‘*] mePr Personnel

»Q Operation Log

nent

& Bookmarks~

Delete

User
4
4
4
4

4
70064
70064
70064
70064
70064
.

1
1
1

Device 1 tendance

T Filters ~

Client

aandroidid844aacaddf93cach
aandroidid844aacaddi93cach
aandroidld944aacdddf93cach
aandroidld944aacdddf93cach
aandroidld944aacdddf93cach

aidBe311233-efbd-4871-9077 -dif8d815{f9cd6
aidBe311233-efbd-4871-9077 -dif8d815{fad6
aidBe311233-efbd-4871-9077 -df8d815{fad6
aidBe311233-efbd-4871-9077 -df8d815{fad6
aidBe311233-efbd-4871-9077-dif8d815{fad6

aandroid|dcg7318f67aehlbch
aandroid|dcg7318f67aehlbch
aandroid|dcg7318f67aehlbch
aandroid|dcg7318f67aehlbch
aandroid|dc¥7318f61asblbch

Payroll System

A brief note about the columns displayed on the Operation Log Interface

User: Displays the User’s unique identity number.

Client: Displays the client ID or the name.

Action: Displays the activity taken place.

Action Time: Displays the time of the activity.

Status: Displays the status of the activity.

Describe: Displays the description of the activity.
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Delete

Delete function lets you remove or discard the Mobile Devices' event records via software.

P[’ Personnel Device 1 ttendance Payrall System

® Q Device Transaction
& Bookmarks - T Filters ~
ﬂ > 4 83960062 Etc/GMT +5:30 0 Enter menu 1]
ﬂ WVNF1838R0062 Etc/GMT +5:30 0 Enter menu a
|:\ BWNF183960062 Etc/GMT +5:30 0 Enter menu a
. App 2 I:\ BWNF183960062 Etc/GMT +5:30 0 Enter menu a
I:\ BWNF183960062 Etc/GMT +5:30 0 Enter menu a
f Employee IZ\ BWNF183960062 Etc/GMT +5:30 0 Enter menu 0
IZ\ BWNF183900062 Etc/GMT +5:30 0 Enter menu a
fence Of Department | |BWNF183960062 Etc/GMT +5:30 0 | Enter menu 0
|| |BWNF183960062 Etc/GMT +5:30 0
= - Prompt X M
| |BWNF183960062 Etc/GMT +5:30 0 R | L
Announcement ::: Ex:gz:zzgg:; ;ngl:;jg g | Areyou sure you want to delete the selected 2
Notice | |BWNF183960062 Etc/GMT+5:30 0o W fems? Ll
|:\ BWNF183960062 Etc/GMT +5:30 0 b |
|:\ BWNF183%60062 Etc/GMT +5:30 0 1 o Cancel
|| |BWNF183960062 Etc/GMT +5:30 0 — H...WJ}n] -

Delete the records from the Operation log

On the Operation Log interface, select the required Mobile Devices' event records to remove or
delete from the log list.

Click Delete, and then click Confirm to remove or delete the selected Mobile Devices' event records
from the log list.
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Approve Requests

The requests raised by the employees will be processed by the Approving Authority based on the hierarchy.
To create a hierarchy of approval, please refer Approval Workflow.

The major advantages of Approval Workflow are
Simplified seamless online approval process

Keep everyone in the loop notified
Accurate approval records

How does the Admin process Approval requests?

The Approvals option facilitates the Admin to Add/ Delete/ Approve/Reject the Manual Logs, Leaves
requests, Overtime requests, Training requests.

Manual Log

When the employee forgets to punch for check-in/check-out/break time-out/break time-in, the attendance
details can be logged in manually. The appropriate Approver will process it.

2asy TimePre Personnel Device Attendance < 1 rall System

W O = gtE Leave Sellings Leaae Schedul: Leawe Deldil Reponl
(B Hue
et L B Bookmarks= T Hilters =
B8 shiit Add Dzlete ApprovefRoject Rewoke
il K i i} 2 IR At i Punch
g Cohedule Employes D Firet Mams Last Mame Departrment Pocition Funch T
1 séra Eara lesting bmployee  2019-1
& Approvals bl 3350 a3 Testing Employce 20097
Lesl Kye Tesling Ermphoyes  2019-9
4 tect HYZ lecting bmployee  2019-10
tost T Testing Employes 200197
2 Ll W Teslirig Ernphogse  2019-100
2 test HVE lesting Emplovee 20191
test VT Testing Fmployes 20097

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for the manual log.

Punch Time: Displays the attendance punch time.
Punch State: Displays the attendance punch state.
Apply Reason: Displays the reason for manual punch.

Apply Time: Displays the time of the manual log.
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Approval Status: Displays the status of approval of the manual log.
Remarks: Displays the remarks for the processed manual log.
Approval Time: Displays the time of approval of the manual log.
Approver: Displays the name of the approver.

Add a Manual Log

Perform the following steps to add a manual log:

Click Add to add a new manual log.
Enter the required details in the appearing window as shown in the image below:

asy Pr Personnel Device Attendance 1 yroll System
L OWe Rkl Global Rule Leave Settings Leave Schedule Leave Detail Report Manual Log
R Rule o
® Rule & Bookmarks ~ T Filters ~
£ Shift Add te Appmve/'llej Add x
| | EmployeeID  First Name La Liatus
D 1 A \sarz Department Employee Q Selected 0 d
Ol FERE sarg Employe... First Name Last Name Department Employe... First Name Last Name < d
02 ==t vz 1 sara sara Testing BN
02 test oz 10 arpita Department None <
(] E test vzl 10889 Arthas Testing o
(W test xyz| 1" vijay Department <
[WE test xyz| 12 asin Department g
W]E (est 57 13 akshay Department -
2 = B4 14 Justin Department =
12 ==t 0z 15 kate Department BN
16 madhu Department
17 Joshua Department
18 madhu Department
10 Lata Nenartmant
20 ¥ Total 81 Records > 1 IR Confim
Punch Time* Punch State* CheckIn
te Attendance Work Code
n Report Apply Reason
Scheduling Report
P
Summary Report
- Confirm Cancel
% Configurations

Employee: Select the Employee(s) from the list.

Punch Time: Enter Punch Time.

Punch State: Select the Punch state from the drop-down for which you are applying.
Work Code: Enter the Work code of the Employee.

Apply Reason: Enter the reason for applying.

Click Confirm.

Approve or Reject a Manual Log

Perform the following steps to approve/reject a manual log:
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Select the manual log and click Approve/Reject. A pop-up will appear as shown in the image below:

Personnel Device Attendance Access

Manual Log

& Bookmarks ~

Y Filters «

Payroll Systen

Employee | irst Name  Last

= Approve/Reject

n 1 bishesh =
&~ Approvals .;i L i Status™ Approved
| | 10005 Michael
| | 10005 Michael .—_ Remarks:
]| 10005 Michoel. (NS
|| 10005 Michacl: |

G 20 W 4 n ©  Total 6 Records 1 Page [EeTilin]

Cancel

=

Apply

Select the state as Approved/Rejected.
Enter the remarks of approval.

Click Confirm.
Edit a Manual Log
Only the logs which are not Approved/Rejected can be modified.

Perform the following steps to edit a manual log:

Click the Employee ID or edit icon.
A window will appear as shown in the image below:
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Personnel Device Attendance Access Payroll System

Manual Log

& Bookmarks v T Filters »

7

Edit X

i | Employee ID  First Name Last IE Employecs %‘E Work Code
{DERESHENENNN  punch Time* | 2020-06-17 06:00:00 B
&~ Approvals 1L | bishesh - lin
i 10005 | Michael 15 unch State* Check Out E |
|| 10005 Michael - lIn
|| 10005 Michael - Weork Code out
|| 10005 Michael - n

B Apply Reason

oi Cancel

20 ¥ 4 n »  Total 6 Records 1 Page

Make necessary changes and click Confirm.
Delete a Manual Log

Perform the following steps to delete a manual log:

Select the manual log and click Delete or click del icon ]ﬁ of the corresponding manual log.
On the appearing pop-up, click Confirm if you are sure to delete the manual log.

Revoke a Manual Log

Using Revoke, we can cancel an Approved or Rejected request. To revoke a manual log, perform the
following steps:

Select the Manual log to revoke and click Revoke.
A window will appear as shown below:

Page |259 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

d Sy Personnel Device Attendance 1 yroll System

Global Rule Leave Settings = Leave Schedule = Leave Detail Report Manual Log =

&) Ll & Bookmarks~ T Filters ~
G hift Add Delete Approve/Reject Re\mkq
" Schedule D Employee ID  First Name  Last Name  Departmen Position Punch Time Punch State  Apply Reason  Ap
d sara sara Testing Employee  2019-11-02 18:00:00 Check Out 20
Approvals K sara sara Testing Employee  2019-11-02 09:00:00  Check In | | 20
D 2 test XyZ Testing Employee ‘ 2019-10-02 21:00:00 Check Out | 20
2 test XyzZ Testing Emplg 1
- 1  Revoke ®x B
2 test z Testin Emplo 1
[ Xy ] p
2 test z Testin Emplo ; 1
e 9 MPO  pevoke Reason™: 2
o ]2 test xyz Testing Emplo 1
Jvertime —= H
" 2 test Xyz Testing Emplo 1
Training ] E test xyz Testing Emplo 1
: 2 test z Testin Emplo & 1
X 9 mpg 4

Schedule Adjustment

Y Holiday

Management

Calculate Attendance
Confirm Cancel

Transaction Report

Enter the reason to revoke and click Confirm.
Leave

Leave option facilitates an employee to apply for leave. It can be a Sick Leave/Casual Leave/Maternity
Leave/Business Trip, and more.

The appropriate Administrator will process the leave request.
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asy Pr Personnel Device Attendance 1 cess Payroll System

Rule
- & Bookmarks~ Y Filters =

Shift Add Delete Approve/Reject Revoke

Schedul Employee ID  First Name Last Name Department Position Leave Category Start Time End Time
Schedule

70029 Prasanth - Department - Sick Leave 2020-02-15 09:30:00 2020-02-15 1§

Approvals 3
Manual Log
Overtime

Training

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for leave.

Leave Category: Displays the category of the applied leave.

Start Time: Displays the starting time of the leave.

End Time: Displays the ending time of the leave.

Day Type: Displays the type of leave as half-day or full day.

Leave Type: Displays the payment type of leave as paid or unpaid.
Apply Reason: Displays the reason for leave application.

Apply Time: Displays the time at which the leave was applied.
Approval Status: Displays the status of approval of the leave.
Approval Remarks: Displays the remarks for processed leave.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.
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Add a Leave
Perform the following steps to add a leave:

Click Add to add a leave.
Enter the required details in the appearing window as shown in the image below:

o oA =

Department - Employee Apnl 2020 E L > @ Full Day

Sun Mon Tue Wed

Employee ... First Mame Last Mame Department )
0 (") First Half

001 Achal Development
1 Asish test
12345 tt Development
70034 Achal Abhishek Development

O Second Half

Leave Type®  Paid Leave
Category”  Annual Leave
Days* 3

Apely Reason  yseation

20 ¥/ Total4 Recards 1 | Page

&

Employee: Select the Employee to add a leave.

Day Type: Select the day as Full day/First Half/Second Half.

Date: Select the date from the calendar.

Leave Type: Select the leave type as Paid Leave/Unpaid Leave.

Category: Select the Leave category.

Days: This field will be auto entered when you select the date from the calendar.
Apply Reason: Enter the reason for the leave request.

Click Confirm after entering the required details.
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Delete a Leave

Perform the following steps to delete a leave request:

Select the leave and click Delete or click del icon E of the corresponding leave request.
On the appearing pop-up, click Confirm if you are sure to delete the leave request.

Approve or Reject a Leave
Perform the following steps to approve/reject a leave request:
Select the leave request and click Approve/Reject. A pop-up will appear as shown in the image

below:

a Sy Pr Personnel Device Attendance 1 yroll System

L e W=l Global Rule Leave Settings Leave Schedule = Leave Detail Report Manual Log Leave

) fre & Bookmarks~ Y Filters ~
& shift Add Delete Approve/Reject ke
B Schedule D Employee ID First Name Last Name Department Position Leave Category Start Time End Time Day T
S eaule
v sara sara esting mployee Sick Leave -11- :00: -11- :00: ul
1 Testi Empl Sick L 2019-11-02 09:00:00 2019-11-02 18:00:00  Full D
& Approvals 2 D 1 sara sara Testing Employee Sick Le_ave 2019-11-01 09:00:00 2019-11-01 18:00:00 EJ”D
B 1 sara sara Testing Employee Sick Leave | 2019-12-04 09:00:00 2019-12-04 18:00:00 | Full De
Manual Log Approve/Reject X

3

State*: Approved

Overtime
Remarks:

Training

Schedule

5] Holiday

&% QutDoor Mz
© Leave Management

B Calculate Attendance

‘Confirm Cancel

Select the state as Approved/Rejected.
Enter the remarks of approval. Click Confirm.
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Overtime

Overtime option enables you to add overtime to an employee. The Overtime can be Normal
Overtime/Weekend Overtime/Holiday Overtime. It can be done in two ways:

1. The Administrator can add overtime to the employees through Admin login.
2. The Employee can raise overtime requests through employee login.

asy Pr Personnel Device Attendance ces Payroll System

Rule
. & Bookmarks ~ Y Filters =

shift Add Delete Approve/Reject Revoke

bishesh - Department - Mormal OT 2020-06-19 18:00:00 2020-06-19 20:00:00

@ Schedul Employee ID  First Name Last Name Department Position Owvertime Type Start Time End Time
Schedule
~

Approva!
Manual Log

Leave

Training
Schedule Adjustment

Holiday

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for overtime.

Overtime Type: Displays the type of overtime application.

Start Time: Displays the starting date and time of overtime.

End Time: Displays the ending date and time of overtime.

Apply Reason: Displays the reason for overtime application.

Apply Time: Displays the time at which the overtime approval is requested.
Approval Status: Displays the status of approval of the overtime.

Approval Remarks: Displays the remarks for the processed overtime request.

Approval Time: Displays the time of approval.
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Approver: Displays the name of the approver.
Add an Overtime Request

Perform the following steps to raise an overtime request:

Click Add to raise overtime request.
Enter the required details in the appearing window as shown in the image below:

asy Pr Personnel

Add

Dfpdftﬁfjt

& Bookmarks Employee ..

Employee Selected

First Name Last Name Department Employee ... First Name Last Name

Michael

bishesh Department 10005

10005 Michael Department
1001 jay Department
1002 rashmi Department ending
1003 bharath Department
1004 daya Department
1005 zero Department
1006 shanth Department
1007 manish Department
2 Department
Department
Pt
20 v Total 137 Records > 1
Start Time* End Time* Overtime Type*  Normal OT
Apply Reason

Cancel —

Employee: Select the Employee to raise overtime requests.
Start Time: Enter the start time of overtime.

End Time: Enter the end time of overtime.

Category: Select the overtime category.

Apply Reason: Enter the reason for the overtime request.

Click Confirm after entering the required details.
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Approve or Reject an Overtime Request
Perform the following steps to approve/reject an overtime request:

s Select the overtime request and click Approve/Reject. A pop-up will appear as shown in the below
image.

