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1. ORGANIZATIONAL MANAGEMENT:

1.1. How to configure Year settings

Create Year

Step 1 : Login with Valid user name and Password

Step 2 : Click on the menu Organizational Settings — Create Year , as shown in the below screen shot .

Year Setting

Current Year

Step 3 : Select Start Month & Year in respective drop downs .

i '

Year Setting
Start Month & Year -Select- ¥ Select- -
End Month & Year -Select- - Select- -

—
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Step 4 : Select End Month & Year in respective drop downs as shown in the below screen shot.

Year Setting
Start Month & Year Agpril - 2014 -
End Month & Year March * 2015 *
o~ 4

Step 5: Click on the Save button to sawe the Year settings .

Step 6 : After save the Year settings , the configured Year settings as shown in the below screen.

Year Setting
April 2014 - March 2015
Current Year

Set as Current Year Delete Year

Set as Current Year

Note : Time check application by default set the current year when only year displayed in Year settings column.
When More than one Year settings are there kindly follow the below steps

Step 1: Select the desired Year settings in current Year column as shown in the below screen
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i k!

Year Setting
April 2014 - March 2015
Current Year April 2015 - March 2016

I Set as Current Year Delete Year I

Step 2 : Click on the Set as current Year button to set the current year.

Delete Year
Note: we cannot delete currently working year settings

Step 1 : Select the desired year settings

Step 2 : Click on the Delete Year button to delete the Year settings.

1.2. How to configure Level Settings

Note : By default Time check application inserted default Levels as shown in the below screen .
i !

Level Settings

] Level Name

Company Edit
Reqgion Edit
O Branch Edit

ADD NEW LEVEL DELETE

If the user need different Organizational structure then kindly follow the below steps.
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Step 1 : Select the Branch check box and click on the delete button .
Step 2 : After delete the Branch lewvel , select the Region check box and click on the Delete button.

Step 3 : After delete the Region level , Select the Company check box and click on the Delete button to delete
the company level and screen will display as shown in the below screen.

i ‘|

Level Settings

(= Level Mame

Mo Records Found

ADD NEW LEVEL DELETE

Add New Level
Step 1 : Click on the Add New Level button .

Step 2 : Enter the Level name in Level name filed as shown in the below screen

Level Settings

* Indicates Mandatory Fields

Level Mame* Company

ADD CHILD LEVEL BACK

Step 3 : Click on the Add Child Level button to add level and it will displayed as shown in the below
screen .
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Level Settings

] Level Name

Company

m
[
=

]

ADD NEW LEVEL DELETE

Edit Level Name
After Create the lewels if the user need to change the level name then kindly follow the below steps.

Step 1 : Click on the Edit button with corresponding Level name
Step 2 : Editthe Level Name and click on the Update link to update the modified level name.

Step 3 : If the User don't want to modify the name then click on the cancel button to display the lewel
name as itis .
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1.3. How To Create Organization

Timecheck application is includes handy wizards to adding the organization one or more , To add organization
kindly follow the below steps.

Step 1 : Select Masters — Organization Levels.
Step 2 : Click on the Level Name ( company ) which has been created in Level settings.

Step 3 : Click on the Add button to add new organization as shown in the below screen.

(= Level Name Description Deleted

Mo Records Found

m DELETE RESTORE PERMANENT DELETE m

Step 4 : Enter all the organization details in Company Add New window and click on the save button as shown
in the below screen.
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f ®
Company - Modify
* Indicates Mandatory Fields
Mame* 55 Industries
Description 55 Industries :
City Chennai
State Tamilnadu
Country India
Zip 00018
FPhone 1 959636524
Phone 2 986653255
Fax 969696569
Mobile 959425243
Email mail @abccompany. com
Web Address www . abctech.com

Step 4 : Enter all the organization details in Company Add New window and click on the save button as shown
in the below screen.

Step 5 : Click on the Save button to save the new organization and it will display as shown in the below screen.
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Company Details

= Level Name Description Deleted

[ | 56 Industries SG Industries False

m DELETE RESTORE PERMANENT DELETE m

Note : Here the User can add more then one company by using the above same steps and the companies
will display as shown in the below screen.

Company Details

[ Level Name Description Deleted

= Laxmi Mills India Pvt Ltd Laxmi Mills India Pt Ltd False m
= SG Industries SG Industries False

= Shanthi Industries India Pvt Ltd Shanthi Industries india Pvt Ltd False

m DELETE RESTORE PERMANENT DELETE BACK
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Modify Organization
Step 1 : Click on the Level name which is going to modify and it will redirected to organization view page .

Step 2 : Click on the Modify button to modify the organization details as shown in the below screen.

Step 3 : Edit the required details and click on the Save button to save the modified organization details.

Delete the Organization
Step 1: Click on the Level name which is going to Delete and click on the deleted button.

Step 2 : Now the Organization deleted temporarily ( the deleted organization is displayed as “ TRUE “ under
deleted column as shown in the below screen.

Company Details
= Level Name Description Deleted
[ | Laxmi Mills India Pvt Ltd Laxmi Mills India Pvt LEd False i
[ | 5G Industries SG Industries True
[0 | Shanthi Industries India Pvi Lid Shanthi Industries india Pvt Ltd False

m DELETE RESTORE PERMANENT DELETE m

Step 3 : Again select the Level name for permanent delete and click on the permanent delete button to delete the
level name permanently.

Note : Remember , The User can't able to permanent delete the organization when that particular
Organization's transactions has been started.

Restore the Organization:
Here the user can Restore the organization which has been already deleted and deleted status should be True.

Step 1 : Select ( Check the check box) the desired level names where the deleted status has True to restore the
level name.

Step 2 : Click on the Restore button
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Step 1:
Step 2:
Step 3:

Step 4 :

2. DEVICE MANAGEMENT

2.1. How to configure Terminal Data type

Add Terminal Data Type

Configuration with RDBMS
Click on the menu Masters — Terminal — Terminal Data Type

Click on the Add button to add the Terminal Data Type .
Select the Brand Type from the drop down list .
Enter the Raw data Format as shown in the below screen .

Note: When a user select Raw data format as RDBMS then follow the below steps

Terminal Datatype

Brand Type *

Raw Data Format *
File Type *
Connection String *

Table Mame *
OurFormat

Reader Mo *

CardMo*

Date & Time

Date Time Separate

Date Time Combine

Punch Type *

Tranzaction Identifier

Flag *

Suprema

RODBMS

RDBMS

Provider=SQLOLEDB. 1;Data Source=ServerMame;Initial Catalog=DbMame;User Id=uid;pwd=pwd;

th_reportslist

Raw File Fields

ndeviceid

nuserid

@ Date Time Combine
Date

Time

dtDateTime

nTMAEvent

nEvent

SUSErname

[C1Employee ID

(”) Date Time Separate

Date Format
[T Encrypt
Time Format

DateTime

Format mm{ddfyyyy hh:mm:ss tt

Valug 39

Step 5: Enter the Data Source that means “where the Bio Star Data base has persist” such as
<machine_name>/SQL2008.
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Connection String * Provider=5QLOLEDB, 1;Data Source=5erverMame;Initial Catalog=DbMame;User Id=uid;pwd=pwd;

Step 6: Enter the DB name (Bio star Data Base name) in Initial Catalog. (For ex : Bio star)
Step 7: Enter the Database server User name and Password in above connection string.

Step 8: Click on the Save button to save the Terminal Data Type and it will display as shown in the
below screen.

Terminal Datatype

= Raw Data Format File Type Deleted

[ RDBMS RDBMS False 1

m DELETE RESTORE | PERMANENT DELETE m

Configuration With MDB
Step 1 : Click on the menu Masters — Terminal — Terminal Data Type

Step 2 : Click on the Add button to add the Terminal Data Type .
Step 3 : Select the Brand Type from the drop down list.
Step 4 : Enter the Raw data Format as MDB ( as user wish).

Step 5 : Select the File Type as MDB from the drop down list
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Terminal Datatype

Brand Type * Suprema -

Raw Data Format * MOE

File Type * MDE -

Connechion String * Provvider =icrasaft. deb OLEDE. 4.0;Data Source =0 TimeDB. mdb;user id =;password =;

Table Name " th _repar it

Ourkormat Raw File Fizlds

Reader No * nideviceid

Card No ™ ruserid Employee ID

Crake & Time Crate Time Combine @ Date Time Separate
Datg m_Date Date Format  mn/ddivyry

Diate Time Separate ¥]Enecrypt
Timg m_Time Time Format  Pfomm:ss it

Date Time Combing E;:ﬂ;_::ﬂg

Punch Type * ATHAEvent

Transaction ldentifier of| rEvent Valug 55

Flag*® SUSETIAME

Step 6: Fill the Connection String in the Text Box.

The format of the Connection String is as follows
Connection String * Provider=Microsoft, Jet.OLEDE. 4.0;Data Source =D:\TimeDE.mdbjuser id=;password=;

Where Data Source is the location of the MDB File, user id is the User Id for MDB and password is Password
for the MDB.

Step 7: Fill Table Name in the Text Box from which the Windows Senice reads the Data
Step 8: Map the fields in the MDB in the Reader No, Card No, Date & Time and Type Text Boxes.

Step 9: Click the Sawe Button to save the Terminal Data Type Details

Configuration With Delimiter
Step 1: Click on the menu Masters — Terminal — Terminal Data Type

Step 2 : Click on the Add button to add the Terminal Data Type .
Step 3 : Select the Brand Type as from the drop down list.

Step 4 : Enter the Raw data Format
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Step 5 : Select the File Type as Delimiter from the drop down list.

Terminal Datatype

Brand Type * Suprema l

Raw Data Format * Dedlimiter

File Type " Dielimiter -

File Source Path * D:Projects\Inprogress

File Backup Path * D:\Projects\Inprogress

BackUp Type * Multiple File Download @ Single File Download

MNumber Of Fields * 5

Delimiter *

String Enclosed By i

OurkFormat Raw File Fields

Reader Mo * Field1 -

Card Mo * Field2 - Employee ID

Drate & Time @ Date Time Combine () Date Time Separate
Diate Drate Format

[Crate Time Separate
Time Tirme Format

Date Time Combine Fisld3 » DateTime Format DO-HMM-Y

Punch Type * Field4 -

Transaction ldentifier Value

Sonve | o |

Step 6: Fill the File Source Path where the Delimiter Text Files are stored so that Windows Senice can read.
Step 7 : Fill the File Backup Path where the Delimiter Files are stored after read by the Windows Senvce.

Step 8 : Fill the Number of Fields in the Text Box. Enter the number of fields based on how much fields the
Delimiter Text Files contains. On selecting the Number of Fields, that many numbers of fields will be added in the

Raw File Fields Dropdown Lists.
Step 9 : Fill the Delimiter and String Enclosed By in the appropriate Text Boxes.
Step 10 : Select the fields in the Dropdown Lists. Selection of Fields will be based on the Text File.

Step 11: If the Delimiter Files contains Date and Time together, then select the Date Time Combine Radio

Button. Otherwise, select Date Time separate Radio Button.

Step 12 : Select the Transaction Identifier Check Box if applicable. If transaction identifier is applicable, then
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India | USA | UK | Canada | Europe| UAE | South Africa | Singapore | Hong Kong
wwwan gleritech.com

Page 17 of 114


http://www.angleritech.com/

‘ AANGLER

~
timecheck Configuration Document

select the field in the drop down based on the text file and set the transaction identifier value. Transaction

Web = E-Business » Mullimedia
An IS0 8001 Company

Identifier is used to take the success punches alone.

Step 13 : Finally, Click the Save Button to save the Terminal Data Type Details.

Configuration With Fixed Length.
Step 1: Click on the menu Masters — Terminal — Terminal Data Type

Step 2: Click on the Add button to add the Terminal Data Type.

Step 3: Select the Brand Type as from the drop down list .

Step 4: Enter the Raw data Format

Step 5: Select the File Type as Fixed Length from the drop down list.

Terminal Datatype

Brand Type * Suprema -
Raw Data Format * Delimiter
File Type * Fixed Length -

File Source Path * D:\Projects) Inprogress

File Backup Path * D:\Projects\Inprogress

BackUp Type * @ Multiple File _I Single File
Download Download

OurFormat Raw File Fields
Reader Mo * From 1 To |5
Card Mo * From © To 10 [71 Employee ID
Date & Time @ Date Time Combine _) Date Time Separate

From To
Date

Date Format

From To
Time

Time Format

From 11 To 15
Date Time Combine

DateTime Format
Punch Type * From 18 To 20

55
. _

Transaction |dentifier 2 To |25

From Value

SAVE BACK

Step 6: Fill the File Source Path where the Fixed Length Text Files are stored so that Windows Senice can

read.
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Text Box, enter the number of characters present from Start Position to End Position. Likewise From and To Text
Boxes should be filled for Card No, Date, Time, Date & Time and Type.

Step 8: If the Fixed Length Files contains Date and Time together, then select Date Time Combine Radio Button.
Otherwise, select Date Time separate Radio Button.

Step 9: Select the Transaction Identifier Check Box if applicable. If transaction identifier is applicable, then fill
From and To Text Boxes based on the text file and set the transaction identifier value. Transaction Identifier is
used to take the success punches alone.

Step 10: Finally Click the Save Button to save the Terminal Data Type Details

Modify Terminal Data Type
Step 1 : To modify the Raw data format , Select the desired Raw Data Format.

Step 2 : Click on the Modify button and edit the required filed data as shown in the below screen.

Terminal Datatype

Brand Type Suprema
Raw

Data RDBMS
Format

File

Type RDBMS

Provider=5SQLOLEDB.1;Data Source=angler17\sglexpress;initial

Solsbiosl Catalog=biostar;User ld=sa;pwd=welcome;

Table Name th_reportslist

DurFormat Raw File Fields

Reader Mo ndeviceid

Card No nuserid

Date & Time Date  Date Format Time Time Format

Date & Time dtDateTime DateTime Format mmiddiyyyy hh:mm:ss tt
Punch Type nTHAEvent

Transaction |dentifier nEvent Yalue 55

Flag susername

Deleted False

MODIFY | DELETE PERMANENT DELETE BACK

Step 3: After Modified the Terminal Data Type click on the Modify button to save the modified Terminal Data
Type.
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Delete Terminal Data Type
Step 1 : To Delete the Raw data format , Select the desired Raw Data Format by using the respective check box.

