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About the Manual

This manual introduces the operations of EasyTime Pro software.

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

Document Conventions
Conventions used in this manual are listed below:

GUI Conventions:

For Software

Convention  Description

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

Multi-level menus are separated by these brackets. For example, File > Create >

Folder.
Symbols
#*
b This implies about the notice or pays attention to, in the manual

The general information which helps in performing the operations faster

[ S

The information which is significant

0 Care taken to avoid danger or mistakes

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

Our EasyTime Pro software is designed to measure, analyse and manage employees’ working hours and
deploy human resources more effectively. The software also aids in organizing and planning of each
process in a classic way that assimilates specific activities and delivers the output in no time. Our
software eases the tracking of employee productivity and regulates the ways to advance our managerial
effectiveness and workforce management.

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

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

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

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

Page |7



EasyTime Pro User Manual

Visualizing all in one Place

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

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

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

Key Features of EasyTime Pro software

Systematization of the Organization
Synchronization of Device records

Centrally controlled Employee Network System
Easy Access to Employee Information

Quick and Detailed Information Extraction
Extensive estimates of Attendance

More efficient Payroll administration

Enhanced Time and Performance

Application View via Distinct Positions

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

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

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

Admin Account

An Administrator is an individual who plays a vital role in coordinating and controlling the working of
an organization or Enterprise. An Admin handles the operations of the Company and monitors all the
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Organizational activities. An administrator plans and organizes the system workflow and responsible for
setting up the business goals. An Admin account is a User ID with excessive privileges which is
responsible in managing our EasyTime Pro.

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

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

Highlights of the Admin role

e Plans and sets up the Organization.

e Managing your Organization’s User permissions.
¢ Handlesin User Access and Information

e Setting up the Policies and Global Rules

e Maintaining Employee Records

¢ Managing Logs and Reports

e Grouping Employees and Roles

e Adding components in Payslip, and more

2.2 Employee Account

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

2.3 Login to EasyTime Pro

Enter the given Username and Password. Click Login.
easy TimePr

2. Enter Password

Notification Service
.
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24

asy

Step 1:

Operation Guide

_r /defauit
Pr Personnel Device Attendance Access System
Dashboard @ Guide
ZKTeco Youtube
Operation Guide channel

After completing step
4, click here to return
to dashboard

[ Den't show this again

Back to Dashboard

First create a new area by giving Area name, Area code and Parent details. Click Add Aera to get
more details about the interface.

Then create a new Department or a Sub-department by giving Department Id, Department
name and parent company name. Click Add Department to know more about the interface.
After you've created a department, you'll need to add a position for an employee with the
position code, position name and the parent group name. Click Add Position to get more
options of the interface.

Add Employees details such as employee Id, Department, Position, Date of joining, etc based on
the requirements of organization. Click Add Employee to know more about the interface.

In this step you need to add device by configuring IP as well as by feeding the device details.
Click Add Device to get more details about the Device Interface.

Step 2:

Create a work schedule for employees based on business requirement. Click Timetable to get
more options of the interface.

Shift interface helps to assign the pre-defined shifts and week offs to weekly, monthly, and day
wise. Click Assign Shift to add shift details of employees on the interface.

Click Schedule shift to add shift timings.
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Add Leave details of employees such as leave request, approval and tracking of the employee

leave in the organization. Click Add Leave for more details.

Step 3:

To calculate the attendance details of employee, Click Calculate attendance (click here to

go the interface).

Step 4:

Report provides up-to-date information of employee’s attendance, and other system related
reports. Click Reports to go to Reports interface and get more details.

2.5 Dashboard

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

of the workforce.

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

the dashboard.

asy Pr. Personnel  Device  Attendance  Access System

Functional

Home page modules

button

T

) & 0 &

Total Employees New joinee (. s s Resign

0 0 &

Present Absent Late Arrival
. Online Device Status dashboard_exception O- chart ate -O- chart_early leave
. Offine

Click here to sw tch to pandemic
dashioard

Real-Time Monitor

The Dashboard displays the following details:

Real-Time Count

Page N



EasyTime Pro User Manual

o Total number of employees.

o Number of attendance verifications on that particular day.

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

o Number of Employees present on that particular day.

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

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

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

a &

Tolal Employees

0 [ LA 1 s 0 &

New joinee e saw Resign Total Device Verification

0 & 4 &

Present

0 &

Absent On Leave

Late Arrival Early Leave

0 |_,|U [hd]

The dashboard will provide the option to download on each field as a pdf, which will contain all the
details of the statistic field selected like total employee, resign, total device absent.

Present/Absent

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

@ Online represents the active devices on the current day.
@l Offline represents the inactive devices on the current day.

@ onire Device Status o
@ Offline

[«

Attendance Exception

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

Page |12



EasyTime Pro

User Manual

Attendance Exception “O-late -O- Early-leave ~O- Absent O oM
History
70
60 -] Q
o / \ |
2 [—\
?E:_L 7 e A
M\f go—o=g \J/ al

2020 03-24

;

2020-03-23 20200401 2020434-05

Real-Time Monitor

2020 044)9 2020- 04-13

2020-04»1? 2020A04-21

&

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

Real-Time Monitor

12
10

-O-f

&

8
6

4
2

I

A

0 U 3
00:00 01: 27 0254- 04.21 03:48 07:15 0842 10:09 1136 1303 14.30

15:57

:

& 70135
|

Ei:l 70110

l. 70073
= :

988, 2nd Main Rd, ...

09:16:50

Swami Vivekanand..,

09:16:46

Unnamed Road, D...

09:16:25

The Pandemic Dashboard appears as shown below:

Check In

Check In

Check In
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OVERALL STATISTICE

Qoo ® Hoh e @ Wamng @ Noms @ No M
Warning @
0 Nomal @

o mask @

“Total Empi
4386

REAL TIME D&TA = DEPARTMENT STATISTICS ()

Temperature Status

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

e Normal Temperature

e Warning Temperature

¢ High Temperature

HIGH TEMPERATURE WARNING NORMAL

0% 0% 0%

Mask Status
The Mask status displays the Mask-wearing status of the employee i.e. whether mask is worn or not.
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0%

2.6 Common Features used in all the modules

Department

& Bookmarks ~ Y Filters v

Personlize
o

> testing
test

Add Import Personnel Transfer

Department Name % Parent Employee Count Resigned ...

o
a

i Bookmarks

1 testing - 9 0 g

2 test 2 1000 2 @ g
3 Development - 2944 0 (4

4 Technical - 666 0 @ dbbb

5 HR1 2 165 0 (74 Sales
6 Manager1 testing 165 0 @ test
10 dbbb 0 0 @ dept12
68 Sales 0 0 = SS

9 test ] 1 G’,‘

7 dept12 1 0 73
12345678901234567890123456789012345678901234567890 | SS 0 0 @

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

Filters

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

Fit

o This function aligns and displays the columns based on the provided options.
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Best Fit shrinks all the column's width as much as possible, and Best Fit with Scale aligns the
column based on the scale.

Expand
This function expands the display of the columns based on the provided options.
Full Frame expands the column only within the frame interface and Full Screen expands the
whole interface with the size of the monitor.
History
This function displays the history of all the activities done by the Administrator.

Page Count

In EasyTime Pro software, the default pagination count for all pages is 50.

G 50 W Total 3 Records 1 s ]

Columns

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

Export

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

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

CSV Export »

Export Scope: @: Current Page All Data

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

Excel Export b

Export Scope: (8) Current Page All Data

Export Style: | Default Page Wise

| Default
Employee Wise
Department Wise
Date Wise

Cancel

PDF: The purpose is to export only the current page or the entire report data. You can also set
the export style namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise

checkbox is selected, then the report will be generated as individual pages for the selected
export style.

PDF Export ®

Export Scope: (9) Current Page All Data
Export Style:  Default Page Wise

Page Size Default

Orientation  Default

Cancel

The advantage of the PDF format is that you can define the page size according to your

requirements. You can also set the page orientation as Default/Portrait/landscape. The default
parameters are taken from PDF settings.

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

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

options.
Add Delete Import Personnel Transfer

Department Code % Department Name =
_“I testing
| [ pyperiink click able

. _light the

L= L i wightigt 16— e Development
14 Technical
1s HR1
: G Managerl
119 dbbb
i 68 Sales
- 9 test
17 depti12

_1 "2345678901234567800123456789012345678001234567890 | SS

Add Delete Import Personnel Transfer

Department Code & Department Name +
1 testing
2 test

i 1] Development
4 N - Technical
= Displays the rows in e
z alternative gray shades T,
10
68 Sales
8 test
7 deptl12

12345678901234567890123456789012345678901234567890 | SS

Parent

7

Employ

s D M o =

1000

2944 o Show line division

666
165

testing 165

(=T =R =T =]

7

> I 11 I

= = R = T = T =T = R =

Show zebra stripes

Highlight identifier

L A s DAY s R s AN s Y s A s R s R s 2 s 1 e

it

Parent  Employt @) Hishlight identifer

9

1000

testing 165

Show zebra stripes

Show line division

0

00O = 0 O O O

o Y0 s YA YA s 140 £ Y3 e 1 o 1 s YA s Y s Y o}

2 O ~ =

Highlight identifier

Show zebra stripes

o Show line division

Add Delete Import Personnel Transfer b g "
Department Code + Department Mame < Parent Employ
1 testing - ]
2 test - 1000
[ =g ] Development - 2944
4 it Technical - 666
5 HR1 = 165
18 Displays Horizontal & Manager testing 185
1 Vertical divider lines dbbe - 0
58 .
g test - 0
i deptl2 - 1
12345678901234567800123456789012345678901234567800 S5 - o

o

[=T =TI = R = T = B = |

Note: The Preferences function changes the view of the columns only on the interface and does not

reflect this change on the exported sheet.
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Edit

Indicates the option to modify or update existing information or settings. We have used Edit
tooltip icons throughout the application.

Delete

This function allows you to erase or remove the existing data on the Software. We have used
Delete tooltip icons throughout the application.

Column Arrangement

This function arranges the columns either according to their position in the alphabets from A to
Z or in order of their numerical value.

Auto Logout

This Auto Logout of Idle Session, Auto Logout not happening when user logged in and close the
tab. Once user open the URL on after some time (at least after 3 minute “of idle session”).
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2 Personnel Management

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

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

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

Employee
Enrolment

Employee : Profile

\ Tracking anagement

Integration

of

é W
Features of Personnel module

o Area-based Check-In and Check-Out

o Biometric Device synchronicity

» Customized access for different Roles

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

» Quick and accurate retrieval of information

» Easy (and paperless) arrangement of Employee records
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Organization Setup (Organisation)

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

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

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

Personnel

lOrganization

Holiday

Location

Fepartmen

How to set up the Department (Department)

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

On the Personnel module, click Organization, and then click Department to go to the Department
Interface.
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(7 aSy 1M« -Pr Personnel Device Attendance Access
Dashboard @

* o = [Tae]

& Organization B & Bookmarks~

System

T Filters ~

Add Delete Import Personnel Transfer A
Position M
Department Id Department Name Parent Employee Count Resigned |
Area testingch - 3235 3
- 3
Holiday Location e i3 0
deptName - 52 0
& Employee Management v test - 4 0
test4545 0 0
= Approval Workflow - fdg 1 0
d 1 0
% Configurations - ds ¢ ;
managing Director 0 0
Adi(Testing) 20 0
Adi(Developer) 1] 0

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

With design to the Corporate Structure; “Marketing”, “Finance”, “Operations management”, “Human
Resource”, and “IT” are some of the common Departments.

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

Department Name: Displays the name of the Department.

Parent: Displays the Superior Department name.

Employee Count.: Displays the total count of the Employees in a Department.
Resigned Count.: Displays the total count of the resigned Employees in a Department.
Functions available on the Department Interface.

Add

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

a Sy P r Personnel Device Attendance System
ashboard @

® Q =] Department

&% Organization - B Bookmarks=

Y Filters ~

Add Delete Import Personnel Transfer /A S 9 0O ~» =
clSimscntld o Department Name = Parent Employee Count Resigned Count

'\ 1. Click here to add testingch - 3235 3 (G
> aDepartment xyz - 373 0 &
deptName - 52 0 [E4h 0

123 test - 4 0 [E4h 0
455 test4545 - 0 0 [E4h 0
456 fdg Add . [E4h 0
457 d [E4h 0
158 & | Department Id*® £
459 managing Director | 2 Enter the Cl{ |
Adi(1) Adi(Testing) Y Department Name® réquired details & E
Adi(2) Adi(Developer) [E4h 0
89 tst | Parent  —-—--—-eeev | £
91 SDS [E4h 0
3 par - | £
4 mno I [E4h 0
5 Department | [E4h 0
6 Mobility Cancel | | [E8
7 i0s ) ~ [E4 0
o Andenia [y n . [

Create a new name for a Department or a Sub-department:
On the Department interface, click Add to create a new Department or a Sub-department name.
Enter the unique Department Code and the required Department Name.

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

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

Removing Department (Delete)

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

Personnel Device Attendance Access System

Department

&% Organization .mkm::;ﬂ Filters ~
Add Import Personnel Transfer

Department Id & Department Name = . Parent Count

testingch Prompt X

Xyz

Are you sure you want to delete the selected 1

tost A4
item?

test4545

B fdg
457 d 2 one
459 managing Director - o

Adi(1 Adi(Testing) = 20
Adi(2) Adi{Developer) = 0

|
deptName !
|
\

220 1S O 10 O 0 O O U

o
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Delete the existing Department or a Sub Department

On the Department interface, select the required Department or the Sub-department data from
the list.

Click Delete, to delete the selected Department or the Sub-department data.

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

How to import Department details from the system (Import)

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

Access

a Sy Pr Personnel Device Attendance

Department

&%a Organization & Bookmarks ¥ Filtors ~

System

a9 3 NO.3 department3

Description

1. The header in file template is required
2. Department Code and Department Name are Required fields
3. The Parent Department must be Department's Code

bl
(]
-
o
L
=]
g2
o
CD:
-
o
21818

= N v kW W
BIEIR

~
7
a

3. Upload the file E
Add Delete Impart Import P X @
Deﬁ"i ﬂ Import File: No file chosen LCou\
1 tes
2 P | B
45 dey |8
123 tes Existing Data:  Ignore r
455 tes | B
456 Eg Sample Template: &Download Template | &
457 d b
458 ds| A ] 2. Download the template | B
459 W sho Department Id D4 file, add data and save |
Adi(1) Ad 1 NO.1 department] | 0
Adi(2) - B NO.2 department2 | B

Note: Only "txt,'xls’,’'csv’ and 'xlsx’ formats are supported
1 4. Click here
An Cancel

s pE—. o e

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

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

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

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

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

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

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

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

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

Page |24



EasyTime Pro User Manual

How to allocate Employees to Departments(Personnel Transfer)

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

Personnel Transfer

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

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

Personnel Device Attendance Access

& Organization CRtmmise

System

T Filters ~

Add Delete Import Personnel Transfer Z S 09 0O A = [+ &

[ | Departmentid % Department Name % Parent Employee Count Resigned Count > testingch

1 | testingch = 3235 B @ D=

:‘ 2 = Personnel Transfer X B

1. Select here ‘:‘ i 4 4sas
[}z
‘:‘ = b | Department Employee Q Selected
[ ]]4s6 | ErEee FEEms Last Name peratare B B Last Name Bt -
H :: — 1 P123 testingch 100 Vasanth testingch ::;:g;m
‘:‘ s —~ 10 testingch EDeveloper
=t _ 100 Vasanth testingcb 5
} 1003 Priya test
" Employee — 1 Madhuja testingcb |
— — 1111111 technician testingcb rartment
H ? — 123 Manoj kihg Dility
= —~ 12345432... testingcb |
H : — 12345678...  cyEditempFirstN... cyEditDepartmen.
Ole 1 g
O g | Cancel | foBg
[fs " Android " Mobility o il W > ~d
— Develop
[J]12 = tech sup test 0 0 @ w )

~ N o — S

Manage and modify Employees Departments.

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

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

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

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

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

Click Confirm, to ensure and adjust the Employees to the selected Department or the Sub-
department.
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Edit Department

Edit function lets you edit the existing data of the Departments or the Sub departments from the list.
Edit the existing Department or a Sub Department

On the Department interface, select the required Department or the Sub-department data from the list.
Click Edit, to edit the selected Department or the Sub-department data.

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

Managing Employee’s Designation (Position)

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

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

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

Personnel Device Attendance Access System

s Organization

& Bookmarks~ T Filters =

Department

Add Delete Import Perzonnel Transfer
Position Code Position Name Parent = Employee Count Resigned Count

Area 3 Pythontraines tester 3 0 j
Holiday Location SHAIK Junior Tester 1 ;
cyTestPosition = 0 0 [T

@ Empl e Management - Tester = 4 0 j
fdfdf 0 0 B

8 Approval Workflow - Pasition 38 0 ]
Junior Tester 1 ] ]

©f Configurations - Senior Tester 2 0 ]
Tsr 5 0 ]

CEO 1 0 &

tester 462 1 3

Position reveals both the role and the job responsibility of an employee in the Organization such as

non non

"Director", "Head Chief", "Manager", "Lead Accountant", "Developer", "Project Engineer", and more.
A brief note about the columns displayed on the Position Interface

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

Position Name: Displays the name of the Position.

Parent: Displays the Superior Position name.
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Employee Count.: Displays the total count of the Employees in a Position.
Resigned Count.: Displays the total count of the resigned Employees in a Position.
How to create Designations for the Employees

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

Add

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

Personnel Device Attendance Access System

1. Click here to
add

| Import Personnel Transfer
| | Position Code = Position Mame = Farent = Employee Count Resigned Count
[]]336 Pythontrainee tester 3
]| 1000 SHAIK | Junior Tester o
[ cve - )
RIEE Add x
343
g 1 Position Code*
1] Aditly
1] Adi()
[1]334
] 344
02

Position Name*

2. Enter details

o~ Cancel

NNV NN NNNI NN
[=b (b (= (= =5 =D =D = D = =

Create a New Position or a Sub position Name:

On the Position interface, click Add to create a new Position or a Sub position name.

Enter a unique Position Code and the required Position Name.

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

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

Removing the Designation of an Employee (Delete)

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

Page |27



EasyTime Pro User Manual

Delete

Delete function lets you remove the existing data of the Positions or the Sub potions from the list.

Importing Employees' Designation

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

Import
Import function lets you add a new or update the existing Position data to the Software.
How to move an Employees' Designation

Personnel Transfer function lets you transfer the existing Employees from another Position or the Sub
positions to the specified Positions or the Sub positions based on the Organization system.

Only one Position or a Sub position can be selected at a time, to modify.
Edit the Designation of an Employee

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

Edit

Edit function lets you edit the existing data of the Positions or the Sub potions from the list.
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Classifying the Department to an Area (Area)

Area

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

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

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

eC asy TimePre Personnel Device Attendance Access System
De

ashboard @

®$» Q=

aly Organization - & Bookmarks~ T Filters ~

Department

Add Delete Import Personnel Transfer 7 " 2 T
Area Code Area Name Parent Device Count Employee Count Resigned Count FP Count Face Count VLFace Count

Not Authorized - 1 13 0 2 0 0

Ahmedabad 1 1105 3 435 169 0

Holiday Location . | = 0 P . 5
8 Employee Management bang - 0 8 0 0 0 0
Test - 3 29 1 31 2 0

£=  Approval Workflow mdpura 0 : 0 0 0 0
q 0 1 0 0 0 0

& Configurations q 0 0 0 0 0 0
Goa 0 4 0 4 1 0

Jjayanagar 0 10 0 1 0 0

testFirm 0 1 0 0 0 0

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

areas, based on the rules and requirements of the Organization.

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

A brief note about the columns displayed on the Area Interface

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

Area Name: Displays the name of the Area.

Parent: Displays the Superior Area name.

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

Employee Count: Displays the total number of Employees in each Area.

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

Fingerprint Count: Displays the registered Fingerprint count of each Employee.
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Face Count: Displays the registered Face count of each Employee.
VL Face: Displays the registered Face count captured from the Visible Light Devices.
Creating an Area (Add)

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

asy Pr Personnel Device Attendance Access System

»a=[9

4t Organization -~ & Bookmarksv

Y Filters =

Add Delete Import Personnel Transfer Z 2 9 O e~

Area Code & Area Name % Parent Device Count Employee Count Resigned Count FP Count Face Count VLFace Count

1 Not Authorized 1 13 0 2 0 0 7]
2 Ahmedabad 1 1105 E 495 169 0 @
Areal Area 1 1 0 &
45 bang 0 | &£ x B 0 0 @
i 1= : o Areacode: 11 B2 - (&
47 mdpura 0 0 0 &
48 q 0 | Area Name®: o 0 @
49 q 0 0 0 @
51 Goa 0 Ji Parent: —-------—- Hh 0 &
05 jayanagar 0 o 0 @
6 testFirm 5. Enter the o o @
7 T required details 2 0 @
3 Bangalore B 0 o 0 @
4 Prasanth 0 1 o 0 @
5 Areatest 0 1 o 0 @
67674 TestAreatime 0 o 0 @
67675 BTM - 0 Cancel | NS 0 @
67676 Tumkur 0 2 o 0 0 0 @
67677 India - 0 0 0 0 0 7]
67678 R&D india 0 0 0 0 0 0 @

Create a New Area or a Sub Area name

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

Enter a unique Area Code and the required Area Name.

