Attendance
Management Software
User Manual

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.

=

wWelcome to the Realtime_AttendanceTracker
Setup Wizard

The installer will guide you through the steps required to install Realtime_AttendanceTracker on pour
computer.

WWARMIMG: This computer program is protected by copyright law and international tresties
Unauthorized duplication or distribution of this programm, or any portion of it, may result in severe civil
ar criminal penalties. and will be prosecuted to the maximum extent possible under the law

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:



#H Reaktime_aAttendanceTracker — >

Select Installation Folder =

T he installer will install R ealtime_AttendanceTracker to the following folder.

T o install in this falder, click '"Mext'. To install to a different folder, enter it below or click 'Browse
Eolder:
C:Frogram Files (=861WAmendance Management SystemF oaltime_ast Brovese...
Disk Cost

Install Realtime_Attendance Tracker for yourself, or for anyone wheo uses this computer:

(@) E wvervone

O Just me

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.

3 Realtime_AttendanceTracker — >

Confirm Installation [l

The installer is ready to install B ealtime_attendanceTracker on your computer

Click "'Mext'" to start the installation

j‘% Fealtime_&ttendanceTracker — =

Installing Realtime_AttendanceTracker e

FRealtime_AttendanceTracker is being installed.

Pleasze waait. ..




The shortcut will appear on the windows, only click this E&8E8E8 jcon on the windows to enter software.

Work flow of the software

Downloads user's fingerprint or the card which have been enrolled in the Device to software (Connection
Device -Downloads personnel data from Device)

Upload staff's name and other materials which have been modify in Device in the Employee maintained
(Connection Device —Upload personnel information to Device)

Assign Employee to department (enter Department management)

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

Setup Shift Schedule (enter Shift Master)

Assign the staff Schedule (enter Employee Master)

Download attendance data to software in (connection Device — download record data from Device)

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.
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1 .Software Default user Name

:admin

2. Software Default User Password: admin
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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



Attendance Management Systern
@2 Transaction Data Converier

Farameter Setting
Machine Setup
Company Master
Branch Master Ctri+B

. Department Master Ctri+D
Designation Master

Shift Master Ctri+5
Category Master

Leave Master Ctrl+L
Holiday Master Ctri+H

Employee Master  Ctri+E
Hardware Setup
Exit

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.
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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.
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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
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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
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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
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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)

Select File No Choosen File Splil Create Master || Download Template || Close

Upload Employee Master From CSV File
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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

Open
« v 4 = > ThisPC software (E)
Organise + New folder

OneDrive Name - Date modified Type

B em pdetails 0 20221 Microsoft Office E...

W Desktop

E Documents
Downloads
Music

B Pictures

W= Local D
= ANU
> g software (E)

i Network

File name:




Select File Empdetails csv Split Create Master Download Template Close

Upload Employee Master From C5V File

- 000... 000... 987.. supp.. sup.. DEMO GEN 11/.. 072. 07/2. GEN Sun.. DEMO 1 1 1 1 1 07/... 07/2..
ANKIT 000... 000... 987... supp.. sup.. DEMO GEN 11/.. 07%2. 07/2. GEN Mon.. DEMO 1 1 1 1 1 07/ 07/2..
JATIN 000... 000.. 987.. supp.. sup.. DEMO GEN 11/.. 0%2. 07/2. GEN Tue.. DEMO 1 1 1 1 1 07/ 07/2..
FRI.. 000... 000... 987.. supp.. sup.. DEMO GEN 11/.. 0%2. 07/2. GEN We.. DEMO 1 1 1 1 1 07/ 07/2..
GLU... 000... 000... 987.. supp.. sup.. DEMO GEN 11/.. 072. 07/2. GEN Thur.. DEMO 1 1 1 1 1 07/... 07/3..