Step 2 : Click on the Delete button to delete the Raw data format temporarily as shown in the below screen .

i !

Terminal Datatype

(= Raw Data Format File Type Deleted

[ RDBMS RDBMS True 1

m DELETE RESTORE | PERMANENT DELETE m

| . A

Step 3 : If the User wants to delete the Raw data format permanently then click on the Permanent delete.

Restore Terminal Data Type

Here the user can Restore the Terminal Data type which has been already deleted and deleted status should be
“True”.

Step 1 : Select ( Check the check box) the desired Terminal data type which is in the deleted status has True to
restore.

Step 2 : Click on the Restore button.

2.2. How to configure Terminal Master

Add Terminal Master

Step 1 : Click on the menu Master — Terminal — Terminal Master .

Step 2 : Enter the Terminal Id , Terminal Name . (Terminal Means Device Id )
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India | USA | UK | Canada | Europe| UAE | South Africa | Singapore | Hong Kong
www.an gleritech.com

Page 20 of 114


http://www.angleritech.com/

AANGLER

o~ . .
timecheck Configuration Document ieh o& Business « Muimedia

An IS0 8001 Company

Terminal Master

* Indicates Mandatory Fields

Terminal Id* 4368

Terminal Mame* In Terminal

Terminal Description In Terminal il
Raw Data Format* RDBMS -

SAVE BACK

Step 3 : Select the Raw date Format from the drop down list ( Here will list all the raw data format which has
been added in Terminal data Type screen) as shown in the below screen.

Step 4 : Click on the sawe button to save the Terminal Master

Note : Here the user can able to add more than one terminals by using the above same steps as shown in the

below screen.

Terminal Master
[l Reader ID Terminal Name Terminal Description Rg;r?;tta Deleted
|
] | 4368 In Terminal In Terminal RDBMS False 0
(] | 5254 Out Terminal Out Terminal RDBMS False
[ | 3456 In terminall Intermanall RDBMS False

m DELETE | RESTORE | PERMANENT DELETE

2.3. How to configure Entrance

Add New Entrance
Step 1 : Click on the menu Master — Entrance — Add .

Step 2 : Select organization levels as shown in the below screen .
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Entrance Master

* Indicates Mandatory Fields

Cnmpany“ 5G Industries - Rggiﬂn India -

Branch

Entrance Mame *

Entrance Description

Mumber Of IN Terminals * -Select- -

Mumber Of OUT Terminals * Select- i

Step 3: Enter the Entrance name and Entrance Description.
Step 4: Select no of IN Terminals and and No of OUT Terminals ( here the user need to select How many
Terminals ( devices ) are need for that particular Entrance . ) as shown in the below screen.

Entrance Master
* Indicates Mandatory Fields

Company* SG Industries ¥ Region India v
Branch Unit1 -
Entrance Name * Administrator Entrance
Administrator Entrance -

Entrance Description

Number Of IN Terminals *

w
4

In Terminal 1 -Select- v In Terminal 2 -Select- S In Terminal 3 -Select- -
Number Of OUT Terminals * 3 -
Out Terminal 1 Select- - Out Terminal 2 -Select- - Out Terminal 3 Select- -

Note : In the above screen the user selected 3 terminals( devices) for In Terminal and 3 Terminals( devices) for
OUT Terminals)

Step 5: Select the Terminal ids for In Terminal and Out Terminal as shown in the below screen.
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Entrance Master

* Indicates Mandatory Fields

Company™ SG Industries * Region Irdia -
Branch Unit1 -
Entrance Mame * Administrator Entrance
Enftrance Description Administrator Entrance =
Mumber Of IN Terminals * 3 -
InTerminal 1 4358 - In Terminal 2 5254 - In Terminal 3 -Select- |
[-select- |
Mumber Of OQUT Terminals * 3 b g;:i
Out Terminal 1 “Select- - OutTerminal 2  -Select- Out Terminal 3 -Seiert-: 2456 |

Note : Here all the Terminals ( devices) will load in Number Of IN Terminals and NO Of Out Terminals . The user
can select the desired Terminals for IN and OUT .

Step 6 : Click on the sawe button to save the Entrance.

2.4. How to configure Punch Types
In Timecheck application have Two different shift types called
1. Function Key Shift type
2. Free Scan Shift type

Function Key Shift Type
In This shift type , The Terminal ( device ) have function keys and the user can configure the punch types for

that each and ewery function keys , the same configuration should made in bio star application.

How to Configure Punch Type for Function Key Method
Follow the Steps with Bio star Software
1. Connect the Devices With Bio Star Software
2. Create Punch Types with respective Function keys under Devices — T&A tab as shown below
In bio star Software, we have configured the punch types under Devices — T & Atab as below
Shift in = F1
Shift Out = F2
Break In=F3
Break Out = F4
Lunchin=1
Lunch out = 2
Official In =3
Official Out = 4
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Kindly Follow the below steps in Timecheck Application
Create Terminals as mentioned in earlier screens
Create Entrance as mentioned in earlier screens

Create punch Types with following steps

Step 1 : Click on the menu Masters — Punch Types
Step 2 : Click on the Add button to add punch types.

Step 3 : Select the Terminal Id ( here will display all the terminal devices which has been

screens) as show in the below screens

Punch Types

* Indicates Mandatary Fields

Terminal Id * -Select-

Punch Type * 4368
5254

Punch Type Value * 3458

SAVE BACK

created in Terminal

Step 4 : Select the Punch Types from the Drop down list ( here will list default punch types ) as shown in the

below screens.

Punch Types

* Indicates Mandatary Fields
Terminal Id * 4368
Punch Type *

Punch Type Value *

Step 5 : Select the Shift In punch Type and enter the Punch Type value for Shift in is = 0 as shown in the below

screen .
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Punch Types

* Indicates Mandatory Fields

Terminal Id * 4363 -
Punch Type * Shift In -

Punch Type Value * o

The punch type value 0O for F1, because in Bio Star application we have configured for shift IN = F1 function key,
so for F1 function key’s corresponding Timecheck Punch type value = 0 and for other function keys find the

values below.

FUNCTION KEY PUNCH TYPE VALUE
F1 0
F2 1
F3 2
F4 3
0 4
1 5
2 6
3 7
4 8
5 9
6 10
7 11
8 12
9 13

Kindly find below screen for Shift out
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Punch Types

* Indicates Mandatory Fields

Terminal Id * 4368 -
Punch Type * Shift Qut -

Punch Type Value * 1

Kindly find below screen for Break IN

Punch Types

* Indicates Mandatory Fields

Terminal Id * 4368 -
Punch Type * Break In -

Punch Type Value * 2

Kindly find below screen for Break OUT

Punch Types

* Indicates Mandatory Fields

Terminal Id * 4368 |L]
Punch Type * Break Out -

Punch Type Value * 3

Kindly find below screen for Lunch IN

Punch Types

*Indicates Mandatory Fields

Terminal Id * 4368 -
Punch Type * Lunch In -

Punch Type Value * 3

Kindly find below screen for Lunch OUT
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Punch Types

* Indicates Mandatory Fields

Terminal Id * 4368 -
Punch Type * Lunch In -

Punch Type Value * ]
“onve | once |

Kindly find below screen for Official IN

Punch Types

* Indicates Mandatory Fields

Terminal Id * 4363 -
Punch Type * Official In -

Punch Type Value * 7
onve | “onc

Kindly find below screen for Official OUT

Punch Types

* Indicates Mandatory Fields

Terminal Id * 4363 -
Punch Type * Official Qut -

Punch Type Value * g

User can configure the same punch types for other terminal by using the same above steps.

Free scan shift type behaves as Odd Punches are called Shift In punches and Even punches are called Shift Out

punches

Kindly follow the below steps to create punch types for Free Scan Shift Type .
Step 1 : Create Terminals in Timecheck as mentioned above screens under Terminal title.
Step 2 : Create Entrance in Timecheck as mentioned above screens under Entrance title.

Step 3 : Click on the menu Masters — punch Types
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Steh 4 : Select the Terminal id (4368) from Terminal id drop down.

Step 5 : Select punch type as IN

Step 6 : Enter the Punch type value as 4368 ( Terminal Id and Punch Type value should be same)

Note : Here The user no need to configure for OUT punch separately . Because In Free scan functionality First

punch will be consider as IN and Second punch will be OUT.
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3. SHIFT MANAGEMENT:

3.1. How to create the Shift

Preloaded Shift

In the Shift Master screen before creating any shift by the user, the application itself will carry ‘No shift’ which will
be common to all the company. It will work when both the things are not happened
1) Employee haven’t allocated with any shift

2) The Organization of that employee is also not having any default shift

Shift Timing
[ | Shit Name Shift Time Sh:tarﬁnl';urt Company Deleted
| I I I I |
No Shift 07:00 AMTO 07:00 PM NOS False

DELETE RESTORE PERMANENT DELETE

Create Shift with Morning Shift Timings

Step 1: Login with Valid user name and Password

Step 2: Click on the menu Masters — Shift —Shift Master, as shown in the above screen shot.
Step 3: Click on the Add button the Shift add screen will be displayed as shown below

Step 4: Select the Company enter the organization Shift Name, Shift Short Name.

Step 5: Select the Shift Type either Free scan or Function key
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Shift Timing

* Indicates Mandatory Fields

Company * Selact- Y Default Shift CYes ®No
Shift Name* Shift Short Mame*
Shift Description Shifi Type S
i@ Function Key
Shift In (hh:mm )* Shift Out (hhomm )
Grace Shift In (hh:mm} Grace Shift Qut (hh:mm)
First Half Start Time* First Half End Time*
Second Half Start Time* Second Half End Time*
First Half Work Hrs Hrs Second Half Work Hrs Hrs
Lunch/Dinner Start Time  End Time m
Break Timings (hh:mm} sarme snaime m
Start Time End Time m

Minimum Exira Time For Maximum Exira Time

OT (hh:mm) For OT (hh:amm)
Cver Time On Working Total Working Hours Hrs

Function Key — In an organization if they are following the punches along with function key press or

other key press in the device then they can go for Function Key option.

Example: Employee will press any one of F1/F2/1/2... etc keys first and then he will do the punching

Free scan — In an organization if they are following the punches without pressing any function key or
other keys in the device then they can go for Free scan option where the odd punch will be treated as In

Punch and even punch will be treated as Out Punch.

Step 6: Fill Shift In and Shift Out time in the appropriate field Shift In and Shift Out
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Step 7: Fill Grace Shift In and Grace Shift out time in the appropriate field. Grace Shift In value is given as

00:10 means it will consider as 10 minutes from Shift In Time and similarly same for Shift Out

Step 8: Fill First Half Start Time, First Half End Time, Second Half Start Time and Second Half End Time
appropriately

Step 9: After filling the above details First Half Work Hrs Second Half Work Hrs will be calculated and displayed

in the appropriate fields

Step 10: Fill the Lunch/Dinner Break Timings the Lunch/Dinner Start Time and End Time, the total hours entered
in this field will be deducted from the total worked hours.
For example : 9am to 6pm =9hrs and if the Lunch/Dinner Start Time and End Time carries 1hr means then this

1hr will be reduced from the Total working hours 9hr and the Actual worked hrs will be getting displayed as 8Hrs

Step 11: In the shift you can declare Minimum Extra Time for OT and Maximum Extra Time for OT where
Minimum Extra Time will inform how many hrs the employee should work Minimum extra for getting the eligible
for OT (owertime) and Maximum Extra Time will inform what will be the Maximum hrs to work in the OT

(overtime)
Step 12: Over Time on Working Days: This value will be multiplied with the extra hours worked by the employee
For example: Assume Ower Time on Working days = 2 and if employee worked 3hrs extra means this 3 will be

multiplied with 2 and Total OT (overtime) will be taken as 6hrs

The filled shift setting screen will be displayed as shown below:
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Shift Timing
Company SGIndustries Default Shift Mo
. Shift Short

Shift Mame General Name GE
Shift . X
Des cription Shift Type Function Key
Shift Timings 09:00 AM TO 06:00 PM
First Half Second Half 0200 PMTO
Timings e Timings 06:00 PM
First Half Work Second Half
Hrs Lsll Work Hrs L2l
Grace Shift In Grace Shift
(hh-mm) L1319 Out(hh-mm) 0003

Lunch/Dinner Start Time 01:00 PM End Time 02:00 PM
Br&_ak Timings Start Time End Time
{hh:mm)

Start Time End Time
Minimum Exira
Time For OT 02:00
{hh:mm}
Maximum Exira
Time For OT 04:00
{hh:mm}
Over Time On 2
Working Days
Total Working
Hours (hh:mm}) 0300
Deleted False

DELETE PERMANENT DELETE m

Create Shift with Evening Shift Timings

All the abovwe mentioned 12 steps need to be followed for creating the ewvening shift and after creating the

Evening shift the screen will be displayed as shown below
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Shift Timing
* Indicates Mandatory Fields

Company * 5G Industries W
Shift Name* Evening Shift
5Shift Description
Shift In {(hh:mm}* 05:00 PM
Grace Shift In (hh:mm) 00:05
First Half Start Time* 05:00 PM
Second Half Start Time* 10:00 PM
First Half Work Hrs 04:00 Hrs
Lunch/Dinner Start Time  End Time
05:00 PM 10:00 PM
Start Time End Time
Break Timings {(hh:mm )
Start Time End Time
Minimum Exira Time For 02:00

OT (hh:mm)

Over Time On Working 3
Days

Default Shift

Shift Short Name*

Shift Type

Shift Out (hh:mm J*

Grace Shift Out (hh:mm )

First Half End Time*

Second Half End Time*

Second Half Work Hrs

Maximum Exira Time
For OT (hhamm)

Total Working Hours
(hhomm)

Modify Shift

Step 1: The Shift details can be modified till the shift is not been allocated to any employee and till the shift is not

configured with any Shift Pattern or Shift Roster

O¥es @ No

Eve

) Free Scan
(®) Function Key

02:00 AM
00:05
05:00 PM
02:00 AM
04:00 Hrs
04:00
08:00 Hrs

Calculate Hours

Step 2: Click on the shift it will be redirected to the shift details screen and again click modify button

Step 3: Edit the required details and click on sawe

Delete Shift

Step 1: The Shift details can be Deleted till the shift is not been allocated to any employee and till the shift is not

configured with any Shift Pattern or Shift Roster
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Step 2: Click on the shift it will be redirected to the shift details screen and again click Delete button
Step 3: Shift will be deleted temporarily and the deletion status will be displayed as True

Step 4: The temporarily deleted shift will not be listed anywhere in the Application

Restore Shift

Step 1: The Temporarily deleted shift can be restored again

Step 2: Select the deleted shift and click Restore button

Step 3: The Temporarily deleted Shift will be restored once again and the Deleted status of that shift will be
changed as False

Step 4: Now after restoring the shift, the shift can be accessed in the whole application

3.2. How to do Shift Allocation Import
Step 1: Login with Valid user name and Password
Step 2: Click on the menu Transactions — Shift —Shift Allocation — Shift Allocation Import, as shown in

the below screen shot.

i k!