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

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

How to remove an Area (Delete)

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

f:] Organization & Bookmarks~

Add Delete Import Personnel Transfer 7

Area Code % Area Name % Parent Device Count Employee Count Resigned Count FP Count Face Count

1 Not Authorized - 1 13 0 2 0

2 Ahmedabad - 1 1105 3 495 169
g Areal Area - 1 13 0 22 1

45 bang - 0 8 0 0 0

46 Test - 3 29 1 31 2

a7 mdpura = 0 5 0 LD 0

2 q - v | Prompt x B

49 q - 0 0

51 Goa - 0 I i

o5 e -~ 0 = Are you sure you want to delete the selected 1 o

6 testFirm - 0 ) TJ

7 testDea - 0 1 74

3 Bangalore - 0 1 Cancel _D

4 Prasanth = 0 v 1 i -D

5 Areatest = 0 9 9 0

Delete the existing Area or a Sub-area:

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

Importing the Area details from System (Import)

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

Personnel Device Attendance Access System

@ Bookmarks v ¥ Filters «

Eae i — 3. Upload the file Yl Dl

Area Con eaName 3 Pa e Count VLFace Count
Not Authorized mport Fie:s [ Chassa il | No fila choser

Ahmedabad 91 |
Area
bang
Test

mdpura

a B sample Template:
q

Goa

jeyanagar | N 3 Area Name i 2. Download the template file,
testFirm - N are add data and save

testDea

b alcalclcla|ale]a

Bangalore

Prasanth

67674 Pay attention to
67675 this note
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Import a new or update the existing Area or the Sub-area details on the Software

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

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

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

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

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

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

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

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

How to move Employees between Areas

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

Only one Area or a Sub-area can be selected at a time to modify.

as y Personnel Device Attendance Access

System

T
Add Delete Import Persennel Transfer S D 0O e~ = (5]

| AraCode =  AreaName = Parent  Device Count Employee Count Resigned Count FPCount  Face Count  VLFace Count r

] Not Authorized = 1 13 0 2 0 0 & w N q

I3

2 Ahmedabad - I 11105 |3 435 169 0 ) .

|

Personnel Transfer X
1. Select Area

Department Employee Q Selected

Employee ... First Name Last Name Department Employee ... First Name Last Name Department

vi testingch 100 Vasanth testingch

testingch

£~
&

Y

00 Vasanth testingch
= 003 Priya test
3. Select Employee 1 Madhuja testingcb
111111 technician testingch
23 Manoj kjhg

testingch

... cyEditempFirstN... cyEditDepartmen

Cancel
Kexw mara v ek v u v wom M
E

Manage and modify Employees Areas

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

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

On the Personnel Transfer window, select the required Employees from the list displayed on
the left.
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The selected Employees information will reflect on the right side of the Adjust Employee
window.

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

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

How to edit an Area (Edit)
Edit function lets you edit the existing data of the Area or the Sub-areas from the list.
Edit the existing Area or a Sub-area:

On the Area interface, select the required Area or the Sub-area data from the list.

Click Edit, to edit the selected Area or the Sub-area data.
Click Confirm, to ensure and edit the selected Area or the Sub-area data from the list.

Creating Regions for Holiday (Holiday location)
If you have multiple branches of your company in a different location. Then you can configure holidays
according to different locations. You can create a location here and assign personnel to the particular
location.

How to set up Location-based Holidays

Our Holiday Location interface facilitates you to set up the location-based holidays to your Employees
in different regions by specifying the geographical place.

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

74 asy Tl MeE “Pr » Personnel Device Attendance Access System

Dashboord @

6 2". B Holiday Location

#a Organization - & Bookmarks= Y Filters -

Department

Add Delete Personnel Transfer 7 s
gosibon Location Code Location Name Parent Employee Count Resigned Count
Area Location 0 0

goa 3 0

bang 1 0

Employee Management Gujarat 0 0
India 1 0

= Approval Workflow Bangalore India 0 1]
monday location test o 4]

& Configurations Mumbai 3 0
Udupi Location 1] 0

Manali Location 1 Q

goa bang 1] [4]
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On this interface, you can create a new Location or a Sub-location, edit or delete the existing Locations
or the Sub-location, based on the necessity of the Organization.

Location defines your organization territory and the service location whether geographically or by sector
such as “Head Office, Bangalore, India”, “Manufacturing,”, “Server Room, Dunedin”, “Development,
India”, “Marketing, Los Angeles”, “Sales, Seattle” and more.

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

Location Name: Displays the name of the Location.

Employee Count: Displays the total number of Employees in each Location.
Parent: Displays the Superior Department name.

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

Creating a Location (Add)

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

as y Personnel Device Attendance Access System

Holiday Location

7Y Organization

S 4 Click to Add 2

Add

Delete Personnel Transfer

\j Location Code & Location Name < Parent Employee Count
B Add x B - 0
[l - 3
| | Location Code* 6566 - 1
! i r - 0
D ocation Names -
il [ 4] Enter the desired details
‘:l 5 Parent ---------- = 0
1ld R - 3
\:‘ 9 Location 0
‘:l l m Location 1
(et ) bang 0

Cancel

Create a New Location or a Sub Location name
On the Holiday Location interface, click Add to create a new Location or a Sub-Location name.

Enter a unique Location Code and the required Location Name.
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On the Parent field, select the required Location name from the list to define as the Parent location if
creating a new name for a Sub location.

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

How to remove the created Location (Delete)

Delete function lets you remove the existing data of the Location or the Sub-Locations from the list.

Access

a Sy Personnel Device Attendance

1

Holiday Location

&8s Organization & Bookmarks~ T Fi

E

Delete Personnel Transfer

\:\ L Location Name = Parent Employee Count R
Location 0 0
Oz Laaa 3 0
] 8 Prompt X B 1 0
[ ||ad 1 0 0
3 1 0
W ~ | Are you sure you want to delete the selected 1 | &
L e India 0 0
. item? i =
[l | Click to delete | 0 0
. | | 3 0
BIE Cancel Location 0 0
O 1 0

1204 | Manali Location

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

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

How to move Employees between Locations (Personnel Transfer)

Personnel Transfer function lets you transfer the existing Employees from another Location or the Sub-
Location to the specified Location or the Sub-Location based on the Organization system.
Only one Location or a Sub-location can be selected at a time to modify.
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Personnel Device Attendance Access

Department Employee a Selected

Manage and modify Employees Locations

On the Location interface, select the required Location or the Sub-location from the list to move in the
Employees.

Click Personnel Transfer to transfer the required Employees into that selected Location or the Sub-
Location.

On the Personnel Transfer window, select the required Employees from the list displayed on the left.
The selected Employees information will reflect on the right side of the Adjust Employee window.

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

Click Confirm, to ensure and adjust the Employees to the selected Location or the Sub-location.
How to edit the created Location (Edit)

Edit function lets you edit the existing data of the Location or the Sub-Locations from the list.
Edit the existing Location or a Sub location

On the Location interface, select the required Location or the Sub-location data from the list.
Click edit, to edit the selected Location or the Sub-location data.

Click Confirm, to ensure and edit the selected Location or the Sub-Location data from the list.
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Managing an Employee Account (Employee Management)

Our Employee Management module helps you to stay organized by maintaining all your employee
data up to date, which saves you an ample amount of time and also helps you to retrieve employee
information of your Organization at any point in time. On the Employee Management module, you can
add, modify, terminate, or revive the Employee details of your Organization.

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

| |

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

Employee

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

Access System

a Sy : Pr Personnel Device Attendance
1

$» Q=

nizatio
& Organization - & Bookmarks=

T Filters ~

W Employee Management . Add Delete Import Personnel Transfer App More settings
Employee Id First Name Local .. LlastMa.. <CardM.. :Dateofl.. Department Departm... Position Pg

7211907 - testingch 1 CEO 34
“asanth - - - - testingch 1 - -
Priya - - - - test 123 tester 2
Madhuja - - - 2022-03-24 testingcb 1 Senior T... As
technician - - - - testingch 1 - -
Mangj - - - - kihg 104 Position 1
- testingcb 1 -
cyEditempFirst... - - - - cyEditDepartmentEditedoyEditDepa...  oT1 Position 1
mangj - - - - d 457 Position 1
testingcb 1 -
testingcb 1
kunu - - - - testingch 1
Mangj1 - - - - Department 5 tester 2
testingch 1

On this Interface, you can add a new or delete the existing Employee information and even enables you
to transfer, modify and terminate a temporary or permanent Employee of your Organization.
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Some common examples of the Employee Information include "Employee Name", "ldentity Proof",
"Biometric details", "Personnel Information" and more.

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

First Name: Displays the First name of each Employee.

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

Last Name: Displays the Last name of each Employee.

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

Department: Displays the Department names of each Employee.

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

Position Code: Displays the unique Position Code of each Employees.

Gender: Displays each Employees' Gender details.

Email: Displays the Electronic Mail ID of each Employee.

Device Privilege: Displays the Employees' Device privilege.

Area: Displays the located Area of each Employee.

Area Code: Displays the unique Area code of each Employee's located Area.
Fingerprint: Displays the registered Fingerprint count of each Employee.

Face: Displays the registered Face count of each Employee.

Palm: Displays the registered Palm count of each Employee.

VL Face: Displays the registered Face count captured from the Visible Light Devices.
Update Time: Displays the Updated time of each entry.

Employee Role: Displays the role of each Employee.

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

Mobile App Status: Displays the Mobile Application (Active or Inactive) Status of each Employee.
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Mobile Att Punch: Displays the Mobile Attendance Punch status of each Employee.

Mobile Outdoor: Displays the Mobile Outdoor status of each Employee.

WhatsApp Status: Displays the WhatsApp (Active or Inactive) Status of each Employee.

SMS Status: Displays the SMS (Active or Inactive) Status of each Employee.

How to create an Employee Account

(Add)

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

Employee Account.

Add function lets you add the new Employee details with the unique Employee ID and to update the

Employee's personal information.

@ Employee Management &

B Approval Workfiow -

fdefault
Personnel Device Attendance Access System — .
Guide 24
Department Employee
8 Bookmarks - ¥ Filters -
Add Delete Unlock Impart Personnel Transfer App [IES  Validiny Stat Done F /2 9 O e~ =
Employee .. FirstMam.. Depart. Position.. E.. Mo. DevicePri.. Area Validity Star...  Validity End... Finger.. F.. Pa. VLF.. UpdateTime  EmployeeRole.. Mobile App.. Mobile Art... Mobile Ou.
dff 500 1 Employes  Not Autha.. - - - - - - 2025-06-111.. ] o ] W

Employment Typs | =--------
Holiday Location

walicity Start Date

Personal Information  Davice Settings

2. Enter

the
required
details

Permanent Addrass

Birthday

First Name*

Date of Jaining

2

Ansndance Settings  Mobile App Sextings  WhatsApp Settings  Sms Seings

QutDoor Mng | Disable

Validity End Date

Nick Name

Mobile

Office Tel

Religion

Pincode

Nationality
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Add a New Employee
On the Employee interface, click Add to add a new Employee.
Enter the mandatory fields, the unique Employee ID, Employee's First Name, and then select the
Department, Position, and the Area (Employee's work department, position, and location) from the
drop-down list.
After entering the mandatory details, click Confirm to save created Employee Account.

Note: Employees are allowed to punch only within their validity period. Punching will be restricted
after the validity has expired.

Where and how to update Employee Information

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

Profile

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

Profile
Employes Id* First Name*
Department® | -------—-- Last Mame
Position®™  -------—--- Argg®  ----------
Employment Type  —----—-—- Diate of Joining
Holiday Location ---------- QOutDoor Mng  Disable
Walidity Start Date validity End Date

Employee ID: Enter the identity number of each Employee.

First Name: Enter the First name of each Employee.

Last Name: Displays the Last name of each Employee.

Department: Select the Organization department of the Employee from the drop-down list.

Position: Select the Organization Position or the designation of the Employee from the drop-down list.

Employment Type: Select the required Employment Type Permanent or Temporary for the Employee,
based on the Employment discussion.

Date of joining: Choose the date of joining or the joined date of the Employee from the calendar.

Photo: Click on the photo to upload the image of the Employee.
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Holiday Location: Location of the employee where he is working.
Outdoor Management: This function is for the employees who visit the client's place for
business/service purposes. It tracks the attendance and location of the employees who have been to the

client's location. It is primarily used by sales, support, service teams when comparing to other teams.

Validity Start Date: The date from which the employee’s access or punching begins and becomes
active.

Validity End Date: The date on which the employee’s access or punching expires, after which punching
will no longer be allowed.

Personal Information

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

Personal Information Dievice Settings Attendance Settings Macbile App Settings WhatsApp Settings Smsz Settings
Azdhaar Mo, Mick Mame Gender ---------
Passport Mo. Makile Motorcycle License
Contact no. Office Tel Automobile Licznze
Card Me. Religion City
Permanent Address Pincode Email
Birthday Mationality

Cancel

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

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

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

Mobile: Enter the alternative or the wireless cellular phone number of the Employee.
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Nationality: Enter the legal Nation or the Country name of the Employee.

City: Enter the Employee's city name.

Permanent Address: Enter the Employee's permanent address.

Email: Enter the Employee's official Email ID.

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

Religion: Enter the religious practice of the Employee.

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

Device Settings

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

Perzonsl Information Dievice Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings
Werification Mode  Any Devics Privilege  Employee
Device Password
Enroll Device FP Registered{vid)

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

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

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

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

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

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

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

The below interface appears after clicking Enroll.

Fingerprint Register X

Click on required
finger to select

Attendance Settings

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

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings
Ensble Attendance  Yes Enable Holiday  Yes
Password  seeeseresscsasessmmemsmssssmsnsns Workflow Fole —----momnm

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

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

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

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

=]
L]
0w
i

Personzl Information Device Settings Attendance Settings Mokbile A

Mobile App Status  Dizable APP Role  Employee

Mobile Att Punch  Enable

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

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

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

WhatsApp Settings

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

Perzonsal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings

‘WhatsApp Push Status = No Exception Option Mo

Punch Option = Mo

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

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

Exception Option: It lets the Employee send or notify their Organization message or status through the

WhatsApp application. The Status will be in disabled/No mode by default, and you can select Yes to
enable it for the Employee if required.

SMS Settings

On the SMS Settings, you can set the SMS access for the Employee.
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Personal Informaticn Device Settings Attendance Settings Maobile App Settings WhatsApp Settings Sms Settings

SMS Push Status Mo Exception Option Mo

Punch Option Mo

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

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

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

Where to update the Employee's Original Certificates and Documents
On the Personnel module, go to Employee Management, click Employee interface and then either
click edits Edit or click the required Employee ID to update Employee documents. Refer Employee Doc
for more info.
Document

On the Document tab, you can update the verified or submitted document details of the

Employee.
This option gets enabled only when the new Employee is added successfully.
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Edit

Profile

Employes 1d*
Department*  test
Position*  tester
Employment Type  ---------

Holiday Location  --------—-

Personal Information Device Settings

Valid up to
2022-04-04

2. Click to
add

Add

Document*  -——-eee—

Email Alert Mo

First Name*  Priya
Last Name

Area®  Ahmedabad

Date of Joining

1. Open the

CutDoor Mng  Disablg Document tab

Fhoto

Attendance Settings Document Mobile App Settings WhatsApp Settings Sms Settings

Email Alert Alert Before

No 0 W

o R

Select from the

drop-down

Valid up to®  2023-02-15

Alert Before days

Document | Choose File | Mo file chosen

=l

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

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

o Please make sure that the specific Documents' ID, to be submitted, is already added in the Error! R
eference source not found. console.

Employee Documents: Enter the Document ID number that has been provided while adding the
Document name under Error! Reference source not found..

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

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

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

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

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

Delete

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

System

d Sy P I Personnel Device Attendance Access
va:
2. Click here

@ Employes Management a

[ Employeeld # First Name = Local ... LastMa.. CardN.. - Dateofl).. Department Departm... Position

vi - - 7211907 - testingch 1 CEO
Vasanth - - testingch 1 -
. Priva - test 123 tester
2022-03-24 testingch 1 Senior T.
1. Select the ot i =
Employee p— . o Position
[] 1234567891234... |cyEditempfFirst... - N ot 1o delete the selected 1 ¥ Position
D 123ABC mancj _ _ _ ! 'E,JOU sure you wan el ne selects 57 Bien
[J1253 _ _ _ item? _
] 1asd12345 - - -
Oz kunu - - - Cancel -
1] 205 Manoj1 s tester
1] 2069 1 -
Ol 3. Confirm to Delete ;
[]| 2070 1
mE - B B - testingch 1
1] 2073 - - - - testingcb 1
]} 208 - - - - testingcb 1
[ 1/ 2084 - - - - testinach 1

Delete the existing data of the Employee
On the Employee interface, select the required Employee data from the list.
Click Delete, to delete the selected Employees' data.
Click Confirm, to ensure and delete the selected Employee's data from the list.
Unlock Employee
Unlock the user account if the user has entered an invalid password multiple time.
On the Employee interface, select the required employee data from the list.

Click Unlock, to unlock the selected Employees' data, then click Confirm to proceed and finalize
the unlock action.
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Jdefault

Personnel Device Attendance Access System '*'

Guide

Department

& Organization
& Bookr ks - Filt - H
2 sk Y Pl 4 Click on Unlock
W Empioyee ban: Add Delete Unlock " e settings & D 0 e~ =

Employee .. FirstNam.. Depart. Position.. E. Mo.. DevicePri. Area Validity Star... Validity End... Finger.. F.. Pa. VLF.. UpdateTime  Employse Role.. Mobile App .. Mobile Att.. Mobile Outdoor ..

dfdf 500 1 Employes  NotAutho.. - - - - - - 2025-06-11 1 L) L] ) & w

iE Approval Workfiow

3. Select employee

0 Configurations

(SR n Toul1Records | 1 | Peoe [[EREE

Prompt X

Are you sure to unlock the Account of selected
user?

5 Confirm to unlock the
user account

Import Employee Details

Import function lets you add a new or update the existing data to the Software.
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zasy [imePrc Personnel Device Attendance Access System
e

® Q=

& Organization -

& Bookmarks~ T Filters ~

@ Employee Management « Add Delete

Personnel Transfer App More setting

al.. LastMNa.. CardMN.. - Date of J

7211907 -

Employee Id Toloyee

Resign 3 Import Document

Import Photo

i= Approval Workflow | -
Madhtja 2022-03

technician

8 Configurations
Manoj

Functions available under Import

Import Employee
Import Document
Import Photo

Importing Employees from Device to the Software

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

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

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

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

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

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

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

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

Choose Ignore if the modification is not required for the existing Employee data on the
Software.

Click Confirm, to ensure and import the saved data file to the software.
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Importing Employee documents from the System (Import Document)

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

Import Document

Import Document function lets you add a new or update the existing Employee verification document
submission to the Software.

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

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

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

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

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

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

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

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

Importing Employees' Photo from the System (Import Photo)

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

Import Photo
Import Photo function lets you add a new or change the existing Employee's Photo to the Software.
Import a new or change the existing Employee Photo

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

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

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

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

Based on the import type, there are two options available on the Overwrite field.
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Choose Yes if it is required to revise the Employee's existing image with the imported image.
Choose No if it is not required to revise the Employee's existing image with the imported image.
Choose Ignore Error, if the modification is not required for the existing Employee's image on
the Software.

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

Personnel Transfer
Personnel Transfer function eases the employee's migration or transference from one area, team,

department, or one position to another at the same or different location, which helps an employee gain
extensive and wide-ranging experience within the Organization.

Personnel Device Attendance Access System

Functions available under Personnel Transfer

Department Transfer
Position Transfer
Move to New Area
Copy to New Area
Holiday Transfer
Pass Probation
Resignation

How to move Employees between Departments (Department Transfer)

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

Department Transfer

This function lets you transfer the Employees between Departments or the Sub departments within the
Organization.
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Transfer Employees Department or the Sub-department

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

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

On the Department field, select the required Department or the Sub-department from the drop-
down list.

Use the Expand/Collapse option or the Search option to search for the specific Department or
the Sub-department.

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

Click Confirm, to ensure and transfer the selected Employees to the required Department or the
Sub-department.

How to move Employees' Positions

On the Personnel module, click Employee Management, and then click Employee to move
Employees' positions.
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Position Transfer

This function lets you move the Employees from the existing Position or the Sub position to another
Position or the Sub position within the Organization.

Transfer Employees Position or the Sub position

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

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

On the Position field, select the required Position or the Sub position from the drop-down list.
Use the Expand/Collapse option or the Search option to search the specific Position or the Sub
position.

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

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

Transferring Employees' Area (Move to New Area)

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

Area or Sub Area Transfer

This function lets you shift the Employees from the existing Area or the Sub-area to another Area in
different location.

Transfer Employees Area or the Sub-area

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

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

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

Use the Expand/Collapse option or the Search option to search the specific Area or the Sub-
area.

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

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

Transferring Employees' Area (Copy to New Area)

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

Area Transfer

This function lets you shift the Employees from the existing Area or the Sub-area to another Area or the
Sub-area within the Organization.
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Transfer Employees Area or the Sub-area

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

On the Personnel Transfer menu, click Copy to New Area to shift the required Employees' new
Area.

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

Use the Expand/Collapse option or the Search option to search the specific Area or the Sub-
area.

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

Click Confirm, to ensure and shift the selected Employees to the required New Area.

Transferring Employees' Location for Holiday Update

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

Holiday Transfer

This function lets you migrate the Employees from the existing Location or the Sub location to another
Location or the Sub location to update the Employees Holiday calendar.

Transfer Employees Location or the Sub-Location

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

On the Personnel Transfer menu, click Location Transfer to transfer the required Employees'
existing Location or the Sub-Location

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

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

Click Confirm, to ensure and migrate the selected Employees to the required Location or the
Sub location.

How to move Employees to Permanent

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

Pass Probation

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

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

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

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

How to move Employees Profile to Terminated Account

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

Resignation

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

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

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

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

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

» Click Confirm, to grant the selected Employees either the transfer or the resignation from their
responsibility.

Enable/Disable Mobile App Access to Employees

On the Personnel module, click Employee Management, and then click Employee to enable or disable
Mobile Application Access to Employees.

App

App function lets you authorize the Employees to operate our Application Software on the mobile
device.

Personnel Device Attendance Access System
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Functions available under App

e Enable
« Disable
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Enable

This function lets you allow the Employees to operate our Application Software on the mobile device.

Enable

Mobile App Status ‘
Mobile Att Punch

Mobile Qutdoor Status

Cancel

Enable Mobile App

« On the Employee interface, select the required Employees from the list to permit the use of
Application Software in their mobile device.

» Onthe App menu, click Enable to function the Application Software on the selected Employees'
mobile device and select the Mobile App Status, Mobile Att Punch, Mobile Outdoor Status.

o Click Confirm, to allow the selected Employees to operate the Application Software on the
mobile device.
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Disable

This function lets you disallow the Employees to operate our Application Software on the mobile device.
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On the Employee interface, select the required Employees from the list to deny the use of
Application Software in their mobile device.
On the App menu, click Disable to stop the Application Software on the selected Employees'

mobile device.

Click Confirm, to disallow the selected Employees to operate the Application Software on the

mobile device.

Employee Data Management

On the Personnel module, click Employee Management, and then click Employee to manage
Employee data in Device and Software.
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More Settings

More Settings lets you to the following functions.

