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About this Manual: 

This manual provides software operation instruction, eg install and uninstall program, collect data, 

assign shift and output report etc. 
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LESSON 1 
 

 Install the Attendance Software  

 

Open The Software file run the Setup file run the Setup File . 

After run the Setup file Click on the NEXT Button. 

 

 

 
 

 

 

 

The install interface is used in installing catalog of definition attendance management you can choose 

default software paths can also choose or create another software location path. Confirm, Click (Next) 

display interface appear following: 

 

 



 

 

 

 

Enter this  window it is show that you already finish all setup of installing program if you want to modify 

the setup click (Back)； otherwise click on the (Install) button the installing program will copy file to 

hard disks and write relate information after finish installing process, click( Finish), the installing process is 

over. 

 

 

 

 

 

 

 



 

 

The shortcut will appear on the windows, only click this   icon on the windows to enter software. 

 

 

 

 

                                  Work flow of the software 

 
1. Downloads user's fingerprint or the card which have been enrolled in the Device to software (Connection 

Device ­Downloads personnel data from Device) 

2. Upload staff's name and other materials which have been modify in Device in the Employee maintained 

(Connection Device –Upload personnel information to Device) 

3. Assign Employee to department (enter Department management) 
 

4. Setup Shift Schedule and Time Period(enter Shift  and Time Policymaintenance) 

5. Setup Shift Schedule (enter Shift Master) 
 

6. Assign the staff Schedule (enter Employee Master) 
 

7. Download attendance data to software in (connection Device – download record data from Device) 

8. Examine Attendance report form (enter Attendance report form) 

 

 

 

 

LESSON 2 
 

It’s Software Interface  

Here we can choose the Software language as per our need. 

 
 



 

 

 

 

 

1 .Software Default user Name   : admin 

2. Software Default User Password: admin 

 



 

 

 

 

 

 

3. After putting the User Name and Password Click on the Login Button. 

 

 

 

 

 

 

LESSON 3 
 

First Click on file 

1 .Parameter setting 

2. Machine setup 

3. Company 

4. Branch 

5. Department 

6. Designation  

7. Shift 

8. Category 

9. Leave Master 

10. Holiday Master 

11. Employee  

12. Hardware setup 



 

 

 

 

 

 

1. Company  

Click on Add Put the Company Details then for saving The Details click On save Button  

For Edit any Data select The Company  Edit the Details 

In the Company Menu we can add/ Edit the Company Details like Company Name, Company Mail Id, 

Company Address, and Contact Number. 

 Also add the Company Salary Heads (like Basic Salary, HRA, DA, PF, EPF, Other Deduction Heads 

Etc.) 

We can add the Multiple Company in the Same Software and Mange.  

 

 



 

 

 

 

 

 

 

 

2. Branch  

Click On Add Put the Branch Details Then for saving The Details click On save Button  

For Edit any Data select The Branch Edit the Details. 

 

In the Branch Menu we can add/ Edit the Branch Details like Select Company Name, Then Enter the 

Branch Name, Address, and Contact Number. 

Mostly Branch Used for In the One Company has Lots Of branch. So that for Identify of the Employee 

Data we can used the Branch Option. 

 

 



 

 

 

 

3. Department  

 

Click On Add Put the Department Details Then for saving The Details click On save Button  

For Edit any Data select The Department Edit the Details 

This module provide with convenient to manage each department, mainly add, cancel department  

Click On add Button Put the Department Name And Department Mail Id  

 



 

 

 

 

 

 

 

4. Designation   

Click On Add Put the Designation Details Then for saving The Details click On save Button  

For Edit any Data select The Designation Edit the Details 

This module provide with convenient to manage each Designation, mainly add, cancel Designation 

Click On add Button Put the Designation Name And Designation Details 



 

 

 

 

 

 

 

 

 

5. Employee  

Click on Add Put the Employee Details Then for saving The Details click On save Button  

Here put the Name And Emp code Card No: (Its ID generated by the Device  Enrollment Number),Email 

id Proximity Card (This is RF Id card ) Email Id , Mobile ID , select The Company Name (By Drop 

Down Menu ), Branch ,Department, Designation, Put the Shift Start ,date Of joining .and Select the Shift 

,office time Policy  after put the details click on save Button . 

For Edit any Data select The Employee Edit the Details 

 



 

 

 

For Importing The Employee By Excel Sheet. 

Click On Import CSV Button. 