Shift Allocation Import

* Indicates kandatory Fields

Select CSY File

‘wieekly Off Days [ Manday [] Tuesday [] wednesday [| Thursday [*] Friday [7] Saturday [] Sunday

UpLoad Download Template m

Un Processed Record

Employee Id Year Month Error Message

Mo Records Found
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Step 3: Click Download Template and get the Shift Import template file

Eile Edit View Insert Format Tools Data Window Help

BB UsFEes SE XD @ui by H2EEQ @, [
[ @ Al o [z B U ===-= J% il eses O-2-4A-
Al IZ| x E = |Emp|0)ree_Code_Id*
B | c | o [ E | F]6[H [ 1 | |]K[L[M|]N]O|
Employee Code |d * [Employee_Mame Company_MName Year* Month* Day! Day?2 Day3 Day4 Dayb Day6 Day7 Day8 Day3 Day10
50006Kanan Default First Level Hierarchy 2014 Jan MOR MOR MOR MOR MOR MOR MOR MOR MOR MOR

Step 4: Fill the details given in the Template with Employee Id, Name, Company _Name, Year, Month.

Points to take care while filling the template :

® Here Dayl means 1% date of that month, suppose if the month is not carrying Day 31 means you can
leave it as empty

e Here Company_Name should carry the very first level of the data suppose employee is working under
the level CompanyA — South Region — Branch A means fill the value as Company A

e It is not mandatory that while filling the data no need to declare the weekly off day

e After filling the values save the document

Step 5: Now in the Import module Browse and pick the filled sheet
Step 6: Before Uploading the document the appropriate weekly off days can be ticked and proceed further

Step 7: After uploading successfully check the Shift report data will be displayed as you assigned.

3.3. How to create the Shift Pattern

Shift Pattern:

Shift Pattern means it is a collection of Shifts. In an Organization there will be many shifts and in some

organization there will be demand in assigning the shifts to the Employee
For Example: In a week first 2days employee should come in Morning Shift and next 2days same employee
should come in Mid-Afternoon shift and next 2days same employee should come in Evening shift then 7" day

will be Weekly off

Instead of allocating manually for every few days the organization can create the Shift pattern in the same

manner as follows

Step 1: Login with Valid user name and Password
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Step 2: Click on the menu Masters — Shift —Shift Pattern, as shown in the above screen shot.

Step 3: Click on the Add button the Shift Pattern add screen will be displayed as shown below

Shift Pattern
* Indicates Mandatory Fields

Company *

Pattern Mame *

Number Of Days * [-select- ﬂ

Step 3: In the abowe Shift Pattern screen to get the company list, the Shift pattern option should be enabled in
the Approval settings screen

Step 4: Click on the menu Organization Settings — Approval Settings, as shown in the below screen shot.

Approval Settings

Company * 5G Industries o
Shift Pattemn option required ®Yes () No
Shift Roster option required (J¥es (® No
Over Time Approval (J¥es (® No
Leave Approval JYes ® No
Permission Approval (¥es (@ Mo
Manual Eniry Approval Yes @ No
OnDuty Eniry Approval ¥Yes (® No

Step 5: Select the company from the drop down list mention the Pattern Name and number of days then click Go
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Shift Pattern

* Indicates Mandatory Fields

Company* 5G Industries

Pattern Mame * sr.Managers

Number Of Days * 7 “

Day1 |GE v Day2 |GE v Day3 |GE v Day4
Day5 |Eve W Day6 |Eve Day7 |Off W

o

Step 6: Depend on Number of Days value the day drop down will be loaded here 7days will be listed in that
select the shift for each day appropriately and click save

Step 6: The Pattern will be created successfully and it will be displayed in the list page as shown below

Shift Pattern
| Pattem Name g'#rggg Company Deleted
| Il Il I |
[] | Sr.Managers 7 SG Industries False

1 DELETE RESTORE | PERMANENT DELETE
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Shift Pattern

Company 5G Industries

Pattern Name Sr.Managers

Mumber Of Days T

Day1 GE Day2 GE Day3d GE Day4 PBEve
Days FEve Day6 Ewve Day7 Off

Deleted False

m DELETE PERMANENT DELETE

Modify Shift Pattern

Step 1: The Shift Pattern details can be modified till the shift pattern is not been allocated to any employee and
till the shift pattern is not configured with any Shift Roster

Step 2: Click on the Shift Pattern it will be redirected to the shift pattern details screen and again click modify
button

Step 3: Edit the required details and click on save

Delete Shift Pattern

Step 1: The Shift Pattern details can be Deleted till the shift pattern is not been allocated to any employee and till

the shift pattern is not configured with any Shift Roster

Step 2: Click on the Shift Pattern it will be redirected to the shift pattern details screen and again click Delete
button
Step 3: Shift will be deleted temporarily and the deletion status will be displayed as True

Step 4: The temporarily deleted shift pattern will not be listed anywhere in the Application

Restore Shift Pattern

Step 1: The Temporarily deleted shift pattern can be restored again

Step 2: Select the deleted shift pattern and click Restore button

Step 3: The Temporarily deleted Shift Pattern will be restored once again and the Deleted status of that shift
pattern will be changed as False

Step 4: Now after restoring the shift pattern, the shift pattern can be accessed in the whole application

3.4. How to create the Shift Roster
Shift Roster:

Shift Roster means it is a collection of Shift Patterns. In an Organization there will be many shifts and in some

organization there will be demand in assigning the shifts to the Employee
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For Example: In a month for first 2 weeks employee should come in one Shift Pattern and for another 2 weeks

employee should come in another Shift Pattern

Instead of allocating manually for every week the organization can create the Shift Roster n the same manner as

follows

Step 1: Login with Valid user name and Password
Step 2: Click on the menu Masters — Shift —Shift Roster, as shown in the above screen shot.

Step 3: Click on the Add button the Shift Roster add screen will be displayed as shown below

Shift Roster
* Indicates Mandatory Fields

Company * -Select-
Roster Mame *

Number of Patlerns * -Selact-
e

Step 3: In the above Shift Roster screen to get the company list, the Shift Roster option should be enabled in the
Approval settings screen
Step 4: Click on the menu Organization Settings — Approval Settings, as shown in the below screen shot.

Step 5: Select the company from the drop down list mention the Pattern Name and number of days then click Go

Shift Roster

* Indicates Mandatory Fields

Company * 5G Industries

Roster Name * 5

Number of Patterns * 2

Pattern 1 | 5r.Managers Pattern 2  |Sr.Managers 2

Step 6: Depend on Number of Patterns value the Pattern drop down will be loaded here 2Patterns will be listed
in that select the shift Pattern appropriately and click save

Step 7: The Shift Roster will be created successfully and it will be displayed in the list page as shown below
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Shift Roster

Company SG Industries

Roster Name Sr.Managers Roster
Number of Patterns 2

Fatterm 1 Sr.Managers Fattem 2 Sr.Managers 2
Deleted False

MODIFY DELETE PERMANENT DELETE m

Modify Shift Roster

Step 1: The Shift Roster details can be modified till the shift Roster is not been allocated to any employee

Step 2: Click on the Shift Roster it will be redirected to the shift Roster details page screen and again click modify
button

Step 3: Edit the required details and click on save

Delete Shift Roster

Step 1: The Shift Roster details can be Deleted till the shift Roster is not been allocated to any employee
Step 2: Click on the Shift Roster it will be redirected to the shift Roster screen and again click Delete button
Step 3: Shift Roster will be deleted temporarily and the deletion status will be displayed as True

Step 4: The temporarily deleted shift Roster will not be listed anywhere in the Application
Restore Shift Pattern

Step 1: The Temporarily deleted Shift Roster can be restored again
Step 2: Select the deleted shift Roster and click Restore button
Step 3: The Temporarily deleted Shift Roster will be restored once again and the Deleted status of that shift

Roster will be changed as False

Step 4: Now after restoring the shift Roster, the shift Roster can be accessed in the whole application

3.5. How to create the Over Time configuration

Configure Over Time in shift creation

Step 1: Login with Valid user name and Password
Step 2: Click on the menu Masters — Shift —Shift Master, as shown in the below screen shot.
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Shift Timing
* |ndizates M andatory Fields
Compary * Pricol Industries - Drefault Shift ez @ Mo
24 Hrz Shift ez @M a
Shift M ame* Pricol Morning Shift Shift Short M ame* PM3
Shift D escription Shift Type Free Scan
R Function Fey
Sthift 1e [k rrmn) 0%:00 AM Shift Ot [k e 05:00 PM
Grace Shift [n [hi:mnm] Grace Shift Out [hh:rim)
First Half Start Time* 0%:00 AM Firzt Half End Time* 01:00 PM
Second Halt Start Time® 02:00 PM Secaond Half End Time* 05:00 PM
Firzt Half ‘wfork His 0400 Hrs Second Half Work, Hrs 03:00 Hrz
Start Time End Time
Lunch/Dinner Start Time  End Time
Eieels Vi) 01:00 PM 02:00 PM
Start Time End Time
Minirnumn Extra Tirme Far OT M awimurn Extra Time For S
(ko) 02:00 QT (ko) 07:00
Ower Time On \wiorking 2 Tatal wiarking Hours 07:00 Hrs
b y

Step 1: In the shift you can declare Minimum Extra Time for OT and Maximum Extra Time for OT where
Minimum Extra Time will inform how many hrs the employee should work Minimum extra for getting the eligible
for OT (owertime) and Maximum Extra Time will inform what will be the Maximum hrs to work in the OT

(overtime)

Step 2: Over Time on Working Days: This value will be multiplied with the extra hours worked by the employee
For example: Assume Over Time on Working days = 2 and if employee worked 3hrs extra means this 3 will be
multiplied with 2 and Total OT (overtime) will be taken as 6hrs.

Example 1: Minimum Extra Time for OT is 2 hrs and Maximum Extra Time for OT is 7hrs. Assume shift timings is
9am to 5pm, if employee works from 9am to 7.30pm.Extra hrs worked is 2.5hrs.Over Time on working days is 2
days. The employee owertime on that particular day is 5 hrs.

Example 2: Minimum Extra Time for OT is 2 hrs and Maximum Extra Time for OT is 7hrs. Assume shift timings is

9am to 5pm, if employee works from 9am to 5.30pm. Extra hrs worked is 0.5 hrs. Ower Time on working days is
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2 days. Not meet the Minimum Extra Time for OT (2 hrs) . So the employee owvertime on that particular day will

not be calculated.

Step 1. The Shift details can be modified till the shift is not been allocated to any employee and till the shift is not
configured with any Shift Pattern or Shift Roster
Step 2: Click on the shift it will be redirected to the shift details screen and again click modify button

Step 3: Edit the required details and click on sawe

Step 1: The Shift details can be Deleted till the shift is not been allocated to any employee and till the shift is not
configured with any Shift Pattern or Shift Roster

Step 2: Click on the shift it will be redirected to the shift details screen and again click Delete button

Step 3: Shift will be deleted temporarily and the deletion status will be displayed as True

Step 4: The temporarily deleted shift will not be listed anywhere in the Application

Step 1: The Temporarily deleted shift can be restored again

Step 2: Select the deleted shift and click Restore button

Step 3: The Temporarily deleted Shift will be restored once again and the Deleted status of that shift will be
changed as False

Step 4: Now after restoring the shift, the shift can be accessed in the whole application

Step 1: Click on the menu Organization settings — Shift Settings, as shown in the below screen shot.
Step 2: Over Time on Holidays: If the Over Time on Holidays is configured as 2 then it will calculate the

employee owertime hrs as double the time of Hrs for Holiday working days Owertime Hrs

Step 3: Ower Time on Weekly Off: If the Over Time on Weekly Off is configured as 2 then it will calculate the

employee overtime hrs as double the time of Hrs for Weekly Off working days Owertime Hrs

3.6. How to create the Employee compensation leave configuration

Step 1: Click on the menu Masters — Leave —Leave Policy, as shown in the above below shot.
Step 2: Select the “Enter Comp off Type” Type option whether the Hour wise or Day wise is applicable. This field

will be enabled only when the Comp off Type check box is selected.
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Step 3: Enter comp-off validity days, Employee can taken comp-off based on entered days not more than that —

Whether if the employee has comp off eligibility

Step 4: Set Minimum Extra hrs for Half day comp off (Example set: 4Hrs), it will be applicable for comp off
eligibility employee while employee creation.

Step 5: Set Maximum Extra hrs for Full day comp off (Example set: 7Hrs), it will be applicable for comp off

eligibility employee while employee creation.

For example: Assume Shift timings is 9am to 5pm and comp-off validity days is 365 days. Minimum Extra hrs.
for Half day comp off is 4hrs. and Maximum Extra hrs. for Full day comp off is 7hrs. Assume employee works on
weekly off /Holiday (There is no shift on weekly offfHoliday) but he works from 9am to 01.00pm. Extra hrs.
worked is 4hrs. Once he reached 4 hours in leave quota it will add half day (0.5). Comp-off leave he can take

within 365 days as per the configuration.

Leave/Permission Policy

* Indicates Mandztary Figlds

Policy Mame* Angler Staff Leave Palicy
Employes Categone All
Employes Type Al
Gender Bk
Fieligion Al
Applicable Leave Applicable Max Min Spells/year LOP Max LOP CountGlobal Bomow Carnry M_Acc.  Encash ApplLAfter Calc.
Type Days/Year Days/Spell Days/Spell Holiday W eekoff Over Days [Days] Factor
Before
@y,
i CL 24.0 2.0 0.5 45 = 5.0 Aafter 0.0
Mo Intervenng
Before
@y,
v 5L 8.0 4.0 1.0 3 = 2.0 after 0.0
Mo Intervenng
Before
ex
ML on After
@ Intervenng
Before
g
EL N Aifter
o Intervenng

4 m 3

Permission [V

Iz Permizzion Haurs Per Manth [in hhomnn) 08:00 Max Mo OF Instances Per Manth [

bt & Permizzion Haurs Per Instance (in hbcmm) 01:00 Pemiszion Before Leave [ Permiszsicn After Leave (¥
Enter Comp DOfl Type vV @ Hour wWiee | Day Wise Comp OFf % alidity D aps 365

Idin Extra Hre for Half D ay Comnp OFf 04:00 tdin Extra Hrz for Full Day Comp Off 07:00
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3.7.How to configure Over Time and Compensation leave (both) applicable

employee's

Configure OT and Comp-off in Shift Settings

Step 1: Click on the menu Organization settings — Shift Settings, as shown in the below screen shot.

