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There is up to 99 clocking schedules available for configuration
10 columns clocking time per day
Flexible clocking schedule
e Users are able to define own Work Time, Rest Time, Overtime in clocking schedule
Multi-shift function
e By including different schedule into one combined schedule, system analyze and
select the best shift for attendance according to clocking records
Able to handle unscheduled attendance.
e Like salesmen, security, or operation worker may have unscheduled schedule
Rounding Table to handle workday, overtime and short
e This function use to rounding up/down of workday, overtime and short for final
output in attendance sheet
Holiday Setting
Rest day Setting
Quick Leave Entry simplifies leave entry
Leave Monitoring for company want that to calculate leave balance
Auto Generate Leave for standard leave entry
Attendance Sheet — Is a final result of attendance system
Attendance transactions tracking such as Late-In, Early-Out, Absent, Miss-Punch, On-Leave,
Overtime, Exit Pass, Amended record, and No. of Clocking Time per Day
Able to view original employee’s attendance log
Re-generate function of attendance record, therefore able to re-arrange record base on
latest employee’s schedule setting
Color indicator for late-In and Early-Out, Bold indicator for amended entry
System Users access right control
More than 20 reports available in the system

All screen come with “Help” file
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10 COLUMNS SCHEDULE SETTING
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Users are able to define own Work Time, Rest Time, Overtime in each schedule

@ Clockchedule-admin

=

Schedule No, Schedule Description Schedule Type <

I [eekly | Q
Schedule r Parameter

~ Monday

Overtime if hour exceeds 0&:0o0 Hourls)

~ Tuesday

Overtime if hour exceeds 0800 Hourls)

Sy R R | s ] === === | == | = | I == [

~Wednesda
]
Overtime if hour exceeds | 0g:00 Hourls)

ﬁéﬁ_ﬂW-W_HW_II__II—_II—_II—_Il—_Il—_Ig

~ Thursda,

Overtime if hour exceeds | 0g:00 Hourls)

| |oem _||W-|W_||W_||___|I___|I___II—._II—._I|—._I§|

~ Frida

Overtime if hour exceeds 08:00 Houls)

1[50 st 200 st 500 st [0 _ 4[4[ A [ a1 g

Overtime if hour exceeds 04:00 Houls)

el Tl - — —=

-~ Sunday

Overtime if hour excesds 08:00 Haowrls)

sl 600 ot [T200 o T30 s [0 [ [ [ [ A [ g

“iork Time Fest Time

=
|

Overtime None

-
I}

Save

Close I

ROUNDING (WORKDAY, OVERTIME, SHORT)

@ Clockchedule-admin

Copy workday rounding table from Scheduls 'I Apply

Schedule No, Schedule Description Schedule Type
{4 [weekly -
Schedule T Parameter
Holiday Calendar |  Overtime if work in Holiday W |~ Overtime Founding T abl
P Tk Mirutes —> <= Minutes Minutes
estday Calendar vI I 0 I 7 I 5 i
Maximum no. of hours allowed to claim for overtime 24.00 Hour [5] Al I Mingles = I <lELE l Mlnutes—l
Consecutive clocking minutes consider as double punch 10 Mirute [5]
Clocking time consider as same working day if winthin 15.00 Hour (5]
Late I and Early Out only far First and Last Clacking Time 2
Copy avertime wunding table from 5 chedule -I Apply
If prezent consider one day work. I
~workday Rounding Tabl ~ Short Rounding T able
Minutes - <= Minutes Day Minutes - <= Minutes Minutes
| 0 | i | 0.00 fdd | 0 | i | 0 ddd
MNa. | Minutes > | < Minutes | Day | MNa. | Minutes > | < Minutes | Mirutes I

I_;I Apply

Copy short raunding table fram Schedule

Save Close I
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- HOLIDAY SETTING
Heliday Calendar
No. | Date
< . | »
Date I *
Holiday Description | *
@ Add ‘ Délate | Clear | Esit
- REST DAY SETTING
Fiestday Calendar m Auto Generate Hestdayl
No. | Date
4| 1. ] 3
Date I %
Restday Description | *
@ Add ‘ Delete ‘ Clear | Exit
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QUICK LEAVE ENTRY

Leave entry without monitoring leave balance,

Powered by

BIOXCESS

Software

Mame Leave Type Start Date End Date MNa. Of Ijays
| =] =] =l =l ad
Fieason

No. | Ermployee 1D | MName I Leave Tupe I Start Diate | End Diate | Mo DfDa_l,lsI Reason

e &
] —

Employee Mame
Start Date ~|

| Auto Generate Leave |

2]

Delste Brint

Exit

LEAVE MONITORING

e For company who want to monitor Leave Balance

* Click "New Period Monitoring” to create a new leave monitoring; Double click on select row to "Edit” leave monitaring.