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 )
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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
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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. |_eave 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
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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 2" week off so select the 2" 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.
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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
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Other Setting
OT (Over Time Calculation )

1. OT=0Out time -Shift time (Overtime Calculate the actual Punch (Device ) out time-Shift End
Time )

2.0T= Workinghrs-ShiftHrs(Overtime Calculate Total working Hours employee —Total Shift
Hours)

3.0T= EarlyComing+LateDeapature (Overtime Calculate = = EarlyComing+LateDeapature Time )
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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
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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
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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
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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)
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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 AGLO1.Txt)
4. Wait for uploading logs File

5. After uploading click on save button
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Total Absent 1714
> 100000001+ 7/2022 114500
 Mochne Detos 0000001 0 14180
100000002 141
Machine No /2022 14:18.00
o]
Select File
ot
Total Late
F:\001_GLog.txt
. = t System
Save Close y

4. Hardware Management.

When click on the Hardware Management open the Password Option so Hardware option
password is admin

Password




fion DataConverter Process Report Administration  Access Control

&7 & E E = 4l

-~
()
Employee Master  Data Transfer  Data Processing Daily Report Monthly Report _ Selary Report Ext

Total Employee
Hardware Management a
Ha |
Mes GetallEnroliData OK
m = ‘ 7
i

59
Total Absent 1 0

2 0
3 o o o

59 . o o o
5 0 0 )
6 o o o

m Delete Database Load DataBase Set Admin Remove Admin Delete Envoll Data ‘ y

[mlimlim|in]

Download Users |  Upload User's Enable User Disable User Clear Machine Glog

Set Time Upload Name Upload Card Exit

1B

[re— Employee Name : NA Machine No : 1

07-Apr-202201:20 | 01:25 | ForAll Device |

TR B

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 enroliment 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 Enroliment)
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.)



Fie Transacton Data Converter Process Repod Administration Access Control

[ Q0 3 I =N =, 2
- Qv & L‘] =] - 4
Employee Master  Doto Transfer  Data Processing  DailyReport  Monthly Report _ Selary Report Bt

Total Employee
Total Present
sen

Total Absent
ToOL ROOM s
WeLDNG 7 bo
Dayt 001 Day2 (001 Day3 [OFF Days [001 Days (001 Days [001 Dayr 001 Days 001
Days (001 Day10 |OFF Day11 (001 Day12 [001 Day13 |001 Day14 [001 Day1s 001 Day1s 001

Day17 OFF Day1s [001 Day1s 001 Day20 001 Day21 [001 Day22 001 Day23 001 Day24 |OFF
MachineNo : 1
Day2s 001 Dayz2s (001 Day27 (001 Dayzs 001 Day2s 001 Day3o 001 Day31
Enrolld < NA
Department  :NA Designation NA
PunchTme  NA

07-Apr-20220120 | 0125 | ForAll Device |

O H @ m meE G O

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



File Transacion DataConverter Process Report Administration Access Control

’ 2 &7 & Q. E = 4l

Manaal Punch o
Employee Master  Data Transfer  Data Processing Daily R
IO From Date To Date IN Time  Out Time. sl
o ] e e o oo Tasso
Total Employee |
Selection By
arad
@ Al Company @ A Branch [® A Department [ Al Designation 2 Al Employee [] Search By Code
59 ) Few company ) Few Branch 1O Few Departmert ) © Fow Employee
] SelectAll/De-Select Al || SelectAll/De-Select All | ] SelectAll/De-Select Al ] SelectAll/De-Select Al ] SelectAl/De-Select Al
| [] prem chander(04)
- — | 0 L rachunath(06)
'SUPER AUTO INDUSTF (| SURAT NAGAR DEMO | DEmO [ ram ratan(3n)
f ~ Total Present 7] MAINTENANCE |~ DIE SETTER ] ranit46)
p PRODUCT! | EnGIE [Tl sandoeo kumar(11)
) [ QUALITY HELPER [] sandeepi49)
L ] oPRATOR T saniav(17)
H 0 | THREADING L sanf 2022)
il ] To0L Room [ satendrats0)
] weLoinG
Manual Punch Insert GatofPunches|  Dpelete [T Select All/Un-Select Al |
Total Absent From Date (04/06/2022 Select moname o PunchD:
E - N = [Ey o000 for 62022 70000000PM
59 a O s s 0000000 Aor 62022 100000000AM

N Machine No : 1
Employee Code : NA Enrollid  : NA
Department  :NA Designation NA