Step 2: Both OT and Comp-off eligible person only applicable for this configuration
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2nitt Hettng

* |ndicates kMandatory Fieldsz
Company *
Data Process Sething

Before Shift tMax. Hours [ hhcmm ]

Before Shift tMax. Hrs for 24 Hrs Shift [ hbomm ] #
Ignore Duplicate Punches

Time Interval [hi:mm) =

Default Maonth Closure Date *

Wweekly Off Start Hours Setting
Wwheekly OfF Start Hours *

Wheekly OfF Start Hours for 24 Hrz Shift =

Flexible Shift Timings Setting

Flexible Timingz

MHaon Flexible Owver Time Settingz

Lunch Hourzs Deduction Setting
Lurich Dreduction on Weeklyaff 4 Holiday
General Over Time Setting

Over Time On Holidays

Over Time On wWeskly OFf

Haliday an weekpOFf

Mo OfF Succeszive Daps *

OT Roundaoff

Pricaol Industries -

02:00
00:02
@rves Mo
00:10

31/12/2014

16:00

23:00

e @INg
After Shift Time

Before Shift Time _
Conszider Defined Work Hours @es

Des @Na

1.0
1.0
CIHaliday @wieeklylff
303

[TIEnable @ Dizable

Mg

Both OT and CompOFff Eligible Employees Setting

bir Ewtra Hrz for Half Day Comp Off *
bdir Estra Hrz far Full Diay Comp Off =

Cornp OFf Y alidity Days =

03:00

0&:00

Step 3: Enter comp-off validity days, Employee can taken comp-off based on entered days not more than that —
Whether if The employee has comp off eligibility

Step 4 : Set Minimum Extra hrs for Half day comp off (Example set: 3Hrs), it will be applicable for comp off
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eligibility employee while employee creation.
Step 5 : Set Maximum Extra hrs for Full day comp off (Example set : 6Hrs) , it will be applicable for comp off

eligibility employee while employee creation.

For example: If Employee have privilege on both OT and Comp-off, Assume Shift timings is 9am to 5pm and
comp-off validity days is 365 days . Minimum Extra hrs for Half day comp off is 3 hrs and Maximum Extra hrs for
Full day comp off is 6hrs. Assume employee works on weekly off /Holiday (There is no shift on weekly
offfHoliday) but he works from 9am to 12.00pm. Extra hrs worked is 3 hrs. Once he reached 3 hours in leave

quota it will add half day (0.5). Comp-off leave he can take within 365 days as per the configuration.

3.8. How to create an Employee
Employee Master is used to store personal and official details of the employee in the Organization. The grade
and level of employee is defined here based on which the privileges are applied for the employee. The leave

policy is also assigned here.

Employee Add

Step 1: Click on the Menu Masters -> Employee -> Employee Master
Step 2: Employee Add page will be displayed
Step 3: Click Add button under Select Employees

Step 4: Employee creation screen will be displayed as follows

Employee Master

Card Mo

Employes Hame Ermployes D

E mployes Categorny -Seleck- EI Emploves Type -Seleck- EI
Gender Eioth Filter= Al
Cormpany : -Seleck- [« Fegion: -Seleck- [l

Eranch : -Seleck- [w] Department -Seleck- [ ]

Bulk Configuration

Emploves Hame Ermployves ID Designation

Fathirma R OT ooo1i01 SAPPREMTICE OFPERASTOR Falze -
Kulasekaran P CiO oooz10 ESSENTIAL SR FITTER Falze
Balasubramani K OT CO EBSO4Z2 PRIOCESS ASSOCIATE - G4 False
SUREMDREAM S o0=2126 IR OPERATOR False
EARTHIK 1515 Marnager Grade =2 False
Saresh Moorthy 1000 APPREMNTICE OPERATOR False
Guru Sakthi 2000 APPREMTICE OPERATOR False
Farmkumar 2000 Marnager Grade =2 False
Arvindalkays ZEES APPREMNTICE False -

m DELETE RESTORE PERMAMNENT DELETE

Personal Tab
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Step 5: Fill the Employee Name. It is a mandatory field.
Step 6: Need to select religion field. For Ex: Hindu, Muslim, Christian or All option.
Step 7: Fill the date of birth and other details if need.

Step 8: Select the company and its level fields, Company field is a mandatory.

Step 9: Fill the Date of joining field which is mandatory, Date of joining date will be the Effective date for Lewel
field.

Step 10: Fill the Employee ID field which is mandatory, It should be unique.

Step 11: Select user group. For Ex: Super admin, Individual

Step 12.Select Designation which is mandatory field, Designation Effective date and Basic salary effective date
will be the joining date only

Step 13: Fill the Employee ID field which is mandatory field. Card No and Employee ID should be same.

Step 14: Select the Reporting To and Leave sanctioning authority field.

Step 15: Reporting To person will the forwarding Person For ex: If the employee raising the Leawve, permission,
on duty, Comp-off means it will be in Pending status and mail triggers to reporting person. Once reporting person
approved it will change as Forwarded status.

Step 16: Sanctioning authority person will the Sanctioning Person For ex: If the employee raising the Leawe,
permission, on duty, Comp-off. Once the reporting person approved means mail triggers to Sanctioning person.
Once Sanctioning person approved it will change as approved status. The Approved mail will trigger to

respective person.
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Employee Master

* Indicates Mandatory Fields

Comparny® Angler Technologies Pt Lbd E Fegion South Region E
BEranch Coimbatore D epartment Prinking Department
Ea?ﬁ?ngf 011002001 ngfg:;?ate D1/10/2001
FDTDID}'EE ao0101 Uszer Group MSU Et i
D ezsignation
Drezignation® APPREMTICE ORFERATOR Eg?;:ive 01102001

Eazic Salamy

B azic Salam 0.00 Effective 01/10/z001
D ates
Reportin Lesiz
TO':' d Ealasubramani - KESO42 [w] Sanchioning KARTHIK - 1515 [w]
Atharity
Frewvious .
Espefience a Tranzportation -Seleck-
Card Mo* 000101 Uszer Mame 000101
Qualification Qualification
At The Time Diuring
Of Jaining E mployment
Hostel Oyves @y
[+IoT Eligible Eompensation Qff Eligible OT-Comp OFff &pproswval [IE selude Fram Reports
Employes (®) ) )
S Al ey Fhato Browse.. | Mo file selecked.
Ermployes Employes
Eat'; ir APPREMTICE [w] Categary 017102001
gan! Effective Date
Ermol Employes
T;“Dp;}'ee TEMPORARY [w] Tvpe 0171072001

Effective Date

nexr W oace [ cancer

Step 14: Select the OT alone / Comp-off alone / OT & Comp-off for the creating employee to give privilege.

Step 15: If need, we need to select Exclude from reports. For ex: If we have selected Exclude option for this
Employee not able view any reports in the application.

Note: Selecting exclude option is not preferable.

Step 16: Select Employee status, by default it will be in active status. For ex: if we need to Inactive the employee
we can use this option.

Step 16: Select Employee category and type which we have created in Category master and type master.

Step 17: Employee category Effective date and Employee Type Effective date will the joining date, which will be
automatically set the date.
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Employee Master

Leave Policy

Leave Palicy Mame® kOB Leave Palicy

[v]

Leave Policy From To

FOB Leave Paolicy 01)04j2015 3100312016
Policy Hame CL ML
FOB Leave Polcy 240 2.0

Leave Type|Camry Previous Year

CL 0n

bl on

5L on

EL 0n

m CALCULATE Yiew Quota

DELETE

Leave Policy Tab

Step 18: Select the Leave policy name which is the mandatory field, Selecting leave policy we have created in

leave policy master.
Step 19: Click Add button then only the calendar field will be open.

Step 20: Select the Leave policy from date and To date as current financial year.

Step 21: After that we need to click calculate button. In policy name will display the availed leave details and also

we check the same in view quota.
Step 22: Click the Next button
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Employee Master

Faszport Mo Paszport Ex=piry D ate
Viza Mo Viza Expiny Date
Wehicle Type -Select- Wehicle Number

Anniverzary Date

Mo OF Spouze Ju]

Mo OF Children il

Customizable Fisld1 EST M ¢ SA00031573

Customizable Fisld2 PR MO @ TNICB/45914/035

Cuslariteslils EelkE Account Mo @ 2194 10500009573

Cuztamizable Fieldd

Cuztamizable Fields

Leave Type Carry Elvn_ar Leave from Mo l]f_Leave Taken till
Previous Year Previous Month End
cL oo | oo |
5L [o.o | [m.o |
ML [o.o | [m.o |
EL oo | [n.o |

Others Tab

Step 23: Enter the following details in other tab and save button. The Employee creation will successfully done.
Note: In Time check demo wersion currently only 5 employees is made to create. This can be changed in such a
way that any number of employees can be created during demo version but while viewing only 5 employees can

be made to view. After getting license from angler again you show all the created employees

Modify page

Step 1: Click the particular employee link in employee master grid page. The following page will be display.
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Employee Master
Personal 1
Employee . Middlz
Mame Balasubramani Hame
Father's
LastMame K OT CO Mame D KANAGARAJ
b atker's Blood 0+
MHame Group
Drate OF
Drate OF Birth [&z
Birth Per
Record)
Ermail Id karthik_l@angleritech. com il
b ail 1d
Cantact Permnanent
Address Address
Country India State Tamilnadu
City COIMBATORE Dristrict
Fhane I obile
Mumber Mumber
I arital -
Gender Male Slatus Marned
M ationality Religion All
h _d

Step 2: Click modify button. It will allow modifying the employee’s details.

Step 3: After modification click sawe.

Bulk Configuration

Step 1: Click on the Menu Masters -> Employee -> Employee Master
Step 2: Click bulk Configuration link.
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Employee Master

Card Mo

] ]

Employes Mame Emplayee 1D

Employes Category | -Select- Employee Type | -Select-
Gender | Bath [w] Filters | &l
Company : | -Select- [w]| Region: | -Select- [w]
Branch : | -Select- [w]| Depatment: |-Select- [w]

Ernployes Marne

Ermployes 1D

Designation

Bulk Configuration

Fathirma R OT
kulasekaran P CO
Balasubrarani K OT OO
SUREMDRAN S
KARTHIE

Garesh Moorthy

Gurd Sakthi

Rarmkurmar
ArvindSlkays

ooo1o01
0o0310
kB304
003136
1315
1000
2000
3000
3665

APPRENTICE OPERATOR
ESSEMTIAL SR FITTER

PROCESS ASSOCIATE - G4

IR OPERATOR

Manager Grade 2
APPREMTICE OPERATOR
APPREMTICE OPERATOR
Manager Grade 2
APPREMTICE

m DELETE RESTORE PERMAMNENT DELETE

Step 3: The following screens will be the bulk configuration screen.

r
Bulk Configuration
* |ndicates b andatary Fields
Select Excel File *
Categary *

Change the =tatus From *

A

Mo File selecked.

[-Select-

v |

Crves COMeo

Download Template I GET m

Step 4: Click Download Template button to download the format to upload.
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i

Bulk Configuration

* Indicates Mandatary Fields

Mo File selected.

| -Select-

Select Excel File *

Categony * W |

':::'Yeg ':::'N.:.

Download Template Upload m

Cpening EmployeeBulkConfiguration.csy

Change the ztatuz From *

%ou have chosen to open:

@ EmployeeBulkConfiguration.cs¥

wehich is: Microsoft Excel Comma Separated Yalues File (20 bytes)
from: http:ffangler?f

Wikhat should Firefox do with this file ?

Micrasoft Excel (default)

) Sawve File

[ Do this automatically for files like this from now an.

!

014 | | Cancel

Step 5: In the below Excel, Employee Id is a mandatory field.

H - & =
HOME INSERT

EmployeeBulkConfiguration [Read-Cnly] - Bxcel (Froduct Activation Failed)

PAGE LAYOUT FORMULAS DATA REWIEW B TEAM
a .- - — g
D J'E; |Ca|ibri '|'I'I A A T == - %WrapText |Genera| - % @iﬂ E& E
Em -
Paste < B I U- - DA E=E= EE EMergefiCenter + $ - % 2 % % Condltlpnal Formatas  Cell I
- Farmatting = Table = Styles~
Clipboard Font ra Alignment ra Mumber ra Shyles
ca - 5
i B | C | D E F G H | 1 kK L il
Employee_Id™*
787
4
5

Step 6: We need to give the Employee Id’s in excel sheet.
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Bulk Configuration

* Indic:atez M andaton Fieldz

Select Excel File * Mo file selected,

Category | -Select- ™
-Select-
Ower Time Eligible

Change the statuz From *

LU LEL BT Cwer Time & Comp off Eligible
Report Exclude

Hostel

v

b

Step 7: Select category field over time eligible / comp-off eligible / over time & comp off eligible / Report Exclude
/ Hostel.

Bulk Configuration

* Indizatez Mandaton Fields

Select Excel File * Mo file selected,

Category * | Crver Time Eligible W |
Change the status From * Ches @Ng
o
b A

Step 7: Select change the status from field (Yes/No).Based on the selection for ex: If the employee is Over Time
eligible means if we select the status as (No) and browse the template file and click upload button. For that
employee Owver Time Privilege will be unchecking. Likewise, Comp-off / OT- Comp-off / Report Exclude / Hostel.

Step 8: We can bulky change the status of the employee’s.

3.9. How to Import the Employee
Master Data Import Module allows the administrator or user having privileges to Import data, download the

template (.csv file) and fill the master data in that file. Then upload the same file to the Time check.

Step 1: Click on the Menu System settings -> Master data import

Master Data Import

* |ndicates Mandatony Fields

Select Eucel File® Mo File selectad,
Download Template UpLoad
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Step 2: Download the template.