1 Need Download the Template (For Template Download click on the Download Template) 

 

 



 

 

 

When click on download button so open the Excel Sheet   

Put the Employee Data Same As in the Excel Formatting, after put the all details save the employee data 

at another location  

 

 

 



 

 

 

After Choose the file Click On The Create Master after that click on Close Button All the Employee 

Data in the Software Imported. 

 

 

 

6. Leave Master  

Click On Leave Master Put the Leave Details Then for saving The Details click On save Button  

Enter the Leave Code (Like SL, Al  Etc ) then Put the Leave Name (ANNUAL LEAVE, SICK LEAVE). 

After adding the Leave assign the Leave Stock so click The Leave Stock  

Is Leave carry Forward (If any Employee not take any leave so all left leave transfer in the next year ) 



 

 

In the Leave Stock we assign the Leave Stock for whole year  

If you want assign any particular so just select the single employee then transfer  

 

After put the leave value then click on save button. 

 

 



 

 

LESSON   4 
 

This module provide with convenient to manage Shift time, Shift Policy, Holiday and Leave Application  

 First Click On the File  

 1. Category Master 

2. Shift Details  

3. Holiday 

4. Leave Master 

 

1. Time Policy  

 

Click on add button add the Office Policy Time (Office time Policy) Put the Details  

Permitted Late Arrival (value In HH:MM)>> In this policy its Relaxation Time during office In time  

(Shift start time) 

Let see example our office shift Time for  in time 09:00 and out time 18:00 clock so if We put the value 

Permitted Late arrival (value In HH:MM ) 00:10 so employee  punch 09:09 so in the report not show as 

late due  10min Relaxation  in in time .(Office In time ) 

Permitted Early Departure (value In HH:MM)>> In this policy  its Relaxation Time during  (Shift 

End time) 

Let see example our office shift Time for  in time 09:00 and out time 18:00 clock so if We put the value 

Permitted Late arrival (value In HH:MM ) 00:10 so employee  punch 17:55 so in the report not show as 

Early  due  10min Relaxation  in out time (Office Out time ) 

Marks as Half Day if working Hours Less Than (value In HH:MM )>>   In this policy any employee 

work short time If we set the time so its  showing half day  

For example your office working hours 10:00 hours if we set 04:00 in the policy (Marks as Half Day if 

working Hours Less Than (value In HH:MM )   ) So if any employee work less than 4 hours so in the 

report show status as half day like (P/2). 

Marks as Absent if working Hours Less Than (value In HH:MM )>>   In this policy any employee 

work short time If we set the time so its  showing half day  



 

 

For example your office working hours 10:00 hours if we set 10:00 in the policy (Marks as Absent if 

working Hours Less Than (value In HH:MM )   ) So if any employee work less than 10 hours so in the 

report show status as absent    

Required Punch In day  

If we select No Punch so its auto read the shift start and end time In the Report  

If we select the MultiPunch so its read Device punch for In and Out  

Overtime Allow and Ignore  

Its just used for overtime value if need remove some hours in the overtime so just put the time in the 

report not calculate the ignore time  

 

 

 

2. Shift Details  

Click on add Button add the Shift Name and Shift Code Enter the Shift Time And Shift End Time  

For  week Off select the Week off day like (Sunday ,Monday,Etc ) 

If need 2nd week off so select the 2nd week day like  (Sunday ,Monday,Etc ) 

Select the week of condition 1,2,3,4,5 as per your need  



 

 

Select the Second week off type half Day and Full Day as per your need 

For half day week of condition so make the half the condition assign the Half Day shift   

IF no need week  off just select the none 

Max Early Hours  (value in HH:MM) : software include  the before shift time  punch . 

Max OT Allow  (value in HH:MM) :  software include  the after  shift time punch. 