Approve/Reject

Status™:  Approved

s Select the state as Approved/Rejected.
» Enter the remarks of approval. Click Confirm.
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Edit an Overtime request
Perform the following steps to edit an overtime request:

Click the Employee ID or edit icon.
A window appears as shown in the below image.

& Bookmarks v T Filters +

Add Delete ApprovefReject Revoke

Employee... FirstMa.. LastMa.. Department Position OwvertimeT... Start Time End Time

70034 Achal Abhishek | Developm... | Mana... | MNormal OT | 2020-04-21 18:0...  2020-04-21 23:0.
70034 Achal Abhish

Edit %

Employee™

o Start Time*  2020-04-14 18:00:00

End Time™  2020-04-14 23:00:00
Overtime Type®  Mormal OT

Apply Reason

‘Confirm Cancel

Apply Reason

. | Technical Train...
2020-04-14 23:0.

Make necessary changes and click Confirm.
Delete an Overtime Request

Perform the following steps to delete an overtime request:

Select the overtime request and click Delete or click del icon ) of the corresponding overtime

request.

On the appearing pop-up, click Confirm if you are sure to delete the leave request.
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Revoke an Overtime request

Perform the following steps to revoke an overtime request:

Select the overtime request to be revoked and click Revoke.
A window will appear as shown in the image below:

Personnel Dievice Allendance

e Giccalfule - LeaveSetings - LeaveSchecule - Leswe DetailRepont  Manuallog — Leave  Oveitime «
& Bookmarks~ Y Filters ~
= TP (T p A o =
| FoieT] [Tpmneraded | TRemks R TR oE
[ Coploges 1D First Name Lasl Name Degariment Po: Ovwertime Type  Starl Time Lnd Titme: Apply Reasca Apply Tire Approval Slatis Remarks  Approvel Thne Appiover
L BH = 4 A EQREE T PR R SRR SRR 201202 TRI05 2 Apphed AT DU 2 T i T o
Rewcicn ®
Reveka Reason®:
 Confirm ancel

Syslem

4 yroll

Enter the revoke reason and click Confirm.

Training

The Training option enables you to add training requests. The appropriate Administrator will approve the

training requests.

easy TimePre
®» Q=
Rule
Shift
Schedule
Approvals
Manual Log
Leave

Overtime

Schedule Adjustment

Personnel Device Attendance 1 :cess Payroll System

& Bookmarks v

Y Filters =

Add Delete Approve/Reject Revoke

Employee ID  First Mame Last Name Department Position Training Type Start Time End Time Apply Reas
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for training request.

Training Type: Displays the training type which the employee applied for.
Start Time: Displays the starting date and time of the training.

End Time: Displays the ending date and time of the training.

Apply Reason: Displays the reason for the training application.

Apply Time: Displays the time at which the training is requested.

Approval Status: Displays the status of approval of the training.

Approval Remarks: Displays the remarks for the processed training request.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.
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Add a Training Request

Perform the following steps to raise a training request:

Click Add to request training.

Enter the required details in the appearing window as shown in the image below:

Add x .
Department Employee Q Selectad 1
Employee . First Name Last Name Department Employee . First Name = Last Name =
001 Achal Development 70034 Achal Abhishek I st
) N ]
sish test
12345 tt Development P
70034 Achal Abhishek Development
20 ¥ Total 4 Records 1 Page
Start Time*  2020-04-22 13:00:00 End Time* 2020-04-22 15:00:00 Training Type* Testing
APPIY RE250N | ochrical Training
%
— ©O=m - =
G ED —

Employee: Select the Employee to raise training requests.

Start Time: Enter the Start time of Training.
End Time: Enter the End time of Training.

Category: Select Training Type.

Apply Reason: Enter the reason for the training request.

Click Confirm after entering the required details.
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Approve or Reject a Training Request
Perform the following steps to approve/reject a training request:

Select the training request and click Approve/Reject. A pop-up will appear as shown in the below
image.

& Bookmarks~ Y Filters =

Add Delete Approve/Reject
Employee... First Ma... Last Na.. | Departm | Position ITlainl'r'lg T.. | Start Time | End Time

4 70034 Achal i Approve/Reject % &22 15:0.
700 Achal | )4-1515:0...

Status®:  Approved
Manual Log
Remarks:

Cancel

Select the state as Approved/Rejected.
Enter the remarks of approval. Click Confirm.

Edit a Training request
Perform the following steps to edit a training request:

Click the Employee ID or edit icon.
A window will appear as shown in the below image.
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70034

™  Approvals e

I | Log

First Na... LastMNa... | Department | Position ITlainl'ﬂg T... | Start Time

Achal
Achal

& Bookmarks - T Filters ~
Add Delete Approve/Reject
: Employee...

Revoke
End Time

il

Edit

Employes®

e Start Time*
End Time*

Training Type*

Apply Reason

13:0... | 2020-04-22 15:0...

X
{30 | 2020-04-1515:0..

2020-04-15 13:00:00
2020-04-15 15:00:00

Testing

Cancel

Make necessary changes and click Confirm.

Delete a Training Request

To delete a training request, perform the following steps:

Select the training request and click Delete or click del icon t of the corresponding training

request.

On the appearing pop-up, click Confirm if you are sure to delete the training request.

Revoke a training request

To revoke a training request, perform the following steps:

Select the training request to be revoked and click Revoke.
A window will appear as shown below:

Page |272

Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

Revoke

Revoke Reason®:

Cancel

+ Enter the revoke reason and click Confirm.
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15  Approval Rules

Our Approval Workflow module ease you to manage the most complex process with a dedicated approval
administration plan, so you need not invest time sticking to emails, tracking down records for auditing
purposes, sharing Excel or Word documents and making phone calls.

This completely evades the impossibility of tracking the progress of the request and increases the
transparency in your Organization.

On the Approval Workflow module, you can create a request and approver process flows, for Employees,
Leads, and Managers to submit requests for approvals or to track the approval workflow and the progress
of the approval, which eases the Auditors to get the complete records of every request.

On the Personnel moduleg, click Approval Workflow to go to the Approval Workflow module.
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15.1 How to Set Up Roles

Our Role interface eases for you to assign more than one employee for a single or the multiple workflows
with the approval authority which equips greater flexibility and helps to reduce the number of requests left
pending without approval.

On the Personnel modulg, click Approval Workflow, and then click Role to go to the Role Interface.

aSy mePrc Personnel < 1 Device Attendance Payroll System

v o=

Organizati .
Organization v & Bookmarks~ T Filters =

Employee Management Add Delete Assign Employee

& Approval Workflow < 2 a Role Code Role Name

Leadall
3 Dev
Manager

On this Interface, you can add a new or delete the existing approver Roles and even enables you to switch
or move a new or assigned Employees between Roles.

Some common examples of approver Roles include “Senior Manager”, “Manager”, “Team Lead”, “HR" and
more.

A brief note about the columns displayed on the Role Interface
Role Code: Displays the unique Role code number.

Role Name: Displays the Role name.

Description: Displays a brief explanation about the Role.

Total No. of Employees: Displays the total Employee count in a Role.
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Creating the Roles

Add function lets you create an approver Role, with the description of the Role, and unique Role Code in
your Organization.

Personnel <€ 1 Device Attendance

Payroll System

& Bookmarks~ T Filters =

[ somimm

R L | | RoleCode % Role Name = Description
Approval Workflow«f 2 |

1§27 Team Lead -

[]3 | Dev =

[]:2 Manager -

=04 Lead -

Rale Code*:

Role Name*:

666 .

Description:

a J“']I Cancel

Create a new approver Role

On the Role interface, click Add to create a new approver Role.

On the Role Code field, enter the unique Role Code for the new approver Role.
On the Role Name field, enter the name the new approver Role.

On the Description field, provide the details about the new approver Role.

Click Confirm, to update the newly created approver Role.
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Assigning Employees to the Roles

Assign Employees function lets you allot the Employees to the existing approver Roles based on your

Organization standards.

asy P]‘ Personnel <1’ Device Attendance Payroll System
® Q = Role
v & Bookmarks~ Y Filters ~
Add | Delete 19
= Approval Workllow @) ~ D Role Code + Role Name +  Description - Total No. of Employg
| Team | ead e Lo
3 | Assign Employee X
B Department ¥ u Employee H Q Selected 3
Employe... First Name Last Name Department Employe... First Name % Last Name +

OIS ] Joshua bhala Testing 1 Joshua bhala

E B |10 arpita tamil Testing 10 arpita tamil

B | 100 madhu Fisher Test Departm... 100 madhu Fisher
|| 1000 dog food Testing
|| 10000 mister cat Testing
||| 10001 natalie portman Testing
| 10002 vin diesel Testing
| 10002 deepika padakone Testing
| 10004 priyanka chopra Testing
|| 10005 nick jonas Testing
|| 10008 oprah winfrey Testing
B 1 nnn mrivanka nandini TactinA
20 ¥ Total 29644 Records > 1 LECEN Confirm

o Confirm Cancel
I

Assign Employees to the existing approver Roles

On the Role interface, select the required approver Roles from the list to assign Employees.

Click Assign Employees to assign the required Employees to the selected approver Roles.

On the Assign Employees window, select the required Employee names from the list on the left.

The selected Employee names will reflect on the right side of the Assign Employees window.

Use the Department drop-down list or the Search option (search by Employee name or Employee ID) to

search for a specific Employee.

Click Confirm, to assign the Employees to the selected Role names.
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Deleting the Roles

Delete function lets you remove or discard the existing approver Role from the list.

asy ' P]‘ Personnel «€1) Device Attendance Payroll System

* o = |8

Organization s & Bookmarks~ Y Filters =

& Employee Management Add eign Employee

= Approval Workflow o2 & Moz et © Role Name = Description
4 Team Lead
3 Dev -

2 Manager
1 Lead

&f Configurations

x

Are you sure you want to delete the selected 2
items?

a} :ﬂrq: Cancel

Delete the existing approver Roles
On the Role interface, select the required approver Roles from the list to delete.
Click Delete, to delete the selected approver Roles.

Click Confirm, to delete the selected approver Roles from the list.

Set Up the Approval Process Flow

Our Flow interface facilitates for you to generate an end-to-end approval process which creates an
automatic routing that transfers the request from one approver to the other which does not require any
manual supervision and drives down any unstructured approval progression.

On the Personnel moduleg, click Approval Workflow, and then click Flow to go to the Flow Interface.
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Za Sy T| me P Fe Personnel < 1 Jevice Attendance Payroll

o =N

Ouaniaaton v & Bookmarks~ T Filters ~
Employee Management ~ Add Delete
Approval Workfiowa@9ia Flow Code <+ Name <
i Change Schedule Approval
Role 116 OT approval
113 Manual Log Approval
Flowsl 3 456 testing
333 kavz

Node

System

Start Date

10/01/2019
10/01/2019
10/01/2019
10/09/2019
10/12/2019

End Date

11/30/2019
1043172018
10/31/2019
10/14/2019
10/12/2020

Request
Schedulg
Overtimg
Manual L
Manual L
Training

On this Interface, you can add a new Flow, delete the existing Flow, create, or delete approver nodes, and

assign or adjust employees for different request types.

Some common examples of approval Flow include “Compensation Leave Approval’, “Medi-Claim

Approval”, “Holiday Approval”, “Travel Approval” and more.

A brief note about the columns displayed on the Flow Interface
Flow Code: Displays the unique Flow code number.

Name: Displays the Flow name.

Start Date: Displays the start date of a Flow.

End Date: Displays the end date of a Flow.

Request Type: Displays the reason or the type of request of a Flow.
Approval Seeker: Displays the selected Employees in a Flow.

Position: Displays the selected Employees’ Position.

Department: Displays the selected Employees’ Department.

Page |279 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

Creating a New Flow

Add function lets you create a new approver Flow for the distinct available requests with unique Flow code
and also allows you to create multiple approvers based on your Organization guidelines.

& Bookmarks Y Filters =
Edit X
Add
Flow Code & Start Date®  2020-04-01 End Date*  2021-04-22 I_¢
1 veloper
10 Flow Code® 1 Mame*  Leave Approval (R&D)
Request Type™  Leave Approval Seeker
Position  Java Developer Department  Developrent
# Add Node
Node Number MNode Namg Operation
1 Lead ]
2 Manager &
o Confirm Cancel

Create a new approver Flow

On the Flow interface, click Add to create a new approval Flow.

Enter the following mandatory fields.

Start Date: Select the required Start Date for the new approval Flow.
End Date: Select the required End Date for the new approval Flow.

Flow Code: Enter the unique Flow Code for the new approval Flow.
Name: Enter the name for the new approval Flow.

Request Type: Select the required request type from the drop-down list.

After entering the mandatory details, you can either click Confirm to save or follow the below procedures
to create the approval process Flow based on your Organization standards.

Approval Seeker: In this field, you can select those required Employees who can raise the request for the
workflow process.
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Selecting Employees as Approval Seekers:
Select Employees from Approval Seeker field
Update Employees by selecting through their Position and Department.

First Method: Select Employees from Approval Seeker field.

Start Date* | 2020-04-01 End Date*  2021-04-22
Flow Cods* 1 Mame* | Leave Approval (RE&D)
Request Typs*  Leave - Approval Seeker
Position  Java Developer - Department  Developmant -

Click Approval Seeker field and follow the below steps.

& =& Employee Q Selected 4
(O Manager 1 | Employe... First Name Last Name Departme Employe... First Name = Last Name =
N gzs:_::ng 1 Joshua bhala Testing 1 Joshua bhala
0 Developer e 10 arpita tamil Testing 10 arpita tamil
O) Test Department 100 madhu Fisher Test Deg 100 madhu Fisher
0 dev 1000 dog food Testing 1000 dog food
| | | 10000 mister cat Testing
|| | 10001 natalie portman Testing
[ | 10002 vin diesel Testing
}__ | ] 10003 deepika padakone Testing
| | | 10004 priyanka chopra Testing
| | | 10005 nick jonas Testing
| | ] 10006 oprah winfrey Testing

20 ¥ Total 29644 Records > 1 Page

o o

On the Approval Seeker window, select the required Employees' names from the list on the left.

The selected Employees’ names will reflect on the right side of the Approval Seeker window.

Use the Department drop-down list or the Search option (search by Employee name or Employee ID) to
search for the required Employees.

Click Confirm, to update the selected Employees as Approval Seekers for the workflow process.
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Second Method: Update Employees by selecting through their Position and Department

Start Date* | 2020-04-01 End Date®  2021-04-22
Flow Code* | 1 MName®  Leave Approval (RED)
Request Type*  Leave - Approval Seeker
Position | ---=-=---- v Department | ---------- v

Update the required Employees as approval seekers by selecting their Position and the Department name
from the drop-down list.

Create Approval Flow for the Workflow process

o R

Mode Nurmber = MHode Mame Operation
1 o R Add Name QT
2 Manager T

Click Add Node, to create an approval Flow and set the approvers. Please note that you can create multiple
approvers for a workflow process.

On the Node Name column, set the names of the approvers from lower to higher levels based on the
approval hierarchy.