Master Data Import

* |ndicates Mandatan Figldz

Select Excel File® Mo file selected,
Download Template I NET

Opening TimecheckMasterData.csy

%ou have chosen to open:

f- TimecheckMasterData.cs¥

which is: Microsoft Excel Comma Separated Walues File (1.1 KB}
from: httpi/fangler?

YWhat should Firefox do with this file?

Microsoft Excel (default) v

() Sawe File

[ ] Do this autarnatically for files like this from now an,

(0]34 Cancel

Step 3:In that CSV file will have the sample data , delete that record and add the employee details with all
mandatory columns.

13 E CRICREE TimecheckMasterData [Read-Only] - Excel (Product Activation Failed) T EH -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  WIEW  TEAM Karthik.L, &NGLER - EIT - F
o _ =3 .
he K8 ==E v B B = xE iy
B || Fill~
Paste ¢ BIU- - & A- === €% Merge&Center c Gy oM Conditional Farmatas Cell  Insert De\ete Format !C\ . Sprt& Find &
- Farmatting= Tablew Sylesw - - AL Filter = Select~
Clipboard & Font [P Alighment 1 Mumber 1 Styles Cells Editing
G12 vl f
A B C D E F | G H | ] K
1 Sl#Mo *Emp_FirstMame  Emp_MiddieMame  Emp_LastMame | Father Mame MNother Mame *DateCfBith  DateOfBirth_Record  Blood_Group Email_ld *Contact_Address Perr
2 Uma Iaheswari Arivazhagan  Arivazhagan  Priya 261390 /61930 B-ve uma@gmail.com Wadapazhani-Chennal vadap]
3
4
3

Step 4: Enter all the details and upload the template. Employee will import successfully and we can check in the
employee master.
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3.10. How to map the Organization grade and designation

Step 1: Click on the Menu Masters -> Grade
Step 2: Grade Add page will be displayed
Step 3: Click Add button under Grade

Manager Grade 2 Fals= A
APPREMNTICE Grade 5 False
OPERATOR Grade 4 False
STAFF Grade 3 False
Labour Falze

m DELETE RESTORE | PERMARNENT DELETE

Step 4: Grade add screen will be displayed as follows

i h]

Grade

* |ndicates Mandatomy Fields

Grade Mame®  Manager Grade 2

Grade Level |2 [w |

Step 5: Enter Grade Name.
Step 6: Select the Grade Level from the Dropdown List so that the level can be assigned to the created Grade
Name.

Step 7: Finally click Add Button to save the Grade Details.
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Designation Add

Step 1: Click on the Menu Masters -> Designation
Step 2: Designation Add page will be displayed
Step 3: Click Add button under Designation

Designation

Designation Mame Designation Description elete Compary

Ir Supervisar Ir Superwvisar Falze S5 Industries
Machine Operatar Machine Operator Fals= S5 Industries
1 | Manager Manager False SGE Industries
SecLrity SecLrity Falze SG Industries

m DELETE RESTORE | PERMANENT DELETE

Step 4: Designation add screen shown in the below screen.

Designation

* Indicates kM andatom Fieldsz

Company * | 55 Industries El

D ezignation Mame® Ir Superyisor

Dezignation Deszcrption Ir Supervisor

Grade Mame® | Supervisors Grades

Step 5: Fill the Designation Name and Designation Description in appropriate Text Boxes
Step 6: Select the Grade Name from the Dropdown Lists for which the selected Grade is assigned to the

Designation.
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Step 7: Finally click Add Button to save the Designation Details.

ANGLER Technologies India Pvt. Ltd — an ISO 9001 company
India | USA | UK | Canada | Europe| UAE | South Africa | Singapore | Hong Kong
wwwan gleritech.com

Page 58 of 114


http://www.angleritech.com/

AANGLER

o~ . .
timecheck Configuration Document ieh o& Business « Muimedia

An IS0 8001 Company

4. Leave Management

4.1. How To Create Leave Type
In Timecheck application by default we have included 4 different leave types called

1. CL — Casual Leawe
2. ML — Maternity Leave
3. EL- Earned Leawe

4. SL - Sick Leawe

Leave Type

] Leave Type Leave Description

Casual Leave False 2

L

0 |EL Eamned Leave False
ML matemity Leave False
al Sick Leave False

m DELETE | RESTORE | PERMANENT DELETE

Add Leave Type

Step 1 : Click on the menu Masters — Leave — Leave Type
Step 2 : Click on the menu Add button.

Step 3 : Enter the Leave Type as ML / CL.

Step 4 : Enter the Description for Leave Type

Step 5 : Click on the save button To save the Leave Type.
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Leave Type

* Indicates Mandatory Fields
Leave Type* cL

Leave Description® casual Leave

Count Factor* Yes @ Mo

Employee Category All -
Employee Type All -
Gender Both -
Feligion All -

Step 1 : Click on the menu Masters — Leave — Leave Type

Step 2 : Click on the Leave Type name which you have like to modify.
Step 3 : Click on the Modify button.

Step 4 : Modify the values wherever the user want.

Step 5 : Click on the save button to save the Modified details.

Step 1 : Click on the menu Masters — Leave — Leave Type

Step 2 : Select the check boxes on the respective Leave Type name which you have to like to Delete.
Step 3 : Click on the Delete button to delete temporarily.

Step 4 : If the User want permanent delete then click on the Permanent Delete button.

Note : The User can't able to delete when the Leave Type involved in transactions.

Note: Restore option has will work with already deleted leave type only.
Step 1: Click on the menu Masters — Leave — Leave Type
Step 2: Select the check boxes on the respective Leave Type name which has been already temporally deleted.

Step 3: Click on the Restore button to restore the deleted Leave type.
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4.2. How To Create Leave Policy
Leave Policy Module is used to define different Leave Policies to different grade of Employees. For e.g., A
Particular Leave Type may be applicable only for Managers and not for Staffs. In this case, different Leave

Policies has to be created separately for Managers and Staffs.

Step 1 : Fill the Policy Name.

Step 2 : Click the Check Boxes to define what are all the Leave Types applicable for the Policy

Step 3 : Fill Applicable days /Year Text Box that is how much days can be availed for the particular Leave
Type. This field will be enabled only when Count Factor is set to ‘No’ for the selected Leawe Type in the Leave
type Master.

Step 3 : Fill Max Days/ Spell Text Box if applicable. (i.e., Maximum number of days can be taken at a time for a
particular Leave Type).

Step 4 : Fill Min Days/ Spell Text Box if applicable. (i.e., Minimum number of days can be taken at a time for a
particular Leave Type).

Step 5 : Fill Spells/Year in the Text Box if Applicable. (i.e., Number of spells per year for a particular Leave Type.
Step 6 : Choose Yes Radio Button if LOP (Loss Of Pay) is Applicable. If LOP is not applicable, then choose
Radio Button No. If LOP is applicable, then fill the Maximum number of LOP that can be taken in Max LOP Text
Box.

Step 7 : Choose Weekly Off Before or After or Intervening if applicable for a particular Leave Type.

Step 8 : Select the Borrow Check Box if Borrowing of Leave from next year is applicable for a particular Leave
Type.

Step 9 : Select the Carry Over Check Box if Carry Over of Leave is applicable for a particular Leave Type.

Step 10 : Fill M.Acc. Days (Maximum number of Accumulated Days) in the Text Box if applicable for a particular
Leave Type.

Step 11 : Select the Encash Check Box if Encasement for a particular Leave Type is applicable.

Step 12 : Fill the Apply. After (Days) Text Box. (i.e after how many days from the date of joining, the particular
Leave Type will be applicable to Employee)

Step 13 : Fill Calc. Factor Text Box, i.e., Calculation Factor for the particular Leave Type. This field will be
enabled only when Count Factor is set to “Yes’ for the selected Leave Type in the Leave Master.

Step 14 : Fill Min. Work Days Text Box, i.e., the number of days that an employee should work to get eligible
for the particular Leave Type. This field will be enabled only when Count Factoris set to ‘Yes’ for the selected
Leave Type in the Leave Master.

Step 15 : Select the Count Factor check boxes whether to include Work Day or Weekly Off or Leave or Holidays
to get the Min. Work days. These fields will be enabled only when Count Factor is set to ‘Yes’ for the selected
Leave Type in the Leave Master.

Step 16 : Set maximum permission hours per month in hh:mm format in the Max Permission Hours Per Month
Text Box. This field will be enabled only when the permission check box is selected.

Step 17 : Set maximum number of instances per month in the Max No of Instances per Month Text Box. This
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field-will be enabled only when the permission check box is selected.

Step 18 : Maximum Permission Hours per Instance will be automatically calculated based on maximum
permission hours per month and maximum number of instances. This field will be enabled only when the check
box is selected.

Step 19 : Select the Permission Before Leave and Permission After Leave if Applicable. These fields will be
enabled only when the permission check box is selected.

Step 20: Select the “Enter Comp off Type” Type option whether the Hour wise or Day wise is applicable. This
field will be enabled only when the Comp off Type check box is selected.

Step 21: Enter comp-off validity days, Employee can taken comp-off based on entered days not more than that —
Whether if The employee has comp off eligibility

Step 22 : Set Minimum Extra hrs for Half day comp off (Example set : 4Hrs) , it will be applicable for comp off
eligibility employee while employee creation.

Step 23 : Set Maximum Extra hrs for Full day comp off (Example set : 7Hrs) , it will be applicable for comp off
eligibility employee while employee creation.

Step 21 : Finally Click Save Button to save the Leave Policy Details
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Leave/Permission Policy

* Indicates Mandatory Flelds

Policy Name® Manager Leava Polcy
Employee Category Al v
Employea Type Al v
Gender Bech v
Religicn Al x
Applicable Leave Applicable Max Min Spellsiyear LOP Max. LOP CountGlobal Borrow Carry M.Aco. Encash Appl After Calc. Min
Type DaysiYear DaysiSpell Days/Speil Holiday/Weekoff Owver Days (Days) Factor Day
&y V| Before
B o« » : os “ o 9] Atter B @ s @ 1
No

9] Intervening

| Bafore
Yes 3
SL L] After
2 No 4
| Intervening
| Be#
Yes Before
ML L] Atter
& No N
| Intervening
7] Bes
: - S o) Yes _Be ore = = .
v EL 3 05 48 10 [V] After v v| 15 7] 15 €0 100
No )
Y1 Intervening
¢ ] ’
Permission (7]
Max Permission Hours Per Month (in hh:mm) 02:00 Max No Of Instances Per Month 4
Max Parmission Hours Per Instanca (in hh:mm) 01:00 Permission Before Loave (V] Permission Alter Leave (V]
Enter Comp Off Type [¥! Hour Wise '3 Day Wise Comp Off Validity Days 35
Min for Full C v
Min Exira Hrs for Half Day Comp Off 04:00 O'l'l' Exira Hrs for Full Day Comp 08:00

4.3. How to configure for employee monthly permission

Permission configuration
Step 1: Click on the Menu Masters -> Leave — Leave policy allocation

Step 2: Leawe/Permission policy Add page will be displayed
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Leave/Permission Policy
* Indicates Mandatory Field:
Palicy Marne* Pricol Leave Policy
Employee Categaory all |z|
Employee Type all |z|
Gender Eoth |E|
Fieligion Al [v]
Applicable Leave Applicable Max Min Spellsfyear LOP Max LOP CountGlobal Bomrow Carry M_Acc.  Encazh ApplAfter Calc.
Type Dayps/Year Days/Spell Days/Spell Holiday W eekoff Ower Days [Days] Factor
®ves ;Before
oL 2 0.5 43 = 5 [lofter 0o O U
~~No L lintervering
®ves ;Before
5L s 1 0.5 16 = 3 [lofter 0o O U
~~No L lintervering
@ [lBefors
Yes =
] ML @ L& fter [ L] L
= L lintervering
@ [lBefors
Ues L]
] EL @ L& fter [ L] L
= L lintervering
< m *
Permission
M ax Permizzion Hours Per Month [in hb:mm] 0600 Max Mo OF Instances Per Manth 1
M ax Permizzion Hours Per Instance (in hb:mm] 0&:00 Permizsion Before Leave Permizzion After Leave
Enter Comp Off Type ®Hour wise ':::'Da_l,l Wise Comp OFf % alidity 0 apz 365
Min Extra Hrs for Half Day Corp O ff 04:00 Idin Extra Hrs for Full Day Comnp Off a7:00

Step 16 : Set maximum permission hours per mthinmformat in the Max Permission Hours Per Month
Text Box. This field will be enabled only when the permission check box is selected.

Step 17 : Set maximum number of instances per month in the Max No of Instances per Month Text Box. This
field will be enabled only when the permission check box is selected.

Step 3: Maximum Permission Hours per Instance will be automatically calculated based on maximum permission
hours per month and maximum number of instances. This field will be enabled only when the check box is
selected.

Step 4: Select the Permission Before Leave and Permission After Leave if Applicable. These fields will be
enabled only when the permission check box is selected.

Step 5: Once the leave/ Permission allocated to the employee, based on the configuration the employee can

take permission.

Example 1: Assume Shift timings is 9am to 5pm. Minimum Permission hours per month is 6:00 hrs and
Maximum no of instance per month is 1hrs.Minimum Permission hours per Instance is 6:00 hrs. Assume

employee taking permission 9am to 10am on 01-sep-2015. He works from 10 am to 5pm.So total working hrs 8.
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Example 2: Assume Shift timings is 9am to 5pm. Maximum no of instance per month is 1hrs. Assume employee
try to take permission on 9am to 10am on 05-sep-2015 same September month. It will not allow to take

permission because he have already reached Maximum no of instance per month.