Personnel Device Attendance Access System
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& Bookmarks=

T Filters ~

@ Employee Management Add Delete Import Personnel Transfer App More settings
Employee Id First Mame Local .. LastMNa.. Ca Resynchronize to device

v . : 721 Re-upload from device

Vasanth - -

S . . Delete Biometric Template
i Approval Workflow rya

Madhuja - - . T2022-03-24 " testingch
& Configurations technician - - - - testingch

Manoj - - - - kihg

Functions available under More Settings

o Resynchronize to Device
o Re-upload from Device
o Delete Biometric Template

How to Resynchronize Data to Device

On the Personnel module, click Employee Management, and then click Employee to resynchronize
Employee data to Device.

Resynchronize to Device

This function lets you sync or merge the Employees' data from the Software to the Device.
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Resynchronize Employee Data from Software to Device
» Onthe Employee interface, select the required Employees' data from the list to sync or merge to
the Device.

» On the More Settings menu, click Resynchronize to device, to sync or merge the selected
Employees' data to the Device.

o Click Confirm, to sync the selected Employees' data to the Device.

Re-uploading Employee Data from Device

On the Personnel module, click Employee Management, and then click Employee to re-upload
Employee data from Device.

Re-upload from Device

This function lets you sync or merge the Employees' data from the Device to the Software.
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Personnel Device Attendance Access System
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Re-upload Employee Data from Device to Software

» On the Employee interface, select the required Employees' data from the list to sync or merge
from the Device.

o On the More Settings menu, click Re-upload from device, to sync or merge the selected
Employees' data from the Device.

o On the Device field, select from the drop-down list either All, to sync or merge the selected
Employees' data from all the connected Devices, or select Specified, to sync or merge the
selected Employees' data from the specific Devices only.

o On the Device field, if you select Specified, then on the Serial Number field enter the serial
numbers of the Devices from which you need to sync the Employees' data to the Software.

o Click Confirm, to sync the selected Employees' data from the Device to the Software.

How to remove Bio-metric Template of an Employee

On the Personnel module, click Employee Management, and then click Employee to delete the Bio-
metric template of the Employees.

Delete Biometric Template

This function lets you delete or remove the Employees' retained Biometric Impression from the Device.
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Personnel Device Attendance Access System
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Delete Biometric Template from the Device

» On the Employee interface, select the required Employees from the list to delete their Biometric
Impression from the Device.

» On the More Settings menu, click Delete Biometric Template to delete the retained Biometric
Impression of the selected Employees from the Device.

» Onthe Fingerprint, Face, Finger Vein, and Palm drop-down list boxes, select Yes, to delete the
retained Biometric Impression or select No, to keep the same (it is No by default).

o Click Confirm, to remove or delete the unrequired Biometric Impressions of the selected
Employees.

o Click Confirm to remove the selected Work Codes from the Device.
Managing Employee's Resignation (Resign)
Our Resign interface manages the discrete resignations professionally and systematically, which
simplifies your work and avoids unnecessary interruptions and obstructions. Resignation plays a crucial

role in proficient organizations primarily in thriving enterprises.

On the Personnel module, click Employee Management, and then click Resign to go to the Resign
Interface.
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Personnel Device Attendance Access System
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o8 Configurations

On this Interface, you can add a new, delete or restore the resigned Employee information and even
enables you to transfer, modify and terminate a temporary or permanent Employee of your
Organization.

A brief note about the columns displayed on the Resign Interface

Employee: Displays the Employee name.

Department: Displays the Employee's Department.

Position: Displays the Employee's Position.

Resign Type: Displays the Employee's Resignation type.

Resign Date: Displays the Employee's Resign or the last working date.

Report Generation End date: Displays the last date of report generation.

Attendance: Displays the Employee's Attendance status.

Resign Reason: Displays the Employee's relieving reason.

How to Terminate the Employees

On the Personnel module, click Employee Management, and then click Resign to terminate the
Employee’s Account.

Add

Add function lets you add the Employees' data who are getting dismissed from their responsibility in
your organization.
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On the Resign interface, click Add to include the Employees' resignation information.

On the Add window, select the required Employees' names from the list on the left.

The selected Employees' names will reflect on the right side of the Add window.

Use the Department drop-down list or the Search option (search by Employee name or

Employee ID) to search for the required Employees.

On the Resign Date field, select the last working date of the selected Employees.
On the Resign Type field, select the kind of resignation from the drop-down list.
On the Attendance field select Enable to calculate attendance till the last working date or select

Disable to stop the attendance calculation.

On the Resign Reason field, based on the type of resignation write the reason for resigning the

selected Employees.

Click Confirm, to update the resignation details for the selected Employees.

Deleting Employees from the Terminated list

On the Personnel module, click Employee Management, and then click Resign to delete the

Employee’s Account from the terminated list.

Delete

Delete function lets you remove or discard the existing resignation details of the Employees from the

list.
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Attendance Access

System

asy P I Personnel Device

v a ==

& Bookmarks~

rs =

# Employee Managementa Add

Rehire Import Disable Attendance

1 Employee Id First Mame Last Mame Department Position
| 1001 Sukanya - | Android tester
10000 Sample Promaot ¥ SHAIK
109 | EI—
= | Are you sure you want to delste the selected 1 3
item?

ai Cancel

Delete the existing Department or a Sub Department
On the Resign interface, select the required Employees' resignation details from the list.
Click Delete, to delete the selected Employees' resignation details.
Click Confirm, to delete the selected Employees' resignation details from the list.

How to Reinstate the Terminated Employee's Account (Rehire)

On the Personnel module, click Employee Management, and then click Rehire to reinstate the
terminated Employee’s Account.

Rehire function lets you revive or restore the Employees from the resignation list.

Personnel Device Attendance Access System

& Bookmarks = T Filters =

Add Delete Rehire Import Disable Attendance

Employee Id First Kame Last Mame Department
1001 | Sukanya |= Android
10000 Prompt % testingch
109 testingch
105 testingch

© Are you sure to rehire the selected employes?

r Cancel

Page |65



EasyTime Pro User Manual

Reinstate the Employees from the Resignation list
On the Resign interface, select the required Employees from the resignation list.
Click Reinstate, to restore the selected Employees from the resignation list.
Click Confirm, to restore the selected Employees from the resignation list.

Importing Employee's Account to Termination

On the Personnel module, click Employee Management, and then click Import to import the
Employee’s Account to termination.

Import

Import function lets you add a new or update the existing Employees' resignation details to the
Software.

System
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Import a new or update the existing Employees' Resignation details

On the Resign interface, click Import to import a new or update the existing Employees'
resignation details.
Click Download Template, to view and imply the same structure format specified on the
template document.
Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.
On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.
Choose Overwrite, if the existing Employees' resignation details on the Software needs to be
updated with the imported document.
Choose Ignore if the modification is not required for the existing Employee data on the
Software.
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Click Confirm, to ensure and import the saved data file to the software.

Disabling Employees' Attendance

On the Personnel module, click Employee Management, and then click Resign to disable the
Employee’s Attendance.

Disable Attendance

Disable Attendance function lets you end the attendance calculation for the resigned or the
transferred Employees based on your Organization standards.

d S‘y’ P I Personnel Device Attendance

® Q=

& Employee Managementa

1

Prompt

Are you sure to disable Attendance function for
1 item selected employes?

Cancel

Disable attendance for the Employees

On the Resign interface, select the required Employees from the resignation list.

Click Disable Attendance, to stop the attendance calculation of the selected Employees from
the resignation list.

Click Confirm, to disable or end the selected Employees' attendance calculation from the
resignation list.

Edit Employees from the Terminated list

Page |67



EasyTime Pro User Manual

On the Personnel module, click Employee Management, and then click Resign to delete the
Employee’s Account from the terminated list.

Edit

Edit function lets you edit the existing resignation details of the Employees from the list.

Edit the existing Department or a Sub Department

» On the Resign interface, select the required Employees' resignation details from the list.
» Click Edit, to edit the selected Employees' resignation details.
» Click Confirm, to edit the selected Employees' resignation details from the list.

Approval workflow

Our Approval Workflow module ease you to manage the most complex process with a dedicated
approval administration plan, so you need not invest time sticking to emails, tracking down records for
auditing purposes, sharing Excel or Word documents and making phone calls.

This completely evades the impossibility of tracking the progress of the request and increases the
transparency in your organization.

On the Approval Workflow module, you can create a request and approver process flows, for
Employees, Leads, and Managers to submit requests for approvals or to track the approval workflow and

the progress of the approval, which eases the Auditors to get the complete records of every request.

On the Personnel module, click Approval Workflow to go to the Approval Workflow module.

How to Set Up Roles (Roles)
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Our Role interface eases for you to assign more than one employee for a single or the multiple
workflows with the approval authority which equips greater flexibility and helps to reduce the number
of requests left pending without approval.

On the Personnel module, click Approval Workflow, and then click Role to go to the Role Interface.

Personnel Device Attendance Access System

Organization & Bookmarks- T Filters

Employee Management = Add Delete Assign Employee
Role Code Role Name Description
Approval Workflow -
STE
Role p i
Manaaager
Flow 3 ’
mm,manager
Node m,team leader
Mngr
& Cconfigurations TmL

On this Interface, you can add a new or delete the existing approver Roles and even enables you to
switch or move a new or assigned Employees between Roles.

"o

Some common examples of approver Roles include “Senior Manager”, “Manager”, “Team Lead", “HR"
and more.

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

Role Name: Displays the Role name.

Description: Displays a brief explanation about the Role.

Total No. of Employees: Displays the total Employee count in a Role.
Creating the Roles

Add function lets you create an approver Role, with the description of the Role, and unique Role Code in
your Organization.
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Create a new approver Role

On the Role interface, click Add to create a new approver, Role.

On the Role Code field, enter the unique Role Code for the new approver Role.
On the Role Name field, enter the name the new approver Role.

On the Description field, provide the details about the new approver Role.
Click Confirm, to update the newly created approver, Role.

Assigning Employees to the Roles

Assign Employees function lets you allot the employees to the existing approver roles based on your
organization standards.
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Assign Employees to the existing approver Roles

On the Role interface, select the required approver Roles from the list to assign Employees.

Click Assign Employees to assign the required Employees to the selected approver Roles.

On the Assign Employees window, select the required Employee names from the list on the left.
The selected Employee names will reflect on the right side of the Assign Employees window.
Use the Department drop-down list or the Search option (search by Employee name or
Employee ID) to search for a specific Employee.

Click Confirm, to assign the Employees to the selected Role names.

Deleting the Roles

Delete function lets you remove or discard the existing approver Role from the list.

s | 5'),-' P I Personnel Device Attendance Access System

v a =[]

& Bookmark:-ﬂrs -
Add Dl n Employes

Role Code & Role Name %
IR Approval Workflow [] - ; -
3 bl | 70122 -

[ ]| 919999 }  Prompt x B
[]] 91999 1 b
D 9177 B Are you sure you want to delete the selected 1 | 8
[]| 9188 item?
[[]| 04z
[]] os6 1 - Cancel E
[]| 10003
[ ]| 10002 rojectManager
[]| 10001 TeamL

Delete the existing approver Roles
On the Role interface, select the required approver Roles from the list to delete.
Click Delete, to delete the selected approver, Roles.
Click Confirm, to delete the selected approver Roles from the list.
Edit the Roles
Edit function lets you edit the existing approver Role from the list.
Edit the existing approver Roles
On the Role interface, select the required approver Roles from the list to delete.

Click Edit, to edit the selected approver, Roles.
Click Confirm, to edit the selected approver Roles from the list.
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Set Up the Approval Process Flow (Flow)
Our Flow interface facilitates for you to generate an end-to-end approval process which creates an
automatic routing that transfers the request from one approver to the other which does not require any

manual supervision and drives down any unstructured approval progression.

On the Personnel module, click Approval Workflow, and then click Flow to go to the Flow Interface.

Personnel Device Attendance Access System

1

& Organization & Bookmarks~ T Filters =

ﬁ Employee Management Add Delete
Flow Code Mame Start Date End Date
BB Approval Workflow -
Leave_app 2022-04-01 2022-04-30
Role 2 Leave App 2022-04-01 2022-04-30
mannn 2022-01-02 2022-01-14
ygyhu 2022-03-01 2022-03-30
Node 3 manual 2022-03-01 2022-04-30
MnL 2022-03-01 2022-03-31
& Configurations Leave 2022-03-20 2022-03-31
ML 2022-03-01 2022-03-31

On this Interface, you can add a new Flow, delete the existing Flow, create, or delete approver nodes,
and assign or adjust employees for different request types.

Some common examples of approval Flow include “Compensation Leave Approval”, “Medi-Claim
Approval”, “Holiday Approval”, “Travel Approval” and more.

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

Name: Displays the Flow name.

Start Date: Displays the start date of a Flow.

End Date: Displays the end date of a Flow.

Request Type: Displays the reason or the type of request of a Flow.
Requester: Displays the person requesting it.

Approval Seeker: Displays the selected Employees in a Flow.

Position: Displays the selected Employees’ Position.

Department: Displays the selected Employees’ Department.
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Creating a New Flow

Add function lets you create a new approver Flow for the distinct available requests with unique Flow
code and also allows you to create multiple approvers based on your Organization guidelines.

Personnel Device Attendance Access System

Flow

& Bookmarks~ Y Filters ~

Delete

Flow Code + Add %
5432
1234
111111111

IB Approval Workflow

Start Date*  2022-04-08 End Date*  2022-04-07

(e

Flow Code* 1 Mame* Leave approval (R&D)
Request Type*  Leave Requester
Position or Tester Department  Develop
MNode Name Operation

Lead

{ R e R I e e B A s B B B B

Manager

Cance

Create a new approver Flow

On the Flow interface, click Add to create a new approval Flow. Enter the following mandatory fields.
Start Date: Select the required Start Date for the new approval Flow.

End Date: Select the required End Date for the new approval Flow.

Flow Code: Enter the unique Flow Code for the new approval Flow.

Name: Enter the name for the new approval Flow.

Request Type: Select the required request type from the drop-down list.

After entering the mandatory details, you can either click Confirm to save or follow the below
procedures to create the approval process Flow based on your Organization standards.

Requester: In this field, you can select those required Employees who can raise the request for the
workflow process.
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Selecting Employees as Requester:
Select Employees from Requester field.
Update Employees by selecting through their Position and Department.

First Method: Select Employees from Requester field.

Start Date®  2022-04-06 End Date* 2022-04-07
Flow Code* 1 Mame* Leave approval (R&D)
Position Junior Tester - Department Develop -

Click Requester field and follow the below steps.

Requester x
Department” | Area Positior  Employee Q Selected 2
& = & Department Filter Employe... First Name Last Name Department H Employe._. First Name % Last Name =
. 1 vi testingeb B o0 Vasanth

; g testingch 100 Vasanth testingch B 1003 Priya

O Z‘;mam 1003 Priya test
$ O test 11 Madhuja testingch
> [ testa 3 Select th 1111111 | technician testingch

O fdg S SeEE e 123 Manoj kihg

estingc
od Employee 1234543 testingch

Ods 1234567 cyEditempFirst... cyEditDepa
>0 E”ag'”g Dirscter 123ABC  mangj d
[Tt _
O AderS "Tg) ) 1253 testingch
I Ueveloper -
g sos " 1asd123.. testingcbh
N g par 20 | Totsl 3709 Records > 1 | Page
mno
[ Department

Cancel

On the Requester window, select the required Employees' names from the list on the left.
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The selected Employees’ names will reflect on the right side of the Requester window.

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

Click Confirm, to update the selected Employees as Requester for the workflow process.

Second Method: Update Employees by selecting through their Position and Department

Start Date*  2022-04-06 End Date* 2022-04-07
Flow Code* 1 Mame* Leave approval (R&D)
Request Type* Leave Requester
Position Junior Tester Department Develop

Update the required Employees as Requester by selecting their Position and the Department name from
the drop-down list.

Create Approval Flow for the Workflow process

Mode Mumber n MNode Na‘rm QOperation

1 Lead
2 Manager

Click Add Node, to create an approval Flow and set the approvers. Please note that you can create
multiple approvers for a workflow process.

On the Node Name column, set the names of the approvers from lower to higher levels based on the
approval hierarchy.
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Click here to

add more level

Mode Mumber = Mode Mame QOperation

Lead 0]
]

Manager

This is in ascending order, that means

"Lead" is the first approver and
"Manager" is the final approver

On the Operation column, click Trash button to remove any specific approver from the Flow.
Click Confirm to update the framed approver Flow.
Deleting the Flow

Delete function lets you remove or discard the existing approval Flow from the list.

Prompt *

Are you sure you want to delete the selected 1

item?

Delete the existing approval Node
On the Flow interface, select the required approval Flows from the list.

Click Delete, to delete the selected approval Flows.
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Click Confirm, to delete the selected approval Flows from the list.

Edit the Flow

Edit function lets you edit the existing approval Flow from the list.
Edit the existing approval Node

On the Flow interface, select the required approval Flows from the list.
Click Edit, to edit the selected approval Flows.

Click Confirm, to edit the selected approval Flows from the list.

Generate the Process Flow (Node)
Our Node interface has been dedicated to run each request approval task from one approver to the
other. A workflow is rendered by the sequence of nodes, and these nodes are the categorization of

instructions that shape the workflow.

On the Personnel module, click Approval Workflow, and then click Node to go to the Node Interface.

(7 asy [ime -Pr y Personnel Device Attendance Access System

Deashbsaard @

va= [

& Organization - & Bookmarks~ T Filters -

ﬁ' Employee Management 2

Workflow Ma.. Code..# Name Approver MNotifier Approver Scope
EE approval Workflow a
1 STE
Role 1 STE
2 mann Mngr Mngr testingch, xyz, deptMame test, i
Hes 3 1 t TmL Mngr testingeb xyz, deptMame test,f
Node 2 mang manager Manager testingch xyz, deptMame test
1 t nio; mm,manag... testingcb,xyz deptMame testt
#; Configurations 2 manager Mnagr Mngr testingeh,xyz,deptMame, test, i
1 t Tl Mngr testingeb xyz deptMame test b

On this Interface, you can view and modify the individual Nodes created for each flow and adjust the
approvers or notifiers and the acknowledgment scopes of each Node.

A brief note about the columns displayed on the Node Interface
Workflow Name: Displays the Workflow name.

Code: Displays the unique code number of the Workflow.
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Name: Displays Employee name of request approval.

Approver: Displays the Employee's Position of request approval.

Approver Scope: Displays the Employees’ Department scope of request approval.
Notifier: Displays the notifiers of a request process.

Notifier Scope: Displays the notifiers’ scope of a request process.

Modify the Approver or Notifier approval acknowledgment Scope

Attendance

1. Click on the First
Level of Node "Lead"

L]

: Leave app

: Leave App ™ |1 STE

]| mannnl anagi
D mannnl ‘ Edit =
]| yayhu

— 1 Mode Name* STE

2. Select the Approver. You can
select more than one in case if you
want someone else to approve on

Approver behalf. When multiple

Approver is selected, then either

r---——--— Approver S5cope ----------

—————————— Notifier Scope = -------—---

4.Choose the extent

Approver can approve the request 3. Notification of request of Approver
[l fovertin will be sent to the
[ ]| over time selected Role(s) here
[]| over time
[]] manuaL
O Reimbursen{
]| manual log

On the Node interface, click Workflow Name on the Workflow Name column to modify the required
Workflow.

Node Number: The system takes the Node Number of each Node by default and cannot be modified.

Node Name: You can either keep the existing Node Name, which was provided under Flow or can
modify if required.

Approver: You can select more than more one approver from the drop-down list for each Node.

Approver Scope: You select either select Own Department or All from the drop-down list for the
approval acknowledgment.

Notifier: You can select more than more one notifier from the drop-down list for each Node.
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Notifier Scope: You select either select Own Department or All from the drop-down list for the
notification acknowledgment.

Click Confirm, to update the modifications.

How to set up Document ID (Configuration)

o

Configurations o
Our Configurations module facilitates you to accomplish in managing the successful verification of
Employees document, which eases your work and reduces the confusion on documents that need to be

submitted and left pending.

On the Configuration module, you can add the type of Document and unique ID based on your
Organization's requirement.

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

Employee Document

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

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

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

@asy T'H'I'l»"‘Pr l Personnel Device Attendance
Dashboord @

XX ey

&a Organization b B Bookmarks~

Access System

Y Filters =

& Employee Management ¥ Add Delete Import

Document No. Document Title
E= Approval Workflow -

2
2 Configurations -

aadhar
passport
DI

hjbj

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

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

Functions available on the Employee Document Interface
Add

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

Personnel Device Attendance Access System

Employee Document

& Bookmarks~

T Filters ~

g

Delete Import

| Document No. = 4 Add 5

Document Title =

n
vl

aadhar
Document No.#:

passport
DI

hibj

8 Configurations

'S
vl
4

Document Title®:

(I
P T

= N
N

5. Enter the
required details Cancel

Add a new Document:

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

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

Click Confirm, to update the new Document type.
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Delete

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

Personnel Device

Employee Document

& Bookmarks ers v

Attendance Access System

Add Delete Import

Document No. % Document Title +

g [ 55 aadhar
22 | passport
454

1

'ﬂg Configurations
¥ Prompt X B

Are you sure you want to delete the selected 1

item?

Delete the existing Document

On the Employee Document interface, select the required Document types from the list to
remove.

Click Delete to delete the selected Document types.

Click Confirm, to remove the existing Document types from the list.

Edit the existing Document
On the Employee Document interface, select the required Document types from the list to edit.

Click on document no to edit the selected Document types.
Click Confirm, to edit the existing Document types from the list.
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Import

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

a Sy Pr Personnel Device Attendance Access System

‘) Q A= Employee Document
& Bookmarks~

Y Filters ~ ‘
Add Delete Import

Document No. < _‘

3. Upload the file
Import

55
22
454

Import File: |_Choose File No file chosen

o4 Configurations

Existing Data:  Ignore

Sample Template:

2 2. Download the template
1 Document No. file, add data and save

2 10001
Pay attention to this [
note 1.The header in the file template is required
2.The Document No, and the Decument Title is required

Note: Only "txt',xls", csv’ and "xlsx’ formats are supported

Import a new or update the existing Document type details.

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

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

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

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

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

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

Choose Ignore if the modification is not required for the existing Document type on the
Software.

Click Confirm, to ensure and import the saved data to the software.
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4 Integrating our Software and the Device (Device)

Device

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

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

It administrates the setup of mobile applications, Device instructions, Employee announcements,

capturing and uploading of Employee data, maintenance of logs, attendance, and the transaction details
among the Devices.