 

 

 

 No: of Present for week Off condition :--   for example we put the 2 so employee get week of f when 

employee present 2 days  

 

 

Single Punch Policy   :-- 

Absent on single punch 

Half Day on Single punch  

We select the absent on single punch: if any employee punch only one time so that condition employee 

showing as absent in the report  



 

 

We select Half Day on Single punch: if any employee punch only one time so that condition employee 

showing as Half day in the report  

For Break setting (Lunch time Setting) click on the Break setting Option  

Break setting (Lunch Time Setting) 

Here we put the Break Time (Lunch Time ) put the Start break and End Time  

 

Other Setting  

OT (Over Time Calculation ) 

1. OT=Out time –Shift time (Overtime Calculate the actual Punch (Device ) out time-Shift End 

Time  ) 

2.OT= Workinghrs-ShiftHrs(Overtime Calculate Total working Hours employee –Total Shift 

Hours ) 

3.OT= EarlyComing+LateDeapature (Overtime Calculate = = EarlyComing+LateDeapature Time ) 

 

 



 

 

 

 

Working Hours Calculation  

1. Calculate All In Out (Software Show the All punch for Enable This Setting ) 

2.Calulate First In Last Out (Software Show the only In and Out  punch for Enable This Setting) 

3.Calulate First In Last Out Without Lunch   (Software Show the in and Out punch without lunch  

for Enable This Setting) 

 

3. Holiday 

Click on the Holiday Menu Put the Holiday Name  And Select the Date and Select the Shift Then 

Click On Save Button if you Can Edit the Holiday so just Select  the Holiday then Edit Save  

We can delete the also Holiday just select the Holiday then Click on the delete button   



 

 

 

4. Leave Application  

Click On the Leave Application Menu first Select the Employee then Put the Leave 

From date and To  date  then select the Leave Type and put the Reamark then click 

on save Button  

In the Leave Option Menu Show the leave Transaction  

Opening Leave    Consume Leave   Balance Leave  Leave Type  

Here we can delete the Shift also just select the employee then click on delete 

Button  



 

 

 

 



 

 

LESSON 5 
 

This module provide with convenient to manage Device and Hardware option  

 

 

 1. Device Management  

2. Data Transfer 

3.Usb Converter 

4.Hardware Management  

 

 

1. Device Management 

Click On Add button Put the Device ID and Device Serial Number ,Machine 

,Device port Location ,Select the Machine Type (Like Face Device And 

Finger,Etc),Device Ip Address Then Select the Connection mode (Like 

LAN,USB,DyDns) 

Device NO: Its Device Id  

(For Finger Device Go to Menu-Advance-Device-Machine Number ) 

(For Face Device Go to Menu-Communication –Device ID ) 

Note: Device Id Must Be Same device and Software also  

Device Port : Device Communication port  

For LAN and USB port 5005 

Device Serial No:  For Lan and USb  (No need ) 

Machine Location (Enter the Location Place ) 



 

 

Machine Type select Machine Type like Finger Face etc 

Machine IP Address: - Device Ip Must be in the Same Network And Same IP 

Range Then Save Button  

 

 

For Push Data  

1 Finger Device: - Used Server Port Port  7788 

Put The System Ip (That System install the Software )In the Server Ip in the 

Device Server ip And put the Port  7788 

Server IP and Server Port  

Menu – Set com –Server setting – server Ip and Server port  

2 Face Device: Used server Port  5005 

Put The System Ip (That System install the Software ) In the Server Ip in the 

Device Server ip And put the Port  5005 



 

 

Menu – Setting –Server setting – server Ip and Server port ,Set The Event Transfer 

Mode  TCP/IP  

2 New Device: Used server Port  7005 

Put The System Ip (That System install the Software ) In the Server Ip in the 

Device Server ip And put the Port  7005 

Menu – Setcom –network –server set- server Ip and Server port. 

 

 

 

Note: For Push Data Port must be Open in the Network as well as In the 

Windows Firewall  

 

2. Data Transfer 

 

This option are used for download the data from device  

First Select the Device  No(Machine No:) 

Then click on the Connect the Device ,then Select the Date Range From Date and 

To Date Then Click On  Download Button all the data are download from device 

include finger, face ,Card, Password. 

After Downloading logs are automatically save in the Software database  

We can find logs search by the card no: (Enrollment no) 

 



 

 

 

 

3.Usb Converter 

In this Menu we can Upload the device logs File  

Upload logs Data from USB(Falsh Device or Pen Derive ) 

1. Select the Device Type 

2. Select the From Date and To Date  

3. Choose The File (Device logs file name like AGL01.Txt) 

4. Wait for uploading logs File  

5. After uploading click on save button  

 



 

 

 

4. Hardware Management.  

When click on the Hardware Management open the Password Option so Hardware option 

password is admin 

 



 

 

 

1. Select the Device then click on the Connect  

2. Download finger Data (all the data download from the device) 

3. Click on the Load Database (Save all Enrollment Data in the software) 

4. Set Admin (For set admin click enrollment then enrollment Number then clicks 

on set admin button) 