4.4. How to do the Shift Allocation for an Employee
Shift Allocation Add
Step 1: Click on the Menu Transactions -> Shift -> Shift Allocation
Step 2: Shift Allocation Add page will be displayed
Step 3: Click Add button under Select Employees

Step 4: Employee selection screen will be displayed as follows

e (===
Company*  |-Select- Region [-Select-
Branch |-select-
Employee Id Employee Mame

Step 5: Select the organization level and click Go, the employees under the selected level will be listed

Company*  |5G Industries Region |India
Branch | unit1
Employee Id Employee Name

Step 6: The employee under the selected level will be listed as shown below
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Company [ | Region [ Sclect-
Branch |-select-
Employee Id Employee Mame
An ] Employee Id Employee Name
[ scoD1 Ashok Balakrishnan

Step 7: Select the employee (More than one employee is possible) and click Ok as shown below

Company*  |-Select- Region |-Select-
Branch |-select-
Employee Id Employee Name
All Employee Id Employee Name
SGO01 Ashok Balakrishnan

Step 8: By clicking Ok the employees will be listed as shown below
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Shift Allocation
* Indicates Mandatory Fields

Select Employees™ m VIEW ALLOCATED

Employee ID Employee Name
Delete SGE001 Ashok Balakrishnan

() Shift Pattern () Shift Roster (®) Shift

Shift Name* [-Select-

[] Monday [ ITues day [ Jwednes day [IThurs day

Weekly Off Days
[ Friday [ Saturday [ Sunday

Schedule From*

Schedule To*

Step 9: Select the required Shift from the Shift Name drop down value

Step 10: Tick the appropriate weekly off day
Step 11: Select the Schedule From and Schedule To date for the duration the shift need to be allocated for the

employees
Step 12: After filling all the data’s click save. The Shift will be allocated to all the selected employees for the

selected duration as shown below
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Shift Allocation
* Indicates Mandatory Fields

Select Employees™ m VIEW ALLOCATED

Employee ID Employee Name
Delete SGE001 Ashok Balakrishnan

() Shift Pattern () Shift Roster (®) Shift

Shift Name* Gen

[] Monday [ ITues day [ Jwednes day [IThurs day

Weekly Off Days

[ Friday [ Saturday [¥] Sunday
Schedule From* 01/04/2014
Schedule To* 31/03/201%

4.5. How to View the Employee Shift Allocation Report

Employee Shift Allocation Report

Step 1: Click on the Menu Reports -> Shift -> Emp. Shift Allocation
Step 2: Employee Shift Allocation Report page will be displayed as shown below.

Employee Shift Allocation Report

Employee Name Employees Id
Employee Category  |-Select- Employee Type  |-Select- [v]
Designation Al Gender \Both [w]
Time Pericd - From  01/04/2014 To 22/04/2014

Company: |-Select- Region:  |-Seledt-

Branch : -Select-
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Step 3: Select the duration and Company lewvel then click view

Step 4: The Shift allocated details will be displayed in the report as shown below

f_\;;.,]

@ Iﬁ ?E 1/1 | |‘ﬂ |M3iﬂ Report V| [m BusinessObjects’

Find

£G Industries
Image
Chenmal

shift Allocation Report From 01/04/2014 To 31/03/2015

-
~
=
B
=1
wa
=3
e
=]

3

2
5
5
d
=1
=
=

ﬁl.ﬁ Erriployes Id Emﬂme Gender Yesr  Month 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 31

1 5N Ashoi Baaiznnan Maz s Al Gan e Gen Gan Gen OF  Gen Gan Gan GEn Gen Gen Of Gen Gen Gan Gen Gan Gen Of  Gen Gen Gen Gen GEn Gen O Gan Gen G
e May G Gen Gen O Gen Gen Gen Gen Gan Gan OF  Gen Gen Gan Gen Gan Gen O Gan Gen Gen Gen Gan Gen O Gan Gen G Gan G Gan
e Jume Of  Gen Gen Gan Gen Gan Gen OF Gan Gan Gen Gen Gen Gen OF Gan Gen Gan Gan Gen Gen OF  Gen Gen Gan Gan Gen G O Gan
e Juy Gan Gen Gen Gan Gen OF Gan Gen G G G G OF Gan Gen Gan Gen Gan Gan OF G G G Gen Gen Gl O G Gl G G
s Auqut GEn Gen Of  Gen Gen Gan Gen Gan Gan OF  Gen Gen Gen Gen Gen Gan O Gan Gen G Gen Gen Gen OF  Gen Gen Gen Gan G G OF
2014 Seplamber  Gen Gen Gen Gen Gen Gen OF  Gen Gan Gen Gen Gan Gen O Gen Gen Gen Gen G Gen O G Gen Gan Gen Gan Gan O Gan G
M4 Ociober G Gen Gen Gan O Gen Gen Gen Gan Gan Gan OF Gen Gan Gen Gan Gen Gan OF Gen Gen Gen Gan Gen Gen O Gen G G G Gan
a4 Nowemper  Gen OF  Gen Gen Gen Gan Gen Gan OF  Gan Gen Gen Gen Gen Gen OF  Gen Gan Gan G Gen Gen O Gen Gen Gan Gen Gan G OF
204 Decamber  Gan Gen Gen Gan Gen Gan O Gen Gan Gan Gan Gen Gen O Gen Gan Gen Gan Gan Gen O Gen Gen Gen Gen Gan Gen O Gan Gan Gan
M Jamay Gan Gen Gan O Gen Gan Gen Gen G G OF G Gan Gan Gen Gan Gen OF Gl G G G Gan Gen O Gan Gen Ga Gl G G
203 Fapnary Of  Gen Gen Gan Gen Gan Gen O Gan Gan Gan Gen Gen Gl O Gen Gen Gan G Gen Gen OF  Gen Gen Gen Gl Gen G
3 Mamn Of  Gen Gen Gen Gen Gan Gen Of  Gan G Gen Gen Gen Gen O Gan Gen Gan Gen GEn Gen OF  Gen Gen Gen Gan Gen Gan Of G GEn

4.6. How to Delete the Shift Allocation
Employee Shift Allocation Delete

Step 1: Click on the Menu Transactions -> Shift -> Shift Allocation ->Shift Allocation Delete
Step 2: Select the Employees and select the Schedule From and Schedule to duration for which the allocated
shift need to deleted

Shift Allocation Delete

* Indicates Mandatory Fields

Select Employess © m VIEW ALLOCATED

Employee Id Employee Name
Delete SG00M Ashok Balakrishnan
Schedule From*® 01032015
Schedule To* 31/03/2015
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Step 3: Click Delete button the allocated shift of the employees for the selected duration will be deleted
Step 4: Click on the Menu Reports -> Shift -> Emp. Shift Allocation
Step 5: Select the employee, duration and click View the allocated shift for the employee will be getting deleted

as shown below

2

I 1/1 | | ] |Main Report V| | | ] anirf;s:ancu'

Image SG Industries

shift Allocation Report From 01/04/2014 To 31/03/2015

ﬁl‘;lEmplayeeId Emﬁ;l;‘r:e Gender Year  Month i1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 =E0m Aghoic Saisrihnan Maa 2014 Ap Gan Gan Gan Gen Gan OF  Gen Gan Gan Gan Gan Gan Off  Gen Gan Gan Gan Gan Gan Off Gen Gan Gen Gam Gen Gen OF  Gen Gan Gan
Me May Gan Gan Gan Of  Gan Gan Gan Gan Gan Gan Of  Gan Gan Gan Gan Gan Gan Of  Gan Gan Gen Gan Gan Gen Of  Gan Gen Gen Gan Gen Gan
Me una Off  Gan Gan Gan Gan Gan Gen Of  Gan Gan Gan Gan Gan Gen Of  Gan Gen Gan Gan Gan Gen Off  Gan Gen Gan Gan Gen Gen O Gan
ME uy Gan Gan Gan Gan Gan Of  Gan Gan Gan Gan Gan Gan Off  Gan Gan Gan Gan Gan Gan Off  Gen Gan Gan Gen Gan Gan OF  Gen Gan Gen Gan
Me August Gan Gen OF  Gen Gen Gan Gen Gen Gan O Gen Gan Gen Gen Gan Gen O Gen Gen Gen Ge Gen Gen Of Gen Gen G G G G OfF
2044 SemampE  Gen Gen G Gen Gen Gen Of Gen Gen G Gen G G Of Gen G G G G Gl OF G Gen G Gm Gl G OF G Gan
2048 Octber Gan Gen G Gen O Gen Gen Gen Gan Gen Gan OF  Gen Gen Gan Gan Gen G O Gen Gen Gen Gen Gen G O Gen G Gen Gen Ga
2042 NowempE  Gen OF  Gen Gen Gan Gen Gen Gan O Gen Gen Gen Gen Gen Gen O G Gen Gen G Gen G Of G G G G G G Off
2042 Decamper  Gan Gan Gen Gan Gan Gen OF  Gan Gen Gen G Gen Gen Of  Gen Gen G Gen G S Of G G G G G G OF G G Gan
2045 Jamay Gan Gen G Of  Gen Gan Gen Gen Gan Gen OF  Gan Gen Gen Gan Gan Gen OF  Gen Gen Gen Gen Gen Gan OF Gen Gen G Gen e GE
205 Fagnuary off  Gen G0 Gen Gen Gan Gen OF  Gan Gen Gen Gan Gan Gen O Gen Gen G Gan Gen Gen O Gen Gan G Gen Gen G
25 Maen

4.7. How to allocate the Temp.Shift Allocation for the Employee

In an Organization after allocating the shifts for the employees if there is any change in shift as temporarily for

few days like 1 Or 2 days means then Temporary Shift Allocation can be used

Step 1: Click on the Menu Transactions -> Shift -> Temp.Shift Allocation
Step 2: Select the Employees to whom the Temporary Shift allocations need to be done also select the shift and

the duration of that 1 or 2 day’s then click save

Temp. Shift Allocation

* Indicates Mandatory Fields

Select Employees * m VIEW ALLOCATED

Employee ID Employee Name
Delete SG001 Ashok Balakrishnan
(®) shift
Shift Name™* Eve
Weekly Off Days ] Monday ] Tuesday ] Wednesday ] Thursday
[IFriday [ Saturday [ Sunday
Schedule From* 04/04/2014
Schedule To* 04/04/2014
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Step 3: Select the Employees to whom the Temporary Shift allocations need to be done also select the shift and

the duration of that 1 or 2 day’s then click save

4.8. How to view the Shift Report after allocating the Temp.Shift Allocation for the

Employee
Step 1: Click on the Menu Reports -> Shift -> Emp.Shift Allocation
Step 2: Select the Employees and duration to whom the Temporary Shift allocations has been done and click

view the report will be displayed as shown below

5]

@ = DE 1/1 | | & |Main Report V| | | i) BusinessObjects’

Image SG Industries (Zoom |

Shift Allocation Report From 01/04/2014 To 30/04/2014

ﬁl‘; Employee Id Emﬁ;me Gender Yesr  Month i 2 3 I4 I5 6 7 8 9 10 11 12 13 14 15 16 17 18 10 20 21 22 23 234 35 26 27 28 20 30 31

1 &0 Ashok Balaishnan Mae ans Agril GE'|GE’|GE’|I5|EIGE’|D‘[%GHIGMGMGMGMWGMGMGMGMGMGMN%GHIGH\GMGMGMWGMGMGM

Shift Exchange
4.9. How to do the Shift Exchange

Shift Exchange is used to swap the shifts between two employees for example employee A is been allocated in
the morning shift and employee B is been allocated in the evening shift. Now on one particular day these two

employees need to be exchange their shift means it is possible through this Shift Exchange module.

Step 1: Click on the Menu Transactions -> Shift -> Shift Exchange
Step 2: Select both the Employees under Employee ID1 and Employee ID2 the appropriate employee name and

the allocated shift details will be displayed then click save as shown below
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Shift Exchange

* Indicates Mandatam Fieldz

Company * 5G Industries »

Date * 0704/2014

Employeel 1D # sg001 pu——
Emplovee Mame Ashok Balakrishnan

Actual Shift General

Ermplopes? 1D # 20002 SEARCH
Employee Mame Arvind Kishore

Auctual Shift Evening Shift

Step 3: Now the shift will be exchanged between those two employees successfully

4.10. How to view the Shift Exchange details in the Shift Report
Step 1: Click on the Menu Reports -> Shift -> Emp.Shift Allocation

Step 2: Select the Employees and duration when Shift exchange has been done then click view the report will be

displayed as shown below

°) Shift Allocation Report - Mozilla Firefox

angler83) TimeCheck!'l . 405Feb/Reports TA_LUL_Report_ReportViswer, aspxReportMame=EmployesshiftAllocationgdtFrom=2014/04/01 2dt To=2014/04/082empid=8shft=08Emphlame=2&L evel=1 BEmpCategory=0&EmpType=02Pare
® S T 171 | | &y [main Report v | 8 [100% v| gnemeoms
Image 56 Industries

Shift Allocation Report From 01/04/2014 To 08/04/2014

al. Employee Id Eml\?lnyee Gender Year Month i 2 3 4 5 6 |7 |8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23
0. ame
1 SG0M Ashak Balakrishnan Male 2014 April Gen Gen Gen Eve Gen Off | Eve | Gen
2 5G002 Aniind Kishore Male 2014 April Eve Ewe Ewe Ewe Ewe FEve | Gen| Eve
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Shift Not Allocated Report
4.11. How to view the Shift Not Allocated report

Shift Not allocated report is used to find the list of employees for whom the shift not allocated for the selected
duration in the report

Step 1: Click on the Menu Reports -> Shift -> Shift Not Allocated

Step 2: Select the required duration and the company for example and click View as shown the below filter page

! Y

Shift Not Allocated Report
Employes Mame Employes Id
Emplayes Categany | -Select- W | Emplayee Tupe | -Select- W |
Dresignation Al v | Gender | Bioth v |
Time Perind - Fram 01/04/2014 Tao 15/04/2014

Cormpaty : | 56 Industries + | Region: | -Select- v

Branch : | -Select- v|

| view

Step 3: The Shift not allocated report will be displayed as shown below

) Shift Not Allocated Report - Mozilla Firefox

) angler83fTimeChecky1. 405FebjReports/TA_UI_Report_ReportWiewer, aspx?ReportMame=ShiFthotAllocatedfdtFrom=201 4/04/018dt To=2014/ 04/ 1 S&empid=&shft=0&EmpMame=&L evel=1&EmpCategory:|

e 171 | |~i‘| |Main Report v| | | 0 |1UU% v| ot

Tnage SG Industries

shift Not Allocated Report From 01/04/2014 To 15/04/2014

Sl Mo, Employee Id Employee Name Designation Gender Dates

Level Coimbatore Branch

1 2G003 Ramkumar Rarmachandran Machine Operator Male 0150452014
0270452014
030452014
0450452014
050452014
06045201 4
o7r0452014
08r0452014
0950452014
1000452014
1100452014
1200452014
1370452014
1450452014
16/0452014
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5. TRANSACTIONS:

5.1. How to raise Leave for an Employee

Leave Application Module allows the Individual user to submit their leave request online to get the approval from
the concerned authorities. The authority can approwve / reject the requested leave. This would be intimated to the

concerned employee through mail.