Ermplayes Name |MDHD ALLTO) ;| = Diate Canfimation |nzn5-_2nj 5

Position |5 UPERVISOR Department |
Period I Leave Type | EHFI Leave Eamn | L) Leav‘el Total Leave Entitle | Leave Taken | Balance | Remarks
10101201 5¢-> 31122015 ANNUAL LEAVE 0.00 0.00 Q.00 0.00 2.00 -2.00
o it 3

Mew Leave Monitoring | Delete Leave Monitoring |

Trans. Type Stait Date End Drate Mo, Of Days Reason

Leave Taken] il E|| [ @“ o.oo Add
No. I Trans. Type I Start Date | End Date | Mo, DfDa_l,lsI Reason | Add User I Add Date
1 Leave Taken M-07-2015 : Wed 01-07-2015: 'wed 1.00 admin 03-11-2015
2 Leave Taken 06-08-2015: Thu 06-08-2015: Thu 1.00 ~admin 0311-2015

Delete Fiint Luto Generate Leave

Exit |
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AUTO LEAVE ENTRY
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G Generate Leave
Search By J ]Departmant __:J
Then By J ]Emp\oyee Hame _vJ Sgarch
Emplopes 1D J Employee Name J Schedule -
@ Select&l | | [2]1 5 1 T
m MOHD AL ] =
O Ceartll | 13102 LA TING LING 0 i
[v] 103 CATHERIME 0 Lo
[¥] 104 SUZANA i
[ 108 wfILLIAM ]
[V 108 NURLL &MANI BINTI YUSSRY 0
107 NURSYUHADS BT AKBARA 0
[ 108 STEPHANIE CLEMENT i
[v] 109 CHRISTIMA PAYA MICHEAL ]
V110 ALBEE LUK CHOO 0 %
< . al 3
Leave Type  [OFFDAY = -
Fram 01-08-2015 3 J To  |1.08-2015 i) J =
v I Tuesday I wednesday I Thursday
T~ Friday I~ Saturday I Sunday
[~ Delete previous generated leave records.
Generate LCancel

ATTENDANCE SHEET

Color indicator for late-In and Early-Out, Bold indicator for amended entry
Re-generate function to re-arrange record base on latest employee’s schedule setting
View Logs to view original employee’s attendance log

Download function to download attendance logs from terminal device

{3 Attendance Sheet - admin
Date : From ]c1-1c-201s |j] To ]31-10-2‘315 No. | Payrall Station Na. |Empln§rae!D Emgploves Name Schedule 4 Show
PayMode | v F 1 2 ] @

101 MOHD ALL 0
12 AU TIN
Department | | o 102 LAU TING LING ]
Position | JE3 T ' T T
e Ko Siarih 104 SUZANA 0
| E = @ s wrr i o =
ule Iﬁ 4| B . »
Data Day Typ= Hol Schadols In Ot In Ot In Ot I Ost In  Out ExitPas Worle Ovartime Short
[ [ & [N mi| E [ ] ew | | oo |
Employss Nams Leavs Typs Remark No, Of Workday OT Hrs. Approved
=l | 0.00 0.00 Update
Empl.. | Name |Dater [Day . [wee. [Hoo [s. [ [out [m_ [ow [m Jou [n [ou|m Jout [w. [Ed. [ov. | swt|noor |orh |1
103 CATHERME 01-10-. WOR.. Thur.. 3 041 1306 1351 1807 1851 2204 800 0.00 204 000 1.00 207 |
103 CATHERME 02-10-.. WOR.. Friday 3 093 1305 1354 1851 2200 800 000 200 000 1.00 zoo |
103 CATHERNE 03-10-. WOR.. Satur. 30945 1304 1350 1801 1855 2202 800 000 202 000 1.00 203 |E
103 CATHERNE 04-10-. WOR. Sund 2 4233 1702 1750 2200 800 000 000 000 1.00 oo |
103 CATHERNE 05-10-. WOR. Mond 0 000 000 000 000 0.00 o000 [
103 CATHERMNE 06-10-. WOR. Tues.. 2 1237 1806 18:00 2200 800 000 000 000 1.00 0.00
103 CATHERNE 07-10-.. WOR.. Wed.. 3 0839 1302 1351 1801 1850 2200 800 0.00 200 0.00 1.00 2,00
103 CATHERNE 08-10-.. WOR.. Thur.. 2 1237 1T AT 2200 800 000 000 000 1.00 0.00
103 CATHERME 09-10-.. WOR.. Friday 3 04T 1300 1351 1802 1857 2206 800 000 204 002 1.00 207
103 CATHERNE 10-10-. WOR.. Satur 30339 1201 1255 1703 1TSS 2201 800 000 201 000 1.00 202
103 CATHERNE 11-10-. WOR. Sund 1 059 1305 1352 1901 747 000 000 014 0.97 0.00
103 CATHERINE ~ 12-10- WOR. Mond. o 000 000 000 0.00 0.00 o000
103 CATHERMNE 13-10-. WOR.. Tues.. 2 1255 1T 1755 2200 750 0.00 000 0.0 0.98 000 -
< \_ i | (3
View Logs [F1] Total Wodsday - [ 2771 Total OT Approvad 3324
@I Dowaload l Generate | Puinc ‘ Esit ‘
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ATTENDANCE STATUS TRACKING
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e Use for attendance record tracking such as Late-In, Early-Out, Absent, Miss-Punch, On-
Leave, Overtime, Exit Pass, Amended record, and No. of Clocking Time per Day