PunchTime  NA

07-Apr-20220226 | 0227 | ForAl Device |

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



File Transaction DataConverter Process Report Administration Access Control

] £Q n- =) -, .
2 = 1
- Q- & = E = &l
Employee Master  Data Transfer  Data Processing  DalyR - .
an From Date To Dat IN Time  Out Time.
Selection By
Search by Empioyee
@ Al Company ®) Al Branch [® A Department [& Al Designation @ Al Employee [] Search By Code.
) Few company ) Few Branch 10 Few Department ) Few Designation O Few Employee
] SelectAll/De-Select Al || SelectAll/De-Select All | ] SelectAll/De-Select Al ] SelectAll/De-Select Al ] SelectAl/De-Select Al
[ —— | — (T T—
'SUPER AUTO INDUSTF (| SURAT NAGAR - DEMO —oEMo
7] MAINTENANCE ] DIE SETTER
PRODUCTION | ENGIEER
] QUALITY HELPER
| OPRATOR
| THREADING
] To0L Room
T weLon ING
<
Manual Punch Insert | —— Aelete | 8
From Date [04/05/2022 9~ x Codo Anchiu
To Date [04/05/2022 00000001 Aor 62022 7:00-00-000°M
sssssssssssssssssssssssssssssssss > S
[ Show Manual Punch 00000001 Apr 62022 10:00:00:000AM

FiCUIovuIL 7 vteC i aur i e rviauag Iug\_l 1 l\_lwt System

Employee Name : NA Machine No : 1
Employee Code : NA Enrollid  : NA
Department  :NA Designation NA

07-Apr-2022 0226 | 0227 | ForAll Device |

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.)



File Transaction Data Converter Process Report Administration Access Control

) & © 06 O @6

07-Apr-2022 0226 | 0227 | ForAl Device |

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



Administration  Access Contro
Daily Report
Monthly Report
Yealy Report
Daily Access Control Report
Monthly Access Control Report
Master Report
Salary Report
Customized Report
Temprature 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)

Master

Master Page

Select Report

(®) Company
() Employee Access Details
() Department

() Branch

() Active Employee

() Designaton

(O Shift Details

() In-Active Employee
(O Leave Type

() Employee

() Holiday

() Export Employee List In CSV Format

Show Report

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

125 Report Viewer

1ol b M e 5@ @[O0 WhelePage




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

W41 of3b W e & @ GO A | Whoiepage + [ Find | Next

Emplovee Access Details Print Date 07/04/2022
Page No 1 of 3

SRNO |Employes Name Emp Code ’Emrlrsm TZl [ TZ2 m‘un'\'uﬂnu
[Company Name : DEMO
|Branch Name : DEMIO
1 SHARAD KUMAR o1 00000001

[Company Name : SCPER ATTO INDUSTRIES
[Branch Name : SURAT NAG AR
oo 00000002 ACCOUNT ACCONTENT

ARYAN 00000003 QUALITY ENGIEER
PREM CHANDER 00000004 PRODUCTION ENGIEER
FIRASAT KHAN 00000005 MAINTENANCE ENGIEER
RAGHUNATH 00000006 PRODUCTION WELDING
GANESH 00000007 PRODUCTION WELDING
ARUN KUMAR 00000008 PRODUCTION OPRATOR
SHIVA 00000009 PRODUCTION DIE SETTER
MaNOI 00000010 PRODUCTION TOOL ROOM
SANDEEP KUMAR 00000011 ACCOUNT ACCONTENT
MD. SO0MU 00000012 OPRATOR
MD SARTF 00000013 DIE SETTER
DINESH 00000014 OPRATOR
SURJEET 00000015 OPRATOR
viay 00000016 THREADING
SanaY 00000017 OPRATOR
JITENDER 00000018 THREADING

CHANDRASHEKHER 00000019 HELPER

VINAY (LALU) o00o0az0 WELDING

TAIMUL 00000021 OPRATOR
SARIF 2 00000022 THREADING

This Reportis Generated Automated by System

Find | Mext

Shift Master

02/ ReportViewer

M4 of1h Mje @@ GEAR-| 0% . Find | Next

For Exporting the Report



15! ReportViewer

1 of 1 Find Mext

Its Used For Export The

lts U for Print R rt
= Userior Frimt Repo ‘Report In Pdf Excle. Word

Its used for Zoom the
report

its used for Page Setup

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.)