Leave Application ADD

Step 1: Individual Login with Valid user name and Password
Step 2: Click on the Menu Transactions -> Leave -> Leave Application

Step 3: Leave Application Add page will be displayed as shown below

Transactions Year: Apr 2015 - Mar 2016 s KULASEKARANPC...

Leave Application

Emplayae M arme Erployes 0

[rate Range From To

el Mame Duration Type Of Leave Status
BALASUBRA, [~
MAMNI K OT 29/04/2015 To |
15/07 /2015 KBS042 and Cormp o FINANCE 25/04/2015 Cornp Off Approved | Commp Off ok
BALASUBRA 1
MANI K OT 10/04/2015 To
15/07/2015 KBS042 and Carmp o FINANCE 10/04/2015 Cormp Off Approved | Comp Off ok L
ff
BALASUBRA
MANI K OT 09/04/2015 Ta
14/07/2015 KBSO42 and Comp o FINANCE 09/04/2015 L/ Leave Approved | Full day Leave ok
ff
=

Step 4: Click on the Add button the Leave Application add screen will be displayed as shown below
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Leave Application

* Indicates Mandatam Fieldz

Employes (D
Employes Mame
Leave Application 'ear

Leave Application Date

FULASEEARAM P Comp off Alone

®Cument Year  Successive Year

250742015

Leave From * 09/05/2015 To* 0905)2015
Leave / Restricted Holiday * Leave
Leave Tope ® L
Sezzion First half Second half *
Leave
Reazon *
MHurnber Of Days Applied * 1
Available Leaves * 18.0
Al F |

Step 5: Employee ID and Name are filled automatically with the Logged In Employee.

Step 6: Leave Application Date Label will be automatically filled with Current Date.
Step 7: In Leave, Select From and To date from calendar for leave duration.

Step 7: Select from the Dropdown List whether Leave or Restricted Holiday.

Step 8: Select session First Half or Second Half from the From and To Dropdown Lists.

Step 9: Fill the reason for Leave in the Text Box.

Step 10: Number of days applied will be automatically calculated and displayed based on From and To duration.
Step 11: Remaining Number of Leave will be automatically calculated and displayed in Available leaves.

Step 12: Finally Click Save Button to Save the Leave Application.

Step 13: Raised leave will display in Leave application grid view screen with pending status as shown below:
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Leave Application

Employee Mame Employee (D

[ ate Range Fram Ta

2l Name Curation Type Of Leave Status Remarks
KULASERAR 09/05/2015 To . U
29/07/2015 ooo310 AN P Cormp MAINTEMAMCE CL | Leave Pending Leave
09/05/2015
off Alone
Ganesh Moo 08/04/2015 To
18/07/2015 1000 rthy WEAYING 08/04/2015 CL f Leave Approved | Leave ok
KIULASER AR
15/07/2015 | 000310 ANP Comp  MAINTEMANCE  DMOI/2015T0 ¢ 4y one Approved | leave ok
01/05/2015
off Alone
KULASERAR
15/07/2015 000310 AMP Comp MAINTEMAMCE 13/05/2015 To CL f Leave Approved | Leave ok
13/05f2015
off Alone
KUI ASFKAR e ]
Page 1 of 2 (20 items) [11 2z (=]

Delete the raised Leave
Step 1: Click on the Menu Transactions -> Leave -> Leave Application
Step 1: Click Particular employee leave application date in grid view, Leave application delete screen will

displayed as shown below

.r \
Leave Application
Employes (D Qao31o
Employes Mame FULASEEARAM P Comp off Alone
Leave / Resticted Holiday Leave
Leave Tupe CL
Leave Application Date 272015
Leawve From 034052015
Leave Ta 034052015
Seszzion From Firzt half
Seszion To: Second half
Reason Leave
Hurnber OF Dayz Applied 1.0
[ 3 <

Step 3: Click delete button, Leave Application can only be deleted when the Leave Application Status is pending.

On Clicking the Sawe Button, the mail is sent to the respective First Level Reporting To (Forwarding) Authority, if
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the person approved, mail will trigger to Sanctioning Authority.

Login as Forwarding Authority
Step 1: Login with Valid user name and Password
Step 2: Click on the Menu Transactions -> Leave -> Leave Sanction

Step 3: Leave Sanction view screen will displayed as shown below

Leayve Sanction

* Indizates b andatory Fields

Status * | all g
Employee Mame KULASEKARAMN P Comp off Alone Employee D
From 01052015 Tao

aoo310

31/05/2015

Compary* | KOB Medical Textiles Pyt Lbd g Branch | Palladarm

[~

Department | MAINTENANCE [+]

Step 4: Click view button , List of leave with status will be displayed as shown below

i

Leaye Sanction

Employes

KULASERKARAN P Comp off &l

D Ermployes Mame ati DCiuration

[ ]

ooz KL 15/07/2015 07052015 - 07/05/2015 Approved
000310 Eﬁ;ﬂ‘SEKM’E‘N P Comp off Al 2z o015 10/05/2015 - 19/05/2015 Forwarded
000310 EH;MEKMM P Comp off Al e 070015 pojos2015 - 09/05/2015 Pending

Page 2 of 2 (13 iterns) [<] 1 [2]

BACK
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Step 5: Click the Employee ID to forwarding the Leave for that particular employee.

Step 6: Leave Forwarding/Approve screen will displayed with pending status as shown below

/ Yy
Leave Sanction
* Indic:atez b andaton Figldz
Employes (D o030
Employes Mame FULASERARAM P Comp off Alone
From 0940542075 : First half
To 0940542015 : Second half
Humber OF Daps 1.0
Leave Tupe CL / Leave

Il Reazon Leave
Remarks

Approved CForwarded Fending {:}Heiected

Step 7: In Forwarding authority login, only forwarded and rejected options will enabled, Enter remarks and select

forward status and then click save button as shown below
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Step 8: In Leave application grid view page Forward status will displayed as shown below

i

Leave Sanction

* Indic:atez b andaton Figldz

Employes (D

Employes Mame

000310

FULASERARAM P Comp off Alone

Frorm 09/05/2015 : First half
To 09/05/2015 : Second half
Humber OF Daps 1.0
Leave Tupe CL / Leave
Reazon Leave
(a4
Remarks
Approved F orwarded Fending Or ejected

!

[ ate Range

Employee Mame

Leave Application

Fram

2l Marmne Duration

Emplayee D

To

CLEAR

Type Of Leave Status

KULASERAR
25/07/2015 000310 AMP Comp MAINTEMAMCE 09/05/2015 To CL f Leave Forwarded  Leave
09/05/2015
off Alone
Gariesh Moo 08/04/2015 To
12/07/2015 1000 rthy WEAVING 08/04/2015 CL [ Leave Approved | Leave ok
KULASEKAR
15/07/2015 | 000310 ANP Comp | MAINTENANCE  DLOS/01STo 4y e Approved | leave ok
01/05{2015
off Alone
KULASEKAR
15/07/2015 | 000310 ANP Comp  MAINTEMANCE  13/0S/2015T0 4y oae Approved | Leave ok
130542015
off Alone
KL A5FK AR e et —
Page 1 of 2 (20 items) [ z (=

[T Y

[<]]

ANGLER Technologies India Pvt. Ltd — an ISO 9001 company
India | USA | UK | Canada | Europe| UAE | South Africa | Singapore | Hong Kong

www.an gleritech.com

Page 79 of 114



http://www.angleritech.com/

AANGLER

o~ . .
timecheck Configuration Document ieh o& Business « Muimedia

An IS0 8001 Company

Login as Sanctioning Authority

Step 1: Login with Valid user name and Password

Step 2: Click on the Menu Transactions -> Leave -> Leave Sanction

Step 3: Leave Sanction view screen will displayed as shown below

Leave Sanction

* Indizates b andatary Fields

Statuz * LAl Q

Emploves MName KULASEKARAM P Comp off Alone Employee I 000310

Fram 01052015 Ta 31/05/2015
Company® | KO Medical Textiles Pyt Lid @ Branch | Palladam @
Department | MAINTENANCE [+

b

Step 4: Click view button , List of leave with status will be displayed as shown below

i

Leave Sanction

Leave
Ernployee Mame Application Dwiration
Diate

I I | [

KULASEKARAN P Comp off Al

Ernployes

]

ooz KL 15/07/2015  07/05/2015 - 07/05/2015 Approved
000310 EH;MEMMN P Comp off Al e in7/0015  19/05/2015 - 19/05/2015 Forwarded
000310 Eﬁéﬂ‘SEmM” P Comp off Al o 255015 nojos/2015 - D9j0S/2015 Forwarded

Page 2 of 2 (13 items) [<] 1 [2]
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Step 5: Click the Employee ID to forwarding the Leave for that particular employee.

Step 6: Leave Forwarding/Approve screen will displayed with Forwarded status as shown below

i k!

Leave Sanction

* Indicatez b andatom Fieldz

Employes (D o030

Employes Mame FULASEFARAM P Comp off Alone
Fraom 0940542015 : First half

To 0340542015 : Second half
Mumnber OF 0aps 1.0

Leave Tupe CL { Leave

Reason Leave

Remarks

Oﬁ.pprwed Forwarded  Pending {:}Heiected

B ol

Step 7: In Sanctioning authority login, Only Approved and rejected options will enabled, Enter remarks and select

Approved status and then click save button as shown below

i bt

Leave Sanction

* Indizates M andatory Fizldz

Employes D 000310
Employes Mame FULASEFARAM P Comp aff Alone
Frarm 03/05,/2015 : First half
Tao 05/05/2015 : Second half
Mumber OF Days 1.0
Leave Type CL / Leave
Reazon Leave
QI
Remarks

@.&pproved Forwarded  Pending {}Heiected
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Step 8: In Leave application grid view page Approved status will displayed as shown below

Leave Application

Emplovee Mame Employee (D

[ate Range From Ta

2 Employee . Level Mame Diuration Type Of Le Rernarks
KLLASEKAR 09/05,/2015 To g
25/07/2015 oooz10 AN P Comp MAINTEMAMNCE CL [ Leave Approved | Leave QK
09/05/2015
off Alone
Ganesh Moo 02/04/2015 To
18/07/2015 1000 rthy WEAYING 08/04/2015 L[ Leave Approved | Leave ok
KULASEKAR
15/07/2015 000210 AMP Comp | MAINTEMAMCE 01/05/2015 To L[ Leave Approved  leave ok
01/05/2015
off Alone
KLLASEKAR
15/07/2015 000210 ANP Comnp  MAINTEMAMCE 13/05/2015 To CL f Leave Approved | Leave ok
13/05/2015
off Alone
KLl ASFK AR e ]
Page 1 of 2 (20 items) [11 z (=]

5.2. How to view the Leave Application Report:
Step 1: Click on the Menu Reports -> Leave

Step 2: Select the Employee details and duration then click view the report will be displayed as shown below

I-Intervening We
Leave Report From 04/05/2015 To 09/05/2015

Employee Id  Employee Name Designation Gender From To Date From To No.Of Leave  Status Reason
Date Session Session Days Type

000210 K#L&'—;\BEKARAN P Comp ESSENTIAL SR FITTER Male 04/05/2015 04/05/2015 First half First half 0.5 CL Approved Leave

ul orne
05/05/2015 05/05/2015  First half First half 0.5 CL Approved Leave
06/05/2015 06/05/2015  First half First half 0.5 CL Approved Leave
07/05/2015 07/05/2015  First half First half 0.5 CL Approved Leave
09/05/2015 09/05/2015  First half Second half 1.0 CL Approved Leave
Sub Total : 3.0

Administrator Login in to Leave Application

Step 1: Select the Organization Lewels from the Dropdown Lists

Step 2: Click the Search Button so that Employee Name Dropdown List will be filled with Employee Names
belonging to the selected Organization Lewel

Step 3: Administrator can select the particular Employee based on Organization from the Dropdown List.

Step 4: Click Quota Button to view the remaining number of leaves for different leave types for the particular
employee for the current year.

Step 5: Administrator have privilege to delete approved leave.

Step 5: Other than that as same as Individual employee’s Steps.
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.’ !
Leave Application
* Indicates kMandatom Fieldz
Employee Mame KULASEKARAM P Comp off Alone
Leave Application “ear @ICLmrent Year | Successive Year
Leave Application D ate 2RA0742015
Leave From * 09/05/2015 To* 09052015
Leave / Resticted Holiday Leave =
Leave Type ® L El
Sezsion First half ] ® Second half ] ®
Leave
Reazon
Murnber Of Dayz: Applied * 1
Available Leaves * 17.0
T
| W |

5.3. How to raise Permission for an Employee
Permission Application Module allows the Individual user to submit their leave request online to get the approval
from the concerned authorities. The authority can approve / reject the requested leave. This would be intimated

to the concerned employee through mail.

Permission Application ADD
Step 1: Individual Login with Valid user name and Password
Step 2: Click on the Menu Transactions -> Permission -> Permission Application

Step 3: Permission Application Add page will be displayed as shown below

ANGLER Technologies India Pvt. Ltd — an ISO 9001 company
India | USA | UK | Canada | Europe| UAE | South Africa | Singapore | Hong Kong
www.an gleritech.com

Page 83 of 114


http://www.angleritech.com/

AANGLER

~
timecheck Configuration Document ieh o& Business « Muimedia

An IS0 8001 Company

Permission
Date Range From To
Cseaucn

Applicatian Ciuration Status
15/07 /2015 01/06/2015 0900 AM To 09,10 AM - Approved pErmission =
15/07 /2015 13/06/2015 02:00 AM To 02:10 AM | Approved Perrnission
15/07/2015 03/06/2015 09:00 AM To 02:10 &AM | Approved permission
15/07/2015 15/06/2015 09:00 AM To 09:10 &M Approved permission
15/07/2015 04/06/2015 0900 AM To 09210 AM  Approved permission
15/07/2015 16,/06/2015 09:00 AM To 09:10 &AM | Approved permission

Step 4: Click on the Add button the Permission Application add screen will be displayed as shown below

i

Permission

* Indicates Mandaton Fields

Qo310
FULASERARAMN P Comp off
Employes Mame Alome
Permizzion Application Date 284072015
Shift Date * 09042015
Permizzion Time * From 09/04/2015 09:00 AM To 09/04/2015 09:30 AM
Permissian

Reazan *

MHumber of Hourz Appliedbk:mm] * 0030 Calculate Hours

Axailable Hours [bh: mm) (6: 00

Step 1: Permission Application Date Label will be automatically filled with Current Date.
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Step 2: Available Hours label will be automatically filled with remaining hours that an employee can take
permission.