Click here to add
more level

Node Number + Mode Name Operation

1 Lead |
z Ivlanager |

This is in ascending order, that means "Lead" is the
first approver and "Manager” is the final approver.
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On the Operation column, click Trash button to remove any specific approver from the Flow.
Click Confirm to update the framed approver Flow.
Deleting the Flow

Delete function lets you remove or discard the existing approval Flow from the list.

Personnel Device Attendance Payroll System

§2 Approval Workflow Name < Start Date End Date Request Type <=
Flow 10/02/2019 10/26/2019 Training
Role ~ Change Schedule Approval 10/01/2019 11/30/2019 Schedule Adjustment
OT approval 10/01/2019 10/31/2019 Overtime
Manual Log Approval 10/01/2019 10/31/2019 Manual Log
testing 10/09/2019 10/14/2019 Manual Log
: kavz 10/12/2019 10/12/2020 Training

£f Configurations

x

Are you sure you want to delete the selected 3
items?

o onfirm Cancel
Jm

Delete the existing approval Node
On the Flow interface, select the required approval Flows from the list.
Click Delete, to delete the selected approval Flows.

Click Confirm, to delete the selected approval Flows from the list.
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Generate the Process Flow

Our Node interface has been dedicated to run each request approval task from one approver to the other.
A workflow is rendered by the sequence of nodes, and these nodes are the categorization of instructions
that shape the workflow.

On the Personnel modulg, click Approval Workflow, and then click Node to go to the Node Interface.

-.ZE.'B,SY ]| "Ir.'f_Pr- * 1 Personnel Device Attendance Payroll System

& Bookmarks~ T Filtérs =

Workflow Mame Code Name Approver
= Approval Workflow ikl e ame Approve

On this Interface, you can view and modify the individual Nodes created for each flow and adjust the
approvers or notifiers and the acknowledgment scopes of each Node.

A brief note about the columns displayed on the Node Interface
Workflow Name: Displays the Workflow name.

Code: Displays the unique code number of the Workflow.

Name: Displays Employee name of request approval.

Approver: Displays the Employee's Position of request approval.

Approver Scope: Displays the Employees’ Department scope of request approval.
Notifier: Displays the notifiers of a request process.

Notifier Scope: Displays the notifiers’ scope of a request process.

Modify the Approver or Notifier approval acknowledgment Scope
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1. Click on First Level
of Node "Lead"

4. Choose the

extent of Approver
2. Select the Approver. You

can select more than one in Lt
case if you want someone else
to approve on Approver behalf.
When multiple Approver is
selected, then either Approver
can approve the requesl Motifier | ---------- Motifier Scope  Own Department

Mode Number* | 1 Mede Mame*  Lead

Approver | ---------- Approver Scope  Own Department

3. Notification of request
will be sent to the
selected Role(s) here

On the Node interface, click Workflow Name on the Workflow Name column to modify the required
Workflow.

Node Number: The system takes the Node Number of each Node by default and cannot be modified.

Node Name: You can either keep the existing Node Name, which was provided under Flow or can modify
if required.

Approver: You can select more than more one approver from the drop-down list for each Node.

Approver Scope: You select either select Own Department or All from the drop-down list for the approval
acknowledgment.

Notifier: You can select more than more one notifier from the drop-down list for each Node.

Notifier Scope: You select either select Own Department or All from the drop-down list for the notification
acknowledgment.

Click Confirm, to update the modifications.
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Leave Management

The Leave Management is the set of processes that manages the leave request, approval and tracking of the
employee leave in the organization. This efficient leave management system significantly reduces the work
disruptions and maintains accurate leave records.
The salient features of Leave Management are:

Ensures smooth functioning of the company's operation

Eliminates Paperwork

Removes manual interventions
Realistic concern on work schedules

How to configure leave?

Leave Type

The Leave Type option enables you to configure the leaves which are added.

NE PI’ » Personnel Device Attendance 1 yroll System

W O &= LR Leave Typs Leave Settings

& Bookmarks - T Flltcrs -

B Leave Management

3

The columns are described as follows:
Leave Name: Displays the Name of the leave which will be allotted to the employees.

Report Symbol: Displays the symbol for each leave which will be utilized in report generation.
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Add a Leave Type

Perform the following steps to add a leave type:

Click Add to add a new leave type. A window appears as shown in the image below:

Pr

Personnel Device
Global Rule Leave Type =
& Bookmarks- T Fliters -
Add of
| | Leave Name
] Sick Leave

| || Casuat Leave

| [ Maternity Leave

[ Compassionate Leave
||} Annual Leave
[]| Business Trip

Attendance

1 yroll

System

Report
SL
CAL
coL
Al

Add

Leave Name*:
Minimum Unit*:
Linit*;
Round-Gfi:

Report Symbol’:

Cancel

Leave Name: Enter the Leave Name.

Minimum Unit: Enter the minimum day(s) of leave.

Unit: Select the unit of leave. It may be Minute/Hour/Workday/ HH: MM.

Round Off: Rounding means making a number simpler but keeping its value close to what it was. Select
whether or not to round-off the leave. E.g. Suppose total leave is around 5.77 hour, then enabling round-off

to Yes will make 5.77 to 5.8.

Report Symbol: Enter the symbol for leave which should appear in reports.

Click Confirm after entering the required details.

Delete a Leave Type

Perform the following steps to edit a leave type:

Select the Leave Type and click Delete or click del icon ] of the corresponding leave type.
On the appearing pop-up, click Confirm if you are sure to delete the leave type.
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Edit a Leave Type
Perform the following steps to edit a leave type:

o Click the Leave name or icon.
»  Make the necessary changes and click Confirm.

16.2 Schedule leaves to employees

Leave Settings

The Leave Settings option helps you to assign leaves to employees. You can set various parameters like
allotment type, number of days, carry-forward, and more.

[ drs | Sy T|ﬂ]t‘ Prl:E_‘ Perzonnel Device Attendance 4 aoll System

L Wa Wl Gickal Rule Leave Settings
2 L2 & Eookmarks= T Fliters =

shift Add [lete

Schedul Crployes [0 First Mame  Last Mame  Deparirent Pasition Leave Allotrment Type
ACheaule

10 anpita - Departrment - Yearky
1 sara sara lesting Emplawee  Yearly

® Approvals
Hudidday
B OutDoor Manasgement
£} Leave Manogernent
Lesve Type

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee.

Leave Allotment Type: Displays the type of leave allotted to the employee.
Leave Effective From: Displays the starting date of the leave allotment.
Total Days: Displays the total number of leaves allotted to the employee.

Maximum allowed leave per month: Displays the number of leaves that an employee is allowed to take
each month.
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Carry Forward Limit: Displays the number of leaves that an employee can carry forward to next
month/year.

Auto Carry-Forward: Displays whether the leaves will be automatically carrying forwarded or not.
Add Leave to employees
Perform the following steps to add leaves to employees:

Click Add. In the appearing window select the employee to add leaves.

aSy Pr Personnel Device Attendance 1 Jroll Systermn

Global Rule »  Leave Settings

& Bookmarks - Y Filters =

o Add % [
Add
[ Empl flisthamesS il Cepartment Emplayee a Selecied 0 Eﬂlh
110 arpita - 3 .
= — Emplaye... First Name Last Name Department Employe... First Name Last Name E—
O sara =
— 1 sara s2ra i D
N
10 arpita Hlarne
10889 Arthas
il vijay Department
12 asin Department
13 akshay De; it
14 Justin
15 kate
16 madhu
i Joshua
18 madhu
E Tatal 81 Rocard > 1
Leave Allotment Type®  Vearly Leave Eifective Fram®*
Total Days” 0 Max Allowed Leave Per Month® 0
Aute Carrytorward® YES Carry Forward Limit* 0

Confirm Cancel

Leave Allotment Type: Select the leave allotment type. It can be Yearly/Monthly.

Auto-Carry-forward: Select whether or not to auto-carry-forward the accumulated leave to next
month/year.

Total Days: Enter the total number of leaves.

Leave Effective From: Select the date from which the leaves are effective from.

Maximum allowed leave per month: Enter the maximum number of leaves that an employee can take.
Carry-forward limit: Enter the maximum carry-forward limit.

Click Confirm after setting the leave.
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Edit Leave Settings

Perform the following steps to edit the leave settings:

Click the Employee ID or edit icon. A window appears as shown in the below image:

asy | Pr: Personnel

® Rule

8 shift Add | Delete
|| EmployeeID_ First Name

[] 999
Ol7
e
3 Holiday 10

% OutDoor Management las

O Leave Management®._ 2 . IR
]34

[/ 10010
[]] 10006

4 Summary Report

Global Rule

& Bookmarks~

Device

Leave

Y Filters ~

ramu
mag
hugh
arpita
akshay
apple
ironman
Sarada
madhu
Kavya
Vasanthi
Clarissa
Subbu
vijay.
asin
madhu
Kate

3

test
Jjhgyu

Attendance

Leave Type

Last Name
G

GRS R R 2

s
Baratam
Thomas
Gattu

v

&

p

kat

2z

jhg

1 Jayroll

Leave Settings

Department
Testing
Testing
Department
Testinag
Department
Testing
Testing
Testingg

Department -

Testingg
Testingg
Testingg
Testingg
Testingg
Testingg

Department -

Department
Department
Testing
Testingg

System

Position Leave Allotment Type  Leave Effective From  Total Days  Max Allowed Leave Per Month  Carry Forward Lim
Employee o < B 00
Employee 0 30
= i | Employee* s 30
N | 0 00
8 Leave Allotment Type®  Monthly 0 20
Employee 0 00
Employee Total Days* 0.0 o 00
Java Developer 00
== Leave Effective From®  2019-12-01 Ol it
EMPIOYEERN 1 Alowed Leave Per Month® | 0.0 U 0
Employee 00
[EoHion S Auto Carryforward®  VES . - o4
Employee 40
- Carry Forward Limit= 0.0 o 30
N i 40
C 50
- 0 10
Employee o 30
Employee | = 50
Employee 0 50

TN | cancel
&

Modify the required details and click Confirm.

Delete Leave Settings

Perform the following steps to delete the leave settings:

Select the Leave Settings and click Delete or click del icon E of the corresponding leave settings.
On the appearing pop-up, click Confirm if you are sure to delete the Leave Settings.

Leave Schedule

The leave schedule allows you to define the number of leaves for each leave type such as Sick leave, Casual

Leave, Maternity Leave, and more.
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Za Sy TI me P re I"ersonnel Device Attendance 1 Toll System

L Walki | Gickbal Rule Leave SeHings Leawe Scheduk

Rude: & Euskimnarks - T Filtzrs =

Al Add Delete

8 < ohedule Emplaycs 1D First Mame
1 sara

7 Approvals io Apila

Leave Type

Lesve Setlings

Add a Leave Schedule

Total no. of leaves allotted here (leave settings) can be distributed on this interface.

Perform the following steps to add a leave schedule:

o Click Add to add a new leave schedule. A window appears as shown in the image below:

Add

Department Employee Selected 1

Employee ... First Name Last Name Department Employee ... First Name % Last Name +
001 Achal Developmant 70034 Achal Abhishek
1 Asish test
12345 tt Development
70034 Achal Abhishek Development

"3 The total no. of leave
is defined in previous
"l eave Settings". Here

we need to distribute
that total number

20 v Total 4 Records 1 | Page m

Sick Leave™ Day(s) Casual Leaver 5 Dayis)

Maternity Leave* Dayls) compassionate Leave® 0 Day(s)

Annual Leave® Day(s) Business Trip* 0 Dayis)

m Cancel

Sick Leave: Enter the number of days to be credited as Sick Leave.
Casual Leave: Enter the number of days to be credited as Casual Leave.

Maternity Leave: Enter the number of days to be credited as Maternity Leave.
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Annual Leave: Enter the number of days to be credited as Annual Leave.
Business Leave: Enter the number of days to be credited as Business Leave.
Click Confirm after scheduling the leaves.

Edit a Leave Schedule

Perform the following steps to edit a leave schedule:

Click the Employee ID or edit icon. A window appears as shown in the image below:

Persormel Dievice Allendance Payrall Syste

Haolday - Leae Type -~ Leave Schedule Leawe Settings -

@ Bookmaris - T Fllters -

add || e
Employes ID First Name Last MNave Departrnend
1] arpita Batry Arvdoid

Employes

Sick Leave

Casual Leave 1

Maternity Leave

(¥

Compassionsie Leave 3

-

Annual Leave Busiress Trip 2

Modify the required details and click Confirm.
Delete Leave Schedule

Perform the following steps to delete the leave schedule:

Select the Leave Schedule and click or click del icon ] of the corresponding leave schedule.
On the appearing pop-up, click Confirm if you are sure to delete the leave schedule.
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Leave Detail Report

The Leave Detail Report displays the allotted leaves, leaves already taken, leave balance, carry forward limit,
and more. The columns are described as follows:

z2asy TimePre Personnel Device Attendance <1 yroll System weicome somin () * {7

Gickal Rule Leave Settings Leave Schacule Leava Detall Repart

S d Start Date 2013-12-01 End Date  2019-12-02 Crapleyes a

& Conntment
= Testing
2 b

First Mame: Lesves Tyzer Start Date Friod Diste Toatal Lass Laa
sata ealy 20151201 20#0-12-01 15 5 5 3 2

Mlcwwesd Per... Carry Forward Limit Leav

First Name: The First Name of the employee.

Leave Type: Leave type defined to the employee. It can be Monthly/Early.

Start Date: The Starting date of the Leave Schedule.

End Date: The Ending date of the Leave Schedule.

Total Leave: The total number of leaves allotted to the employees.

Leaves allowed per month: The maximum number of leaves the employee is allowed to take.

Carry forward limit: The maximum number of leaves the employee can carry-forward to next month/year.
Leave consumed: The number of leaves taken by the employee.

Leave balance: The remaining number of leaves for the employee.
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Reports

Reports play a major role in the progress of the business. Report provides consolidated, factual, and up-to-
date information of employee’s attendance, payroll, and other system related reports. This helps in tracking
of employees’ attendance details, their salary details, and the functions performed by the system users in
the application.
The main features of report generation are:

Increased timeliness

Accurate reports without any manual errors
Greatly improves operational efficiency

Detailed Attendance Report

Transaction Report

The Transaction Report displays all the transactions performed by the employees.

Transaction

The transaction report displays all the transaction details of the employees.

zd sy '|'|'mePr.::5- Personnel  Device  Attendance < 1 roll Syctem Wekcome admin (i) v {7
L el Gozal Rule Leave Settings Leave Scheduk Leawa Detall Report Manual Leg Leave e Traming Trarzaction
= o Selate 20191201 End Cate | 2019-12-02 Employee o
Shifl o Dezaiment /’ l" ﬂ (ad =
2 Testing - .
_ 0w Dmploye T % Tirst Narme Departnent + Dale Tirne Furct Slate Dl Suwrces
| ST : et Testing 20181202 1401 heckIn Device
m 2 tost Testing 91202 1 Cneckn Device
= 3 st Testing G107 12 Cheitln Thviee
hate Desartrient 0181202 a0 ek ln Menuel Lag

2 test Testing 2001202 LaLa heskn Manual Lag

First In Last Qul

Select either the Department, Area, or the Position to view the transaction report.