Security

Configuration
Monitor y

&

Report

Notifications
management

Features of the Device module

» Centralized Device Management

»  Mobile Workforce Management

o Work Code Management

» Device Data synchronicity

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

» Tracking down of Anomalies
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Personnel Device Attendance

Access System

& Device Management

& Bookmarks~

T Filters ~

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

Device Command 3 Serial Number Device Name Area Area Code  Device IP Status  Last Activity User Count  Fingerprint Count
o N Auto add Test 46 192.168.1.201 ] 2022-04-07 1410:37 4380 5789
. Auto add Not Authorized 1 10.10.20.63 ' 2022-04-06 14:44:32 - -
Data Auto add Test 46 192.168.1.201 (-] 2022-04-0615:34:53 5 5
ET Small Small 192.168.1.201 ] 2022-04-0509:33:09 0 0
Log commen entrance att device Testing 01 192.168.1.201 -] 2022-04-04 18:30:28 11 19
. MB360 Ahmedabad 2 192.168.20.212 o 2022-03-2411:42:38 1153 494
Mobile App Auto add Test 46 10.10.20.21 ] 2022-03-22 143653 4 0
cyTestDevice2 Area Areal 192.168.1.12 -] - -

Configurations

Device Management

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

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

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

Device

Our Device interface allows you to set up and administrate the Biometric Devices and its locations of
your Organization.

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

/default

Personnel Device Attendance Access System

On this Interface, you can add a new Device, modify, or delete the existing Devices, manage the existing
Device locations, transfer Data and more.
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A brief note about the columns displayed on the Device Interface

Serial Number: Displays the unique Serial Number of the Device. By default, the company name will get.
It displayed as default when there is no Company added.

Device Name: Displays the Device Name.

Area: Displays the Device's Area Name.

Area Code: Displays the Device's Area Code.

Device IP: Displays the Device IP address.

Real IP: Displays the Real IP address.

Product Type: Displays the product type.

Device Model: Displays the Device Model.

Time Zone: Displays Time Zone.

Firmware Version: Displays Firmware or Device Version.

Push Version: Displays Push Version.

Status: Displays the Device (Active or Inactive) Status.

Last Activity: Displays the Device's last activity date.

User Count: Displays the User count registered in the Device.

Card Count: Displays Card Count.

User Photo Count: Displays User Photo Count.

Att Photo Count: Displays Attendance Photo Count.

Fingerprint Count: Displays the registered Fingerprint count stored in the Device.
Face Count.: Displays the registered Face count stored in the Device.
Palm Count.: Displays the registered Palm count stored in the Device.
Transaction Count.: Displays the total transaction count of the Device.
Last Sync: Displays Last Sync time and date.

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

Enable Access Control: Displays the state of Access Control (Enabled/Not Enabled).
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Company Name: Displays the Device’s company name.

How to Set Up the Device

First, connect the Device to the required network cable and then log in to EasyTime Pro.
On the Device module, click Device Management, and then click Device interface.
Add

Add function lets to add the mounted Device to the software.

Personnel Device Attendance Access System

1
® Q5= Device Comma|

& Device Management” a B Bool Y Filters «
Ad Add New Area Clear Commands Clear Data Data Transfer Device Menu

| Serial Number ¢ Device Name % Area % Area Code Device IP Real IP Product Type Device Model = Timezone Firmware Version
I I I | I | | |
——— I ———

MT+5:30 -

Add & X MT+530 -
MT+5:30 Ver 80.4.2-20191
Company® default WT+530 Ver B.0.4.1-2018C
MT+5:30 Ver 8.0.4.4-INV.0(

Device Name* Serial Number* MT+5:30 -
ETfS:SO Ver 8.0.4.2-2018C
Area®| - Device IP WT+5:30 Ver 8.0.4.5-2020C

_ MT+5:30 ZAM170-NF-Ver’
Transfer Mode* Real-Time Timezone*  Etc/GMT+5:30 MT+5:30 ZAM170-NF-Ver’

[

WT+5:30 -
Registration Device* No Attendance Device* VYes MT+5:30 ZAM170-NF-Ver’
MT+5:30 ZAM170-NF-Ver
Connection Request Interval(sec)* 10 V|_T+5:30 ZAM180-NF-1.1.
MT+5:30 ZAM180-NF-Ver’
MT+5:30 ZAM180-NF-Ver’
MT+5:30 -
MT+5:30 ZAM180-NF50VC
MT+5:30 ZMM510-NF24V
WT+5:30 -

Device Direction Device InfOut

Enter the
required
details

e o o o

Confirm
to add

Cancel

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

Company: Select the company name that device belongs to from the drop-down list. By default, the
company name will get. It displayed as default when there is no Company added.

Device Name: Enter the unique Device Name.
Serial Number: Enter the Device Serial Number.
Device IP: Enter the Device IP specified in the Device, under Network Settings.

Area: Select the mounted Area name of the Device from the drop-down list.
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Timezone: Select the common standard time of the specified Area from the drop-down list.
Registration Device: Select from the drop-down list whether the Device is for User Registration or not.

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

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

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

Device Direction: Select an option to direct a device as Device In/Out, In Device, and Out Device.
Click Confirm to save the newly mounted Device to the software.
Discontinuing the Device from the Software (Delete)

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

1

Click here

4. Select

Prompt x

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

‘Confirm Cancel

Confirm to delete

Delete the existing Devices

» Onthe Device interface, select the required Devices to be removed from the list.
o Click Delete, to remove the selected Devices.
» Click Confirm, to remove the selected Devices from the list.
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Assigning the Device to an Area
Add New Area

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

Add New Area

Area Code*
Area Name*

Parent

Confirm to Add
New Area

Create a New Area

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

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

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

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

Clearing Pending Commands from Device (Clear Commands)

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

& Bookmarks -

Y Filters =

| | Serial Number = Device Name = Area 2 Area Code  Device IP Status  Last Activity User Count  Fingerprint Count  Face
B BRMC192160162 | Auto add Test 46 1921681201 o 2022-04-07 14:10:37 4380 5789 3338
[ ] BWNF183960038 | Auto add Not Authorized 1 10.10.20.63 . 2022-04-06 14:44:32 - - -
|| BWNF183960081 | Auto add Test 46 1921681201 @ 2022-04-06 153453 5 5 0

- | Smal Small 1921681201 o 2022-04-05093509 0 0 ]
i Fromet X Vice Testing 01 1921681201  © 20220404 18:30:28 11 19 0
[l Ahmedabad 2 19216820212 2022-03-24 11:42:38 1153 494 3
Il  Are you sure to dlear all the commands? Test 465 10.10.20.21 ° 2022-03-22 143653 4 0 -
[E Area Areal 192.168.1.12 ° -

Cancel

Confirm to clear all
command

Clear the pending or the awaiting commands

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

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

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

How to clear Data from Device (Clear Data)

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

Personnel Device Attendance Access System

& Bookmarks- Y Filters -

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu
Serial Number Device Name Area Clear Attendance Data <2 IP Status  Last Activity User Coun

Auto add Test Clear Captured Photo 168.1.201 e 2022-04-07 14:10:37 4380
Auto add Not Autl 0.2063 ' 44:32
Auto add Test ol s 168.1.201 -] 5
ET Small Smal 192.168.1.201 -] 0
common entrance att device Testing 01 192.168.1 ° 2022-04-04 11
MB360 Ahmedabad 2 192.1 -] 2022-03-24 1153
Auto add Test 46 10.10.20.21 -] 2022-03-22 14:36:53 4
cyTestDevice2 Area Areal 192.188.1.12 -]
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Functions available under Clear Data
o Clear Attendance Data
o Clear Captured Photo
o Clear All Data

Clear Attendance Data

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

asy | Personnel Device

2 =

& Device Management &

Attendance Access System

& Bookmarks - Y Filters =

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu
Serial Number Device Name Area Clear Attendance Data -c¢ IP Status  Last Activity User Count

1 L] 2022-04-07 14:10:37 4380

Auto add Test Clear Captured Photo

Auto add Not Autl 0.2 ' 2022-04-06 14:44:32
add Test S 166.1 ©  2022-04-06 153453 5
L=l Ecsl 192.168.1.201 -] 2022-04-05 09: 0
Clear Attendance Data ¥ 1921681201 -] 2022-04-04 18:3028 11
MB2 192.168.20.212 o 2022-03-24 11:42:38 1153
AU giot Time 10.10.20.21 ° 2022-03-22 14:3653 4
cyTe 92.168.1.12 °
End Time
Enter the
Clear All

desired details

Confirm to clear

Confirm Cancel
attendance

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

e On the Clear Data menu, click Clear Attendance Data to clear or erase the attendance data
from the selected Devices.

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

Clear Captured Photo

This function lets you to clear or erase the Employees captured attendance Photo from the Device. Clear
or erases the captured attendance photo.
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zasy ePre
21 =

& Device Management &

Configurations

Personnel

& Bookmarks -

Add Delete

Serial Number

Device

T Filters =

Add New Area
Device Name

Auto add
Auto add
add

common er  Prompt X i8.1.201
MB360 »8.20.212
Auto add 20.21
cyTestDevic Are you sure to clear the capture of selected 1 5, 15

Attendance

Access System

Clear Commands Clear Data Data Transfer
Area Clear Attendance Data <@ 1P
Test Clear Captured Photo 168 -‘_201
Not Autl £3
Test Clear All Data

Craall [

device(s)

Confirm to clear

capture

148.1.201

Device Menu

Status

(-]

o000

Last Activity User Coun
2022-04-07 14:10:37 4380
2022-0 4:44:32

2022-04-06 5
2022-04-05 0 0

2022-04-04 18:30:28
2022-03-24 11:42:38
2022-03-22 14:36:53 4

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

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

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

Devices.

Clear All Data

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

stored data.

e Command

lessage

Personnel

& Bookmarks -

Add Delete

Sarial Number

Device

T Filters =

Add New Area
Device Name
Auto add
Auto add
add

common entrance
MB360

Auto add
cyTestDevice2

Confirm to clear all

data

Attendance

Access

System

Clear Commands Clear Data Data Transfer
Area Clear Attendance Data <@ IP
Test Clear Captured Photo ! GS'-':EE”
Not Autl 0.20.63
Test Clear All Data =
Small Smal 192,168
Prompt it
20.212
21

Are you sure to clear all the data in device?

112

Device Menu

Status

-]

00000

Last Activity User Count
2022-04-07 14:10:37 4380
2022-04-06 14:44:32

2022-04-06 15:3453 5

2022-04-05 O 9 0
2022-04-04 18:30:28
2022-03-24 11:42:38
2022-03-2214:36:53 4

» On the Device interface, select the required Devices from the list to clear or erase all the stored
data from the Devices.
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On the Clear Data menu, click Clear All Data to clear or erase all the stored data from the
selected Devices.

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

How to transfer Data (Data Transfer)

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

Personnel Device Attendance Access

System
io
22 =

& Device Management -~

lear Commands Data Transfer

Area Ar Upload User

Test 46 Upload

Not Authorized 1
B Sync Data To

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

Upload User Data from Device

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

Page |92



EasyTime Pro User Manual

Personnel Device Attendance Access System

B Bookmarks~ Y Filters ~

Delete Add New Area Clear Commar

Serial Number Device Name Area

’
Auto add Test 6
n guto add Not Authorized 1
4. Select ZEed Test 46
. Small Sma

Testing o1
Ahmedabad 2
Test 46

rCount Fingerprint Count  Face Count Palm Count Transaction Count  Command

5789 3338 0 9

[
0 1
0 [
17

o w
o

0

0

19 0 0
3 0 70

0 - - 10 1
0

Upload User Data from device X

Employee*  All

Employee ID
Enter the
7 details
Cancel
Confirm the upload
user data

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

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

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

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

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

Upload Transaction from Device

This function lets you upload the Device transactions to the software. Upload the Device transactions to
the software.

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

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

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

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

Click Confirm, to upload the selected Devices' transactions to the software.
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asy | Pr. Personnel Device Attendance Access

22 = | oee |

System

Add  Delete | AddNewAra  ClearCommands  ClearData || DSiaizanster
Serial Number < Device Name Area AreaC Upload User Data fromevice  t Activty User Gount  ingerprint Count  Face Count  Palm Count  Transaction Count  Command

Auto add Test 95| Upioad Transaction rom Device. 22 37 4380 5789 3338 0 o 0

ito acd Net Authorized 1 - E 3 0

o ace Test | ST o s 0 0 0 1

Small Sma 1921681201 e 20220405 0 0 0 0 0 0
common entrance att device  Testing o1 92.1 e 2022 1 19 0 0 19 7
MB360 Ahmedabad 2 92.168.20. o 202203-28114238 1153 494 3 0 1 0

Auto add Test 4% o 0220322143653 4 o 0 n

cylestDevice2 Area Areat o - B 0

Upload Transaction from Device X

Transaction*  All

Start Time:
End Time Enter the
details

Confirm the upload
transaction from
device

Sync Data to Device

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

asy | Pr Personnel Device Attendance Access

22 = | oka]
e B Bookmarks+ T Filters

Add Delete Add New Area Clear Commands Clear Data Data Transfer E

System

Seral Number = Device Name Area A3 ¢ Upioad User Data flom dvice. Aty User Count  Fingerprint Count  Face Count  Paim Count _ Transaction Count  Command
Auto add Test ' . 3 7 2380 5789 3338 0 19 0
ito add Not Authorized 1 ~ 0
o ada Test P Soiisbsh oM s H 0 0 0 1
Smal Smal 1921681201 @  2022-04 0 0 0 o 0
common entrance att device Testing 01 9. 1 o 19 0 0 19 17
MB360 ‘Ahmedabad 2 ] 494 0 1 70
Auto add Tost % . 0 0 "
oyTestDevice? Area Area 192168112 o 0
Sync Data To Device x
Employee | 1o Photo
Fingerprint | o Face

Palm o) Finger Vein o
o Enter the
details

Confirm the upload
transaction from
device

» On the Device interface, select the required Devices from the list to sync the Employee Data
from the software.

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

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

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

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

Personnel Device Attendance Access System
[ ocice | L
& Devico Managen @ookmarks+ ¥ Fiters = m
Add Delete Add New Area Clea nds Clear Data ¢ Device Meny 7
Serial Number vice Nam Area Are: P [ aiboct
Test 46

Read Information
Not Authorized 1
Test Enrol
Small S
ance att device  Testing 0l
Ahmedabad

Test

Area

20 v Total 8 Records

Functions available under Device Menu

* Reboot

» Read Information

o Enroll Remotely

o Duplicate Punch Period
o Capture Setting

» Upgrade Firmware

» Download File

« Day Light Saving Time

Reboot

This function lets you restart or reset the Device. Reboot the Device
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wasy Tir : y Personnel Device Attendance Access System

= oeee | 1

e Bt Mot @ Bookmarks~ Y Filters -
Add Delete AddNewArea  Clear Commands ClearData  Data Transfer | Device Menu™y
C De

Serial Number Name Area Area Code Reboot User Count print Count ~ Face Count  Palm Count  Transaction Count
Auto add Test % QS i rraton hw 38 19
Auto add Not Authorized 1 J;
add Test 6 Rt ety 5 5 0 0 0

Small Smal C  Duplicate Punch Period 0 0 0 0

common entrance att device  Testing o1 Capture Settings 19 0 0
Ahmedabad 2 494 3 C
Test 46 0 - 40

stDevice2 Area Areal
Prompt X

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

Confirm to
reboot

0 v i Total 8 Records

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

Read Information

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

Y Pr Personnel Device Attendance Access System
Dokboord®

2=

& Device Management

& Bookmarks~ Y Filters -

Add Delete Add

w Area Clear Commands Clear Data

Serial Number Device Name Area Area Code  De ool Jser Count  Fingerprint Count  Face Count  Palm Count  Trar}

Auto add Test 46 5789 3338 0
Auto add Not Authorized 1
to add Test 16 5 0 0
Small Sma 0 0 0
common entrance att device  Testing 01 19 0 0 19
VB Ahmedabad 2 494 0 1
Test 16 J 40

yves Areal 66.1.12 Download File
Daylight Saving Time

Prompt X

Are you sure to read information from selected

device
Cancel
Confirm to
- read info
C 20 v ‘!‘ Total 8 Records

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

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

Personnel Device Attendance

Access System

2Q:

& Device Management = & Bookmarks= Y Filters -

Add  Delete  AddNewArea  ClearCommands  ClearData  DataTransfer | Dewicaient
Serial Number &  Device Nam~ - Ao Prcte Pewie P | gy User Count  Fingerprint Count  Face Count  Paim Count  Trary

Autoadd  Enroll Remotely X 5a.1 20 NN 11037 4380 5789 3338 0 9
futo add 2063 B Laso

ito add Bio Type* Fingerprint 38.1.2q  Enroll Remotely 5 5 0 0 ]

Emoloves 1D 18120 Duplicate Punch Periad 0 0 0 0 0

commone -POYee 120 Capture Settings ] 19 0 0 19
MB360 Finger* (Right Hand)Fore Fing 8202 153 494 0 1
Auto add 2021 | Upgrade Firmware 4 0 40
oyTestDev 18112 Download File .

Daylight Saving Time

Confirm to
enroll
remotely

G v Bl o vsiorecos o =3

Enroll Remotely via Software

s On the Device interface, select the required Devices from the list to communicate for Bio
registration.

o On the Device Menu, click Enroll Remotely to start registration.

« On the Enroll Remotely window, enter the following.

Enroll Remotely ¥

Bic Type™ Fingerprint
Employees ID*

Finger*®  [(Right Hand)Fore Finger

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

Employee ID: Enter the Employee's ID for registration.
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Finger: From the drop-down list, select the required hand and the finger for use, to register.
Click Confirm, to communicate to the selected Device for registration.
Duplicate Punch Period

This function lets you indicate the Employees about the duplication of the punch on the Device by
setting the time duration.

E.g. If the Duplicate Punch Period is set to 2 minutes, and the employee punch twice at 18:00 and 18:01,
then the system will only consider the punch at 18:00, the punch at 18:01 will be considered as duplicate
punch and will not be reflected in the report.

,;asy limePre Personnel Device Attendance Access System
Dowboord®

2> ™ 1

& Dovice Management 1 8 Bookmarks~ Y Filters ~

Clear Commands Clear Data Data T
Area Area Code Count Fingerprint Count  Face Count  Paim Count  Trar]
Test 46
Not Authorized 1
Test 46
Small Sma
Testing 01
Ahmedabad 2
Test 6

Duplicate Punch Period X

Duplicate Punch Period (m)*: 1

Confirm to
enroll
remotely

Set Duplicate Punch Period

o On the Device interface, select the required Devices from the list.

o Onthe Device Menu, click Duplicate Punch Period to set the time on the selected Devices.

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

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

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

Personnel Device Attendance Access System
20 1
P O 8 Bookmarks~ Y Filters ~

Clear Commands Clear Data Data Transfer
Area Area Code Fingerprint Count Face Count Palm Count Tran
Test 46
Not Authorized 1
Test 46
Small Smal
ntrance att device Testing o1
Ahmedabad 2

Capture Settings x

Capture®: Capture and Save

Cancel

Confirm to
capture

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

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

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

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

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

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

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

Pr Personnel Device Attendance Access Payroll System

v o =[]

Management

& Bookmarks

Y Filters =

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

|| Serial Number % Device Name % Area % Device IP Status  Last Activity User Count  Fingerprint Co
- | I I |
I I

bl BWNF183560015 | Auto add Prasz ;
[ || BWNF183960081 | Auto add Prasg UPgrade Firmware X

o Upgrade File* | Choose File | No file chosen

C 2 v - Total 2 Rec

Cance! -

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

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

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

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

Download from the device, normally using for the device maintenance, please use this function during
the device free.

Personnel Device Attendance Access System

Device

& Bookmarks~

Y Filters =

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

Serial Number & Device Name <+ Area + Area Code  Device IP Status  Last Activity User Count  Fingerprint Count  Face Count
BRMC192160162  Auto add Test 46 192.168.1.201 L] 2022-04-07 14:10:37 4380 5789 3338
BWNF183960081 Auto add Test. 46 192.168.1.201 ) 2022-04-06 15:34:53 5 5 0
BYEL180660012 ET Small Small 192.168.1.201 ) 2022-04-05 09:35:09 0 0 0
BYEL192960077 common entrance att device Testing 01 192.168.1.201 ) 2022-04-04 18:30:28 " 19 0
| CE7111929mm7A [ MR3AN | Ahmadahad 2 192.168.20.212 L] 2022-03-24 11:42:38 1123 494 3
LK  Download File X |48 10.10.20.21 ] 2022-03-22 14:36:53 4 0 -
H K |1032 10.10.20.81 ] 2022-04-08 14:28:09 20 22 10
o €K File Path*: |1032 10.10.21.93 ] 2022-04-08 14:28:15 20 23 10
° - _ _ -

mE |Areat 192.168.1.12
Select the file path

Cancel

T

On the Device interface, select the required Devices from the list to set the mode.
On the Device Menu, click Download file to download the files from the Devices.
On the Download file field, select the File Path.

Click Confirm, to the download file path.

Day Light Saving Time

The Daylight-Saving Time is a function to adjust the official prescribe local time to save energy. The
unified time adopted during the implementation is known as the "DST". Typically, regions that use
daylight saving time adjust clocks forward one hour to standard time close to the start of spring in the
summer to make people sleep early. It can also help in conserving energy. In the autumn, the clocks are
set back to get up earlier. Various countries have different regulations. Daylight Saving Time is now used
in nearly 70 nations.
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Personnel Device

Device

& Bookmarks~

asy TimePre

T Filters =

Attendance

Access System

On the Device interface, select the required Devices from the list to set the mode.

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

|| Serial Number =  Device Name = Area < Area Code  Device IP Status  Last Activity
BRMC192160162  Auto add Test 45 192.168.1.201 ] 2022-04-07
[]| BWNF183960081 | Auto add Test 46 192.168.1.201 e 2022-04-06
] | BYEL180660012 | ET Small ~ Small 1 192.168.1.201 ] 2022-04-05 |
[] e anmncnn = ——— = = = 2022-04-04
El_ Daylight Saving Time X __ 2022-03-24
| | 2022-03-22
g Daylight Saving Time | | 2022-04-08
k| ) 2022-04-08
— ayil: avin ode”™ Y date/lime | |
O Daylight Saving Mod By date/ti i

Start Date*  2022-03-28 Enter the desired details

Start Time*  04:00:00

End Date*

End Time* O

Cancel

On the Device Menu, click Daylight Saving Time to set the daylight-saving time in the

selected Devices.