5. Remove admin (Select all the enrollment remove the admin) 

6. Delete Enrollment (Select the enrollment then click on Delete Enrollment) 

7. Delete all users (Delete all the Enrollment Data from the device) 

8. Set Time (Set system time in the device) 

9. Clear Machine logs (Delete all the logs Data) 

10. Upload Name (Select the all enrollment, Check on the Upload name in the 

device after that Click on the Upload Name) 

11. Enable user (Select the enrollment then click Enable user) 

12. Disable User (Select the Enrollment then click Disable User) 



 

 

LESSON 6 
 

This module provide with convenient to manage Software Manipulation  

1. Generate Shift  

2. Manual Punch  

3. Process Attendance  

 

 

1. Generate Shift  

In this Module Analysis of the Shift setting and Office policy  

Need to generate the shift before taking report. 

First select the Months 

Here have option generate the shift by Branch, Company, Department, Designation 

and Employee 

Here have also Generate shift by some employee, comapnay and Department,Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company  etc.) 



 

 

 

When click the Generate Button processing Bar start after finish show the message 

Generate Shift Complete. 

2. Manual Punch  

In this Module we can assign the punch by manually no need punch through by 

Device  

This Module used for Manually Punch for employee using by the Software let see 

the Example Employee forget the punch in the Device that condition we can assign 

the Forget punch by this Manual Punch Module  



 

 

             

 

1. Assign the Manual Punch . 

Select the Date for manual punching  then give the Miss Time for Example 

Employee Forget In time so just put the Time In the IN time Box vice-versa for 

Out time Punch after that we can also drop the Remark for Manual punch 

condition. Then click on the Insert Punch after clicking the insert punch button 

message show Punch Insert Successfully. 

2. View the Manual Punch and Machine (Device) Punch . 

Select the from date and to date if  view the Machine logs click on the View Punch 

if we need to view the Manual punch so click on the check box of the Show 

manual punch then click on the view Punch  

3. Delete the Manual Punch. 

Select the Punch id of that Employee then click on the Delete Button show 

message Delete punch data successfully  



 

 

 

 

 

 

 

3. Process Attendance  

In this Module Analysis of the Shift setting and Office policy and punch 

manipulation of the leave and holiday break setting etc and calculation  

Note: For get Report must be process Attendance. 

First Select the Date Range for Processing From Date and To Date  

Here have option Process Attendance by Branch, Company, Department, 

Designation and Employee 

Here have also Process Attendance by some employee, company and Department, 

Etc through Click on Few Radio Button then select the Sorting Data like 

(Employee, Company etc.) 



 

 

 

 

 

When click the Process Button processing Bar start after finish show the message 

Data Process Complete 

 

 

 

LESSON 7 
 

In this Module for viewing Report Daily and Monthly Report and some Date 

interval Report .Master Report  



 

 

 

1. Master Report 

2. Daily Report  

3. Mothly Report 

4. Custom Report  

 

1. Master Report  

In this report have the following report  

1. Company report (in this report have all the company details) 

2. Shift Details Report (in this report have all shift Details) 

3. Employee Access Details Report (in this report have all Access Details) 

4. Department report (In this report have all Department) 

5. IN-active and Active Report (In this report have all active and Resign 

Employee) 

6. Branch (In this report have all Branch) 



 

 

7. Holiday (In this report have all Holiday) 

 

 

Company report (in this report have all the company details) 

 



 

 

Employee Access Details Report (in this report have all Access Details) 

 

 

 Shift Details Report (in this report have all shift Details) 

 

 

 

 

For Exporting the Report  



 

 

 

2. Daily Report  

In this module have the entire report format have daily basis. 

1 Performance report 

2. Attendance 

3. Present 

4. Absent 

5. Late Arrival 

6. Daily All In-Out Report 

8. Early Departure 

9. Department Summary 

10. Attendance with Photo  

 

1. Performance report 

In this report whole information show like punch in time and out time ,late ,Early 

Departure ,OT ,Status  Remarks   



 

 

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 

 

 

 

 

Department Summary 

In this report Department wise report show total present, total absent, total leave  

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 

 



 

 

 

Late Arrival 

In this report show all late employee report  

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 

 

 



 

 

 

For Exporting the Report any report

 