By default, the start date will be the date of 1st day of the month and the end date will be the current
date.

You can filter an employee's particular schedule log by clicking the employee textbox.
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A window will appear as shown in the image below:

Personnel Deevice Attendance
Global Rule Leave Settings Leave Schedule Leave Detail Report Manual Log Leave Overtime Training Transaction
ema Start Date | 2018-12:01 End Date | 2019-12.02 Employee - o
& Department
gm J EmployeeID &  First Name Department Date & Time Punch State
Iz test Testing _2019-12:02 L1401 _CheckIn
Select Employee x
E(KIH
E(th
EEL Cmplayee Q Selected 0 teck In
O Departmant Employe... First Name Last Neme Departme Employe... First Name Last Name
[0 Testing - .
o 1 sara sara Testing .
= 10 amita Deparm Mo
108G Arthas Testing
n vijay Deparm
12 asin Departm
13 akshay Deparim
14 justin Deparm
15 kate Deparmy
16 madhu Departmy
17 Jashua Departm
18 madhu Deparmy
20 % Total 1 Records 3 1
Cancel
. . .
Select the employee to view the schedule log and click Confirm.
The transaction log of the selected employee will be displayed as shown below:
Transaction
Start Date  2020-04-01 End Date  2020-04-22 Employee  Achal o
Department Area
P N N
=
Employes ID First Name Department Date Time Punch State Data Sources
> O Testing 001 Achal Development 2020-04-10 23:00:00 Check Out Manual Log
O test 001 Achal Development 2020-04-10 08:00:00 Check In Manusl Log
O Developrnent 001 Achal Development 2020-04-08 14:45:40 Check Out Manual Log
O Technical o001 Achal Development 2020-04-08 05:00:00 Cheek In Manual Log
O HRL 001 Achal Develapment 2020-04-07 16:00:00 Check Out Manual Log
O Sales o001 Achal Development 2020-04-07 05:00:00 Check In Manual Log
0 test o0t Achal Development 2020-04-06 18:00:00 Check Out Manual Log
O deptl2 o001 Achal Development 2020-04-06 05:00:00 Check In Manual Log
D ss sl Writi ool Achal Development 2020-04-05 08:00:00 Check In Manual Log
O Technical Writing 001 Achal Development 2020-04-04 18:00:00 Check Out Manual Log
001 Achal Development 2020-04-04 09:00:00 Check In Manual Log
001 Achal Development 2020-04-03 18:00:00 Check Out Manual Log
001 Achal Development 2020-04-03 09:00:00 Check In Manual Log
001 Achal Development 2020-04-02 17:00:00 Check Out Manual Log
001 Achal Development 2020-04-02 09:00:00 Check In Manual Log
001 Achal Development 2020-04-01 16:00:00 Check Out Manual Log
001 Achal Development 2020-04-01 09:00-00 Check In Manual Log
& 20 v Total 17 Recards 1 Page
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Mobile Transactions
The Mobile Transactions report gives the details of mobile punches made by the employee. It also
specifies the punch state and the location associated with the attendance punch.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

Holiday
Start Date  2020-03-01 End Date  2020-06-19 Employee

Department
‘QutDoor Manag 7 " m -~
¥ =&
O LemveM Employee ID First Name Department Date i Punch State Data Sources  GPS Location
5} Leave Mana
O Department 70015 Prathamesh Department 30-04-2020 : 5 Mobile B-2, Mother D...
70015 Prathamesh Department 30-04-2020 s 55 B-2, Mother D...
70015 Prathamesh Department 30-04-2020 : Check Out Mobil 567, Rd Numb...

] Transaction Report 70015 Prathamesh Department 30-04-2020 : check in Aobile 567, Rd Numb...

Trar

Total Pur

t& La

Total Punches
The Total Punches report gives the exact number and time of the punches made by each employee
every day.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

» o=

Department  Area

Holiday
Start Date  2020-06-01 End Date  2020-06-19 Employee
@® OutDoor Manag
& =&
O Leove Management Employee ID First Name Department Date Time
O Department bishesh Department 01-06-2020 14:47:23, 14:47:18
culate Attendance bishesh Department 08-06-2020 20:00:00
bishesh Department 09-06-2020 04:00:00
(@] Trvems o s bishesh Department 15-06-2020 11:49:18, 11:55:28, 11:55:25, 11:40:15
bishesh Department 16-06-2020 18:00:00
Tra n bishesh Department 17-06-2020 06:00:00
bishesh Department 18-06-2020 18:36:33
Michael Department 10-06-2020 20:02:00
Michael Department 11-06-2020 05:01:00, 20:01:46
Michael Department 12-06-2020 05:00:00
Jjay Department 12-06-2020 17:46:16, 17:46:07, 17:46:13
rashm Department 12-06-2020 17:46:20, 17:46:22, 17:56:23, 17:29:22, 17:29:25, 1...
rashm Department 15-06-2020 09:26:12
bharath Department 12-06-2020 17:48:29, 17:48:14, 17:48:26

duling Report daya Department 12-06-2020 17:50:13, 17:50:34, 17:50:46, 17:50:06, 17:50:08, 1...

zero Department 12-06-2020 17:51:43, 17:51:33, 17:51:37, 17:51:40

Daily Report
3] Daily Repo n 2 > Total 24 Records
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First and Last Report

The first and last report displays the first and last attendance punches made by the employees.

(-4 asy TimePre Persannel Device Attendance <1 yroll System Welcome admin 7
% O = et Leave Scttings Leawe Schodule Leawa Detall Report Kanual Leg Leave Overtime Training Transaction Time Card First & Last
= & StartDate 2019-12-01 Ead Date | 2019-12-02 Emgloyee o

B Department A B ]

~ Testing = - = —  Furh ol Tir

i Fmplayes 1T+ First Name: = First Purich a5t Punch Total Time
3 et Tosting 2.0 a0 140 ant
3 kit Dezartment 20181202 ey 0 0s:00 o

O Lewee Managernent

M Calculs

Select the Department to view the first and last report.
By default, the start date will be the date of 1% day of the month and the end date will be the current
date.

First In Last Out Report

The First In and Last Out report displays the first check-in and last check-out of the employees.

= | FrstIn Last Out

shit Start Date | 2020-04-01 EndDate  2020-04-22 Employee o
Department  Area
schedule 7 S 0 e =
E=d
D Employes D & First Name Department Date & Weskday First Check In Last Check Out Total Time
» O Testing 001 Achal Development 2020-04-01 Wednesday 08:00:00 18:00:00 9
Holiday O test 001 achal Development 2020-04-02 Thursday 09:00:00 17:00:00 ]
O Development 001 Achal Development 2020-04-03 Friday 02:00:00 18:00:00 9
e — O Technical oot Achal Development 2020-04-04 Saturday 09:00:00 18:00:00 °
O HR1 oot Achal Development 2020-04-05 Sunday 09:00:00
D Sales 001 Achal Development 2020-04-06 Menday 09:00:00 18:00:00 B
© t=mrrm O test 001 Achal Develapment 2020-04-07 Tuesday 09:00:00 18:00:00 B
O deptiz 001 Achal Development 2020-04-08 Wednesday  09:00:00 1445:40 3
F] @tz oss 001 Achal Development 2020-04-10 Friday 08:00:00 23:00:00 15
O Technical Writing 12345 t Develapment 2020-04-01 Wednesday | 09:00:00 18:00:00 B
€2 Transaction Report 12345 t Development 2020-04-02 Thursday 09:00:00 17:00:00 ]
12345 t Development 2020-04-03 Friday 09:00:00 18:00:00 B
TR 12345 t Development 2020-04-04 Saturday 09:00:00 18:00:00 ]
12345 tt Development 2020-04-05 Sunday 09:00:00
Robioncacion 12345 1t Development 2020-04-06 Monday 02:00:00 18:00:00 B
12345 tt Development 2020-04-07 Tuesday 09:00:00 18:00:00 B
12345 tt Development 2020-04-08 Wednesday  09:00:00 14:45:40 6
12345 tt Development 2020-04-10 Friday 08:00:00 23:00:00 15
C o m Total 18Records | 1 | Page

Select the Department to view the first in and last out report.
By default, the start date will be the date of 1** day of the month and the end date will be the current
date.
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Scheduling Report

The schedule report displays the daily attendance information of the employees within a specified time
period. It displays the statistical reports of schedule log, attendance, time card, exception, late, early leave,
overtime, absent, multiple transactions, and break time.

Schedule Log

The Schedule Log displays the schedule details of the employees.
Select either the Department, Area, or the Position on the left side of the interface by selecting the

corresponding checkbox. The schedule log will be displayed as shown in the image below:

easyTimePre  re Device  Attendance <1 ol

»Q= e Scheduded Lug
ot Date 20751101 End Bate 201312-02 Emplayee (]

nployee I st Namme Last Name. Department Wark Code. Weekday = Time
e
Fricey 1=
Saturday

Fi
o
=
te

=
=
st

Salurisy
Weanzsazy

£
3
z
2
1
1
1

st Testing 10
G lesting

Checkin neck In

By default, the Start date is the first day of the month and the end date is the current date. You can
also alter the date range as per your requirements.
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Total Timecard

The Total Timecard report is used to track the number of hours an employee worked for the payroll. It
gives a detailed breakdown of the worked hours which can be used for further analysis.

Pr Personnel Device Attendance Access Payroll System Welcome admin

Total Time Card

Department  Area
OutDoor Management 7 2

5
™ =&

Start Date  2020-06-01 End Date  2020-06-19 Employee

Employee ID First Name ~ Department Date Weekday Timetable  Checkln  Check Out  Duty Dura..
Leave Management

(O Department bishesh Department 01-06-2020  Monday 18:00 06:00 12:00

ulate Attendance bishesh Department 02-06-2020  Tuesday 18:00 06:00 12:00
bishesh Department 03-06-2020  Wednesday 18:00 06:00 12:00
bishesh Department 04-06-2020  Thursday 1800 06:00 12:00
bishesh Department 05-06-2020 Friday 18:00 06:00 12:00
bishesh Department 06-06-2020 Saturday 00:00 00:00
bishesh Department 07-06-2020 Sunday 00:00 00:00

Transaction Report

Scheduling Report

1
1
1
1
1
1
1
1 bishesh Department 08-06-2020 Monday 18:00 06:00
1 bishesh Department 09-06-2020 Tuesday 18:00 06:00
1 bishesh Department 10-06-2020 ‘Wednesday 18:00 06:00
1 bishesh Department 11-06-2020 Thursday 18:00 06:00
1 bishesh Department 12-06-2020 Friday 18:00 06:00
1 bishesh Department 13-06-2020 Saturday 00:00 00:00
1 bishesh Department 14-06-2020 Sunday 00:00 00:00
1

Earl bishesh Department 15-06-2020 Monday 18:00 06:00

Birthd [ R > Total 354 Records | 1

Missed In & Out Punch

It displays all the attendance exceptions. The procedure to view this report is the same as Schedule Log.

asy Pr Personnel Device Attendance Access Payroll System

sed In & Out Punch

Department Arsa

Holic
Start Date  2020-08-01 End Date  2020-06-19 Employee

OutDoor Manag

& =&
L M . Employee ID First Name Department Timetable Date
eave Managemen

O Department bishesh Department HD1 01-06-2020

Calculate Attendance bishesh Department HD1 02-06-2020
bishesh Department HD1 03-06-2020
Transaction Report bishesh Department HD1 04-06-2020

bishesh Department HD1 05-06-2020

Scheduling Report bishesh Department 06-06-2020

bishesh Department 07-06-2020
bishesh Department 08-06-2020
bishesh Department 09-06-2020
bishesh Department 10-06-2020
bishesh Department 11-06-2020
bishesh Department 12-06-2020
bishesh Department 13-06-2020
bishesh Department 14-06-2020
bishesh Department 15-06-2020

Birthday n 2 > Total 351 Records

rtime
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Late

The list displays the late arrival time of the employees. The procedure to view the late report is the same as

Schedule Log.

asy Pr Personnel Device Attendance

Holiday
Start Date  2020-06-01
Department Area
% OutDoor Manage!
®=am

Employee ID First Name

[ Department 1

Leave Management
bishesh

Calculate Attendance

2
4

Transaction Report
Scheduling Report
duled Log

Total Time Card

Early Leave

Access Payroll System Welcome admin

End Date  2020-06-19 Employee

/s S O -

Department Date Weekday Timetable Check In Check Out  ClockIn

18-06-2020
18-06-2020

18:00
18:00

06:00
06:00

18:36

18:44

Department Thursday

Department Thursday

Department 18-06-2020 Thursday 18:00 06:00 18:46

The list shows the time of the early leave of the employees. The procedure to view the early leave report is

the same as Schedule Log.

Pr
* o =[]

Holiday -

asy Personnel Device

Start Date
Department Area
® OutDoor Management
=& :
E D
Leave Management mployee
[J Department 1

Calculate Attendance

Transaction Report

Scheduling Report

Total Time Card

t Punch

Attendance

2020-06-01

First Name

bishesh

Access Payroll System Welcome admin

End Date  2020-06-19 Employee

Department Date Weekday Timetable  Checkln Check Out

Department 08-06-2020 Monday HD1 18:00 06:00
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Birthday
The Birthday details of the employees are displayed here.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

oz

Holiday -
Start Date  1088-06-01 End Date  2020-06-19
Department Area

OutDoor Management 7 . m - =
& =&
Employee ID First Name Last Name Nick Name Birthday Department Code  Department
} Leave Management
O Department 10005 Michael 1990-01-10 1 Department

Calculate Attendance

Transaction Report

Scheduling Report

uled Log

Total Time Card

Total 1 Records

Overtime

The list displays the overtime of the employees. The procedure to view the overtime report is the same as
Schedule Log.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

v a =]

Holiday -
Start Date  2020-05-01 End Date  2020-06-19 Employes

Department Area
@® OutDoor Management 7 m e~ =

¥ =&
Employee ID First Name  Department Date Timetable  Check In Check Out  Clock In ClockQut  Total Ti
Leave Management

O Department 70029 Prasanth  Department 14-05-2020  General 5. 09:30 18:00 18:27
late Attendance
Transaction Report
Scheduling Report
uled Log
Total Time Card

Punch

Birthday Total 1 Records
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Absent

The list displays the late arrival, early leave, and absent details of the employees. The procedure to view the
absent report is the same as Schedule Log.

casy TimePre Personnel Device Attendance Payroll Systermn Wielcome adrmin

® O = BT Leawe Type Leave Schedule Leave Settings Leave Detail Repant Caleudate Transaction Time Card Daity Attendance Scheduded Log Exception Late
TEL SteetDate | 2019-11-01 o Dot 2013-11-11 Employee - e
& Deparimett o0 Mo
& Aadmid —
= mployee 10 = First Name Cepartment Cate = ‘Weekday Timetable Check In Check Qut Clock In Clack Qut Total Time
0300 1800

b Earlyleave  Abse
Crepartment 2011, Saturday &0
Cepartment ANDAL,, Wednes.. na0g 1500 Ean
[i1:Ee] 1500
00 1500
0B0O 1500

600
&0
E00

Crepartment e, Friday
Crepartment 21011, Salurdsy
Cepamment 2011 Manday

i L

1 n 0

1 ki n

1 Drepartmest 201910 Thursday st [iE2 1500 o 00
1 ot o

1 Ll 1]

1 n 0

Multiple Transaction

When the multiple transaction function is enabled, the duration of each period and the total working time
will be displayed. The procedure to view the multiple transactions report is the same as Schedule Log.

easy TimePre Personnel Device Attendance Fayroll System Welome admin — (T[) ~ 7

W Q = JEEERY Leave Typs Leae Scheckike Leawe Senings Leave Dutail Repart Caleudine Transacsion Tie Cied Diily Attendince Sehedukd Log Exception

Start Dt 2018-11-01 ErdDate 2031111 Employes (o]

Employes |0 2 First Mame Diep ate 3 ummary Time  Clockln Clock Dut  Tokal Time
a n [
[IEEE 1500 66D
0800 19:00 6
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Break Time

The total break time duration and the duration of each break period will be displayed. The procedure to

view the Break time report is the same as Schedule Log.