On the Daylight-Saving Time field, enter the required details from the drop-down list.

Click Confirm, to enable the selected Device.

Edit the Device

Edit function lets you edit the existing Messages from the software.
To edit existing Messages details, perform the below steps:
On the Device interface, select the required messages to be edited the list.

Click Device Name or
Edit the required details and click Confirm.

Edit icon, to edit the selected Devices.
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How to delete Device instructions (Device Command)

Device Command

Our Device Command interface facilitates you to set up instructions to the Biometric Devices to take

some action.

On the Device module, click Device Management, and then click Device Command to go to the
Device Command Interface.

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

asy

& Device Management « =

Device

Message

Data

Log

Mobile App

Configurations

Personnel Device

Boshboord ®

|

& Bookmarks~

Serial Number

CKIW204360313
CKIW204360313
CKIW204360313
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127

T Filters -

Delete Clear Commands

Device Name
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add

Attendance

Access System

Content

DATA UPDATE BIOPHOTO PIN=234 Type=9 Format=1 Url=iclock/file/biophoto/6b969e80f3ff11e9afc7acde480011....
DATA UPDATE FINGERTMP PIN=234 FID=6 Size=zk bio_size Valid=1 TMP=zk_bio_data_0000001234 06

DATA USER PIN=234 Name=m Pri=0 Passwd=234 Card= Grp=1 Verify=-1

DATA UPDATE FINGERTMP PIN=8 FID=5 Size=zk_bio_size Valid=1 TMP=zk_bio_data_0000001100_05

DATA UPDATE BIODATA Pin=8 No=0 Index=4 Valid=1 Duress=0 Type=8 MajorVer=12 MinorVer=0 Tmp=zk_bio_dat....
DATA UPDATE BIODATA Pin=8 No=0 Index=3 Valid=1 Duress=0 Type=8 Ver=12 MinorVer=0 Tmp=zk_bio_dat...
DATA UPDATE BIODATA Pin=8 No=0 Index=2 Valid=1 Duress=0 Type=8 MajorVer=12 MinorVer=0 Tmp=zk _bic_dat....
DATA UPDATE BIODATA Pin=8 No=0 Index=1 Valid=1 Duress=0 Type=8 MajorVer=12 MinorVer=0 Tmp=zk_bio_dat....
DATA UPDATE BIODATA Pin=8 No=0 Index=0 Valid=1 Duress=0 Type=8 MajorVer=12 MinorVer=0 Tmp=zk_bio_dat....
DATA UPDATE FINGERTMP PIN=8 FID=6 Size=zk_bic_size Valid=1 TMP=zk_bio_data_0000001089_06

DATA USER PIN=8 Name=walter Pri=0 Passwd= Card=2754958 Grp=1 Verify=-1

DATA USER PIN=753 Name=chandra Pri=0 Passwd=753 Card= Grp=1 Verify=0

DATA USER PIN=70594 Name=axis Pri=0 Passwd= Card= Grp=1 Verify=0

DATA USER PIN=70593 Name=Auxila Pri=0 Passwd= Card= Grp=1 Verify=0

DATA USER PIN=70591 Name=subha Pri=0 Passwd= Card= Grp=1 Verify=0

DATA USER PIN=70590 Name=aisalullah Pri=0 Passwd= Card= Grp=1 Verify=0

DATA USER PIN=70577 Name=Sheik Pri=0 Passwd= Card= Grp=1 Verify=0

DATA UPDATE BIOPHOTO PIN=70385 Type=9 Format=1 Url=iclock/file/biophoto/6b369e80f3ff11e9afcTacde4800....
DATA USER PIN=70385 Name=Vasanth Pri=0 Passwd= Card= Grp=1 Verify=0

DATA USER PIN=703085 Name=shr Pri=0 Passwd= Card= Grp=1 Verify=0

A brief note about the columns displayed on the Device Command Interface

Serial Number: Displays the unique serial number of the Device.

Device Name: Displays the Device name.

Content: Displays the command content.

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

Transfer Time: Displays the last command transfer time.

Return Time: Displays the last command return time.

Return Value: Displays the last command return value.
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Functions available on the Device Command Interface
Delete

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

Click here

4. Select

Prompt X

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

Confirm to
delete

Delete the Device Commands
+ Onthe Device Command interface, select the required Devices from the list to delete or remove
the instructions.
» Click Delete to delete or remove the pending or successful Device instructions.
o Click Confirm to delete or remove the selected pending or successful Device instructions from
the list.
Clear Commands

Clear Commands allows you to delete all the device commands.

4. Click here

prompt x

Are you sure to clear all the commands?

5. Confirm to clear the
commands
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On the Device Command interface, click Clear Commands to delete or remove the all-device
commands.
Click Confirm to delete or remove all pending or successful Device instructions from the list.

Configure Employee Notification on Device (Message)

Our Message module helps you, to convey your Organizational announcements to the Employees. It
enables you to set messages to the Employees both as a public announcement and as a private
message.

On the Message module, you can add or remove the Device Messages, select the Employees to send a
message, set the retain duration for the public announcement or private messages.

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

Za Sy Tim L-E!u Personnel Device Attendance

* o =[5

& Device Management

Access System

& Bookmarks~ T Filters =

Q Message Add Delete Send Message to Device
Publi Device Name Serial Number Start Time: Duration Content

o BYEL192960077 2022-03-29 00:00:00 1439 please use 2nd floor device for attendance since 3rd flooor device is not workil
rivate

& Data

2 Log

0 Mobile App

o8 Configurations

How to Set Up Public Notification (Public)

Our Public interface benefits you to set up and convey the Organizational announcements to the
Employees.

On the Device module, click Message, and then click Public to go to the Public Interface.

On this Interface, you can add a new Device, modify, or delete the existing messages, and set public
messages to the required Devices.

A brief note about the columns displayed on the Public Interface
Device Name: Displays the Device name.

Serial Number: Displays the unique Device serial number.
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Start Time: Displays the message start time.
Duration: Displays the message transfer duration.
Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.
Functions available on the Public Interface
Add

Add function lets you add and set messages to the connected Devices.

Personnel Device Attendance Access System

] Device Nart
[]| common ef T —

=4 A v Q
Start Time O Auto add
OO me3s0
Duration O[O commen entrance at Min
O[O auto add
Content OO Auto add
OO Auto add
O0er
OO cyTestDevicez

L Duration Content
10:00 1439 please use 2nd floor device for attendance

v

Enter the desired details

Cancel

T

Add the newly mounted Device

On the Public interface, click Add to add the connected Device to set the message.
On the Add window, proceed with the following.

Device: Select the required connected Device from the drop-down list.

Start Time: On the Start Time field click and select from the calendar, to commence the created
message to Device.

Duration: Set the retainment duration for that message on the Device.
Content: Enter the message to announce.

Click Confirm to save the newly created message.
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Delete

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

Access

Pr Personnel Device Attendance

& Bookmarks~ Y Filters =

 Message Add Delete end Message to Device
Device Name | Number Start Time Duration Content
g common entrance af 1192960077 2022-03-29 00:00:00 1439 please use 2nd floor device for attendance sir

4. Select

System

Prompt X

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

Confirm to
delete

Cancel

Delete the Public Announcements

On the Public interface, select the required Device announcements to delete or remove from the
list.

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

Send Message to Device

Send Message to Device function, lets you send that created message announcement to the respective
Device via software.

Access

asy Pr Personnel Device Attendance

16

Q= l-De'vicex

System

2 & Bookmarks~ T Filters =
< Message - Add Delete Send Message to Device
Device Name Serial Number Start Time Duration Content
o device BYEL192960077 2022-03-29 00:00:00 1439 please use 2nd floor device for atte
Prompt %

Are you sure to send the message?

Cancel

Confirm to send
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Send Message to the Device
On the Public interface, select the required message announcements to send to the respective
Devices from the list.
Click Send Message to Device to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.
Edit the Device
Edit function lets you edit the existing Messages from the software.

To edit existing Messages details, perform the below steps:

On the Device interface, select the required messages to be edited the list.

Click Device Name or = Editicon, to edit the selected Devices.
Edit the required details and click Confirm.

How to Set Up Private Notification (Private)

Our Private interface helps you to set up and convey the messages to the Employees privately or
individually.

On the Device module, click Message, and then click Private to go to the Private Interface.

za Sy Time v Personnel Device Attendance Access
ard

& Device Management ¥ & Bookmarks Y Filters =

< Message - Add Delete Send Message to Device
Public Employee First Name Last Name Start Time Duration Content
eyl - 2022-04-05 16:04:03 90 Private te
vi - 2022-04-01 18:14:50 60 fifw
Priya - 2022-03-30 00:00:00 2 meet HR

O Mobile App

€ Configurations

On this Interface, you can add a new Device, modify, or delete the existing Devices, and set individual or
private messages to the required Employees.

A brief note about the columns displayed on the Private Interface
Employee: Displays the unique Employee ID.

First name: Displays the first name of the employee.
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Last name: Displays the last name of the employee.
Start Time: Displays the message start time.
Duration: Displays the message transfer duration.
Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.
Functions available on the Private Interface

Add

Add function lets you add and set private messages for the Employees to the connected Devices.

Add the Employee's Resignation Details

On the Private interface, click Add to add the Employees, set the message and the duration.
On the Add window, select the required Employees' names from the list on the left.
The selected Employees' names will reflect on the right side of the Add window.

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

Attendance Access

Device

asy Pr Personnel

System

W Q = | private
& o 1. Click here

& Bookmarks~ Y Filters «

|| Employes
[]| eyemps cyEditemg
WIET™

2. Select
Employee name
from the list

3. Enter the
required
details

Start Time* Duration* &0

Content™

-
Cancel

el

Start Time: On the Start Time field click and select from the calendar, to start the created message to

Device.
Content: Enter the message to announce.

Duration: Set the retainment duration for that message on the Device.

Page |109



EasyTime Pro User Manual

Delete

Click Confirm to save the newly created message.

Delete function lets you delete or remove the successful and the pending private messages via software.

Access

Personnel Device Attendance

System

Q B(x)krnarksv m
2 Message Add Delete Device

Employee First Name Last Name Start Time
% 900 ' 1 2022-04-05 16:04:03
J[1d Fromet B 2022-04-01 18:14:50
1100 b 2022-03-30 00:00:00
4. Select Are you sure you want to delete the selected 1
itemn?
Cancel

Confirm to delete

Delete the private messages

On the Private interface, select the required Employee messages to delete or remove from the
list.

Click Delete to delete or remove the selected pending or successful Employee's private
messages.

Click Confirm to delete the selected pending or successful Employee's private messages from
the list.

Edit the Device

Edit function lets you edit the existing Messages from the software.

Personnel

owe RN

& Bookmarks~

¥ Filters ~

Add  Deiete  Send Message to Device 2 S 9D =
Employee Flrst Name Start Time Duration Content Last Send
y1 rammmmn rammmmmm 2022-06-07 18:34:19 9% Private test message 2 -

Last Name
x
Enter required
details
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To edit existing Messages details, perform the below steps:

On the Device interface, select the required messages to be edited the list.

Click Device Name or editicon, to edit the selected Devices.
Edit the required details and click Confirm.

Send Message to Device

Send Message to Device function, lets you send that created private message to the respective Device
via software.

Send Message to the Device
On the Private interface, select the required private messages to be sent to the respective

Devices from the list.
Click Send Message to Device to send the selected message to the respective Devices.

Pr Personnel Device Attendance Access System

*a =[]

& Bookmarks~

Y Filters ~

Add  Delete  Send Message to Device

Employee First Name Last Name Start Time Duration Content
9000 ¢yl ol - 2022-04-05 16:04:03 90 Private test message 2
1 2022-04-01 18:14:50 60 v
1003 Priya 2022-03-30 00:00:00 2 meet HR before loging infghfghfghafgg

Prompt X
Are you sure to send the message?

Cancel

Confirm to send message

Click Confirm to send the selected message to the respective Devices.

Device Data Management (Data)

Setting up the Process Work Code

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

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

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

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

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

easy TimePre Personnel  Device

W Q = || work Cade

& Device Management

& Bookmarks- T Filters -

O Message - Add Delete send To Device

P Work Code
£ Data a

Bio-Template

Bio-Photo

Transaction

Unregistered Transactions

D Log

0 Mobile App

8 Configurations

Attendance

Work Code Name
cyTestWorkCode2
dev

test

coffee

tea

Remowve From Device

Last Activi

ty

=h b Eb EF Fb

In this Interface, you can create a new Work code, modify, or delete the existing Work Codes, and even

can set up or remove the Work Code to the required Devices.

A brief note about the columns displayed on the Work Code Interface

Work Code: Displays the unique work code number.

Work Code Name: Displays the work code name.

Last Activity: Displays the time of the last activity of each work code.

Functions available on the Work Code Interface

Add

Add function lets you to create a new Work Code.

Add or create a new Work Code

On the Work Code interface, click Add to add or create a new Work Code.
On the Work Code field, enter a unique code number.
On the Work Code Name field, enter the name for the Work type.
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Personnel Device Attendance Access

T Filters -

send To Device Remove From Device
Work Code Mame Last Activity

| EE————— T
Work Code™
Wnrk ©ad [ 1 -

8 Work Code Name™: | &

5. Enter the
details Cancel

Click Confirm to save the newly created Work Code.

Delete

Delete function lets you delete the required existing Work Codes.

Attendance Access System

asy Pr Personnel Device

v =[ee

& Bookmarks~ ilters =

Add Send To Device Remove From Device

Work Code Work Code Name Last Activity
22 cyTestWorkCode2 -

200 i

— l Promipt X

555 | I
022 | Are you sure you want to delete the selected 1

item?

B | Lance

Delete a Work Code
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On the Work Code interface, select the required Work Code to delete or remove from the list.
Click Delete to delete or remove the selected Work Codes.
Click Confirm to delete the selected Work Codes from the list.

Send to Device
Send to Device function lets you send or transmit the required Work Codes to the connected Device.

After transferring to the Device, you can set up the Work Code based attendance registration in the
Device which helps to identify your Employees' different types of work process.

Personnel Device Attendance Access System

Work Code

& Bookmarks= Tﬁhm£
Add  pdete  SendTobeve  RemoveFromDevce

[ Work Code Work Code * -tivity

- I cyTesti d Send To Device ¥ B

[1|200 dev 1 . |

D 100 test I

1| 555 coffee |

|02z e 3. Select the

device

Cancel

Send the Work Code to Device

On the Work Code interface, select the required Work Code from the list.

Click Send to Device to send the selected Work Codes to the required connected Device.
On the Device field, select the required Device from the drop-down list.

Click Confirm to send the selected Work Codes to the Device.

Remove from Device

Remove from Device function lets you to remove or eliminate the transmitted Work Codes from the
Device.

Remove the Work Code from Device
On the Work Code interface, select the required Work Code from the list.

Click Remove from Device to remove the selected Work Codes from the Device.
On the Device field, select the required Device from the drop-down list.
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Personnel Device Attendance Access System

Work Code

& Bookmarks- T Filters = ka&
Add Delete Send To Device ice

‘Wiork Code Work Code Name Last Activity

d| 22 cyTestWorkCode2 -
200 dev :
100 test Remove From Device »
555 coffee |

022 - Device®  ----------

3. Select the

device

Cancel

Click Confirm to remove the selected Work Codes from the Device.

Edit the Work Code

Edit function lets you edit the existing Messages from the software. To edit existing Messages details,
perform the below steps:

Personnel Device Attendance

Access System

@ Bookmarks= ¥ Filters +
Add Delete Send To Device Ramoye From Device Z /S 9 O~ =
Work Code Work Code Name Last Activity
N Mathematics & w
2 Sclence - @
a @
Edit X
Enter the
required
details

&

On the Device interface, select the required messages to be edited the list.

Click Device Name or edit icon, to edit the selected Devices.
Edit the required details and click Confirm.
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Bio-Template

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

On the Device module, click Data, and then click Bio-Template to go to the Bio-Template Interface.

Personnel Device 1 idance Access System

X Device

& Bookmarks~ Y Filters ~
Employee Last Name Bio-Type Bio-Index Major Version Minor Version Serial Numi
1vi - Face 0 7 0 BRMC19216
1111111 technician - Face 0 7 0 BRMC19216
o e 1vi = Fingerprint 0 10 0 BWNF1839¢
1vi - Fingerprint 8 10 0 BWNF1839¢
Work Cod 2 kunu - Fingerprint 7 10 0 BWNF1839¢
1vi - Fingerprint 7 10 0 BWNF1339¢
ssde - Fingerprint 6 10 0 BRMC19216
rfhh E - Fingerprint 6 10 0 BRMC19216
ABC123 - Fingerprint 8 10 0 BRMC19216
ABC123 - Fingerprint 7 10 0 BRMC19216
Unregistered Transactions asd23678 - Fingerprint 6 10 0 BRMC19216
fg135 - Fingerprint 6 10 0 BRMC19216
D Log rerestdf1 - Fingerprint 6 10 0 BRMC19216
2 kunu - Fingerprint 6 10 0 BRMC19216
0 Mobile App 2 kunu - Fingerprint 5 10 0 BYEL18066()
1vi - Fingerprint 5 10 0 BWNF1839¢
€ Configurations ABC123 ] - Fingerprint 6 10 0 BRMC19214
123ABC manoj - Fingerprint 6 10 0 BRMC19216
1vi - Fingerprint 6 10 0 BWNF1839¢
99 Auxilia - Fingerprint 5 10 0 BYEL19296(

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

Last name: Displays the last name of the employee.

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

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

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

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

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

On the Device module, click Data, and then click Bio-Photo to go to the Bio-Photo Interface.

zasy TimePre Personnel Device Attendance Access System
Dashboord ®

®QAQ=E X Device

& Device Management ¥ & Bookmarks~ Y Filters ~

N
(5]

) Message >

2
€ Data

Work Code

Bio-Template

Transaction

Unregistered Transactions
9 Log

0 Mobile App

of Configurations

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

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

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

Serial Number: Displays the serial number of the Device.

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

Register Time: Displays the registered time of the Employee along with the date.
Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Status: Displays the approval or the disapproval status of the Bio-photo.

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

QR Code

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

asy Pr Personnel Device 1 ‘endance Payroll System

® Q1

& Bookmarks

Y Filters ~

Delete Approve/Reject QR Code rt Bio-Phote P

| Employee ID  First Name  Last Name Email Serial Number
] i | QRCode X

Ols - - CKIF201760745 | Approved

\:\ 2 PRASANTH - B CKIF201760745 VApproved

O kavya = 5 CKIF201760745 Cancel

\ Approved

Upload Bio-photo using QR Code

On the Bio-Photo interface, click QR Code to scan and upload the User photo via smartphone
to the software.
Use the smartphone to scan the displayed readable code by the camera.

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

O @ .
'

Employee ID* o

Remaer

Upload Photo: Tap the camera button to capture the User's image for Bio-Photo.

Employee ID: Enter the Employee Identity Number.
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Remark: Enter the required information.

Click Submit, to upload the captured photo from mobile device to software.
How to Import Bio-Photo via System (Import Bio-Photo)

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

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

Personnel  Device  Attendance  Access System +

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

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

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

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

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

Personnel Device Attendance Access System

Approve/Reject

Status®:  Agpeoved - o

Overmite
Rejpected

Remark

4. Select the
desired photo

Approve the User Photo
o On the Bio-Photo interface, select the required unapproved User photo from the list to approve.
» On the Bio-Photo interface, click Approve to approve the User photo.
» On the Approval window, proceed with the following.
Status: Select either Approved or Rejected from the drop-down list.
Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
Remark: Enter the description for the approval or the disapproval of the Photo.
Click Confirm to save and update the Bio-Photo.

Reject

Reject function lets you disapprove the User photo as the registered Bio-Photo. The operation is same as
Approve above.
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Reject the User Photo
On the Bio-Photo interface, select the required unapproved User photo from the list to approve.
On the Bio-Photo interface, click Reject to approve the User photo.
On the Reject window, proceed with the following.
Status: Select either Approved or Rejected from the drop-down list.
Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
Remark: Enter the description for the approval or the disapproval of the Photo.
Click Confirm to save and update the Bio-Photo.
Delete
Delete function lets you to delete the User photo as the registered Bio-Photo
Delete the User Photo
On the Bio-Photo interface, select the required User photo.

On the Bio-Photo interface, click Delete to delete the User photo.
Click Confirm to save and update the Bio-Photo.

Uploading the Device Data Transaction (Transaction)

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

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

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

First Name: Displays the first name of the Employee.
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Last Time: Displays the last name of the Employee.

Department: Displays the department of the Employee.

Position: Displays the position of the Employee.

Date: Displays the last Punch Date of the Employee.

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

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

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

Work Code: Displays the last punched unique Work Code of the Employee.

GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.

Latitude: Displays the Employee's last punched Device's GPS latitude location.

Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the Actual Temperature of the Employee.

Mask Flag: Displays the flag mask of the employee.

Punch Time of Epoch: Displays the punch time of epoch.

Upload USB Transaction

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

Upload the USB Transactions
On the Transaction interface, click Upload USB Transaction to upload the attendance
transaction via a USB device to the software.
On the Upload File, click Choose file to choose the file from your PC or a USB Disk. This filename
should be same as Device Serial Number. And make sure the system has the employees for

whom all you want to add transaction.
Click Confirm, to upload the attendance transaction from the USB device.
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ersonnel

Device

Attendance

Access System

n
71
(]
i

[T

]

Upload USB Transaction

Upload File: [(Choose File | 18

v Today (4)

T EasyTime+Pro_UM_V2.0_20210208+[UPD..-

File name: |

| [aufies

Upload Time & Actual Temperature
2022-04-07 12:12:06
Click here to X 2022-04-06 15:01:50
choose file 12022-04-06 15:00:42
12022-04-06 14:55:24
@ Open x P
4 ¥ > ThisPC > Downloads v o Search Downloads =
Orasnize »  New folder =~ m @ P
Name Date g Size B

Cancel

Unregistered Transactions

Our Unregistered Transaction interface avails you to view the unrecorded attendance transaction

information of the Employees.