Regent Date - 07-04-2022 Daily Performance Report Print Date : 07-04-2022

Total Present : 450 Total Absent : 54.50 Totsl Leave : 0.00

StNo [Emplode  |CardNo  |Name Designation Shit  [Stan [Arm. [Late [Dept |Early |WrkHrs| OTime [Stews |In  [Our [Remark
Time  [Time |His  [Time [iirs Temp |Temp

00000001 [SHARAD KUMAR |DEMO IGEN |1nou [nm I«m |mu |m |w | |we | | |
Company :SUPER AUTO INDUSTRIES

Branch : SURAT NAGAR

Department : ACCOUNT

2oz oooconaz o0 ACCONTENT oot [0B30
[ 00000011 |SADEEP KUMAR ACCONTENT  [001

OEl 00000034 |ChmﬂerpdGm| ACCONTENT |nn|

Dopartmont : MAINTENANCE
5[08 00000005 FIRASAT KHAN ENGIEER 001 0830 [14.1
Department : PRODUCTION
604 00000004 PREM CHANDER ENGIEER 001 0830 |11
7(o8 00000005 [RAGHUNATH 001
o7 [coacona7  [GANESH WELDNG 001
3on 00000008 [ARUN KUMAR OPRATOR

= = =[ ®| ©

10]os 00000003 [SHIVA DIE SETTER

[ 00000010 |MAHOJ TOOLROOM
HB 00000012 [MD SONU OPRATOR
13|13 00000013 |MD SARF DIE SETTER

00000014 |DINESH OPRATOR

515 00000015 |SURJEET OFRATOR

T6[1E 00000016 |VWAY THREADING

17 00000017 [SANJAY OPRATOR
818 0000001 [JTENDER THREADING 001

EEEEEEEE

Fage No 1 0f 3

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.)



ReportDate 07-04-2022

Daily Department Summary Report

Print Date 07-

Dept Name Total Employee Total Total

Present Absent
ACCOUNT 3 1.00 2,00
DEMO i 0.50 0.50
MAINTEMANCE 1 1.00 0.00
PROCUICTION a3 1.00 52.00
QUALTTY 1 1.00 0.00
Total o9 4.50 .50

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.)

Daily late Arrival Report 07-04-2022 Frint Date 07-04-2022
5 No EmpCode CardNo Employee Name Designation Shift | Shift In Time [Late |Status Remark
Start Time Arrival

Depariment :ACCOUNT

1[0z |DDDDDBDE |nn |ACCDNTENT |DDI |na:zﬂ |14:1B 548 |P MIS
Department :DEMO

z[o1 ‘mn:mm |5HARAD|<:LIMAR ‘DEMD ‘GEN |1n:m ‘11:::1 |1:n1 |P.-'2 ‘
Department :MAINTEMANCE

afos ‘DDDDDEIDE- |FIRASATKHAN ‘ENEIEEF{ ‘:m |na:zﬂ ‘14:13 E:40 |P M
Department :PRODUCTION

4‘::4 ‘Dm:mm |PRErv1CHANDEF{ ‘ENEIEEF{ ‘:m |na:zﬂ ‘11:05 |;_35 |P ‘
Department :QUALITY

=lo2 |P |

|DDDDDBDE\

|FRYFJ4 |ENEIEEF{

|DDI |na:zﬂ

|1I:DE- |;_35




For Exporting the Report any report

a5 ReportWiewer

| 1 of 1

Its Used For Export The

Its User for Print Report \Report In Pdf Excle.word

Its used for Zoom the
report

3. Monthly Report.
In this report have all the report with certain Date range or monthly basis
1. Performance

. Attendance

. Absent

. Monthly In-out Report

2

3

4

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 Pun

ch

17. Attendance Details Report

[] SelectAll/De-Select All

O
[] SUPER AUTO INDUSTRIES

[] SelectAll /De-Select All

]
] SURAT NAGAR

[[] SelectAll/De-Select All

] DEMO

] MAINTENANCE
] PRODUCTION
] QuALITY

[] SelectAll/De-Select All

] DEMO

Selection

From Dot To [worzozz G|

Filter Employee ‘
® All Company @® Al Branch @) All Department (@ All Designation @ All Employee  [] Search By Code
) Few company ) Few Branch () Few Department ) Few Designation O Few Employee

[[] SelectAll/De-Select All

O A— | 0002)

[] amarjeet(5a)

[] anita(48)

[ anup kumar(40)

[ archana(44)

[] arun kumar(08)

[ aryan(03)

[ baijnath(3g)

[] baliram(58)

[ bikesh kumar(30)
[] chanderpal gola(34)
[ chandrashekher(19)
[ chatu prasad(38)
[] dinesh{14)

[ firasat khan(0s)

[] fooldev ram{23)

Manual Punch ||

Datewise Per In_out ||

Mn_Summary | |

Performance || Attendence || Absent || Raw swipe report || Present | Machine punch
|| Date Wise Performance || Attendence With Break ” OT Summary || Missing Punch || Late Arrival
Mn_Summary_Total || Leave Details || Leave Balance Report

| Early Departure

NA Shift Report

|| NA Shift Report Pagewise ||

Work.Hrs Report ||

Close

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.)