[ Late In [~ On Leave
[ Early Out [ Owvertime
[ Absent [ Exit Pass
[~ Miz= Funch | Amended

[~ Clockless than | [ ftime {s)

Show ‘ Cloze J

SYSTEM USERS

e To manage user access right

e Department level control to assign

e View Only

-

G System User - admin

£

Mo, | User Login 1D | Login Mame | Access Level
1 admin admin Administrator
2 uzer uzer Uszer - Lewvel 1

Uszer Login 1D 2

MName [

Password
Canfirm Password

Access Level |

Ll 5 Access Level Setup

™ Selected Department

Diepartmet (v Al Department
ACADEMIC
CASHIER
CHILDREMN
GEMERAL
STATIONERY

LClear ‘

selected department record to view by the user

B Access Level

IUser - Lewvel 1 LJ
v Ahtendance v iew Only
v Employee v iew Only
I~ Manage Leave Iv Wiew Only
[~ Spstem Setting v iew Only

fv Report

Apply

LCloze

Exxit
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- REPORTS MENU

Electroniz Time Card

Draily Electronic Time Card
Time Card Sumrmary
Summary of Attendance
Dvertirne Appraval Bepaort
Attendance Analyziz

Draw by Dray Analyziz

kanth by Month Analysis
kan Hours Repart
Armended Attendance Record
Movemnent Activities Beport

000 = O 0N G0 D

y
]

A —t
el

I | g

Date:From  [01-11:2015 | To [30-11-2015 |

EmpoyeeD | ) | i
Payroll ID | j To | j
Employee Name | j To | j
Pay Mode | | T | |
Department | j To | j
Position | x| To | |
MNationality | j To | j
Race | j To | j
Schedule | | 10 | ~|  suspend  [ND |
Payroll Station Mo, | Pagroll Station Group By | _ﬂ

[ 1

Sort By
f+ Employee D ™ Payrall ID
4| i | b I Emplopee Name

ﬂ Erit | Exit |

e

m
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SAMPLE REPORTS

Electronic Time Card
{01-10-2015 To 31-10-2015)

Name : LAU TING LING (102)
Dat= DayType  Hol

No.Of  OT His. Leave
Workday  Approve
100

21-10-2015
@-1001s_

E-10-2015

o-es
1-10-2015

13-10-2015

14102015

13102015

21102015

22102015

25102015

Abssnt | ExitPas Work Oertins
Workdsy B % 2 120.42 38:46 315 2872 3878
Holidey
Rastday
Total 3l o] 2 22942 39:45 2872 3978

SUMMARY OF ATTENDANCE
(01-10-2015 To 21-10-2013)

WD RD
or or

o 1 WD 1 WD 1 @E 00 00

=
G

wo

L TING LING

1D:1.0NDE1 .0 WG WO DS
ST adaTabbrs [ty
= EERAEI e B R T TE e
EENERR i wazd " ladid : :
B = e : :
= RG] e e e R R R T T
W BT G eB s s PR Rt " LT ; :
T praopraapraog PR T 4 M ‘ :