On the Device module, click Data, and then click Unregistered Transaction to go to the unregistered

transaction interface.

easy Tim

& Device Management
Device
vice Command
2 M ge
£ Data
Work
Bio-Template
Bio-Photo

Transaction

D log

0 Mobile App

o Configuration:

Pre

hboard®

®Q

-

Personnel Device Attendance Access System
Romwce - Taracioly
& Bookmarks~ Y Filt~

Date PunchTime  PunchState  Verify Type  Work Code
2022-04-01 14:51:24 Break Out Fingerprint 0
2022-04-01 14:51:25 Break Out Fingerprint 0
2022-04-01 14:45:21 Break Out Fingerprint 0
2022-04-01 14:45:22 Break Out Fingerprint 0
2022-04-01 14:43:14 Break Out Fingerprint 0
2022-04-01 14:43:15 Break Out Fingerprint 0
2022-04-01 12:08:04 Break Out Fingerprint 0
2022-04-01 12:08:05 Break Out Fingerprint 0
2022-03-14 11:05:45 Palm
2022-03-11 17:59:02 Face
2022-03-11 17:59:00 Face
2022-03-11 Face
2022-03-11 Face
2022-03-11 Face
2022-03-11 Face
2022-03-11 Face
2022-03-11 17:58:47 - Face
2022-03-11 19:44:09 Check Out Face 0
2022-03-11 19:44:08 Check Out Face 0
2022-03-11 19:44:06 Check Out Face 0

GPS

Longitude

Latitude

Area
Test
Test
Test
Test
Test
Test
Test
Test
Area
Area
Area
Area
Area
Area
Area
Area
Area
Area
Area
Area

Serial Number
BRMC192160162
BRMC192160162
BRMC192160162
BRMC192160162
BRMC192160162
BRMC192160162
BRMC192160162
BRMC192160162
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766
CKJF201760766

Device Name
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
Auto add
V5l

vl

V5l

val

V5l

val

V5l

V5l

vl

V5l

vl

V5l

Upload Time
2022-04-01 1221:39
2022-04-01 12:21:39
2022-04-01 12:15:26
2022-04-01 12:15:26
2022-04-01 12:13:29
2022-04-01 12:13:29
2022-04-01 120816
2022-04-01 12.08:16
2022-03-14 11:05:49
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-14 11:01:45
2022-03-11 17:1412
2022-03-11 17:1410
2022-03-11 17:1408
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A brief note about the columns displayed on the Unregistered Transaction Interface
Date: Displays the last Punch Date of the Employee.

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

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

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

Work Code: Displays the last punched unique Work Code of the Employee.

GPS: Displays the Employee's last punched Device's GPS location.

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

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the actual temperature of the Employee.

Mask Flag: Displays the display the flag mask of the employee.

Where to view the Device logs (Logs)

Log

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

On the Log module, you can view the list of generated logs recorded on the Device. On the Device
modaule, click Log to go to the Log module.
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Operation Log Upload Log

Operation Log

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

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

a Sy P I Personnel Device Attendance Access
Bash

® Q = | operationLog

& Device Management 4 & Bookmarks=

System

T Filters <

Delete
Serial Number Timezone Administrator Action Object
CKIW204360313 Etc/GMT+5:30 0 Enter menu 0
CKIW204360313 Etc/GMT+5:30 0 Enter menu 0
CKIW203460127 Etc/GMT+5:30 0 Delete palm 234
CKIW203460127 Etc/GMT+5:30 0 Enroll new user 234
CKIW203450127 Etc/GMT+5:30 0 Register user name 234
CKIW203460127 Etc/GMT+5:30 0 Enter menu 0
CKIW203450127 Etc/GMT+5:30 0 Enter menu 0
CKIW203450127 Etc/GMT+5:30 0 Power on 0
CKIW203460127 Etc/GMT+5:30 0 Enter menu 0
CKIW203460127 Etc/GMT+5:30 0 Update setting DHCP
CKIW203450127 Etc/GMT+5:30 0 Update setting DHCP
CKIW203460127 Etc/GMT+5:30 0 Enter menu 0
CKIW203450127 Etc/GMT+5:30 0 Enter menu 0

#§ Configurations CKIW203460127 Etc/GMT+5:30 0 Power on 0
CKIW203460127 Etc/GMT+5:30 0 Power on 0
CKIW204360313 Etc/GMT+5:30 0 Enter menu 0
CKIW204360313 Etc/GMT+5:30 0 Enter menu 0
CKIW204360313 Etc/GMT+5:30 0 Update setting WebServerURLModel
CKIW204360313 Etc/GMT+5:30 0 Power on 0
CKIW204360313 Etc/GMT+5:30 0 Power on 0

A brief note about the columns displayed on the Operation Log Interface

User Manual

Serial Number: Displays the Device serial number.

Time zone: Displays the Device time zone.

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

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

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

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

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

Personnel Device Attendance Access

Operation Log

& Bookmarks -

System

Y Filters =

Delete
Serial Number Timezone Administrator Action Object
ol CKJW204360313 Etc/GMT+5:30 0 Enter menu o
] ) & Etc/GMT+5:30 0 Enter menu o
Etc/GMT+5:30 0 Delete palm 234
Etc/GMT+5:30 0 Enroll new user 234
|| CKJW203460127 Etc/GMT+5:30 0 Register user name 234
|| CKIW203460127 | Ete/GMT +5:30 0 Enter menu 1]
D_ Prompt x B 0 Enter menu o
Ol L 0 Power on 0
D— Are you sure you want to delete the selected 1 . 2 Etegimon D
a .o b 0 Update setting DHCP
o 0 Update setting DHCP
|:|_ ¥ 0 Enter menu 1]
ET Cancel I 0 Enter menu 0
| uRIwW2UsaRU 21 RV FSU 0 Power on 0
|| CKIW203460127 Etc/GN Power on 0
CKJW204360313 Etc/GMT+5% Enter menu o
CKJW204360313 Etc/GMT+5:30 0 Update setting WebServerURLMc
CKJW204360313 Etc/GMT+5:30 0 Power on 0
CKJW204360313 Etc/GMT+5:30 0 Power on o

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

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

Error Log

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

On the Device module, click Log, and then click Error Log to go to the Error Log Interface.
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a Sy Pr- Personnel Device Attendance Access

Dashboard @

* o = [EEm]

Device Management ¥

& Bookmarks~ T Filters =

Message Delete
Serial Mumber Device Name Error Code
Data

Log

Operation Log

Upload Log

0 Mobile App

o Configurations

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

Device Name: Displays the Device name.

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

Error Command: Displays the Error command.

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

Upload Time: Displays the error uploaded time.

Delete

Delete function lets you remove or discard the event errors detected by the Device. The process of

Delete is same as in operation log.
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Upload Log

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

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

easy Time

& Device Management ¥

2 Message

Data

Log

Operation Log

Error Log

0 Mobile App

& Configurations

Personnel Device Attendance Access System

=Y

® Q = | uploadlog

& Bookmarks~

Delete

Serial Number

CKJW204360313
CKIW204360313
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127
CKIW203460127

T Filters =

Event
Operation Log
Operation Log
[BioData]Bio-Photo
[BioPhoto]
Operation Log
Employee Info
Operation Log
Operation Log
Operaticn Log
[BioPhoto]
[BioPhoto]
[BioPhoto]
[BioPhoto]
[BioPhoto]
[BioPhoto]
[BioPhoto]

Content

234 m
234m

234 m

6009 ch
70385 Vasanth
70045 loki

6 head

560 Test682
4009

3 Divya

A brief note about the columns displayed on the Upload Log Interface.

Serial Number: Displays the Device serial number.

Event: Displays the occurrences took place on the Device.

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

Count: Displays the total count.

Error Count: Displays the total number of errors.

Upload Time: Displays the uploaded time.

Delete

L N T R P

Delete function lets you remove or discard the transmitted Device commands' logs from the software to

the Device. Delete the records from Upload log. The process of Delete as in operation log.
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Mobile Application Management (Mobile App)
Our Mobile App module makes it easier to use our mobile device software with defined services PCs.

On the Mobile App module, you can make specific operations available for mobile users and manage
mobile device notifications.

On the Device module, click Mobile App to go to the Mobile App module.

Geo-fence Jperation
Announcements| Log

Set Up Geo-Fenced Check-In for Employees (Geo-Fence of employee)

Our Geo-fence of Employee interface helps you to set a geographical boundary using GPS or RFID
technology which limits your Employee to access Attendance Punch via mobile devices.

On the Device module, click Mobile App, and then click Geo-fence Of Employee to go to the Geo-
fence of Employee Interface.

asy Pr Personnel Device Attendance Access System
Doshiboond @
1

v a =[]

2 Device M ent
&% Device Managemen & Bookmarks-

Y Filters -

) Message Add Delete
P Employee Location

Survey No 01, 01, Outer Ring Rd, opposite to More Mega Store, Mahadevapura, Bengaluru, Karnataka 560048, India

D Log

O Mobile App

A brief note about the columns displayed on the Geo-fence Of Employee Interface
Employee: Displays the unique identity number of the Employee.
Location: Displays the Employee's location.

Longitude: Displays the Employee's location's longitudinal coordinates.

Page |129



EasyTime Pro User Manual

Latitude: Displays the Employee's location's latitudinal coordinates.

Range (Meters): Displays the Employee's geo-fenced punch access distance in meters.
Start Date: Displays the Employee's geo-fenced punch access start date.

End Date: Displays the Employee's geo-fenced punch access last valid date.

Add

Add function lets you set the attendance punch limit for the Employees to access Attendance Punch
from the mobile device based on the work location.

@

Search Map | marathal LR - o the location
ieas Marathahalll Bengakuny, Kamataka, inda and click on search
Maj ool L i
i P o Marathahaii - < ad Kakondranal, Be Kar. 3RS option
D Senvioe Road, Suobaian R

fgm © Marathahalli Bridge B
Marathahalli Bridge Cu

Marathahalli - Sarjapu

‘Beng
23onwew

4. Enter the
details

Add the Geo-fence Of Employee
On the Add window, select the required Employees' names from the list on the left.
The selected Employees' names will reflect on the right side of the Add window.
Select from the Department drop-down list or use the Employee search option (search by
Employee name or Employee ID) to search for the required Employees.
On the Add window, drag down the scroll box to enter the following fields.

Search Map: Enter the address or the name of the place and select the exact location name from the
search results.

Range (Meters): Enter the required perimeter distance to provide access to the attendance punch on
the mobile device, for the selected geographical area.

Location: Automatically updated after selecting the location on map.
Latitude: By default, it takes the automatic latitude coordinates based on the selected location.

Longitude: By default, it takes the automatic longitude coordinates based on the selected location.

Page |130



EasyTime Pro User Manual

Start Date: Select the mobile attendance access start date.

End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

Deleting the Geo-fenced Check-In of an Employee (Delete)

Delete function lets you delete or remove the geographical access limit provided to the Employees for
using attendance punch via mobile devices.

Personnel Device Attendance Access System
Geo-fence Of Employee 1

anﬁ T Filters ~
Add

B3 Employee Location
ﬂ 1 vi Survey Mo 01, 01, Outer Ring Rd, opposite to More Mega Store, Mahadevapura, Bengal

Prompt x

0 Mobile App Are you sure you want to delete the selected 1

itern?

Cancel

Delete the Geo-fence Of Employee

On the Geo-fence Of Employee interface, select the required geographical access limit to
remove or delete from the list.

Click Delete to delete or remove the selected geographical access limit.

Click Confirm to delete or remove the selected geographical access limit from the list.

Edit the Geo-fenced Check-In of an Employee

Edit function lets you edit the geographical access limit provided to the Employees for using attendance
punch via mobile devices.
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Attendance Access

Operation Log

Click on
employee

Longitude Latitt
ing Rd, opposite to More Mega Store, Mahadeva enga arnataka 560048, India 77.6885258  12.9¢

Edit X
Employee Search Map  Enter a location Q
Range(Meters)* 50 h Map Satellite
al 2
Location*  Survey No 01, 01, Outer Ri e SraHaY
Latitude*  12.9891 o)
- fstasury
Longitude* 77.688 Edit the U e Kaithotia o
. - - required VELEES gRR8y
Start Date* 2022-05-06 dotail
etails P =
End Date* 2022-05-07 Confirm to P arror
edit
Cancel

Edit the Geo-fence Of Employee

On the Geo-fence Of Employee interface, select the required geographical access limit to
remove or delete from the list.

Click Edit to edit the selected geographical access limit.

Click Confirm to edit the selected geographical access limit from the list.

Geo-Fence of Department

Our Geo-fence of Department interface helps you to set a geographical boundary using GPS or RFID
technology which limits all your Employees of each Department to access Attendance Punch via mobile
devices. On the Device module, click Mobile App, and then click Geo-fence Of Department to go to

the Geo-fence of Department Interface.

zasy Tin y Personnel Device Attendance Access
ord @

* @ =[]

Dewvice Managemen 8 Bookmarks= Y Filters ~

2 Message Add Delete
Dat Department Department Id Location
Jata
50005 Survey No 01, 01, Outer Ring Rd, opposite to More Mega Store, Mahadevapura, Bengaluru, Karnataka 560048, India
1000 Survey No 01, 01, Outer Ring Rd, opposite to More Mega Store, Mahadevapura, Bengaluru, Karnataka 560048, India

2 Log

O Mobile App

Geo-fence OF Employee

Accounts

Announcement

A brief note about the columns displayed on the Geo-fence of Department Interface
Department: Displays the Department name.

Department ID: Displays the Department ID.
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Location: Displays the geographical location name.
Longitude: Displays the longitudinal coordinates.
Latitude: Displays the latitudinal coordinates.
Range (Meters): Displays the access zone in meters.
Start Date: Displays the access activation start date.
End Date: Displays the access activation end date.
Add

Add function lets you set the attendance punch limit for all the Employees in each Department to access
Attendance Punch from the mobile device based on the work location.

Access

Attendance

System

' 2 9 3
Department*  ------—--- SearchMap Enter a location 3
Range(Meters)” 50 , Map Satelite & AN IA .
e
WAD
Location*  Survey No 01, 01, Outer Ri @ 2nsalore Palace — ¥
s ,,'O bee| &
Latitude* 129891657 Phaenix MYKetcity HOODI Kot
Halasuru oy el rRdeiR
Longitude* 77.6885258 | o) Kaith ==
Update after -OngALice (D9 ﬁ :‘iga u:‘i“) wIERED B0
selecting location on ot Dl v 4o Q -
the map ’E Godgle
End Date” Survey No 01, 01, Outer Ring Rd, opposite to More Me
Bengaluru, Kamataka 560048, India
Cancel

Add the Geo-fence Of Department
On the Add window, enter the following fields.
Department: Select the required Departments from the drop-down list.

Search Map: Enter the address or the name of the place and select the exact location name from the
search results.

Range (Meters): Enter the required perimeter distance to provide access to the attendance punch on
the mobile device, for the selected geographical area.

Location: Automatically updated after selecting the location on map.
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Latitude: Normally it takes the automatic latitude coordinates based on the selected location.
Longitude: Normally it takes the automatic longitude coordinates based on the selected location.
Start Date: Select the mobile attendance access start date.

End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

How to delete the Geo-fence of a Department (Delete)

Delete function, lets you delete or remove the geographical access limit provided to all the Employees
in each Department for using attendance punch via mobile devices.

Personnel Device Attendance Access System

[ By Cperation Log o] Upload Log Geo-fence Of Employes Geo-fence Of Department

& Device Management =

& Bookmarks - T Filters -

Add Delete
Department Department Id Location
1 Door no 11-2-73 i i ji. Udupi, Kamataka 576101, India

Department_new

Select
Employee

0 Maile App

L

Prompt

Delete the Geo-fence Of Department

On the Geo-fence Of Department interface, select the required geographical access limit to
remove or delete from the list.

Click Delete to delete or remove the selected geographical access limit.

Click Confirm to delete or remove the selected geographical access limit from the list.

Edit the Geo-fenced Check-In of a Department (Edit)

Edit function, lets you edit the geographical access limit provided to all the Employees in each
Department for using attendance punch via mobile devices.
Edit the Geo-fence Of Department

On the Geo-fence Of Department interface, select the required geographical access limit to
remove or delete from the list.

Click Edit to edit the selected geographical access limit.
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Click Confirm to edit the selected geographical access limit from the list.

e, ... ]

Tazar 132408097 3 0220801 20220608 F a8

Enter the 0
required Oops! Something went wrong
details .

Send a Push Notification (Accounts)

Our Accounts interface helps you to send Push notifications to Employees as required by setting up
Enable, Disable and Force Offline options.

On the Device module, click Mobile App, and then click Accounts to go to the Accounts Interface.

za Sy TI me Pr v Personnel Device Attendance Access System
bathboard @

Errar Lag Geo-fence Of Employes

Geo-fance Of Department
@ Device Management & & Bookmarks- T Filters =

Device

Delete Push Motification Force Offline Disable Enable

User Name Login Time Last Active Client Id

Mobile Token
10 2023-02-08 15:55:48 aandroidldé188d9abE1ddefdc z2GnUeMNPGIEAPAS bFvvKrdxe25q RIHM
o1 2023-02-01 18:20:29 aandroidldB0f5 0bacObas0%e d2avLrfMRPisAMYfhpBagq-APAS1bEsnIvEQnbaBR2m)
= Dam
D log L\\’

O Mobile App 2
nce OF Employ

e Of Department

Operation Log

A brief note about the columns displayed on the Geo-fence of Department Interface

Username: Displays the Username.

Login Time: Displays the Employee’s login time.

Last Active: Displays the Employee’s last active time and date.
Client Id: Displays the Client Id.

Mobile Token: Displays the Mobile token.
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Client Category: Displays the Client category.

Running Status: Displays the running time.

Mobile App Status: Displays the mobile app status whether enable or disable.
Push Notification

Push Notifications lets you send Organizational messages to your Employees both as public and
private notifications as per the requirement.

Access

Attendance

Personnel Device System

Accounts

- i

Delete o Force Offline Disable Enable
[ | User Mame = Login Time Last Active Client Id Mobile Toke
B 70390 2022-04-07 13:5... 2022-04-07 14:1... aandroididee5a2c5e76902f48 dunzvghTs:
[]] 205 2022 pysh Notification > [BCD... | 123456785(
[ RE 2022 BSD... | 334665d0d:

O Mobile App. Content™: B

Cancel

Send a Push Notification

On the Accounts interface, select the required Employees from the list to send the message.
Click Push Notification to send the message to the selected Employees' mobile devices.

On the Content field, enter the required message to be sent.

Click Confirm to send the message to the selected Employees' mobile devices.

Page |136



EasyTime Pro User Manual

Deleting the Notification Records (Delete)

Delete function lets you delete or remove the required Active or Inactive Employee mobile device
accounts based on the necessity of the Records.

asy Pr Personnel Device Attendance Access System

Accounts

& Bookmarks~ Y Filters ~

Delete Push Motification Force Offline Disable Enable

User Mame = Login Time Last Active Client 1d Mobile Tol
ad 70390 2022-04-07 13:5... 2022-04-07 14:1... | aandroididee5a2c6e769b2f48 dunzvghT:
203 2022-03-31 16:5... 2022-04 A1 1A LAuRToALS coct waan maamancEen 2345678
12 2022-03-30 16:5... 2022-0 Frompt X La.wsasdck
O Mobile App [
Are you sure you want to delete the selected 1

Cance

Delete the records in Accounts

On the Accounts interface, select the required Employees' mobile device account to delete or

remove from the list.
Click Delete, and then click Confirm to delete or remove the selected Employees' mobile device

account from the list.
How to forcefully disable active Mobile login (Force Offline)
If you want to revoke a mobile account login of any employee, then you can Force Offline. If a user is

active in multiple mobile phones, you can use Force Offline Function to turn the other mobile phones
inactive. It lets you forcefully change the current Active status to offline.

Access System

asy Pr Personnel Device Attendance

™

va=
Make sure the

S TR QT account is active
1. Select the Delete Push Notification Force Offline Disable Enable

Account User Name = Login Time Last Active Client 1d . ate Running 5t. Mobile Ap
B 70390 2022-04-07 13:5...  2022-04-07 141_.  aandroididee5a2c6e769b2f48 dunzvgh... Android Acti Enable
205 2022-03-31 16:5...  2022-04-01 10:1_. | A4D7S046-C861-434A-A420-19CBCD...  1234567... 105 Active Enable
12 2022-03-3016:5... 202  Prompt x [D.. | 334665d... 105 Active Enable
0 Mobile App | I
Are you sure to force the device offline 1 item
Cancel

o
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Make an Active Employee's mobile device account to the Inactive state

On the Accounts interface, select the required active login to change to offline from the list.

Click Force Offline, and then click Confirm to change the selected Active Employee's messages
to the inactive state.

Enable/Disable Mobile App login

Disable
Disable function, lets you change an Active Employee's mobile device account to the disabled state.

Personnel Device Attendance Access System

& Bookmarks~

Y Filters —

& Message Delete Push Notification Force Offline Disable Enable
|| User Name..2 Login Time Last Active Client Id Mobile Token

5. Click
70390 2022-04-06 17:5... 2022-04-07 11:5... aandroi disabl dunzvghTSuiiCZFtaOnnWG:APAS bE6xzyrGDOEBhMW<Ce2yxG8_2yoFLIMI
[ 03-31 16:5...  2022-04-0110:1... A4D7S! e BCDD... 123456789007287832783848274827742984782798
ik 03-30 16:5...  2022-03-30 16:5... 4586FDAC-9CD2-424F-A0B4-ATCB5D7...  334665d0dcd056115067671c076121d997510e6f9a0ed3ecdd 3fc34ff2cc:
Prompt x
Are you sure to disable the device 1 item

Cancel

Confirm to disable

Make an Active Employee's mobile device account to the Disabled state

On the Accounts interface, select the required Employees' mobile device accounts to change to
disabled state from the list.

Click Disable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.

Enable
Enable function, lets you change an inactive Employee's mobile device account to the active state.

Make an Inactive Employee's mobile device account to Active state

On the Accounts interface, select the required Employees' mobile device accounts to change to
active or enabled state from the list.

Click Enable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.
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Personnel Device Attendance

Accounts

& Bookmarks~

Access System

Y Filters =

Delete Push Notification Force Offline Disable Enable
|| User Name..2 Login Time Last Active Client Id Mobile Token

70390 2022-04-06 17:5... 2022-04-07 11:5... aandroidldee5aZc6e76! dunzvghTSuiiCZFtaOnnWG:APAI 1 bEGxzyrGDOEBhMWcCe2yxG8_2yoFLME-VI4hS
|:| 03-31 16:5...  2022-04-01 10:1...  A4D75046-C861-434A-A42D-19CBCDD... 123456789007287832783848274827742984782798
[}

03-30 16:5...  2022-03-30 16:5...  4586FDAC-9CD2-424F-A084-ATCE5D7...  334665d0dcd056f1f5067671c076121d997510e6f9al0ed3ecdd 13fc34ff2cc1a

0 Mobile App Prompt X
Are you sure to enable the device 1 item

Cancel

Confirm to enable

Setting Up the Employee Announcements (Announcement)

Our Announcement interface enables you to send both Organizational announcements and
confidential messages to your Employees connected through our mobile software within the same
network.