07-04-2022 Monthly Performance Report Print Date 07/04/2022

Company Name :DEMO
Branch : DEMO

Department : DEMO

EmpCode Name Designation Present HL wo Absent Leave PaidDays LateHrs. WorkHrs OvTim

01 SHARAD KUMAR DEMO 27 0 4 0 0 31 268:40 52:40

o1 02 (03 04 (05 |06 |O7 [1]:] 09 10 11 12 13 14 15 16 17 18 19 20 |21 22 |23 24 |25 26 27 |28 29 30 |31

Arrived TIme [ 09:20|09:20|09:20 | 09:20 (09:20 | 09:20 | 09:20 | 09:20| 09,20 | 09:20{ 09:20 | 09:20 [ 09:20| 02:20| 09:20 | 09:20| 02:20] 09:20 | 09:20| 09:20| 09:20 | 09:20 | 09:20| 09:20 | 09:20 | 09:20| 09:20 [ 09:20 | 09:20| 09:20| 09:20

Dept.Time 18:00 | 18:00 18:00 | 18:00| 18:00 | 18:00 | 18:00 | 18:00] 18:00| 18:00 18:00 | 18:00 | 18:00] 18:00 18:00 | 18:00 | 18:00[ 18:00 | 18:00] 18:00] 18:00 | 18:00 | 18:00| 18:00| 18:00 18:00 18:00 | 18:00 | 18:00 18:00| 18:00
Working Hrs. | 08:40|08:40| 08:40 | 08:40 | 08140 | 08:40 | 0840 | 0840 | 08:40 | 08:40 | 08 40 | 08:40 [ 08:40| DEi40| 08:40 | 0840 | DB:40| 0840 | 0840 | 08i40| 08140 | 08140 | 08:40) 08140 [ 08140 | 08:40| 08 40 | 08540 | 0Bi40 | DEi40| DBid0
O.Times Hrs. | 00:40| 00:40| 00:40 | 00:40 | 00140 | 0840 | 00140 | 00:40 | 00540 | 00:40 | 0040 | 00:40 08:40| 0040 00:40 | 00:40| 00:40) 00:40 | 00:40| 0840 00140 | 00i40 | 00:40) 00:40  00:40 | 00:40| 08 40 | 00540 | 00:40[ D0i40| D0:40
Status 3 ] 3 ] P |row| P ] 3 ] ] P |rOW| P ] 3 ] P P |row| P 3 ] 3 ] P |pow| P ] 3 ]

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.)

07-04-2022 Monthly Attendance Report Print Date 07/04/2022

Company Name: DEMO
Branch : DEMO

Department : DEMO

EmpCode  Name D1 D2 D3 D4 D5 D6 Df D8 D9 D10 D11 D12 D13 D14 D15 D16 D17 D18 D19 D20 D21 D22 D23 D24 D25 D26 D27 D28 D29 D30

D31

01 SHARAD KUMAR P F P F F FOW P F P P P P POW P P P P P P POW P F P P P P FOW P P P

)

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.)



from Date : 03/01/2022 To Date Monthly Swipe Report Print Date 07/04/2022
:03/31/2022 Page No 1 of 2
CardNo Emp Name Department Branch Swipe Record
00000001 SHARAD KUMAR DEMO DEMO
03/01/2022 09:20(0 )18:00(0 )
03/02/2022 09:20(0 )18:00(0 )
03/03/2022 09:20(0 )18:00(0 )
03/04/2022 09:20(0 )18:00(0 )
03/05/2022 09:20(0 )18:00(0 )
03/06/2022 09:20(0 )18:00(0 )
03/07/2022 09:20(0 )18:00(0 )
03/08/2022 08:20(0 )18:00(0 )
03/09/2022 09:20(0 )18:00(0 )
03/10/2022 09:20(0 )18:00(0 )
03/11/2022 08:20(0 )18:00(0 )
03/12/2022 09:20(0 )18:00(0 )
03/13/2022 09:20(0 )18:00(0 )
03/14/2022 08:20(0 )18:00(0 )
03/15/2022 09:20(0 )18:00(0 )
03/16/2022 09:20(0 )18:00(0 )
03/17/2022 09:20(0 )18:00(0 )
03/18/2022 09:20(0 )18:00(0 )
03/19/2022 09:20(0 )18:00(0 )
03/20/2022 09:20(0 )18:00(0 )
03/21/2022 09:20(0 )18:00(0 )

For Exporting the Report any report

a5 ReportWiewer

1 of 1 =N E |

Find Mext

-
g

Its User for Print Report Its Used For Export The

\Report In Pdf Excle.word

Its used for Zoom the
report

its used for Page Setup

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 .