Device: Attendance Payroll System

Stan Date 20154101 e 20181111 Emplogee.

Employee 0 = First Name Cepartment + Cate + Weekday Timetasle
1 Department 2M9-19-01 Frichay

1 Department 0101102 Sauray

1 Cepartment 2019-11-04  Monday

1 Cepartment 0181105 Tussday

1 Department 20191106 Wednasday
1
1
1
1

Dopartment D07 Treday
Department 2019-11-08  Friday

Cepartment 19-11-09 Saturday
Cepartment 2010-11-11 Monday

mmary Aepert
Total  Records
o} Canfig,

Half Day

Chetk In
e
a0
=il
200
00
o
os00
200
0500

e

Check Qut
1500
12:00
12:00
1800
1&00
1500
12:00
1200
1800

Curty Crral..
&0
00
0
00
00
20
00
00
00

Cock In

a0

0800
0800

Welcome agmin

i v
CockCut TotalTho  Helf Cay

)
660

The employees for whom the attendance is calculated as half-a-day will be displayed here. The procedure

to view the Half Day report is the same as Schedule Log.

2dasy TimeP onnel Device: Attendance Payroll System

W O & et Half Day
B L Stan Dete 20191101 ae 201311-11 Erployee

= Deparimact
& o Erployes Il & FintMome  Cepatment 3 Cate 3 Weekdy  Timetaole
1 Cepartment MO-19-1 Fricay

1 Department M0N0 Sanrday

1 Department 01911404 Monday

1 Cepartment 019-11-05  Tuescay

1 Cepartment 2019-11-06  Weinesday

1 Deparment 91007 Trearsday

1 Cepariment 20191108 Friday

1 Crepartment NS08 Saturgay

1 Cepartment 20181111 Muonaday

Bl o oo Rerens

Check In
w0
o0
[iER]
o200
a0
a0
=]
=1l
0500

e

Check Out
1&0m
12:00
1200
1&00
1&00
1300
150
1E00
1800

Duty Guranl_.
E0n
00
0
&0
&0
00
20}
&0
&0

Cock in
900

[iCE0
[1:3E0)

Pl

Clock Gt Total Th.  Half Cay

b0
(0]
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Daily Report
The Daily Attendance reports are used to analyze the day -to-day attendance status of the employees.
The following reports serves the above said purpose without any complexity.

Daily Attendance

The daily attendance interface displays the daily attendance status of the employees. It uses symbols or
digits or the combination of symbols and digits to represent different attendance terminologies.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin @~ 7

W Q, = | Daily Attendance
. Start Date  2020-06-01 End Date  2020-06-19 Employse e
Transaction Report
Department Arca
/s S O e~ =
[vd] ing Report ZE=a4
Employee ID First Name  Date Timetable  Clock In Clock Out  Actual WT  Total OT  Total WT Status
%] Daily Report () Department 1 bishesh 01-06-2020  HD1 Absencel
1 bishesh 02-06-2020 HDA Absencel
1 bishesh 03-08-2020 HD1 Absencel
1 bishesh 04-06-2020 HDA Absencel
pelypsEs 1 bishesh 05-06-2020  HD1 Absence|
o 1 bishesh 06-06-2020 Weekenc
Daily Summary
1 bishesh 07-06-2020 Weekenc
Daily 1 bishesh 08-06-2020 HDA 04:00 Early Lea
1 bishesh 09-06-2020 HDA Absencel
2] Monthly 1 bishesh 10-06-2020 HDA Absencel
1 bishesh 11-06-2020 HD1 Absencel
€8] Summary Report 1 bishesh 12-06-2020 Absencel

Daily Details

The Daily Attendance Details include every day’s attendance details such as assigned timetable, clock-
in time, clock-out time, check-in time, check-out time, actual working hours, total worked hours,
overtime hours, and the recorded attendance punches. If there is any deviation from the actual
designated parameters, it will be highlighted.

asy Pr Personnel Device Attendance Access Payroll SEE Welcome admin

*a =[]

Department Area

. Start Date  2020-06-01 End Date  2020-06-19 Employes
Transaction Report

7 /& D A =

Employee ID First Name  Date Timetable  Check In Check Out  Clock In Clock Out  Actual WT  Total OT

7 ling Report Z=a

3] Daily Report O Department bishesh 01-06-2020 HD1 18:00 06:00
bishesh 02-06-2020  HD1 18:00 06:00
Daily Attendance bishesh 03-06-2020  HD1 18:00 06:00
bishesh 04-06-2020  HD1 18:00 06:00
bishesh 05-06-2020  HD1 18:00 06:00
Daity Summary bishesh 06-06-2020 00:00 00:00
bishesh 07-06-2020 00:00 00:00
bishesh 08-06-2020 18:00 06:00
bishesh 09-06-2020 18:00 06:00
bishesh 10-06-2020 18:00 06:00
bishesh 11-06-2020 18:00 06:00
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Daily Summary
The Daily Summary Report gives the details of actual clock-in, clock-out, and total worked hours of the
employee.

Personnel Device Attendance Access Payroll System Welcome admin

Transaction R - Start Date  2020-06-01 End Date  2020-06-19
ransachion Bepo Department Area

/Z S O e~

Employee ID First Name  Department Date Timetable  Clock In Clock Out  Total WT Status

duling Report Ze=a

Daily Reps (O Department bishesh Department 01-06-2020  HD1 Absence(A)
bishesh Department 02-06-2020 HD1 Absence(A)
bishesh Department 03-06-2020 HD1 Absence(A)
bishesh Department 04-06-2020 HD1 Absence(A)
bishesh Department 05-06-2020 HD1 Absence(A)
bishesh Department 06-06-2020 Weekend(...
bishesh Department 07-06-2020 Weekend(...
bishesh Department Early Leav...
bishesh Department AbsencelA)

Monthly Re| bishesh Department Absence(A)
bishesh Department Absence(A)

Summary Report bishesh Department Absence(A)
bishesh Department Weekend(...
bishesh Department Weekend(..
bishesh Department 2 AbsencalA)

TD/MD R

Daily Status
The Daily Attendance Status of employees gives the present, absent, half-a-day, and so on for each day

Personnel Device Attendance Access Payroll System Welcome admin

- Start Date  2020-06-01 End Date  2020-06-19 Employee e
Transaction Report

Department Area
s O O =
duling Report Z=4
Employee ID First Name Department 1 2 il 4 5 6 7 8 9 1
Daily Report (O Department 1 bishesh Department A A A A A wo  wo R A
10005 Michael Department A A A A A WO WO A A
2 Department A A A A A wo wo A A
3 Department A A Iy A A WO WO A Iy
4 Department A A A A A WO WO A A
70001 Department A A wo A A
70002 Department A Iy WO A Iy
70005 Jiten Department A A WO A A
70015 Prathamesh Department A A WO A A
Monthly R 70021 Abdur Department A A wo A A
70024 Department A A WO A A
Summary Report 70041 Department A A Wo A A
70042 Jayarajkumar Department A A wo A A
70044 Department A A WO A A
70045 Department A A Wo A A

n 2 3 > Total 49 Records 1
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Monthly Report

The Monthly Reports can be used for quick analysis and evaluation of attendance status of all the
employees in the month.

Basic Status

The Basic Attendance Status displays the critical attendance status which are required for attendance
analysis.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

Monthly Report m
Start Date  2020-06 Employee
Department  Area
P G 1 | B o
Status Summary ¥ea Employee ID Department 1 2 3 4 5 6 7 8 9 10 1 12
E— O Department 1 Department A A A A A wo  wo EL A A A A
10005 Department A A A A A wo wo A A P P A
Work Duration 2 Department A A A A A wo  wo A A A A A
3 Department A A A A A wo  wo A A A A A
4 Department A A A A A wo wo A A A A A
70001 Department A A wo A A A
70002 Department A A wo A A A
70005 Department A A wo A A A
70015 Department A A wo A A A
70021 Department A A wo A A A
70034 Department A A wo A A A
2] Summary Report 70041 Department A A wo A A A
70042 Department A A wo A A A
7] Special Report 70044 Department A A Wo A A A
70045 Department A A wo A A A
) 1o/
n 2 3 > Totald49Records | 1 ™ Confirm |
8 Configurations

Status Summary

The Attendance Status Summary report is used to analyse the entire attendance status of all the
employees in that month. It includes Present hours, Absent hours, Holidays, Weekly-off and so on.

= Personnel Device Attendance Access Payroll System Welcome admin

= | Status Summary

%] Monthly Report
Start Date  2020-06 Employes o

I Department  Area
3asi atus

=&
Employee ID First Name P WO WOoP pl/2 CAL

O Department 1 bishesh 0

OT Summary 10005 Michael 0
5 Michael

Juration

- % Jiten
Attendance Status

IS

Prathamesh

.

Attendance Summary Abdur

s

%) Summary Report

s

Jayarajku...

€1 special Report

B

4
4
4
4
ilec : 4
1
1
1
1
1
1
1
1
1
1

s
[ R R

s
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OT Summary
The Overtime Summary Report displays the overtime hours worked by the employees.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

W Q = | ofsummary
Monthly Report -
Start Date  2020-08 Employes e
Department Area
s S O 7~ =
=&
Employee ID First Name 1M 2T aw 4Th SF 6 St 75 8M 9T 10W 11Th 12F 1358 145 15M
[ Department 1 bishesh
10005 Michael
2
3
4
70001
70002
70005 Jiten
Attendance S
70015 Prathamesh
Attendance Summary 70021 Abdur
70034
€4 Summary Report 70041
70042 Jayarajku...
th Special Report 70044
70045
8 TO/MD Reports
n 2 3 » Total 49 Records 1 Page m
@ Configurations

Work Duration
The Work Duration Report gives the details of attendance status, Clock-in time, Clock-out time and
the total worked hours.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

vaz
Monthly Report -
Start Date  2020-08 Employes o
Department Area
s /S 0 e~ =
¥ =&
s Summary Employee ID Department Type 1 2 3 4 5 & 7 8 9 10 11
~ (J Department 1 Department Status A A A A A WO WO  EL A A A
OT Summary
1 Department Clock In
1 Department Clock Out 04:00
1 Department Total WK
10005 Department Status A A A A A wo Wo A A P p
10005 Department Clock In 20:02 2
10005 Department Clack Qut 0301 0
R - 10005 Department Total WK 08:00 0O
Attendance Status
2 Department Status A A A A A WO wo A A A A
Attendance Summary 2 Department Clock In
2 Department Clock Out
Summary Report 2 Department Total WK
3 Department Status A A A A A WO WO A A A A
Special Report 3 Department Clock In
3 Department Clock Out
TD/MD Re;
n 2 3 .. 10 > Total 196 Records 1 Page m
figurations

Work Detail Report
The Work Detail Report displays the attendance details namely Status, Clock-in, Clock-out, Total Work
hours, Early Leave, Late coming, Overtime, and Timetable assigned to each employee.
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asy Pr Personnel Device Attendance Access Payroll System Welcome admin

sa=
[val Monthly Report -
Start Date  2020-06 Employes
Department  Area

~ &
Employee ID Department Type

O Department Department Status

Department Clock In
Department Clock Out
Department Total WK
Department Late
Department Early
Department oT
Department Timetable
Department Status
Department Clock In
Department Clock Out
Summary Report Department Total WK
Department Late
Special Report Department Early
Department ot
TD/MD R
n 2 3 .20 > Total 392 Records

nfigurations

ATT Sheet Summary
The Attendance Sheet Summary report shows the day-wise report of all the employees.

Attendance Status
The purpose of Attendance Status report is to depict the overall attendance status of all the enrolled
employees. It gives a clear picture on the actual worked hours of the employee.

asy Pr Personnel Device

* o = T

Monthly Report -
Start Date  2020-06-01 End Date  2020-06-19 Employee e

Attendance Access Payroll System Welcome admin

Export ~

Employee Information

e e e sEEEEE =

Duration

e e R R NG 2l e ) e R ) e R

1 1 bishesh null Department | Active A A A A A WO WO EL A A A A WO WO A PA
2 10005 Michael null Department  Active A A A A A WO WO A A F P A WO WO A A A
3 2 null Department  Active A AA A A WO WO A AA A A WO WO A AA
4 3 null Department  Active A AA A A WO WO A AA A A WO WO A AA
- 5 4 null Department  Active A AA A A WO WO A AA A A WO WO A AA
Summary Report
6 70001 null Department  Active AR WO A AA
Special Report 7 70002 null Department  Active AA WO A A A
a 70005  Jiten null Department  Active A A WO A A A
TD/MD .
9 70015 Prathamesh  null Department  Active A A WO A A |A
Configurations 10 70021  Abdur null Department  Active A A WO A A A

Department | Active A A WO A A |A
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Attendance Summary

The function of Attendance Summary report is to display the detailed attendance summary of all the
employees of the current month by including the Number of Present days, Number of Absent days,
Paid leaves, Unpaid leaves, Total worked hours, Overtime, Leave Balance and so on.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

W Q = | attendance Summary
Monthly Report a
Start Date  2020-06-01 End Date  2020-06-19 Employee e
Export e
Emp Name Present Absent HD WO HL Paid_Lv Unpaid Lv Paid_Days |
Code
Work Duration Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su | Mo Tu We Th Fr
1 2 3 4 5 6 7 8 9 10 n 12 13 14 15 16 17 18 19
Work Detailed
Clock In 18:00 18:36
ATT Sheet Summary Clock 04:00 06:00
Qut
Working 12:0
Hrs
OT Hrs
Summary Report Late Hrs 00:36
Early 02:00
Special Report Leave
Hrs
TD/MD Reports Time HD1 HD1 HD1 HD1 HD1 HD1 HD1 HD1 HD1  HD1 HD1  HD1 HD1  HD1
Table
g - o .
Configurations Status

Summary Report

The Summary Report displays the consolidated statistics of attendance, leave to and department details of
all the employees.

. Employee Summary

The employee summary interface displays the attendance summary including attendance, leaves, and
overtime.