Step 3: Select the Permission Date from the Calendar. The Permission Date is the Date which an employee
requests for Permission.

Step 4: Select the Permission Type from the Dropdown List whether Personal or Official Permission.

Step 5: Select the Permission Start Time and End Time from the Date/Time Picker.

Step 6: Fill the reason for taking Permission in the Text Box.

Step 7: Click the “Calculate Hours” Button to calculate number of hours applied based on Start Time and End
Time displayed in the text box for a particular Employee.

Step 8: Finally, Click Save Button to Save the Permission Add Page.

Step 9: Raised leave will display in Permission application grid view screen with pending status as shown below:

Permission
Employes Name Employes D
[ate Range Frarm Tao

Employee Level Mame Duration Status

KILLASERA . -
25/07/2015 000310 RANP Com  ped o 23; ggggfmugm MM pending | Permission T

b off Alone '

FATHIMA R, 01/05/2015 09:00 AM - 3
21/07/2015 000101 OT Alone WERYIMNG To 10000 AM Spproved | permission ok

Ganesh Mo 10,/04/2015 09:00 AM -
18/07/2015 1000 orthy WERYIMNG To 10000 AM Spproved | permission ok

KILLASERA .
IS/O07/2015 000310 ReNPcom  AINTENA %’r gg{r SO JODAM approved  permission

b off Alone '

KLULASEKA .
15072015 non31n FAM P Com MAINTENA | 13/06/2015 09:00 AM Annrmverd | Prrmissinn S

% Jd

Delete the raised Permission
Step 1: Click on the Menu Transactions -> Permission -> Permission Application
Step 1: Click Particular employee Permission application date in grid view, Leave application delete screen will

displayed as shown below
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Permission

* |ndizates kandatary Fieldz

Employes [0 o0310
FULASERARAM P Comp off
Employes Mame Alone
Permizzion Application D ate 2R/0F2015
Shift Date 03/04/2015
.. . From 09/04/2015 02:00 &M To 09/04/2015 09:30 AM
Perrnizzion Time
Permission

Reazon *

MHurmber of Hours Appliedibh:mm] 00:30 Calculate Hours

Axailable Hours [hh o mm) * 05:30

Step 3: Click delete button, Permission Application can only be deleted when the Leave Application Status is

pending.

Modify the raised Permission

Step 1: Click on the Menu Transactions -> Permission -> Permission Application

Step 1: Click Particular employee Permission application date in grid view, Leave application delete screen will
displayed as shown below

Step 3: Modify the permission and then click save button.

On Clicking the Sawe Button, the mail is sent to the respective First Level Reporting To (Forwarding) Authority, if

the person approved, mail will trigger to Sanctioning Authority.

Login as Forwarding Authority
Step 1: Login with Valid user name and Password
Step 2: Click on the Menu Transactions -> Permission -> Permission Sanction

Step 3: Permission Sanction view screen will displayed as shown below
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Permission Sanction

* |ndicates Mandatary Fields

Status * LAl |

Emploves M ame KULASEKARAM P Comp off Alone Employee |0 aoo310

Fram 01/04/2015 Ta 30/04/2015
Company® | KOB Medical Textiles Pt Lkd [« | Branch | Palladam [
Department | MAINTENANCE [w]

Step 4: Click view button , List of permission with status will be displayed as shown below

Permission Sanction

Employee Perrissiar

Employees ID Dwiration

Marme Application Date

I I | [

ELULASEEARA -
ooo310 MNP Comp off  25/07/2015 09/04/2015 09:00 AM To 9:20 AM Peniding
Alone

BACK

Step 5: Click the Employee ID to forwarding the Permission for that particular employee.

Step 6: Permission Forwarding/Approve screen will displayed with pending status as shown below
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i M

Permission Sanction

* Indizatez Mandaton Fields

Employes |0 Q00310
Employee Mame FULASERARAM P Comp off Alone
Permizzion [ ate 03/04/2015

Permizzion From Time 094042015 03:00 Ak
FPermizzion Ta Time 090442015 09:30 Ak

Reazon Permizzion

Remark.z

Approved | IFanwarded ";"F'ending i 'Fejected

Step 7: In Forwarding authority login, only forwarded and rejected options will enabled, Enter remarks and select

forward status and then click save button as shown below

Permission Sanction

* |ndicates Mandatan Figldz

Employes |0 000310
Employes Mame FULASERARAM P Comp off Alone
Permizzion [ate 03/04/2015

Permizzion From Time  09/04/2015 09:00 Akd
Permizzion Ta Time 09/04/2015 09: 30 A
Reazon Fermizzion

CIE

Femarkz

Approved @ Farwarded Pending ! : 'Fejected
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Step 8: In Permission application grid view page Forward status will displayed as shown below

Permission
Employes Mame Employees (D
Date Range From To

SEARCH CLEAR

Mame Dwiration
KULASERA, ) &
25/07/2015 000310 RANP Com | LAINTENA 22'; ggggfmug.uu A Forwarded | Permission | ok T
p off Alone ' A
FATHIMA R 01/05/2015 09:00 AM -
21/07f2015 000101 aT Alone WEAVIMNG To 10:00 A Approved | permission | ok i
Ganesh Mo 10/04,/2015 09:00 AM o
18/07/2015 1000 orthy WESYVIMG To 10-00 &M Approved | permission | ok
KULASERS .
15/07f2015 oao310 RAMN P Com Hé‘éNTENA gé{gg{ffg]fMDQ.DD AM Approved | permission
p off Alone '
KULASERA, .
1SM7 2015 nnn=1n RAM P CAm H'ﬂNTEN'& 13’@@;2?15 _DQ'DD AM Annrnved | PArmissinn kv
Page 1 of 2 (17 items) [11 z =]
|
Login as Sanctioning Authority
Step 1: Login with Valid user name and Password
Step 2: Click on the Menu Transactions -> Leave -> Leave Sanction
Step 3: Leave Sanction view screen will displayed as shown below
i
Leave Sanction
* Indizates b andatory Fields
Status * | All g
Employee Mame KULASEKARAMN P Comp off Alone Employes [0 000310
Fram 01052015 Ta 31/05/2015
Company* | KOB Medical Textiles Pyt Led 2 Branch | Palladam =
Department | MAINTENANCE =
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Step 4: Click view button , List of leave with status will be displayed as shown below

Leave Sanction

Leave
Ernployee Mame Application Dwiration
Diate

I I | [

KULASEKARAN P Comp off A o5 0n15 g7/05/2015 - 07/05/2015 Approved

Ernployes

]

0ooz10

ane
| |ooozto EH;MEMMN P Comp off Al e in7/0015  19/05/2015 - 19/05/2015 Forwarded
000310 Eﬁéﬂ‘SEmM” P Comp off Al o 255015 nojos/2015 - D9j0S/2015 Forwarded

Page 2 of 2 (13 items) [<] 1 [2]

Step 5: Click the Employee ID to forwarding the Leawve for that particular employee.

Step 6: Leave Forwarding/Approve screen will displayed with Forwarded status as shown below

Leave Sanction

* |ndicates Mandatary Fields

Employee ID ooo3tn

Employee Hame FEULASERARAM P Comp off Alone
Fram 030542015 : First half

To 03/05/2015 : Second half
Murnber OF Drayz 1.0

Leave Type CL / Leave

Feason Leave

Remarkz

OApproved Faonwarded PendingOHeiected
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Step 7: In Sanctioning authority login, Only Approved and rejected options will enabled, Enter remarks and select
Approved status and then click save button as shown below

Leave Sanction

* Indicatez b andatom Fieldz

Employes (D o030
Employes Mame FULASEFARAM P Comp off Alone
Fraom 0940542015 : First half
To 0340542015 : Second half
Mumnber OF 0aps 1.0
Leave Tupe CL { Leave
Reason Leave
8] 4
Remarks

@.ﬁ.pprwed Forwarded  Pending OHeiected

Step 8: In Leave application grid view page Approved status will displayed as shown below

Leave Application

Employes Mame Employes 10

Date Range From Ta

SEARCH CLEAR

BE)
KILASEKAR 09/05/2015 Ta =
29/07 /2015 000310 AMP Comp MAINTEMAMCE CL f Leave Approved | Leave Ok
09/05/2015
off Alone A
Ganesh Moo 08/04/2015 To [
12f07 2015 1000 rthy WESYIMNG 08/04/2015 CL f Leave Approved | Leave ok -
KULASEKAR
15072015 000310 ANP Comp MAINTEMAMCE 01/05/2015 To CL § Leave Approved | leave ok
01/05/2015
off Alone
KULASEK AR
15/07/2015 000310 ANP Comp | MAINTENANCE ig}{gg}{ggig oL Leave Approved | Leave ok
off Alone
KL A5FKAR e = =
Page 1 of 2 (20 items) i1 z =]
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6. Shift Settings:

Shift Settings

Shift Settings carries various configuration parameters which will behave as common

the whole Organization. The configuration screen will be displayed as follows

configuration settings for
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Before Shift Max.Hours (hh:mm): 02:00
This parameter is used to define that how many hours before from the shift start time the employee is allowed to

do Shift In to the company.

For example if the employee Shift in Time is 9am means as per this configuration he can come 2hrs maximum
as before by 7am but at same time if employee do Shift in by 6.30am means then that will be considered as

previous day shift timings
Data Process Setting

Before Shift bax. Hours [ hb:mm | * 0z:00

Ignore Duplicate Punches
Using this configuration the company is defining the TimeCheck application to ignore the Duplicated punches of
the employees that is made between the given intervals. For example if any punches made in between 10

minutes means those punches will be ignored.

If this configuration is enabled with No then the punches will not be ignored all the punches made by the

employee will be taken and displayed in the TimeCheck application reports.

lgnore Duplicate Punches @rves ONo

Time Interval (bh: mm] o010

Default Month Closure Date
The Data process of the organization will be started executing from the date that is defined under this field.
Using this configuration user can define the same. For example here it is configured as 31/03/2014 so the data

will start processing from the date 01/04/2014.

Drefault Month Clozure D ate * 310312014

Weekly Off Start Hours setting
This parameter is mainly used to find the starting hours for the weekly off by the system. Consider Sunday is

weekly off for the employee and his shift is general shift in the working days means 9am to 6pm shift.

If Employee do Shift IN to office on Saturday by 10.30am and he is doing the Shift out by next day Sunday by
morning 8am. This Weekly off start hours declared value 16:00 will split the Saturday end time and Sunday

starting time as follows:
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Satﬁrday the employee shift is 9am, so from 9am to 10am -lhr and 10am to 1lam — 2hr like this it will be
considered and by the time of midnight 1am the Saturday gets ower. If the Weekly off start hours configuration
carries 17:00hrs means 2am will be the Saturday end time. So punches will be automatically got separated and
it will be moved to discrepancy module. There the user should update the Saturday end time punch and Sunday

start time punch

Non Flexible Overtime Settings
There are three parameters available under this as After Shift Time / Before Shift Time & Consider Defined Work
Hrs - Yes / No

Employee shift is 9am to 6pm and Before Max Shift Work hrs. is configured as 2hrs. So if employee Shift In to

organization by 7am means it is a valid punch

Assume Shift details as 9am to 6pm where 1pm to 2pm is Lunch Hrs.
Total Shift Hrs. = 8hrs

Assume the user configured as
Before Shift Time — Yes
After Shift Time — Yes

Consider Defined Hrs. - Yes

Assume Employee Worked as follows:
Shift in Time — 7am

Shift out Time — 8pm

So Total Worked Hrs. is 13hrs

As per the abowve configuration system will check whether the employee satisfies his Shift Defined Hrs. — 8hrs.
Then it will consider the before shift timing worked hours and After shift worked hours both for doing the OT
Calculation. So as per the abowe configuration and real time punches the employee will be getting the Overtime

hours as 5hrs.

Some organization will not be paying Owertime for Before Shift time worked hours and all in that situation the

Before Shift Time — No (nheed to be configured as No)
Some organization will not be checking whether the employee met his defined shift hours and all ,if employee
stays after his shift time and do the work means they will be ready to pay the OT for that situation the Consider

Defined Hrs — No (need to be configured as NO)

All the above mentioned three parameters are interlinked with one another on handling the OT hours
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Gen-eral Overtime Setting
A) Overtime on Holidays
Assume this parameter is configured with value 2. For Holiday and all employees will not be having separate
shift and all. So, all the worked hours on Holiday will be considered for Overtime. So, if employee worked for

4hrs means it will be doubled and gets the OT hours as 8hours

B) Overtime on Weekly Off
Assume this parameter is configured with value 2. For Weekly off days and all employees will not be having
separate shift. So, all the worked hours on Weekly Off will be considered for Owertime. So, if employee worked

for 4hrs means it will be doubled and gets the OT hours as 8hours

Holiday on Weekly Off
This parameter is used to mark the attendance as Holiday / Weekly off if both Holiday and Weekly off falls on

same day

No of Successive Days

In some Organization there will be a rule that any planned leave should be brought/applied earlier may be one
week before or 10days before. So if this parameter is configured for 10days means it will allow to access 10days
transaction of next year (April2015) from current year (April2014 to March2015)

Assume the Year Setting has been created as April2013 to March2015. In this situation if one employee need to
plan a leawe for 3" April2015 and his current date is 26™ March 2015 means it is possible to raise the Leawe

application

Both OT and Comp-Off Eligible Employees Setting
Min Extra Hrs. for Half day Comp Off — 4hrs
Min Extra Hrs. for Full day Comp Off — 8hrs
Comp Off Validity Days — 60 Days

The above mentioned configuration parameters will be working for the employees who is Eligible for both OT
and Comp-Off.

If one employee in the Employee master configured with both OT and Comp-Off and he worked his extra hours

as 4hours and if it got approved means under the Employee Comp-Off days he will get 0.5days as Comp-Off

If one employee in the Employee master configured with both OT and Comp-Off and he worked his extra hours

as 9hours and if it got approved means under the Employee Comp-Off days he will get 1day as Comp-Off

If any employee in the employee master got configured with Comp-Off Eligible alone means this parameter will

not be coming for consideration
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