Selection

From Date To File Type
Export Daily Export Monthly | Show Report Close
4012022 @] [072022 @] fesv v
Fitter Employee |
(® All Company ® All Branch (® All Department (® All Designation ® All Employee[ | Search By Code
D Select All/De-Select All D SelectAll/De-Select All D SelectAll/De-Select All D SelectAll/De-Select All I:l Select All /De-Select All
D@_D@_E DEMO L] 00(02)
amarjeet(56)
] SUPER AUTO INDUST|[] SURAT NAGAR ] MAINTENANCE ] DEMO E anita(48)
] PRODUCTION ] DIE SETTER [ anup kumar(40)
[J QuALITY E II-EI:EII:'IIEEI;R [ archana(44)
] OPRATOR 1 arun kumar{08)
] THREADING [] aryan(03)
] ToOL ROOM (1 baijnath(39)
] WELDING 1 baliram(58)
] bikesh kumar(30)
1 chanderpal gola(34)
< > < > ] chandrashekher(19)

Row Punch Export Selection

] EmpCode

[] CardNo

[] Empname

[] MachineNo

L

Select the Empode , Biometric code, Attendance Date etc.




b@@@@lB?BAEBEEIll.Bll
Begee1e7842822014.181
BEBBR287842822114.181
BEBB8287842822014.181
BERER387842822111.851
BeBee3e7842822011.111
BEBE8487842822111.851
BEB88487842822011.111
BERER58742822T14,181
BeBeese7842822014.181

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 |
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
Is Auto Shift [ all

001

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

Shift Type *
Rotational w
Add Shift 002 ~||Add | 001.002
Remowve Shift | Del

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 | 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 | 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?

Resignation Date
Answer:- Employee Master-Employee have the /2220191 Acive
option just select the Check box when you will click so in the report have

no date for that employee

Question: - What can | 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

Max.Early Hour Allow
02.00

Max OT Allow

04.00

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

Manual_Punch nl

IN/Out From Date To Date IN Time Out Time Remark
04/07/2022 04/07/2022 00:-00 00:-00 | Insert Punch Close |
Selection By
sharad
{® All Company (® All Branch (® All Department (® All Designation (O All Employee [] Search By Code
[] SelectAll/De-Select All [ | SelectAll/De-Select All [ | SelectAll/De-Select All [ ] SelectAll/De-Select Al [ SelectAll/De-Select All
[[] prem chander(04) ”
[DEMO _  |I[mpEmo  [I[W/ ACCOUNT W[ ACCONTENT [ raahunath(06)
[] SUPER AUTO INDUSTF||[_] SURAT NAGAR [ ] DEMO [ ] DEMO [ ram ratan(37)
] MAINTENANCE ] DIE SETTER [ rani(46)
] PRODUCTION [] ENGIEER [] sandeep kumar{11)
] QuALITY [] HELPER [] sandeen(49)
[ | OPRATOR [ saniav(17)
[ | THREADING [ sarif 2(22)
] TOOL ROOM [[] satendra(50)
] WELDING sharad kumar{01) v
£ > < >
Manual Punch Insert List of Punches | Delete [ Select All/Un-Select All
From Date |D3fDV2D22 @~ | Select Empniame Cardno PunchDateTime ]
To Date [13/31/2022 @ | v I sHARAD KUMAR 00000001 Mar 12022 6:00:00.000PM
SHARAD KUMAR 00000001 Mar 12022 9:20:00:000AM
Show Manual Punch O -l
O SHARAD KUMAR 00000001 Mar 22022 6:00:00:000PM
O |/sHaraD kumar 00000001 Mar 2 2022 9:20:00.000AM
O SHARAD KUMAR 00000001 Mar 32022 6:00:00.000PM
O SHARAD KUMAR 00000001 Mar 32022 9:20:00:000AM ¥
< >

Question:-