Notes: The leaves are calculated based on the leave type.
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« Select either the Department, Area, or the Position on the left side of the interface by selecting the
corresponding checkbox. The employee summary will be displayed as shown in the below image.

easy TimePre Personnel Device Attendance Payrall System

% O = R Drmpkoyee Summery
Start Date 2019-10-00 End Date  2019-10-23 Emplayes - e

Empicyoe D £ First Maemer Departenert Late: Esilylosws  Absanca  Acusl Wark Namal 0T Woeksnd OT Hadiay OT
oo robin Manager 0
0 Tost Dezatmens TO0MG Lok Hanager Tl
O e 54 asin Manager 40
5 akshay NManager 4580
£ Justin hanager 4680
%67 kate Manager A0
263 i Heanager 4500
0 appdes NManager 4580
El akshay hanager 4580
i) ball Wanager 4680
i ca Hanager 4600
w2 g Wanager 4600
a7 elephant hanager 4580
Bt i Nanager 4680
w5 fczeream Wanager 4580
F2) amha Manager 4580
g iy Manager 4sa0
asin Manager 480
78 akshay Manager A8l
3 Justin Manager 4500

» By default, the Start date is the first day of the month and the end date is the current date. You can
also alter the date range as per your requirements.

*  You can filter an employee's summary by clicking the employee text box.

o A window will appear as shown in the below image.

Select Employee x
Employes Q Selected 2
Department Area
Employe... First Name Last Mame Department Employe... First Name = Last Ni
& = L. Department Filter 001 Achal Development 70034 Achal Abhish
1 Asish test 1 Asish
> O Testing 12345 ttt Development
O test 70034 Achal Abhishek Development
[ Development
O Technical
O HRL
O sales
O test
O dept12
0 ss

O Technical Writing

20 v Total 4 Records 1 Page m

« Select the employee and click Confirm.
» The attendance summary of the employee will be displayed as shown below.
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Employee Summary

StartDate  2019-04-01 End Date  2020-04-22 Emgployee  Achal Asish o
Department Area

o/ O e =
Employes ID % First Name Diepartment Late Early Leave Absence Actual Work  MNormal OT  Weekend OT Holiday OT  Leave

> (O Testing 1 Asish test 10080
O test
[ Development
O Technical
O HR1
O sales
[ test
O depti2
0 ss
O Technical Writing

[CR="

»  You can export an attendance report to .xls, PDF, CSV, or txt file formats. You can edit the PDF layout
here.

. Leave Summary

The leave summary displays the total leaves taken by the employees. It includes sick leave, casual leave,
parental leave, annual leave, compassionate leave, and more. The procedure to view the leave summary is
the same as the Employee Summary.

Z2a Sy TI = P e Personnel Device Attendance. Payroll System Wirkoome admin [_'__.:1'_:;. > o7

% 0 = L Emplayee Summary Loawy Summary
EE.L St Date 20091001 [ Dste 20191023 Employee - O

0O Harager F S m o
& Tastiog ) § -
P = tmployee @D = HsiMame  Depariment Sick Leave CasualLeave  MaternityLe. Compassion_.  Annualleave  Eusinest Tip T2 ick leave
O Dirvabepar 455879123654, Ders Testing
[0 Tast Cagartman 1 Joshua Tesling 180
R 2 3t Testing
3 2ppies Testing
4 Ball Testing
5 il Testivg
6 dag Tasting
7 lephant Testing
] fish Testing
] cecresm Testing
1 arpita Testing
4ing " wijay Testing
12 2=in Testing
mmary Repert & ahshay Testing
1+ Jantin Testing

15 Eate Testing
3 mach Testing

2ppies Testing
1% aall Testing
19 a1 Testing
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. Department Summary

The Department Summary displays all the data of a department including the number of employees, late
arrivals, leaves, absents, and more(count). The procedure to view the department summary is the same as
the Employee Summary.

Personmnel Device Altendance Payrall Syslem WREdiEn)r Acireviy |E| > 9F

Employee Summary Depariment Summary
Stk Date 2019-11-00 End Date 20131111 o

& Dopanmast S S 0 = =
= dodeid . §
Evglaye.. Late Early Leswe  Absence  LatelTimest  Eary Leave(Timesl  AbsentiTenes)  Actusl Wark Hormad 0T Weskendd OT Halday OT

1 600 & 1260 120

[0 IR TP R N i |

. Yearly Summary

The Yearly Summary displays all the data of the employee including the number of late arrivals, leaves,
absents, and more(count). The procedure to view is the same as the Employee Summary.

Pr Personnel Device Attendance Access Payroll System Welcome admin

N |y

2] Transaction Report - Start Date | 2020 Employee o
Department Area
s S O e~ =

€3] Scheduling Report Z=a4

Employee ID Month P A HL HLP wo WoP
2] Daily Report O Department 1 & 1 1 4

10005 6 2 12 4
] Monthly Report 2 6 13 4

3 6 14 4
€] Summary Report 4 6 13 4

70001 6 5 1

70002 6 5 1

70005 6 5 1

70015 6 5 1

70021 6 5 1

70029 1 18 6 6

70029 2 20 2 6

70029 3 5 E] 7
£2] Special Report 70029 4 22 6

70029 5 21 8

M To/MDReports -~ ([
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Special Report

o Continuous Abnormal Report

This report displays the count and details of employee if they are absent for 3 consecutive working days.
Considering below interface, employee “Bhanu” is absent for three consecutive working days on 01-04-
2020, 02-04-2020, 03-04-2020. And then again, he is absent for 3 consecutive working days on 06-04-2020,
07-04-2020, 08-04-2020. The results are separated using bracket Count X [............ 1 and the count is
mentioned before the brackets.

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

®» Q Continuous Abnormal Report (3 Days Absent)

OutDoor Management Start Date  2020-06-01 EndDate  2020-06-19 Employee
Department  Area

o 3

Leave Management ; A M oA o=
& = & " f
Employee ID First Name Department Number Of Times
Calculate Attendance
(O Department 1 bishesh Department count-2 ['2020-06-01", '2020-06-02", '2020-06-03"]['2020-06-09", '2020-06-10", "
10005 Michael Department count-3 ['2020-06-01", '2020-06-02", '2020-06-03"1'2020-06-04", '2020-06-05', *202

Department count-4 [2020-06-01", '2020-06-02", '2020-06-03"]['2020-06-04", '2020-06-05',

Transaction Report

. . Department count-4 [2020-06-01', '2020-06-02", '2020-06-03']['2020-06-04", '2020-06-05', "202.
Scheduling Report

Department count-4 [2020-06-01', '2020-06-02", '2020-06-03']['2020-06-04", '2020-06-05', "202.
Department count-1['2020-06-05', '2020-06-06", '2020-06-08"]

Department count-1 [2020-06-05", '2020-06-06", '2020-06-08]

Daily Report

Monthly Report Jiten Department count-1 [2020-06-05', '2020-06-06", ‘2020-06-08]
Prathamesh Department count-1 [2020-06-05', '2020-06-06", ‘2020-06-08]
Abdur Department count-1[2020-06-05', '2020-06-06", '2020-06-08
Department count-1['2020-06-05', '2020-06-06", '2020-06-08"]
Department count-1 [2020-06-05', '2020-06-06", ‘2020-06-08]
Jayarajkumar Department count-1 [2020-06-05', '2020-06-06", ‘2020-06-08]
Department count-1 [2020-06-05', '2020-06-06", ‘2020-06-08]

Summary Report

® & & ® & & H

Special Report

Department count-1 5','2020-06-06, "2 081

n 2 3 > Total 49 Records

Note: Report By Continuous Three Days Absent

§ Configurations

Temperature Detection and Mask Detection Report

Body Temperature Report

The Body Temperature report elaborates the Temperature details of an employee when entering into the
company and going out from the company i.e. IN and OUT Temperature. When the temperature is
abnormal, a warning status will be displayed as shown below:

= a Sy P I Personnel Device Attendance 1 yroll System

®» Q = Body Temperature Report

Department Area

Lf] Transaction Report
Start Date  2020-06-01 End Date  2020-06-11
€3] Scheduling Report
& =&
Employes ID First Name Department Date IN Temp.
O Department 3 asish Department 2020-06-01
asish Department 2020-06-02
asish Department 2020-06-03
sukanya Department 2020-06-01
sukanya Department 2020-06-02
€] special Report
kavya Department 2020-06-01
@) TO/MD Reponts kavya Department 2020-06-02
kavya Department

kavya Department

kavya Department 2020-06-05
6

3
K
4
4
4 sukanya Department 2020-06-02
1
1
1
1
1
1 kavya Department 2020-06-0
1 kavya Department 2020-06-07
1 kavya Department 2020-06-08
1 kavya Department 2020-06-09
2

PRASANTH Department 2020-06-01

H - Total 24 Records
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Face Mask Report
The Face Mask Report clearly displays whether the employee had worn the mask or not. If the mask
was not worn by the employee, then it will be indicated on the software as shown below:

asy Pr Personnel Device Attendance 1 yroll System Welcome admin

® Q| oo sk epor |

Department Area

Transaction Report
Start Date  2020-06-01 End Date  2020-06-11 Employee

uling Report v -

Daily Report Employee ID First Name Department Date Masked Face
O Department 3 asish Department 2020-06-01

ety asish Department 2020-06-02
asish Department 2020-06-03
Summary Report sukanya Department 2020-06-01
‘ sukanya Department 2020-06-02
Ereaalieped sukanya Department 2020-06-03
kavya Department 2020-06-01
URTIDGE iy kavya Departrent 2020-06-02
- kavya Department 2020-06-03
’ kavya Department 2020-06-04
kavya Department 2020-06-05

kavya Department 2020-06-06

kavya Department 2020-06-07

kavya Department 2020-06-08

kavya Department 2020-06-09

PRASANTH Department 2020-06-01

n 2 > Total 24 Records 1 P m

gurations

Verification Photo Report
The Verification Photo Report displays the photo of the employee which was captured during
verification.

asy Pr Personnel Device Attendance rroll System Welcome admin

W Q| eifcaion ot Reprt |

Department Area

Transaction Report
Start Date  2020-06-01 End Date  2020-06-11 Employse

eduling Report N
Daily Report HE A Employse ID First Name Department Date Masked Face N Temp OUT Temp Verification Ph...

O Department 3 asish Department 2020-06-01

ey asish Department 2020-06-02
asish Department 2020-06-03
sukanya Department 2020-06-01
sukanya Department 2020-06-02
sukanya Department 2020-06-03
Department 2020-06-01

Summary

cial Report

2 kavya
2] TO/MD Reports
ZNDIESES kavya Department 2020-06-02

kavya Department 2020-06-03
kavya Department 2020-06-04
kavya Department 2020-06-05
kavya Department 2020-06-06
kawvya Department 2020-06-07
kavya Department 2020-06-08
kavya Department 2020-06-09

PRASANTH Department 2020-06-01

n 2 > Total 24 Records 1 P

gurations
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Total Temperature Detection Report
The Total Temperature Detection Report displays all the temperature details of the employee which
were recorded during each verification.

asy Pr Personnel Device Attendance 1 yroll System Welcome admin

® Q Total Temp Detection Report
Transaction Report
Start Date  2020-06-01 End Date  2020-06-11 Employee
duling Report Department  Area
Daily Report Employee ID First Name Department Date Body Temperature
O Department kavya Department 2020-06-01 8 36.47, 36.50, 36.46, 36.42, 36.37, 36.47, 36.71, 36.48
Monthly Report kavya Department 2020-06-02 36.46
kavya Department 2020-06-03 2 36.39, 3647
Summary Report PRASANTH Department 2020-06-01 36.70, 36.83, 36.56, 36.60, 36.54, 36.59, 36.55, 36.57, 36.5
‘ PRASANTH Department 2020-06-02 36.46
el 2 PRASANTH Department 2020-06-03 ) 36.52, 36.45, 36.46, 36.48, 36.62, 36.62, 36.38, 36.44, 36.44
asish Department 2020-06-01 36.63, 36.58, 36.55
VLA asish Department 2020-06-03 2 54.47, 55.97
sukanya Department 2020-06-01 2 36.75, 36.78
sukanya Department 2020-06-02 36.58, 36.60, 36.67
sukanya Department 2020-06-03 3651

Department 2020-06-02 9 36.49, 36.51, 36.54, 36.54, 36.66, 36.70, 36.83, 36.55, 36.48,...

Bl o ool 2 Recon:

§ Configurations

Department-wise Report

The Department-wise Report is used to analyse the temperature and mask details of all the employees
in a department. You can get the details of normal temperature, abnormal temperature, masked faces
and unmasked faces. An example is shown below:

asy Pr Personnel Device Attendance 1 ol System Welcome admin

® Q epartment-wise Report
Transaction Report

Start Date  2020-06-01 End Date  2020-06-11 Employee

duling Report Department  Area
P v 1 R g
. =&
Daily Report Date Department Departme... Total Emp  Total Normal Temp  Total Abnormal Te... Total Masked Face  Total UnMasked Fa..
O Department 2020-06-01 Department 1 5 4 2 2
Monthly 2020-06-02 Department 1 2 2
2020-06-03 Department 1 5 1 3
Summary Report

Special Report

TD/MD Reports 2

Total 3 Records

igurations

Page |315 Copyright©2021 ZKTECO CO., LTD. All rights reserved.



easyTime Pro User Manual

17.2 Accurate Logs

Log

Log collects and displays all the data-based operations/events/actions of a system. It helps you to track all
the interactions through which the data, files or applications are stored, accessed, or modified. The log
record consists of the following fields:

asy Pr Personnel Device Attendance Access Payroll System Welcome admin

»a=[a]

Authentication - .
& Bookmarks ~ T Filters =

Database ; m

= Integration User  IP Address Action Time Action Action Category Status  Description
admin  106.206.27.147  2020-06-19 10:35:18  Change Employee Success  Birthday(None-=1990-01-10), Admin(False-=) Emp_field_snablePayroll(Tru.
Middleware Table admin  192.168.1.1 2020-06-19 10:17:48  Login User Success
admin  192,168.1.1 2020-06-19 10:15:59 Login User Success
admin  106.206.27.147 2020-06-19 10:13:14  Add Qvertime Success  Employee=[] Start Time=2020-06-19 18:00:00,End Time=2020-06-19 20:0..
admin  106.206. 2020-06-19 09:48:58 Add Private Message Success  Employee=[],Start Time=2020-06-19 00:00:00,Duration=1,Content=Hello
admin  106.206. 2020-06-19 09:44:41  Add Public Message Success  Device=]= Start Time=2020-06-19 00:00:00,Duration=60,Content=Hello
admin  106.206. 2020-06-19 08:46:43  Add Reimbursement Success  Reimbursement_field_employee=[] Amount=10000.0,Allowance Type=Fo...
Configuration admin  106.206.27.147 2020-06-19 07:51:48 Add Schedule Employee  Success None=False,None= None=]= Start Date=2020-06-01,End Date=2020-06-..
admin  106.206.27.147 2020-06-19 07:24:50 Login User Success
admin - 2020-06-19 00:05:00 ' Resigned Scanner | - Success  Success: 0, Failed: 0
2020-06-19 00:02:21  Auto Export Auto Export Fail [WinError 10060] A connection attempt failed because the connected part.
2020-06-19 00:02:00  Auto Export Auto Export Success  Export: 3
2020-06-19 00:01:59  Auto Export Auto Export Success  Export: 0
2020-06-18 21:31:45  Login User Success
2020-06-18 18:47:16  Add Schedule Employee Schedule ' Success  None=False,None=,None=, , ]=,Start Date=2020-06-01,End Date=2020-0..