3. Monthly Report. 

In this report have all the report with certain Date range or monthly basis 

1. Performance 

2. Attendance 

3. Absent 

4. Monthly In-out Report 

5. Cust.Text 

6. Attendance Vertical with Break 

7. Present  

8. Machine Punch 

9. Early Departure 

10. Attendance vertical 

11. OT summary  

12. Attendance Details lunch Report 

13. Missing Punch  



 

 

14. Late Arrival  

15. Attendance with Break  

16. Manual Punch  

17. Attendance Details Report  

 

 

 

1. Performance (In this report have monthly basis and include total late, total 

working hours, and in and out logs data) 

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 

 



 

 

 

 

2. Attendance (In this report have only in and out data and status) 

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 

 

 

 

 

Machine Punch Report (In this report have all in and out) 

Here have also view report by some employee, company and Department, Etc 

through Click on Few Radio Button then select the Sorting Data like (Employee, 

Company etc.) 



 

 

 

 

 

 

 

For Exporting the Report any report

 

 

Custom Report (In this report have the punch Data some Custom fields 

like Employee  code, Card Number, Name Date and Time ). 



 

 

In this report format in the Text,Csv,Data,and ,xls . 

 

 

Select the Empode , Biometric code, Attendance Date etc.  



 

 

    

For Exporting the report select the Fields then Click report format  on 

the show report then chose the report saving paths .. 

 

 

 

 

 

 

 

 

 

 

 



 

 

LESSON 8 

 

Troubleshooting. 

The following is a list of typical troubles you may be annoyed of at the 

beginning of working with program and their solution as well. 

 Question: - I cannot connect the device to the computer, what can I 

do? 

Answer : -  1. Check the Device ID and Port no. of the software are the 

same with the ones in the device. 

2. If the communication way is USB communication, please check if the 

USB driver has been installed 

3.For lan connection must be device in same network as well as must be 

ping the device ip in the software location  

4 For push data must be opn rhe port in the network and windows 

firewall  

Question: How to assign the auto shift for employee .? 

Answer: -    Go to EMPLOYEE MASTER – Select the Employee there 

have Option for assign the auto shift just assign the required shift  

  

Question: How to assign the rotational shift for employee? 



 

 

Answer : -  -    Go to employee master– Select the Employee Module  

there have Option for assign the Rotational shift just assign the required 

shift  

 

  

 

So just add the required shift and assign and allow the shift Day  

For weekly so type 7 day and for daily type 1 and for monthly 30 

 

Question: -The time of the machine is not correct, what should I do? 

Answer: Terminal –Hardware Management-connect the Device –click 

on set Time    Synchronous Time Device (Synchronize device time and 

the current computer time 

Question: Why there’s no data in the report? 

Answer: -    1.Check if the data has been acquired;   

2. Check if the personnel information is written;  

3. Check whether the Enroll ID is in accordance with the number of the 

attendance machine or not; 

4. Check if the personnel’s date of entry is correct;  

5. Check whether the default shift is correct or not;  

6. Check if the machine time, report query time is correct;  



 

 

7. Check if the data statistics has been done.  

8. Must be Process the attendance complete . 

Question: -What can I set in the Attendance Rule Setting 

Answer:- Attendance-Time Policy Attendance Rule: Late/Early/Absence 

rules, Duty time, Shift, Weekend, Holiday, Overtime Rules. 

Question: -How to resign the Employee? 

Answer:-   Employee Master-Employee  have the 

option just select the Check box when you will click so in the report have 

no date for that employee   

 Question: -  What can I do when employee out time and in time and 

OT time also not show  ? 

Answer:-  Check the Shift Details when shift is correct so need to check 

the punch time  

Go To attendance Menu – Check The Shift Details - 

check the OT Time and Early Time if Employee punch before Shift and 

after shift punch so that condition punch not show  so need to set some 

time in the Early and OT time fields . 

Question:- What is the data downloaded by the USB flash driver? 

Answer:-  A. GLG_001.TXT: is the new attendance record. 

 B. AGL_001.TXT: is all the attendance record. 

 C. SLG_001.TXT: is the super administrator operation record 



 

 

. D. AFP_001.TXT and AFP_001.DAT: are the files when you download 

all the enroll info. 

 

Question:-How to check the download punch in the software? 

Answer:- 2. View the Manual Punch and Machine (Device) Punch. 

Select the from date and to date if  view the Machine logs click on the 

View Punch if we need to view the Manual punch so click on the check 

box of the Show manual punch then click on the view Punch  

 

 

 

 

Question:- 



 

 

 

 

 