##Note : WD - Workay, RD - Restday, HD - Holiday, AB - Absent
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Daily Electrenic Time Card
{01-10-2015 To 31-10-2015) ** Urgeriins indicaies Amsrdmere.  ** Bold indicates Lats Inor Early Cur
01-10-2015
Employes  Mame DayType  Hol. Lo Ot In Out In  Gut In Out In  Out : Exit Work  Owertime Short: Mo.Of OT Hrs. Leawe
18] p H Pasz | Workdsy Approve
e LAU TING LING WORKDAY Thursa; 09:56 am 149 an: 100 12

Dey Trpe Days Drasent Abzant Exit Bzss TWork Overtims Snort No. Of OTHr Lemve No OfDays
Wodkdzy Approvad
Workdzy 3 3 24:00 300 R
Holidzy
Restdzy
Totzl 3 3 24:00 300
02-10-2015
Empkyes  Mame DayType  Hol. In Ot In Out In Ot In Ot In  Out Exit Wark  Owertime Srorti No.Of OT Hrs. Leave
] : i Pass | Workdsy  Approve
102 LAU TING LING (ORKDAY Friday 0 1305 181 1850 20! : a0 a0 00 a0t 100 20

Der Trps Days Prasent Absent | ExitDass Wtk Ovartize Shart No.Of OTH: Lewve No. OfDays
Wedicday Approved

Workdzy 3 2 1 15:00 100 200 00

Holiday

Restdsy

Totzl 3 2 1 16:00 100 200 00

Overtime Approval Report
{01-10-2015 To 31-10-2015)

Employes I Mame Date Schedule Workday Absent Leave Workday Overtime Res tday Overtime Holidsy Overtime
Days

02 LA TING LING 01-10-2015 3 1.00 1.82

02 LA TING LING 02-10-2015 3 1.00 200

02 LA TING LING 03-10-2015 3 1.00 200

02 LA TING LING 04102015 2 1.00

02 LA TING LING 05-10-2015 3 1.00 200

02 LA TING LING 08-10-2015 3 0.58

02 LA TING LING 07-10-2015 o 1.00

02 LA TING LING 08-10-2015 2 1.00

02 LA TING LING 09-10-2015 3 1.00 205

02 LA TING LING 10-10-2015 3 1.00 200

02 LA TING LING 1M-10-2015 2 0.8

02 LA TING LING 12-10-2015 3 1.00 28

02 LA TING LING 12-10-2015 3 1.00 217

02 LA TING LING 1410-2015 1 1.00 0.05

02 LA TING LING 15-10-2015 1 0se

02 LA TING LING 18-10-2015 3 1.00 2

02 LA TING LING 17-10-2015 1 0.8

02 LA TING LING 18-10-2015 3 1.00 78

02 LA TING LING 1810-2015 3 1.00 200

02 LA TING LING 20102015 3 1.00 217

02 LA TING LING 21102015 3 1.00 23

02 LA TING LING 22102015 3 1.00 185

02 LA TING LING 23102015 3 1.00 2

02 LA TING LING 24102015 3 1.00 182

02 LA TING LING 2510-2015 2 1.00

02 LA TING LING 26102015 3 1.00 188

02 LA TING LING 27102015 3 0.3

02 LA TING LING 2-10-2016 0 1.00

02 LA TING LING 28102015 2 1.00 0.02

02 LA TING LING 20-10-2015 3 1.00 200

02 LAU TING LING 102015 3 1.00 188
Total 272 200 /7R
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Day by Day Analysis
(04-10-20435 To 3-10-2013)
Dats Weelday Workrats AB v LI EO MP Short Worlday Worlaiay Worladday Festday Haliday
k) Hrs Daw 0T 0T 0T

Month by Month Analysis
(01-10-2015 To 31-10-2015)

Month Weslday Worlaats AB v LI EO MP Short Worlday Worlday Worlalay Festday Haliday
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MAN HOURS REPORT
(01-10-2015 To 31-10-2015)

Employes ID Hzad Count Worl: Day Worlk Hour Orertime Totz Hours
102 1 2872 23543 3548 26538
103 q T 221:38 3314 28452
104 1 1978 1588:01 2557 18458
Total : 3 7819 ane ane TOx18

Movement Activities Report
{01-10-2015 To 31-10-2015}

Employes Name Date Wsskday Time 1 Time 2 Time 3 Time 4 Time & Time & Time T Time 8 Time3  Time 10
s}
Time 11 Time 12 Time 12 Time 14 Time 15 Time 18 Time 17 Time 18 Time 19 Time 20