On the Device module, click Mobile App, and then click Announcement to go to the Announcement
Interface.

A brief note about the columns displayed on the Announcement Interface
Subject: Displays the subject of the message sent.

Category: Displays the type (Private or Public) of the message sent.

Receiver Employee ID: Displays the message receiver's unique Employee Identity number.
Content: Displays the message content.

Sender: Displays the sender’s Username.

System Sender: Displays the Admin sender’s Username.

Notice Time: Displays the acknowledgment time of the message.
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Access

za Sy T| me Pr v Personnel Device Attendance
Doshboord®

» o = [

& Device Management =

System

& Bookmarks = T Filters =

K Device

Delete Push Public Notice Push Private Notice
Device Command Subject Category Receiver Employee ID Content S
D Meeting Private Message 22 meet HR .
. holiday Public Message All event organized at 5pm
Data Private Loki Private Message 70045 Hfhj
Public Public Message All Public
Log g Public Message All dfg
<] Public Message All dfg
Mobile App g Public Message All dfg
g Public Message All dfg
Of Employee [¢] Public Message All dfg
ce Of Department g Public Message All dfg
[¢] Public Message All dfg
J.ki Public Message All Kk,
Hfhj Public Message All Hfhj
fdgdsfg Public Message All fddgd
Trying Public Message All
X gshj Public Message All gshiy
beriooibg gjhlknikh Public Message Al yut7iubkm
o Configurations 29 public msg Public Message All yfhushj
Jdaijifg Public Message All hzcbyrfg
hii Public Message All , is everything ok

How to Push Public Notice (Push Public Notice)

Push Public Notice lets you broadcast Organizational public messages or announcements to the
Employees.

Personnel Device Attendance Access

= | Announcement

& Bookmarks~ ¥ Filters -

Delete Push lic Notice Push Private Notice
[ | Subject tegory Receiver Employee ID Content Sender
[ | Meeting rivate Message |2 meet HR =

[ holiday event organized at 5pm

System

0 Privalei Push Public Notice X i Hrhj
Public Public

B Subject®: [ ) dfg

[lo W | dfg

JIEEN | 4 E dfy

Ule . 4

Ols Content™ | pgigay] | dfg

Ol |0 dfg

IEE | 4 E dfg

Olik Jlejk,

] Hmj | | Hfhj

[ | rdgasig] b fddgd

[ || Trying | |

iR | | gshiy

| gihlknikl Confirm to | yut7iubkm

e push public Cancel |8 yfhushj

|| jdiifa A hzebyrfg

[ hii . is everything ok

Send public notice to the Employees

On the Announcement interface, click Push Public Notice to send Organizational public
messages or announcements to the Employees.

On the Subject field, enter the caption of the message.

On the Content field, enter the detailed information.

Click Confirm to send the public messages or announcements to the Employees.
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Push Private Notice

How to Push Private Notice

Push Private Notice lets you send Organizational personal or confidential messages

Employees.

Select the
| employee

Send private notice to an Employee

Private Message
Public Message
Private Maccana

Enter the
desired

details

Content

meet HR

event organized at Spm
Hifbi

System Sender
admin
admin

admin
admin

admin

admin

Confirm to push
private notice

to exclusive

Notice Time

2022-03-29 123153
2022-03-291231:00
2022.01-21 11:47:33
2022-01-21 11:46:57
2022-01-19 14:58:45
2022-01-19 14:55:30
2022-01-191455:14
2022.01-19 1427:35
2022-01-1817:34:25
2022-01-1817:33:33
2021-12-30 15:53:15
2021-12-2315:51:22
2021-11-22 10:16:38
2021-11-19 15:08:01
2021-11-16 17:54:48
2021-10-2517:07:11
2021-10-25 17:04:28
2021-09-28 13:01:36
2021-09-27 171105
2021-09-27 11:51:58

On the Announcement interface, click Push Private Notice to send Organizational personal or
confidential messages to the required Employees.
On the Push Private Notice window, select the required Employees' names from the list on the

left.

The selected Employees' names will reflect on the right side of the Push Private Notice window.
Select from the Department drop-down list or use the Employee search option (search by

Employee name or Employee ID) to search for the required Employees.

On the Subject field, enter the caption of the message.
On the Content field, enter the detailed information.
Click Confirm to send the confidential or the private message to the selected Employees.
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Delete

Discarding the Sent Announcements (Delete)

Delete function lets you delete or remove the required unessential messages from the registry.

Click here

4. Select

Prompt L

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

Cancel

Confirm to
delete

Delete the messages

» On the Announcement interface, select the required unessential messages to delete or remove
from the list.

o Click Delete, and then click Confirm to delete or remove the selected unessential messages
from the list.
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Announcement Status (Notice)

Our Notice interface eases you to view whether the Employees see the message sent by your

organization.

On the Device module, click Mobile App, and then click Notice to go to the Notice Interface.

Pr Personnel Device

bashboard @
Notice

» Q
& Bookmarks~ Y Filters =

Delete
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TU0225 Yogesh Dinkar Jadhav
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T9658 Gopal Pandurang Gawali
T9404 Jagdish Thamaji Jadhav

artment

28 Configurations

Attendance
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Leave

Leave

Leave

Leave

Manual Log
Manual Log
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement
Announcement

Access
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{"category’
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punch_time": 1649058723, "remark”
punch_time™: 1649043000, "remark”™
CTPvtN", "content™
: "CTPN", "cor
"CTPN", ™
"CTPN", ™
:"CTPN", ™
"CTPN",
"CTPN®,

" "CTPNT,
ct”: "CTPN", "cor
“CTPN", "
" "CTPN",
" "CTPNT,
:"CTPN",
“CTPN®,

"content”
"content™
"content”:

“content”:
"content”:
"content™:
"content™:

"apply_time": 1649304973, "approy
pply_time™: 1649304958, "approve |
, "apply_time™ 1649304910, "approve |

apply_time": 1649223107, "approve_status™ 2, "approve des
apply_time": 1649223039, "approve_status™: 2, "approve_des

"cy test private notice”}
cy test public notice™}
cy test public notice
cy test public notice

content”: "cy test public notice’

cy test public notice

"¢y test public notice
“cy test public notice’
"1 "cy test public notice’
cy test public notice”
"cy test public notice”
"cy test public notice™
cy test public notice™
"¢y test public notice”

i
i
1
i
1
1
1
1
1
i
i
1

A brief note about the columns displayed on the Notice Interface

Receiver: Displays the receiver's unique Identity number.

Category: Displays the sent message type.

Content: Displays the content of the message.

Source: Displays the source where the message commenced.

Sender: Displays the sender’s Username.

Send Time: Displays the messages sent duration.

Read Status: Displays the read condition or the status of the message.
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Discard Announcement status log (Delete)

Delete function lets you delete or remove the required inessential messages from the registry.

asy Pr Personnel Device Attendance Access

T

v o =[]

B cickhor |
Delete

4. Select [ lRecsiver

System

Category Content
70138 Alok Ranjan | Leave | {"category”: "Casual Leave”, "start”™: 1649129400, "end": 1649143800, "remark™: ™, "apply_time": 1649304973,
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1vi : item? inch_time": 1649043000, "remark™: ™", "apply_time": 1649223039, "approve_status™: 2, "appr
cyemps3 cyEditemp N", “content”: "cy test private notice’}
TUO246 Pranav Rat Cancel 1 ": "cy test public notice™}
TU0243 Yiiay Kume — A *; "y test public notice”
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TUO0146 Karansinh Jayant Chavan Announcement | {"subject”: "CTPN", "content™: "cy test public notice™
TR10301658 Sakthidhasan Sellan Announcement {"subject™ "CTPN", "content™: "cy test public notice”

(R T T <

=
c
S

T9816 Rahul Khalule Announcement | {"subject™ "CTPN", "content™: "cy test public notice™
T9658 Gopal Pandurang Gawali Announcement  {"subject™ "CTPN", "content™: "cy test public notice”
T9404 Jagdish Thamaji Jadhav Announcement | {"subject™ "CTPN", "content™: "cy test public notice”

Delete the notices

On the Notice interface, select the required inessential records to delete or remove from the list.
Click Delete, and then click Confirm to delete or remove the selected inessential records from
the list.

Managing the Mobile Application Operation Log (Operation Log)

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

On the Device module, click Mobile App, and then click Operation Log to go to the Operation Log
Interface.
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-::::asy [ |'|-,-Pr . Personnel Device Attendance Access

Dashboond @

v a =[]

&% Device Management

& Bookmarks~ Y Filters ~

2 Message Delete

User Client Action Action Time Status Describe
2 Data

D Log

0 Mobile App
Geo-fence Of Employee
Geo-fence Of Department
Accounts

Announcement

f Configurations

A brief note about the columns displayed on the Operation Log Interface
User: Displays the User’s unique identity number.
Client: Displays the client ID or the name.
Action: Displays the activity taken place.
Action Time: Displays the time of the activity.
Status: Displays the status of the activity.
Describe: Displays the description of the activity.
Delete
Delete function lets you remove or discard the Mobile Devices event records via software.
Delete the records from the Operation log
On the Operation Log interface, select the required Mobile Devices' event records to remove or
delete from the log list.

Click Delete, and then click Confirm to remove or delete the selected Mobile Devices' event
records from the log list.
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Personnel Device Attendance Access

Operation Log

& Bookmarks - T Filters =

System

@ Message

g o i L | [ 5

ol
} 8 Etc/GMT +5:30 0 Enter menu 0
D Log 3 : Etc/GMT+5:30 0 Enter menu 0
0 Mobile App Etc/GMT +5:30 0 Enter menu 0
BWINF183%60062 Etc/GMT +5:30 0 Enter menu 0
ExrEres il e BWNF183960062 Etc/GMT +5:30 0 Enter menu 0
& Of Department BWNF183960062 Etc/GMT +5:30 0 Enter menu 0
|BWNF183860062 Etc/GMT +5:30 0 Enter menu 0
BWNF183960062 Etc/GMT +5:30 0 _Enter menu 0 o
BWNF183960062 Etc/GMT +5:30 0 x
BWNF183960062 Etc/GMT +5:30 0
BWNF183960062 Etc/GMT +5:30 0
BWNF183960062 Etc/GMT +5:30 0 Are you sure you want to delete the selected 2
3 Caimreis | EWNF183960062 Etc/GMT+5:30 0 items?
BWNF183960062 Etc/GMT +5:30 0
BWNF183960062 Etc/GMT +5:30 0 & nfirr Cancel
WhF183960062 Etc/GMT +5:30 0 ‘ﬂ'ﬂ

Configuration

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

productivity.

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

Interface.

asy Pr Personnel Device Attendance Access System

Darhboard®

~ o = [

& Dovice Management < & Device Communication Settings

Registration Device | Disable Filter Resigned | Dissble Sync data to the device (EEN )

Allow Upload New Allow Name
Allow Auto add (EETT) P &ED [ c--:- © S Upload (@XHD)

Employee Upload

# Bio-Photo Approval Policy

9 Log
Edit | Pending Batch Import* Pending
Employee
O Mobile App
Mobile Pending Device  Auto Approved
o Configurations Upload* Upload*

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

Transaction* 9999

Command*® 90 Device Log* 90
999 Days 15 - 9999 Days 5_9

Upload Log* | 90

Device Communication Setting

This function lets you set up the Device signal for enrollment and data transmission.

Registration Device: Toggle Enable, to allow the newly connected Device to automatically consider as

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

Sync data to the device: Toggle Enable, to sync data to the device automatically.
Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload New Employee: Toggle Enable, to automatically upload the new employee from the
device to the software.

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

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

Bio-Photo Approval Policy

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

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

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

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

Data Retention Setting

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

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

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

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

Page |147



EasyTime Pro User Manual

Setting up the Employee's Attendance (Attendance)

The Attendance Management module is an effective and efficient platform to track and manage all the
attendance related operations such as Employee's attendance, Overtime calculations, Leave
Calculations, Shift Details, Holiday Details, Employee Schedules, and more. This is a hassle-free and user-
friendly interface that displays all the attendance related information and corresponding reports on a
single screen.

- Predefined Rules

- Shift Assignment

- Flexible Schedule Assignment
- Holiday Management

- Leave Management

- Accurate Report Generation

Attendance Management

\Hassle-free attendance calculation

Advantages of Attendance Management

o Easyto access

e Biometric Integration

» Up-to-date attendance statistics

o Absence/Leave Management

» Flexible scheduling

» Configured policies

» Comprehensive attendance reports

/default
as y Pr Personnel Device Attendance Access System *- ¥
st Jic f)

Click here to configure attendance rule

Attendance Pandemic
Dashboard WM Dashioard

o & o & o & 0 o
Total Emplayees New joinee s o Resign Total Device Verification
0 & 0 & o & 0 &
present Absent Late Arrival Early Leave on Leave

) Oriine Device Status 3 dashboard exception O chart late Q- chart_early leave 03 chart sbrent

- o

Real-Time Monitor O
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Define rules (Rules)

Global Rules
Rules are the set of predefined parameters that apply to an organization's employees. The Global Rule is
applicable to all employees in the organization. It incorporates a tab menu with Basic Settings, Weekend

Settings, Overtime Settings, Calculation Settings, and App Settings.

The Global Rule page will be displayed as shown in the image below:

Basic Settings:

Qasy [ime Pr y Personnel Device Attendance Access System

Dashboard @

W Q = | ciobalRule
2
Week Off Settings Overtime Settings Calculation Settings APP Settings

DUpIMnch Period* 2

® Rule

Department Rule

™ shit

m Schedule

4 Approvals

Duplicate Punch Period: The duplicate punch period defines the time duration in which the system
considers only punching for the first time, even if the user punches several times within the defined
punch period. The unit is minutes.

Example: Assume that the duplicate punch period is 2 minutes. If you make several punches within 2
minutes, the system considers only the first punch time.

Click Save after setting the value.

Week Off Settings:

Week Off Settings enables you to set the weekend for the Employees.
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74 aSy TimePre Personnel Device Attendance
Bashboord®

Access System

®» Q ", GlobalRule
® Rue

Ovet

rtime Settings  Calculation Settings AP Settings
Working On Day OT Level 1 (Hours)* OT Level 2 (Hours)* OT Level 3 (Hours)

Week Off No Do not calculate ] 0 0

@ OutDoor Management

The columns are explained as follows:
Week Off: A day can be set as a weekend by enabling the toggle button.
Working on Day: If Employees work on weekends, then you can define that worktime by choosing; Do
not calculate/Calculate as Normal Work/ Calculate as Normal OT/ Calculate as Weekend OT/ Calculate as
Holiday OT as per your company's policy.

Do not calculate: Working on the weekend will be ignored by the system.

Calculate as Normal Work Time: Working on the weekend will be moved to normal work.

Calculate as Weekday OT: Working on the weekend will be moved to normal overtime.

Calculate as Week Off OT: Working on the weekend will be moved to weekend overtime.

Calculate as Holiday OT: Working on the weekend will be moved to holiday overtime.
OT Level 1/0T Level 2/0T Level 3: You can set the levels for overtime according to the worked hours.
What are Overtime levels?
When an employee works more than the needed hours, the company management sets overtime levels
such that, the employee gets paid according to his worked overtime level. Overtime levels must be in
hours and must be set in such a way that OT Level 3> OT Level 2 > OT Level 1.
E.g.: OTLevel 1-3hours

OT Level 2 - 5 hours
OT Level 3 -7 hours

For each OT level, you may set distinct pay levels. Consider an employee A works for 3 hours and
employee B works for 5 hours. The worked hours of employee A falls under Level 1. The worked hours of

employee B falls under both Level 1 and Level 2. So, employee B gets consolidated pay by considering
both levels.
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Click Save after scheduling the weekend.

Overtime Settings

Overtime Settings helps you to set a framework based on the attendance punch or OT application to
calculate the overtime of an employee. Using the option, overtime can also be disabled.

as y Personnel Device Attendance Access System

Global Rule
® Rule
Basic Settings Week Off Settings Overtime Settings n Settings APP Settings

Overtime Rule* | Approval OT

Department Rule

i Disable Overtime
m Shift
Calculate OT

m Schedule palof]

Approval OT Priority
& Approvals
Save

(5] Holiday

Disable Overtime: Disables the overtime function so that overtime is not calculated for the employee.

Calculate OT: Calculates overtime based on the attendance punch of the Employee i.e. based on check-
in/check-out.

Approval OT: Calculates overtime based on the overtime request raised by the employee.

Approval OT Priority: Preferentially calculates overtime based on the overtime request over the
attendance punch of the employee.

Click Save to save the Overtime settings.

Calculation Settings

The Calculation Settings enables you to calculate the employee's attendance by including exceptions
such as late arrival, early Leave, missed check-in, missed check-out, and more.
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zasy TimePre Personnel Device Attendance Access System

Dashboard @

® =[]

® Rule p
Week Off Settings

Basic Settings Qvertime Settings APP Settings

Calculation Rule

Department Rule

B shirt When late exceeds* 540 Min Consider As  Half Day More Than 0 Times Consider As  Ha

B Schedule When early-leave exceeds* 540 Min Consider As  Half Day More Than 0 Times Consider As  Ha

When work duration is less than* 300 minutes, count as half day
& Approvals

Calculate Missed Check-In as*  Present

B Holiday

Calculate Missed Check-Out as*  Present

@ _OutDoor Management

Calculation Rule: The calculation rule must be set to the following exceptions:

When late exceeds: When the employee is late by N minutes, the system will check the defined
minimum and maximum times and calculates either as half-day or absent.

For example, suppose if the late exceed value is 120 minutes and consider that the actual
check-in time is 9:00 am. But if the employee checks-in at 11:05 am, the system checks for the
defined minimum and maximum times and calculates either as half-day or absent. Here, the user
must set the minimum and maximum values accordingly and select the "More than" checkbox to
enable this process.

When early-leave exceeds: When the employee leaves the workspace by N minutes early, the
system will check the defined minimum and maximum times and calculates either as half-day or
absent.

For example, if the early leave exceeds value is 180 minutes and consider the actual check-out
time is 6:00 pm. But if the employee leaves the office at 2.50 pm, the system checks for the
defined minimum and maximum times and calculates either as half-day or absent. Here, the user
must set the minimum and maximum values accordingly and select the "More than" checkbox to
enable this process.

When work duration is less than: When the total working hours of an employee is less than N
minutes, it will be counted as half working day. E.g.: Consider that the value is set to 600
minutes. When the total working hours of the employee is less than 600 minutes, it will be
considered as half-a-day of working.

Calculate Missed Check-in as: If the employee forgets to check-in, it will be considered as

Late/Absent/Incomplete if the missed check-in exceeds by N minutes (based on configuration).
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Calculate Missed Check-Out as: If the employee forgets to check-out, it will be considered as
Early Leave/Absent/Incomplete if the missed check-out exceeds by N minutes (based on

configuration).

Calculation Item: These are the default function key values for the attendance parameters based on the
attendance status. In normal usage, it is not recommended to change this value.

Leave Calculation rule: These are the default function key values for the leave management
parameters based on the leave status. In normal usage, it is not recommended to change this value.

Click Save after setting the parameters.
App Settings:

The App Settings enables you to decide whether the Attendance Photo, Work code, and the Function
Key to be uploaded in the application or not.

e asy Time Pr Personnel Device Attendance Access System
Dashboard @

Global Rule
Basic Settings ~ Week Off Settings ~ Overtime Settings  Calculation Settings ‘

Department Rule Capture*  Required Work Code*  Not Required

® Rule

™) shift Function Key*  Not Required
m Schedule

& Approvals

8 Holiday

Capture: You can select whether the attendance photos can be uploaded.

Work Code: You can select whether the Work code of the Employees can be uploaded.

Function Key: When the employee wants to punch using the Mobile App, then on the mobile interface
he has the option to select the function key (check-in/out, Break In/Out, Overtime In/out, etc). This will

be considered as the attendance state. You can select whether the Attendance Status can be uploaded.

Click Save after setting the parameters.
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Department Rules

The Department Rule is Applicable to an employee group. E.g.: Employees in a specific department.
You may set the rules that apply to a group of employees who work within a particular department.

Qasy TI m {,"Pr N Personnel Device Attendance Access System

Dashboord @

6 | 2 Department Rule

® e “ & Bookmarks ~

Y Filters -

Global Rule Add Delete

Department Name

™ shift .

E Schedule

= Approvals

Add a Department Rule

Perform the following steps to add a new department rule:

Click Add to add a new department rule.
Enter the required fields such as Rule Name, applicable Department and Attendance calculation

rules in the appearing window as shown in the image below:

Personnel

5. Enter Required
details
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Calculation Rule

For setting the calculation rule, kindly refer to Calculation Settings.
Click Confirm after defining the calculation rules.

Overtime Settings

Select the Overtime Settings tab to set the Overtime Settings as shown in the image below:

Add X

Mame®

Depariment®  ----------

Calculation Rule Qvertime Setting

QOvertims Rule* | Calculate OT |

Cisable Cvertims
N Calctikie on |

Approval OT

Approval OT Priority

For setting the overtime rule, kindly refer to Overtime Settings.
Click Confirm after setting the overtime rule.

Edit a Department Rule
Perform the following steps to edit an existing department rule:

Click on the Department or edit icon.

On the appearing rule page, make the necessary changes and click Confirm.
Delete a Department Rule

Perform the following steps to delete a department rule:

Select the department rule and click Delete or click del icon ]ﬁ of the corresponding
department rule.
Click Confirm if you are sure to delete the department rule.
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Personnel Device Attendance

Name.

test =
cyDeptRuleEdited (4

4. Select the row to be
delete

Are you sure you want to delete the selected

Allocate Shifts (Shifts)

Shift Schedule means a projection of all employees' shifts at a location with regard to days worked and
days off, including shift starting and terminating times.

Break Time

Break time is a scheduled time period when the employees stop working for a brief period. It can be set
in between the employee's normal work routine. The columns are described as follows:

Access System

za Sy TimePre Personnel Device Attendance

Dashboord @

* o =[]

® rue h 8 Bookmarks~
2
9 shifc a Add Delete

Y Filters ~

. Name Start Time End Time Duration Cald
Break Time

12:00:00 13:00:00 60 Aut
W 16:00:00 16:30:00 30 Auty
o 11:00:00 12:00:00 60 Autf
Shift

12:00:00 13:00:00 60 Autf
B8 Schedule 13:00:00 14:00:00 60 Auty

12:00:00 13:00:00 60 Aut

Name: Displays the Name of the break time.