2N2N.NA-1A 18.20.12 Vo Ciurrace  Araallo-Dracanthl Timarana/330. <230 Ranictratinn Navicall~M Atand

2 3 .61 > Total 1217 Records Page m

User: The user type of action.

IP Address: The IP address of the user's system.

Action Time: The actual time of the execution of the action.

Action: The action performed by the user.

Action Category: The content type of the action (The module in which the action is performed).
Object: The output of the action.

Status: The status of the action. It can be successful/Failure.

Description: The short statement of the outcome of the action.
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Payroll Framework

The Payroll reports display all the reports related to employee's salary such as Salary Structure, Increments,
Deductions, Salary Details, and Attendance parameters.

Salary Structure

It displays the employee's detailed salary structure.
Select the department on the left side of the interface by selecting the corresponding checkbox. The
salary structure will be displayed as shown in the below image.

easy TimePre Fersonnel Device: Attendance Fayroll System Welcome admin

@~ T

L MR salry Structure

4 Employee Profile REdh dnartDate 2018-10400 End Date 2010-10-24 Employes - e
B Fomuia %-':'I:.-n- P
o e 3 O admin Employee|l # FistMo. LestMa. Depart.  BasicSal. Effecthe. OT1 a2 an Mommal . Wiesken. Hodday.. LateFor. Absent.. Eerlyle.. Incesse. Cedu
B Extra Funds

O Deseelopar o045 Loki k Marager 1000 2M9-10.,
U e — & Tost Depertment ool rakin chen Marager 1000 310

: = 100 machu  Flsher  TestCe. 20000 NS08 fimict. {mict. (Emsict. (Bmsick.
& Lo 0 Eull afindls  TestDw. 9000 20890,
1 o shotha  TestDe. 1000 FLILELW

W Satary Advance [

By default, the Start date is the first day of the month and the end date is the current date. You can
also alter the date range as per your requirements.

You can filter an employee's particular salary structure by clicking the employee text box.
A window will appear as shown in the below image.

asy- imePre Personnel Device Attendance Payroll System

W Oz Ernployes Profile © Salary Structure

== StartDate . 2019-11-01 End Date  2013-11-11 Emgployee 7 e

[ Department
0 Andread |

Employee 1D & FrstMa.. LastWa.. Depart. BasicSal. Effective.. OT1 QT2 OT3 HNormal.., Weeken., Holiday.. LateFor..

1 .a .a Departe. 25000 200880

Select Employes x

Department - Employee (=] Setpcted [

Ernplaye... First Name Last Mame Degartment Ernploye... First Mame = Last Name =
1 a a Department
10 arpita Eaby Andraid Meae
n wllay bhala Androld
12 asin winsiet Android
13 akshay partz Android
14 Justin timbeddake Android
15 kate wingiet Android
16 madhu bhala Android
17 Joshua by Android
18 miadhu berry Android
19 kate Eaby Android
2 Picnzrbmant

20 Total 50 Records > 1 Fage RIS

Confimm Cancel

Select the employee and click Confirm.
The Salary structure of the selected employee will be displayed as shown in the below image:
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easy TimePre  remonnel  Device  Attendance  Payioll Systern Weleari AT

L Wl Ginployes Pralile Salary Structure.

EiEa e Date 2019-11-01 End Bt 7181111 = @

O Departmast -, =

O Aaderid # +~ 0 =
Eeglopee 0 & FhstM. LaiNa.. Cepanl.  BasicSoh. EMecths, Mol Wetken., Holday,, LateFor. Absenl., Ewlylen, Incesse, Drdu
1 a a Cepart.. 25000 2911

B Caioudation

Bonus Report

It displays the increment details of employees. The procedure to view the increment details is similar to the
salary structure. Kindly refer Salary Structure.

===y

StartDate  2020-04-01 EndDate  2020-04-22 Emplayes o
Department  Area
P 1 B
[N
EmployeeID 4  FistMame lastName Department CalcDate  Totallncr.. OT1 oz or3 Normal OT  Weekend .. Holiday OT  Alloy
> O Testing 001 Achal Developm... 2020-05-20 © ] 0 0 ] 0 0 ]
0 test 12345 H Developm..  2020-05-20 O o 0 ] o 0 ] o
O Development 70034 Achal Abhishek  Developm.. 2020-05-20 © o 0 0 o 0 0 o
O Technical 1 Asish test 20200520 D o 0 0 o 0 0 o
[0 HRL
O Sales
O test
O deptiz
oss

O Techrical writing

G woov Bl o romicrecorss | 1 eace [EERTN

Deduction Report

It displays the deduction details of employees. The procedure to view the deduction details is similar to the
salary structure. Kindly refer Salary Structure.
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Start Date  2020-04-01 End Date  2020-04-22 Employee - o
Department. Area
/S O A =
=4
EmployeeID % First Name  LastName Department Calc Date Total Ded Late In Earlyleave  Absent Deduction ExtraDed . Advance . Loan

» O Testing 001 Achal Developm... 2020-05-20 10000 o 0 0 0 0 10000 0

0O test 12345 e Developm...  2020-05-20 O o 0 [ ] 0 [ )

[ Development 70034 Achal Abhishek Developm... 2020-05-20 0 o 0 0 0 0 0 0

O Technical 1 Asish test 2020-05-20 10000 o 0 0 0 0 10000 o

0O HR1

O Sales

O test

O deptiz

o ss

O Technical Writing

G v Bl o rotlerecoss | 1 eaoe [EEETR

Salary Details

It displays the complete salary details of the employees. The procedure to view the salary details is similar
to the salary structure. Kindly refer Salary Structure.

Attendance Parameter

The Attendance Parameter displays the salary details along with attendance. The procedure to view the
attendance parameter is similar to the salary structure. Kindly refer Salary Structure.
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17.4 Employee Schedule

Schedule View
Schedule View shows a concise view of the schedules allocated to different employees.

« Select a Department to view the details of the schedule assigned to the employee for the
day/week/month.

2asy Tim e P re Personnel Device Attendance 1 yroll System Woleome admin - () = {7

w»Q Gickal Rule Srherdule View

St Date  2019-12-01 End Date 2019-12-31 Emplovee

tmployes I3 S HiStMa.  Department
O redhnical 14 Justin Uepartment
0 He 10857 Arthas  Testing
[ Precuct Manager i tugh Dipartiment
0 Manayer FeE] Achal A Testing
1 vy Cepartment
11 aksbay  Deparment
12 asin Cepartment Visekend Normal  Mormal  Monnal  Mormal  Meoral  Nemval  Weekend  Mormal  Mommal  Mormal  Mormal  Normel
4 Ironman  Cepartment
18 ke Tepartment

Schedule

time

5 leopold  Departiment
¢ mag Lepartment
15 madhu  Cepartment
8 hale Departiment
F0048 Dayanan... Dev
0046 Diovalle  Dev
3 apple Tepartment
7005 Lesis Dev
0047 sudhans... Dev
i madhy  Department
70048 Amesla Dev
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18 Employee Self-Service Features

The Employee Login provides an intuitive approach to the employees to manage the attendance details.

easy TimePre

Admin Login Employee Login

Forgot Password?

GeoFencing

Copyright ©2021 ZKTeco Biometrics India Pvt Ltd About

Homepage

The homepage of the Employee's login appears as shown in the image below:

asy Pr Attendance Payroll Welcome 70029 ()

Leave

[ Request Start Date End Date Category

Approval State

Overtime

L) e Leave Effective From : 2020-06-01 Increment Date : 2021-06-01

Treining Leave Type : Vearly Total Leave :
Leaves Allowed PerMonth : 1 Leave Applied :
& Approval
Carry Forward Limit : 0 Leave Balance :
Holiday
Add s O e
@ OutDoor Management
First Name Last Name Category  Start Time End Time Leave Payment Type Day Type Resign Reason Apply Reason Approval State

€1 Report Prasanth Sick Leave  2020-02-15 08:30:00  2020-02-15 18:00:00 Unpaid Leave Full Day Approved

18.1 Where to view my schedule for On-Duty
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You can view your schedule for visiting the client places by performing the following steps.

o Select Outdoor Management under Attendance module.
o Click My Schedule.
o The Schedule will be displayed as shown below:

Attendance < 1 yroll

gy

Start Date  2020-06-01 End Date  2020-06-19 o

¢ Approval

Schedule Name Start Date End Date Map View Text View

Holiday
2020-06-01 2020-06-30

@ OutDoor Management

The columns are described as follows:

Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the starting date of the assigned schedule.

End Date: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.

Map View %
am
Map Satellite
rune .
il Gulbarga TELANGANA oVisal
!trh:ﬂn " Dy
e Vijsyawaca oot
hi 3 S ?
Belgau,
durea® Hubll
P
Eeiy 2 Ansntzpur ANDHRA
KARNATAKA S3080PRADESH
Neﬁur!
Spra
3 Chennai
Mangslore E;jia‘“’“ Gosomen
5 hiysura
e
PUDUGHERRY
TAMIL NADU,
Trochirappali
ATkuch
Al o)
Koch Madural P07 TS
LAKSHADWEEP osas)  ugeny %
§
KERALA
Thiruvananthapuram >

Text View: Displays the details of schedule in text format.
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Attendangasear,

My Schedule

In 05:00:00
Start Date [ Out 07:00:00

Schedule Nd L Text View

HP Q

How to send my time-off requests
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Requests

The request functionality includes Leave request, Overtime request, Manual log request, and Training
request. The employee can raise these requests and they will be approved by the corresponding approver.

Leave Request

The leave request page appears as shown below:

asy Pr Attendance 1 yroll Welcome 70029

o=}

[# Request 2 a Start Date End Date Category

Approval State

Manual Log Leave Effective From : 2020-06-01 Increment Date : 2021-06-01

Training Leave Type: Vearly Total Leave :
Leaves Allowed PerMonth : 1 Leave Applied :
o Approval
Carry Forward Limit : 0 Leave Balance :
Holiday
Add F S 11 B o d
@% OutDoor Management
First Name Last Name Category  Start Time End Time Leave Payment Type Day Type Resign Reason Apply Reason Approval State

[ Report Prasanth Sick Leave 2020-02-15 09:30:00 2020-02-15 18:00:00 Unpaid Leave Full Day Approved

Leave Details

The Leave details display the following details:

Start Date: It displays the starting date of leave calculation

End Date: It displays the ending date of the leave calculation

Leave Type: It displays the type of leave allocation to the employee. It can be Yearly/Monthly

Leaves allowed per month: It displays the allowed number of leaves that the employee can take in a
month.

Carry Forward Limit: It displays the number of leaves that an employee can carry-forward to next
month/year.

Total Leave: It displays the total number of leaves allotted to the employee.

Leave Applied: It displays the number of leaves already taken by the employee.
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Leave Balance: It displays the remaining number of leaves of the employee.
Search Options

You can search the leaves as shown in the image below:

asy Pr Attendance Payroll Welcome 70020

@ Request i Start Date  2020-06-01 End Date  2020-06-19 Category  Sick Leave

Approval State

Leave Effective From : 2020-06-01 Increment Date : 2021-06-01
Leave Type : Vearly Total Leave :
Leaves Allowed PerMonth : 1 Leave Applied :
& Approval
Carry Forward Limit : 0 Leave Balance
Holiday
Add P I g

@ OutDoor Management
First Name Last Name Category  Start Time End Time Leave Payment Type Day Type Resign Reason Apply Reason Approval State

7l Report Prasanth Sick Leave 2020-02-15 09:30:00 2020-02-15 18:00:00 Unpaid Leave Full Day Approved

Start Date: Select the start date of applied leave.

End Date: Select the end date of applied leave.

Category: Select the leave category.

Approval State: Select the approval status of the leave.

Click Search to view the filtered leaves.

Request a leave

An employee can request leave through the employee portal.
Perform the following steps to request a leave:

Click Add. A pop-up appears as shown in the image below:
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(®) Full Day

First Half

Second Half

/

Leave Type*  Paid Leave

Category™  Sick Leave

Dayst 2
25 2% 27 o Y

Apply Reason

9 10 11 \

o Cancel

Date: Select the date(s) of the leave.

Day Type: Select the day type for the leave. It can be Half-a-day or Full-day or Second half.
Category: Select the leave category. The leaves are predefined by the Admin in Leave Management.
Payment Type: Select the payment type for the leave. It can be paid leave or unpaid leave.

Reason: Enter the reason for applying leave.

Click Confirm after entering the details.
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18.3 Where to view my assigned holidays
Holiday List

Holiday list displays the list of holidays assigned to the employee. Enter the Start Date and End Date of the
holiday and click button. The holiday list will be displayed as shown below:

asy Pr Attendance < 1 yroll Welcome 70029

W Q = | HolidayList
[# Request Ml | startDste 2020-01-07 End Dste  2020-12-19 Mo

& Approval Holiday List for this year

s S O =

Holiday {2 Start Date Duration(Day) Working On Holiday

3 2020-08-15 1 Calculate as Holiday OT

@ OutDoor Management

] Report

Total 1 Records

The columns are described as follows:

Name: Name of the employee.

Location: Location of the employee.

Start Date: Starting date of the Holiday.

Duration (Day): Number of days of leave for the holiday.

Working on Holiday: If an employee works on holiday then it should be counted as a specific type of work
(like Holiday OT or Normal work).

18.4 How to change my assigned schedule

An employee can request to change the schedule assigned to him through our Mobile App. When an
employee submits a request to change the shift through Mobile App, the Administrator can approve the
request through the Web application or Mobile App. The columns are described as shown below:
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Pr Personnel Device Attendance 1 Jroll System

W Q = | schedule Adjustment

& Bookmarks ~ T Filters =

Delete Approve/Reject Revoke

asish - Department - 2020-06-22  Bangalore Bangalore

Approval- e
Manual Log
Training

Holiday

@ OutDoor Management

Welcome admin r:l'_'/' hd

Z S 9D O =

2020-06-20 09:59:17  Pending

88 Schedul Employee ID  First Name Last Name Department Position Date Previous Schedule New Schedule Apply Reason  Apply Time Approval Status  Rer
Schedule
C

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,

Department, and Position of the employee who applied for schedule adjustment.
Date: Displays the date for which the employee requests for schedule adjustment.

Previous Schedule: Displays the previous schedule assigned to the employee.

New Schedule: Displays the schedule which the employee has requested to assign.

Apply Reason: Displays the reason for the schedule adjustment.
Apply Time: Displays the time at which the training is requested.
Approval Status: Displays the status of approval of the training.
Approval Remarks: Displays the remarks for the processed training request.
Approval Time: Displays the time of approval.
Approver: Displays the name of the approver.
Approve/Reject a Schedule Adjustment
To Approve/Reject a schedule adjustment, perform the following steps:
e Select the Schedule Adjustment request and click Approve/Reject.

e On the appearing pop-up, select the state as Approved/Rejected.
e Enter the remarks of approval. Click Confirm.
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Delete a Schedule Adjustment
Perform the following steps to delete a schedule adjustment:
Select the Schedule Adjustment request and click Delete or click edit icon of the corresponding

schedule adjustment.
Click Delete if you are sure to delete the schedule adjustment.