102 LAU TING LING 20151001 Thusrsday 09:56 12:04 12:51 18:09 18:47 22:00

20151002 Friday 08:37 13:056 13:50 18:02 18:50 22:00

2015-10-03 Baturday 05:37 1201 12:57 17:05 17:45 22:00

2018-10-04 Sunday 12220 17:00 17:54 22:00

2015-10-05 Monday (=R 13:00 13:50 180 18:52 2200

2015-10-0% Tuesday 09.28 1300 13:49 120

2015-10-08 Thursday 12:23 7.0 17:51 22:00

2015-10-09 Friday 0547 132:00 PE “J‘u’iew_Movement_Activities_Report.Time_4 (String]|

5010 Saturday oma 1302 1354 10 18:55 200

201510-11 Sunday 1253 AT00 1755 2200

2015-10-12 Menday 09:45 12:01 13:54 18:02 18:51 22:00 223

2015-10-12 Tuesday 09:48 09:52 12:00 12:51 13:056 14:02 18:02 18:58 19:01 213

2015-10-14  Wednesday 05:45 12:45 15:14 18:09 19:07

2015-10-15 Thursday 09:45 10:00 12:06 12:50 13:05 14:00 1T:02 17:50 18:08 18:55

22:00 2228
2015-10-16 Friday 09:51 1Z:41 13:04 13:59 17:00 1752 18:10 18:54 22:00 ikl
2015-10-17 Saturday 09:43 09:58 12:08 12:54 1310 1407 o2 1753 18:08 1853
22:00 22:29
2015-10-18 Sundany 09:59 12:42 120 13:55 17:00 1751 18:05 18:54 22:00 230
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Employee Listing
Empioyee I Payrall ID Name: IC No Passport Mo CCB Gender Date Join Resigned Schedule  Card Number
Date

102 LAU TING LING

Female 01-08-2015 ]

LEAVE DETAILS REPORT

NAME: LAU TING LING (102)

01-01-2015 —=31-11-2015, LEAVE TYPE: ANNUAL LEAVE

Trans Type Start Date End Date No. Of Daws Feazen
Lezave Taken 05-08-2013 03-08-2013 1.
Leave Talen 10-07-2015 10-07-20135 1.
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LEAVE APPLICATION TRANSACTION
{01-01-2015 To 24-12:2015)
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NAME: MOHD ALI (101)
ANNUAL LEAVE
Trans Type Btart Dat= End Dat= No. Of Davs Feason
Lzavs Taken 01-07-2015 01-07-2015 1.00
Lzave Taken 06-08-2015 06-08-2015 1.00
" BF  LemwEam  lemeBam  Leme  TowlLesw Lesve  Balamcs Remmds
(Bwztem) (Bvlarmal) Ad Entitle Tak=n
0.00 0.00 .00 0.00 0.00 2.00 2.00
NAME: LAU TING LING (102)
ANNUAL LEAVE
Trans Type Btart Dat= End Date No. Of Days Feazon
Lzave Taken 05-08-2015 03-08-2015 1.00
Lzave Taken 10-07-2015 10-07-2015 1.00

LEAVE SUMMARY REPORT
(01-01-2015T031-122013

Employes D Name Payroll D Pericd Leavwe Type BF LeawEam LeaveEam Leawe Tot Leave Lezwe  Balance Remmrls
(System) (Mamal) Adj Entitle Taken

101 MOHD ALIL 01-01-2015--»31-12-2015 ANNUAL LEAVE 0.00 0.00 0.00 0.00 .00 200 -2.0(

102 LAU TING LING 01-01-2015->31-12-2015  ANNUAL LEAVE 0.00 10.00 0.00 0.00 10.00 200 8.0(

No. Of Employes: 2
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E DAILY L EAVE TRACKING
(01-01-2015 To 31-12-2015)
Lesve Date Departrment Employes 1D | Name Leave Type No. Of
Payrall ID Day
01-07-2015 101 MOHD AL AMMUAL LEAVE 1.00

No. QF Emplovee : 1

10-07-2015 GEMERAL 102 LALF TING LING ANNUAL LESE 1.00
No. QF Emplovee : 1
05-08-2015 GEMERAL 102 LA TING LUING ANNUAL LESVE 1.00
No. QF Emplovee : 1
05-08-2015 101 MOHD AL ANNUAL LESVE 1.00

No. QF Emplovee : 1

Attendance Sheet

Dats : 01102015 > 31.10.2015 Lat:In B oare= [

PayMode: Nationality : Early Out B owime [J

Degartment : Schedul Absent O EsitPass [ *Ungerline inficates Amendment.
Position: Mizss Pench |:| Amended |:| *Red Bald indicates Latz In or Early

Employes
]

Tz

2015-10-18 WORKDAY
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