Revoke a Schedule Adjustment
To revoke a schedule adjustment, perform the following steps:

Select the schedule adjustment request to be revoked and click Revoke.
Enter the revoke reason and click Confirm.

How to send overtime and training requests

Overtime Request

You can request for overtime through Employee login if you have worked additional hours apart from
predefined hours.

= o

easy limePre Attendance < 1 yroll Welcome 70020 (1) > 7 T

*a =]

& Request 2 a Start Date End Date Overtime Type

Leave Approval State  ---------- a

Add
Employee ID First Name Last Name Overtime Type Start Time End Time A
Manual Log
Training
& Approval

Holiday

@ OutDoor Management

€ Report

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Overtime Type: Displays the type of applied overtime.

Start Time: Displays the start date and time of the overtime.

End Time: Displays the end date and time of the overtime.
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Approval Status: Displays the status of approval of the applied overtime. It can be approved /rejected
/pending.

Perform the following steps to add an overtime request:

Click Add. A pop-up appears as shown in the image below:

asy Pr Attendance 1 wyroll

ooz

.4 Request 2 - Start Date

Approval State  ---------- Add X
k| | &
Add Start Time*®  2020-06-20 18:00:00
Employee ID = First Name ‘ |'ne Apply Reason Ap|

End Time*  2020-06-20 22:00:00

oc-\:er.ime Type*  MNormal OT

Reason

Cancel

Start Time: Select the start date and time for overtime.
End Time: Select the end date and time for overtime.
Overtime Type: Select the overtime type.

Reason: Enter the reason for applying.

Click Confirm after entering the details.
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Training Request

If you need training in any prescribed specialization within your company, you can request through the
Employee Login.

asy Pr Attendance 1 ayroll Welcome 70029

S

Request 2 - Start Date End Date Training Type

Approval State a C

Add

Employee ID First Name Last Name Training Type Start Time End Time

Holiday
@ OutDoor Management

3 Report

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.

Training Type: Displays the requested training type by the employee.

Start Time: Displays the starting time of the training.

End Time: Displays the ending time of the training.

Approval State: Displays the approval status of the requested training as Approved/Rejected/Pending.
Perform the following steps to add a training request:

Click Add. A pop-up appears as shown in the image below:
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asy Pr Attendance Payroll

Training

[# Request Start Date

Approval State -------—-- Add %

Add Start Time*  2020-06-18 10:00:00

Employee ID % First N, Time =
End Time* 2020-06-18 13:00:00

Training Type®  software Training

Reason

o Cance

Start Time: Select the starting time of training.

End Time: Select the ending time of training.

Training Type: Select the training type from the drop-down list.
Reason: Enter the reason for training request.

Click Confirm after entering the details.

Where does my attendance report appear?
Report
The following reports can be generated through Employee login.
Search Options

For all the reports, you can enter the start date and end date to view the reports in that particular date range.
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asy Attendance < 1 yroll Welcome 70029

1 Request |StartDate 2020-06-01 End Date  2020-06-19 ] e

i Approval s S O e =

First Name Leave Type Leave Effective F... Increment Date Total Leave Leaves Allowed ... Carry Forward Li... Leave Used Leave Balance
Holiday . .
Prasanth Yearly 2020-06-01 2021-06-01 15 1 o 0.0 15

® OutDoor Management

Repor 2

Tran
Scheduled Log

Total Time Card

Leave Detail Report

The Leave Detail Report displays the leave schedule assigned to the employee.

Attendance 1 yroll Welcome 70029

= | Leave Detail Report

Start Date  2020-06-01 End Date  2020-06-19 ] o

f Approval F A 11 R o

First Name Leave Type Leave Effective F... Increment Date Total Leave Leaves Allowed ... Carry Forward Li... Leave Used Leave Balance
Holiday
Y Prasanth Yearly 2020-08-01 2021-06-01 15 1 0 0.0 15

® OutDoor Management

Repor 2

The columns are described as follows:

First Name: Name of the employee.

Leave Type: Assigned type of leave to the employee.

Start Date: Starting date of the leave schedule from where the report is to be generated.
End Date: Ending date of the leave schedule from where the report is to be generated.
Total Leave: Total leave allotted to the employee.

Leaves allowed per month: Displays the total number of leaves that an employee can take in a month.
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Carry-Forward Limit: Displays the total number of leaves an employee can carry-forward to next month or
year.

Leave Consumed: Displays the total number of leaves taken by the employee.
Leave Balance: Displays the remaining leaves of the employee.
Transaction Report

The Transaction Report displays all the transactions of the employee with a given time period.

asy Pr Attendance 1 yroll Welcome 70029

Y |y

’ Request Start Date  2020-06-01 End Date  2020-06-20

¥ Approval
Employes ID First Name Department Date Punch State Data Sources
] Holiday . 12-06 1
70029 Prasanth Department 2-06-2020 7:31 check in Device
70029 Prasanth Department 12-06-2020 11:5 check in Device
® OutDoor Manageme
70029 Prasanth Department 12-06-2020 11:57 check in Device
2 70029 Prasanth Department 12-06-2020 10:03 check in Device
Report
70029 Prasanth Department 10-06-2020 12:13 255 Device
70029 Prasanth Department 10-06-2020 10:43 255 Device
70029 Prasanth Department 08-06-2020 14:39 check in Device
70029 Prasanth Department 08-06-2020 14:37 check in Device
70029 Prasanth Department 05-06-2020 18:14 check in Device
Scheduled Log 70029 Prasanth Department 05-05-2020 18 check in Device
70029 Prasanth Department 05-06-2020 18: check in Device
Total Time Card _ _
70029 Prasanth Department 05-06-2020 17: check in Device

70029 Prasanth Department 05-06-2020 17:54 check in Device

Tol 3 Records 1 oo [

Time Card

The columns are described as follows:

Employee ID: Displays the ID of the employee.

First Name: Name of the employee.

Department: Displays the department of the employee.
Date: Displays the date to the corresponding transaction.
Time: Displays the time to the corresponding transaction.
Punch State: Displays the punch state of the transaction.

Data Sources: Displays the name of the device from which the data is obtained.
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Scheduled Log

The Scheduled Log Report displays the report of actual punch state made by the employee and the correct

punch state.

Attendance < 1 yroll

Scheduled Log

I Start Date  2020-06-01 End Date  2020-06-20

)

Employee ID First Name Last Name Department  Work Code

Y Holiday
asish Department

asish Department
@B OutDoor Management
asish Department

Report! 2

Total Time Card
Employee Summary
Multiple Transaction
Break Time

Time Card

The columns are described as follows:
Employee ID: Displays the ID of the employee.
First Name, Last Name: Displays the name of the employee.

Department: Displays the department of the employee.

Date

2020-06-01
2020-06-01
2020-08-03

Weekday
Monday
Monday

Wednesday

Welcome 3

FEE

Punch State

m e+ =
Correct State

Check In
Check Out

Check In

Work Code: Displays the work code for the employee for different roles, he/she performs in the company.

Date: Displays the date to the corresponding log.

Weekday: Displays the corresponding day.

Time: Displays the Time and Date of the schedule.

Punch State: Displays the actual punch state of the employee.

Correct State: Displays the correct punch state.
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Total Time Card

The Total Time Card displays the entire attendance and time details of the employee.

Attendance

Total e Card

1 yroll

Welcome 3

Request

lS(artDate 2020-06-01

End Date  2020-06-20

‘)

& Approval

Employee ID First Name

Holiday asish
@ OutDoor Manag, asich
. asish

asish

asish

asish

asish

asish

asish

asish

asish

asish

asish

asish

asish

Employee Summary

Department

Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department

Department

Weskday

Monday

Tuesday

Wednesday

Thursday
Friday
Saturday
Sunday
Monday

Tuesday

Wednesday

Thursday
Friday
Saturday
Sunday

Menday

Total 20 Records

F e

Check Out

m e~

Exception  Timetable Duration  Checkln Duty Dura...

Bangalore  08:30 09:30 18:00 08:30

Bangalore  08:30 09:30 18:00 08:30

Bangalore 08:30 09:30 18:00 08:30

Bangalore  08:30 03:30 18:00 08:30

08:30
08:30

09:30
09:30

18:00
18:00

08:30
08:30

Bangalore
Bangalore
Weekend 00:00 00:00
09:30

09:30

18:00
18:00

Bangalore
Bangalore
09:30

Bangalore 18:00

Bangalore 09:30 18:00

Bangalore 09:30 18:00
Weekend

Weekend

00:00
00:00

00:00
00:00
02:30

Bangalore 18:00

The Employee Summary displays exceptions, leaves, worked hours and OT hours worked by the employee.

Attendance

1 yroll

Welcome 3

Request

Employee Sum
| Start Date  2020-06-01

End Date  2020-06-20

Approval

Employee ID First Name

Holiday

Department

Q@

Early Leave

Absence

Actual Work  Normal OT

Weekend OT  Holiday OT

F

o e~

Leave

3 asish Department 01:00 16:00

OutDoor Management

Report’ 2

Total 1 Records
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Employee ID, First Name: Displays the Name of the employee.
Department: Displays the Department of the employee.

Late: Displays the late minutes.

Early Leave: Displays the early leave minutes.

Absence: Displays the absence minutes.

Actual Work: Displays the actual worked minutes.

Normal OT: Displays the Normal OT hours worked by the employee.
Weekend OT: Displays the Weekend OT hours worked by the employee.
Holiday OT: Displays the Holiday OT hours worked by the employee.
Leave: Displays the total Leave hours of the employee.

Multiple Transaction

The Multiple Transaction report displays the details of various transactions made by the employee.

Attendance 1 yroll

= | Mubtiple Transaction
= Start Date  2020-06-01 End Date  2020-06-20 ]o

& Approval 7

Employee ID First Name Department Date Summary Time Clock In Clock Out Total Time

B Holiday
] ety asish Department 20200601 09:01 08:21 18:22 0:01

asish Department 2020-06-03 08:57
@ OutDoor Management

2

Break Time Total 2 Records

Time Card

Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Department: Displays the Department of the employee.

Date: Displays the date in which the transaction is made.
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Summary Time: Total leave allotted to the employee.

Clock In: Displays the actual clock-in time of the employee.
Clock Out: Displays the actual clock-out time of the employee.
Total Time: Displays the total worked time.

Break Time

The Break Time displays the outline of break time, break in-time, break out-time and the total break time
utilized by the employee.

asy Pr Attendance < 1 yroll

S

& Request Start Date  2020-06-01 End Date  2020-06-20 o

& Approval
Employee ID First Name Department Summary Time  Break Out Break In Total Time
Holiday

@ OutDoor Management

@] Repoil 2

Multiple Transaction

Time Card

Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Department: Displays the Department of the employee.

Date: Displays the Date of break-time report.

Summary Time: Displays the summary time of the allotted break.

Break Out: Displays the time at which the employee went out for break.

Break In: Displays the time at which the employee returns after break.

Total Time: Displays the total break time.
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Time Card

The Time Card displays the report for number of attendance punch made by the employee

a Sy Pr Attendance 1 yroll Welcome 3

# Request i Start Date  2020-06-01 End Date  2020-06-20 ]o

# Approval

Employee ID First Name Department Date No.of Pu.. Time

] Holiday
ks asish Department 2020-06-01 3 08:21:45, 09:21:48, 18:22:20

asish Department 2020-06-02 2 08:57:19, 08:57:22
B OutDoor Management
Report 2
o Pl

Transaction Report

Scheduled Log

Break Time Total 2 Records

Employee ID, First Name: Displays the Employee ID and First Name.

Department: Displays the Department of the employee.

Date: Displays the date of report generation.

No. of Punch(s): Displays the number of attendance punches made by the employee on the particular day.

Time: Displays the time of attendance punch.

18.7 What to do if | have forgotten to do attendance punch
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Manual Log Request

If you have forgotten to do attendance punch for check-in, check-out, break-in, break-out, you can request
for a manual log.

asy Attendance 1 yroll Welcome 3

Manual Log

& Request Start Date End Date Punch State

Approval State aNE

Add P

Employee ID First Name  Last Name  Punch Time Punch State  Work Code  Apply Reason  Approval Remarks  Approval State
Training
& Approval
Holiday
@5 OutDoor Management

EEI Report

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.
Punch Time: Displays the date and time of the requested manual log.

Punch State: Displays the punch state of the requested manual log.

Work Code: Displays the Work Code of the employee if applicable.

Reason: Displays the reason for applying the manual log.

Approval State: Displays the approval state of the manual log as Approved/Rejected/Pending.
Perform the following steps to add a manual log:

Click Add. A pop-up appears as shown in the image below:
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Attendance Payroll

Start Date | W Punch State - -
Approval State ------—--- Add X E_
g A% i B up E] -
Add Punch Time*  2020-06-20 09:00:00 £ 0 =
|| EmployeelD &  First ro g‘e Apply Reason  Approval Remarks  Approval State
Punch State*  Check In
Woark Code

Apply Reasen

Cancel

Punch Time: Select the Date and Time for the manual log.
Punch State: Select the attendance punch state.

Work Code: Enter the work code if applicable.

Reason: Enter the reason for applying the manual log.

Click Confirm after entering the details.

Where to apply for Reimbursement

The Reimbursement option in Employee login initiates the reimbursement request to the concerned
approver.

easy TimePre Attendance Payroll

Welcome 3

Start Date End Date Approval State  <-e=ceo a C
Add /s~ O e/ =
& Approval Employee 1D First Mame Last Name Start Date End Date Allowance Type Purpose Type Reimbursement Receipt  Apply
asish 2020-06-20 00:00:00 2020-06-20 00:00:01  Travel Business expenses 2020- ]
asish 2020-06-20 00:00:00 2020-06-20 00:00:01 Travel Business expenses 2020 ]
asish 2020-06-20 00:00:00 2020-06-20 00:00:01 Travel Business expenses 2020- ]

The columns are explained as follows:
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Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Start Date: Displays the Start Date and Time of reimbursement.

End Date: Displays the End Date and Time of reimbursement.

Allowance Type: Displays the applicable Allowance category.

Purpose Type: Displays the allowance purpose.

Reimbursement Receipt: Displays the attached reimbursement receipt.

Apply Time: Displays the request applied time

Apply Reason: Displays the applied reason.

Approval Remarks: Displays the remarks for reimbursement.

Approval State: Displays whether the request is approved or not.

Add Reimbursement Request

Attendance Payroll

Approval State

X

Amount® 1 Additiona n
Employee A
ses
Start Date™  2020-06-19 09:00:00 End Date® 2020-06-20 21:00:00 =
Enter the
details Allowance Type®  Travel Purpose Type®  Business expenses
Reimbursement | Choose Files | No file chosen Remark |
Receipt” Only supparts jpg, jpeg, .ong,
bmp, .pdf, .docx, and xlsx
format

Cance

On the Reimbursement interface, click Add to raise a reimbursement request.
Enter the reimbursement amount.
Enter the Start Date and End date of reimbursement.
Select the Allowance Type and Purpose Type.
Then, attach the related receipt.
Click Confirm after entering the corresponding details.
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