Start Time: Displays the starting time of the break.

End Time: Displays the ending time of the break.
Duration: Displays the total duration of the break time.

Calculation Type: Displays the method by which the break time is calculated.
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Add a Break Time
Perform the following steps to set the break time:

Click Add to set the employee's break time.

Enter the required fields in the appearing window as shown in the
image below:

Personnel Device Attendance Access System
4. Click here to

Delete
Name Start Time End Time Duration Calculate Type
Lunch 1130000 | 14:00:00 160 Auto Deduct
| Auto Deduct
cytestBreakTimeGTpunch Auto Deduct
Auto Deduct

eytestBreakTime

lunch time
b1 Auto Deduct

Auto Deduct

N |
z
<

& Settings
wewgerwer - Auto Deduct

RNNNENER
(= & G Eb & G & &

coffes beak 1 Auto Deduct

5. Enter the
required deatils

Name: Enter the Name of Break Time.

Calculation Type: Select the Calculation Type of Break Time. If it is Auto Deduct, the time will be
deducted automatically from the total working time. If it is Required Punch, the employee must punch
for both in and out time.

Basic Settings:

Start Time: Enter the start time of the break.

End Time: Enter the end time to the break.

Duration: The duration must fall between the Start time and End time. Enter the total duration of the
break.

E.g. If you want to give a tea break of 15 min in between 10 AM to 11 AM, then enter 10AM in Start time,
11 AMin End Time and 15 in Duration.
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Rule Settings:

Add X

MName* Calculate Type*  Auto Deduct

Basic Settings Rule 5ettings

Duplicate Punch Pericd(min)*

Minute(s)

Duplicate Punch Period*  Rule Based

Punch State Type® Mo

Duplicate Punch Period: Select whether the Duplicate Punch Period is User-defined or rule-based. Rule
defined is the setting according to the Global Rule.

Based on Punch State: Select whether the break duration is calculated based on the attendance punch
state.

Duplicate Punch Period(min): If the Duplicate Punch Period is user-defined, enter the duration of the
duplicate punch period. The unit is minutes.

Click Confirm after setting the parameters.
Edit a Break Time
Perform the following steps to edit an existing Break Time:

Click edit on the Break Time name or icon.
On the appearing break time page, make the necessary changes and click Confirm.

Delete a Break Time

Perform the following steps to delete an existing Break Time:

Select the break time and click Delete or click delete icon T of the corresponding break time.

On the appearing pop-up, click Confirm if you are sure to delete the break time.
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Attendance Access System

| 4. Select the row to

NERNENNNN
BREEEEEHE

Are you sure you want to delete the selected 1

Timetable

The Timetable enables you to set a Framework within which the employee's work will be carried out.
There is a default timetable from 9:00 to 18:00, which gets auto assigned to the newly added employees.
So, the user can either create a new time table and move the employees according to their requirement
or modify the time in the default time table.

Please note, the user cannot delete this default time table but can change the time according to the
business requirement.

74 asy TimePrce Personnel Device Attendance Access System

Dashboard ®

* o = [Fa]

® Rule

m Schedule Normal 09:45:00 18:45:00 540

& Bookmarks~ T Filters =
m Shift o Delete Add Normal Timetable Add Flexible Timetable
Name Type Check-In Check-Out Work Time Break Time WorkD

Break Time

Normal 09:00:00 18:00:00 540 0 1.0
u Normal 08:30:00 18:30:00 540 0 1.0
Shift Normal 09:00:00 18:00:00 540 0 1.0

Normal 09:00:00 18:00:00 540 0 1.0

0

1.0

The columns are described as follows:

Name: Displays the name of the timetable.
Type: Displays the type of shift.

Check-in: Displays the check-in time of the shift.

Check-out: Displays the check-out time of the shift.
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Work Time: Displays the total working hours of the shift.

Break Time: Displays the break-time allotted for the shift.

Workday: Displays the unit of working hours.

Work Type: Displays the type of work assigned to the shift.

Second Half Check-in: Displays the second half check-in time of the shift.
First Half Check-out: Displays the first half check-out time of the shift.
Add Normal Timetable

Perform the following steps to add a normal timetable:

Click Add Normal Timetable.
Enter the required details in the appearing window as shown in the image below:

Ll ittt vt
ro—

o WorkDay  Waork Type.

Add Normal Timetable

5. Enter the
required details

Basic Setting:

Name: Enter the Timetable name.

Check-In: Enter the time of check-in.

Check-Out: Enter the time to check-out.

Check-In Start: Enter the start time of check-in for a day.

Check-Out Start: Enter the start time of check-out for a day.

02:40:00
1400:00
1400:00
1400:00
14:00:00
1400:00
14:00:00
14:00:00
1400:00
1400:00

2000:00
1200:00
14:00:00
14:00:00
14:00:00
14:00:00
14:00:00
1400:00

NENNNNNNNNNENNNNNNREE
E) ) B} B B} B E} G B CD E) E} B ) B ) B D 3
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Check-In End: Enter the end time of check-in for a day.
Check-Out End: Enter the end time of check-out for a day.
Workday: Displays the unit of working days.

Click Save after entering the time details.

Break Time Setting:

This allows you to set the Break Time for the Timetable.

Add Normal Timetable

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings

Name Start Time End Time Duration
lunch 12:00:00 13:00:00 60
evening_tea 16:00:00 16:30:00 30
snacks 11:00:00 12:00:00 60
Tea(Adi) 12:00:00 13:00:00 60
VYYYVYYYYYYYY 13:00:00 14:00:00 60
lunch2 12:00:00 13:00:00 60

- 2 > Page Total 15 Records 10 ~

o Enter the break time name.

» From the list, select the applicable break time and click Confirm.

Unscheduled Time Setting:

Half Day Settings

Calculate Type
Auto Deduct
Auto Deduct
Auto Deduct
Auto Deduct
Auto Deduct
Auto Deduct

This allows you to set the operation to be performed when the check-in and check-out are unscheduled.
All the work time after the defined Check-In and Check-Out falls under unscheduled time, to set or

define that work time, you need to set the settings on this interface.

Early In/Late Out: When an employee arrives early or leaves late, it can be handled in compliance with
your company's policy. You can choose not to calculate it or consider as Normal Work or Normal OT or

Weekend OT or Holiday OT.
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Add Normal Timetable

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

ini *
Early In* Do notcala ¥ Minimum Early In

Minute(s)

Mini Late Out{min)*
Late Out* Do notcala ™ inimum Late Out{min)

Minute(s)

Do not calculate: If this option is set, then the system will ignore the extra time.

Calculate as Normal Work: If this option is set, then the extra time will be moved to normal work.
Calculate as Normal OT: If this option is set, then the extra time will be moved to normal overtime.
Calculate as Weekend OT: If this option is set, then the extra time will be moved to weekend overtime.

Calculate as Holiday OT: If this option is set, then the extra time will be moved to holiday overtime.
You can also set the minimum time for early check-in/late check-out (in minutes).

Click Confirm after making the necessary changes.

OT Level Settings:

You can set the level of OT working hours in OT level settings.
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Add Normal Timetable

Basic Settings BreakTime Settings

OT Level*  Ignore

OT Level 2(hrs)*

Hour(s)

Unscheduled Time Settings OT Level Settings Rule Settings

QT Level 1(hrs)*
Hour({s)

QT Level 3(hrs)*
Hour{s)

Half Day Settings

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.

OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.

How to calculate overtime?

Assume that the OT Level 1 is 8 hours, OT Level 2 is 11 hours and OT Level 3 is 13 hours.

* If an employee worked for 9 hours in a day, he/she will have 1-hour OT Level 1 overtime.
¢ If an employee worked for 12 hours in a day, he/she will have 1-hour OT Level 2 overtime and 4

hours OT Level 1 overtime.

o If an employee worked for 14 hours in a day, he/she will have 1-hour OT Level 3 overtime, 3
hours OT Level 2 overtime and 6 hours OT Level 1.
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Rule Setting

The Rule Setting enables you to set the rules regarding employee's check-in/check-out.

Add Normal Timetable

Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

Clock-In Required* Yes Clock-Out Required®*  VYes

Allow Late-In* 0 Allow Early-Out* 0
Minute(s) Minute(s)

Duplicate Punch Period(min)*
Minute(s)

Punch Interval Type* Rule Based

Punch State Type* No Day Change Time*  00:00:00

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined
time range.

Allow Late-In/Allow Early-Out: This allows you to set the relaxation time for Late coming and Early
going.

Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-
based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch
period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state
like check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based
on the time.

Day Change Time: Set the time when the day changes.

Click Confirm after making the necessary changes.

Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.
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Add Normal Timetable

Name*

asic Settings  BreakTime Settings  Unscheduled Time Settings  OT Level Settings

First Half (Check In Time) * Second Half (Check In Time)*  14:00:00

First Half (Check Out Time)*  13:00:00 Second Half (Check Out Time) *

Half Day Work Duration 240

Add Flexible Timetable

asy

5. Enter the required
details

i - 02:40:00 r 4
Add Flexible Timetable x 140000 & w

1 1 1400:00 &
3 _— ) 1400:00 T3
1400:00 & W

y N 1400:00 & M
y s OF Level Sen ettin 1 1400:00 ZFw
: : 14:00:00 r4
i Che KO | 1400:00 & w
1 i 1400:00 [E |
i . WorkDayt . om0 Zw
1 . 20000 @
1200:00 & W

3 ork Type* | Normal 1 1400:00 &
B 1400:00 «

- XS oo [
1 Ay 1 14:00:00 [r3
i i 1400:00 @
P 1400:00 [rs

oTable ays setting is checki
(1| Generai iffme Table 3 ?

Perform the following steps to add a flexible timetable:

o Click Add Flexible Timetable.
» Enter the required details in the appearing window as shown in the image below:

Basic Setting
Name: Enter the Flexible Timetable name.
Check-In: Enter the time of check-in.

Check-Out: Enter the time to check-out.
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Cross-Day: Some company'’s Check-In and Check-Out falls on two different dates. Suppose the Check-In
is at 11:00 PM and Check-Out is at 9:00 AM on next day. So, in this case we need to select Cross Day as 1.

Work Time: Enter the Total Worktime in minutes.
Work Type: Select the Work Type from the drop-down list.

Work Day: Enter the number of Working days. It refers to how many workdays are calculated for each
shift. If a value is set for it, the workday will be calculated according to the pre-set value. Otherwise, the
workday will be calculated according to settings in the attendance rules.

Unscheduled Time Setting

This enables you to set the operation to be carried out when and Check-Out is unscheduled. When the
Overtime is not set, then in the Normal and Flexible shift, whatever time falls after the defined Check-
Out, is considered as Unscheduled Time. So, for defining the Overtime, you need to define the
Unscheduled Time.

Add Flexible Timetable
Name*

Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings

ini in)#
Late Out* Do notcala Minimum Late Out{min)

Minute(s)

Late Out: When the employee leaves late, it can be processed in compliance with your company policy.
You can choose not to calculate it or consider as Normal Work or Normal OT or Weekend OT or Holiday
OT. You can also set the minimum time (in minutes) for Late Check-Out.

Minimum Late Out: This value is the minimum value to consider Late Out during attendance
calculation. Suppose we have set the value as 60 minutes, and the employee Check-Out 50 minutes after
the defined Check-out time, then it will not be considered during attendance calculation.
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OT Level Setting

In OT Level Setting, you can set the level of OT working hours.

Add Flexible Timetable

Basic Settings Unscheduled Time Settings

OT Level* Ignore

OT Level 2(hrs)*
Hour(s)

OT Level Settings Rule Settings Half Day Settings

OT Level 1(hrs)*
Hour(s)

QT Level 3(hrs)*
Hour(s)

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.

OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.

Rule Setting

The Rule Setting enables you to set the rules for employee's check-in/check-out.
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Add Flexible Timetable

Name*

Basic Settings Unscheduled Time Settings

Clock-In Required*®

Punch Interval Type* Rule Based

Punch State Type* No

Day Change Time*  00:00:00

OT Level Settings Rule Settings Half Day Settings

Clock-Out Required*  Yes

Duplicate Punch Period(min)*

Minute(s)

Multiple In/Out*  No

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined

time range.

Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-

based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch

period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state
like check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based

on the time.

Multiple In/Out: If this is enabled, employees can check-in or check-out multiple times. The first check-
in and last check-out will be considered for attendance calculation.

Day Change Time: Set the time at which the day changes.

Click Confirm after making the necessary changes.

Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.
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Add Flexible Timetable

Basic Settings Unscheduled Time Settings QT Level Settings Rule Settings Half Day Settings

First Half (Check In Time) * Second Half (Check In Time)*  14:00:00

Second Half (Check Out Time)

First Half (Check Out Time)*  13:00:00 N

o Click Confirm after making the necessary changes.
Edit a Timetable
Perform the following steps to edit an existing timetable:

o Click on the Timetable name or Edit icon.
* Make the necessary changes and click Confirm.

Delete a Timetable

4. Select the row to
be delete

Prompt x

Are you sure you want to delete the selected 1
item?
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Perform the following steps to delete a timetable:

Select the timetable and click Delete or click del icon ]ﬁ of the corresponding timetable.

On the appearing pop-up, click Confirm if you are sure to delete the timetable.

How to Assign Shifts (Shifts)

Shift Management helps you to streamline your workflow without affecting the company. The Shift
option enables you to add Break time, Shift Timings and Timetable to the Employees. There is a default
shift from 9:00 to 18:00, which gets auto assigned to the newly added employees. So, the user can either
create a new shift and move the employees according to their requirement or modify the time in the
default shift. Added default week off shift in module, if the employee did not have any work for the
particular day, it will be allotted as week off.

Please note, the user cannot delete this default shift but can change the time according to the business
requirement.

easy TimePre Personnel Device Attendance Access System
Pashboord @

*a =[]

® Rule 2 & Bookmarks~

T Filters +

B shir - Add Delete F

Break Time Shift Name Timetable Unit Cycle
E— Normal Timetable Week
imetable
General Time Table Week
eveningTimetable Week

General Time Table Week

1
1
1
1
B Schedulo Roshan Week 1
Cndd Week 1
& Approvals shru Week 1
GN111 Week 1
B Holiday GNT11 Week 1
timetable1 Week 1
&% OutDoor Lz test_td flexy,eveningTimetable, tim2,fvfvtim3,Test zk test Ahmedabad tim4,a1,... Week 1
tim1,tim2 Week 1

9 Leave Management T Week 1
E — GN111 Week 1
T3 Week 1

The columns are described as follows:

Shift Name: Displays the name of the shift.

Timetable: Displays the timetable which is assigned to the shift.
Unit: Displays the unit of shift. It can be daily/weekly/monthly.
Cycle: Displays the repetition cycle of the shift.

Auto-Shift: Displays whether the auto-shift is enabled or not.
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Add a New Shift

Perform the following steps to add a new shift:

Click Add to add a new shift.
Enter the required details in the appearing window as shown in the image below:

Pr Personnel Device Attendance Access
Dashboord ®

System

7 2 9 O A = BT

ift Name b
Shift N: 5. Enter the name
= - x |
[BIREEEN | 7. Enter the i
[}z required details
| oo S Nemet Auto Shift Week off q |
[]] sha-ik1 |
|| 'NormalShil  Timetable Q | Unit* Week Cycle* 1 |
[ jdhasthvAAl
B | Name Check-ln Check-Out  Break Time: Sun Mon Tue Wed Thu Fri Sat
lsm al Tif... 80000 60
80000 60
6. Select the cytestTime... 09 80000 60
WEELTE shift 1 8:00:00 60
[ 17 test_shift <yTTTable 8:00:00
[ ]| cyshiftweel test _flex 00:00:00"2
[] cyshitwkng A 5:00:00
[ cyTestshifdf 8
[ shiftCreatig
[ INSTESSRIfl  Total 19 Records 50 v
[ cyTestshiftE
= S [*Notice
[]| normi shift
|| il she shifton rightside by selecting time table from leftside or Fillweekoft on right side by selecting Weekoft.
| GeneralSf| 2 T cvcte can not exceed 366 when unitis day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.
Cancel

Shift Name: Enter the Shift name.

Auto-Shift: It is useful when HR must assign multiple shifts to an employee. In that case, the HR must
schedule shifts for each day separately, but this function allows system to automatically select the shift
from different random shifts based on the employees’ punch timing.

For example, in a company:

Morning shift is 8 AM - 16 PM; (MS)
Afternoon shift is 16 PM - 23:59:59 PM; (AS)
Night shift is 00:00:00 AM - 8 AM. (NS)

Now, HR or Admin has assigned all these above shifts to an employee. Employee Clock-In at 8 AM &
Clock-Out at 16 PM, then while calculation, the system will automatically consider the Morning Shift for
this employee, and it will be reflected in the report.

Page |17



EasyTime Pro

User Manual

Edit
Shift Name*  General Shift

Timetable

Name Check-in
General .. 09:00:00

.
*Notice
1.Fil he hit onrght s

Clich here on Auto Shift

auto shift @)

a Cycle*

Check-Out  Break Time Sun Mon

18:00:00 Genera.. Genera.. Genera.. Genera.. Genera,

50 v

by selecting time table from left side or Fill weekoff on right side by selecting Weekoff,

Genera.. General...

2. The eycle can not exceed 365 when unit is day. The cycle can not exceed 52 when unit is week. The cyele can not exceed 12 when unit is

month.

o

Weekend: For defining a day as Weekend, select the Weekend checkbox, and then click on the Day

name.

Unit* Week

2. Click

1. Select the checkbox

Cycle* 1

on the desired day

Sat

To remove the weekend, follow as shown below:

Add
Shift Name*
Timetable Q
Name Check-In Check-Out
General Tif... 08:00:00 18:00:00
18:00:00
2. Select the 18:00:00
Timetable 18:00:00
a 090000 18:00:00
test_flex 00:00:00 00:00:00%2
A 07:00:00 15:00:00
B 15:00:00 23:00:00
c 23:00:00 07:00:00""

Total 19 Records II 50 v

Auto shift | No Week off I

1. De-select the check
box

Unit*  Week Cycle* 1
Break Time Sun Mon Tue Wed Thu Fri
60 1
60
50 3. Click on the desired day
60
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Timetable: Select a timetable.

Unit: Select the time duration of the shift as Day/ Week/Month. E.g.: If the unit is a day, you can assign
the shift to a day. If the unit is week, you can assign a shift to a week. If the unit is month, you can assign
a shift to a month.

Cycle: It refers to the repetition interval of the shift. E.g.: If the cycle is 2 and the unit is week, a shift can
be assigned for 2 weeks.

Click Confirm after adding shift details.

Edit a Shift

4. Click here to edit

Edit

Shift 123 i "
Name* Auto Shift o

Timetable Q Unit*  Week Cycle* 1

Name Check-In  Check-Out Break Time Sun Mon Tue ‘Wed Thu Fri
General ...  08:00:00 18:00:00 60 1 C Normal... A
T 09:00:00 18:00:00 60
cytestTi...  09:00:00 18:00:00 60
shift 1 09:00:00 18:00:00 60
cyTTTable  09:00:00 18:00:00
test_flex 00:00:00 00:00:00*2
07:00:00 15:00:00

15:00:00  23:00:00 5. Enter the
230000 | 07-00-00+1 required details
o igrecorcs < [l 50 v

*Notice
1. Fill the shift on right side by selecting time table from left side or Fill weekoff on right side by selecting Weekoff
2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is

month

Perform the following steps to edit an existing shift:

o Click the Shift name or 74 icon.
» Make the necessary changes and select the Auto shift for the employee and click Confirm.
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Delete a Shift

Personnel Device Attendance Access

asy Pre

Timetable

LZXY

2,C,NormalTimetable,A

Prompt

item?

Perform the following steps to delete a shift:

Are you sure you want to delete the selected 1

[ test shift test_flex
[]| oyShiftWeekend cyTTTable
[ cyShftWkndFlexTime cyTTTable
[[]| cyTestShifDay cytestTimeTable
[]| ShiftCreation cytestTimeTable
[ ]| cyTestShiftweek cytestTimeTable

X

Cancel

B.CA B

Unit
Week
Week
Week
Week
Week
Week
Week
Week
Week
Week
Menth
Week
Week
Week

Month
Week

Cycle

td
Auto Shift
No

No

No

No

No

No

No

No

No

No
Yes

No

No

No

No

No

No

Select the Shift and click Delete or click mf icon of the corresponding shift.
On the appearing pop-up, click Confirm if you are sure to delete the shift.

Schedule Shifts (Schedule)

”

o’

9 @ ~

Ht

NNV VOV INHOVII VNN
= b b b P =D Eb Eb €D EP EP EP B EPE B B

The Schedule option enables you to set the predefined time frames to an employee/a group of

employees on the same shift.

Schedule Shifts to the required Department (Department schedule)

The Schedule option enables you to set the predefined time frames to an employee/a group of

employees on the same shift.

The Department Schedule allows you to create a schedule for the employees in the same department.

Personnel Device

easy TimePrc

Dashboard @

v 0 =[]

& Bookmarks~

[T

Y Filters ~

&) @ Add Delete Import
B8 Schedule Department Id Department Name
4 mno
4 mno
102 Devops
2 xyz
45 deptName
1 testingch

Schedule View

& Approvals

Attendance

Access System

Employee Count

Shift Name
shift1

shift2
General Shift
General Shift
GN111

breakdown

Start Date

2021-11-01
2021-11-16
2022-03-01
2022-04-01
2022-04-01
2022-04-01

b

«

7 9 O ~
End Date
2021-11-15
2021-11-30
2022-03-31
2022-04-30
2022-04-30
2022-04-30
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The columns are described as follows:

Department Id: Displays the Department id to which the schedule is assigned.
Department Name: Displays the Department name to which the schedule is assigned.
Employee Count: Displays the number of employees in the Department.

Shift Name: Displays the Shift name which is assigned to the Department.

Start Date: Displays the starting time of the shift.

End Date: Displays the ending time of the shift.

Add a Department Schedule

Perform the following steps to add a new department schedule:

Click Add to add a new department schedule.
On the appearing window, enter the required details as shown in the image below:

asy Pr Personnel Device Attendance Access System
1
m -
ete Import /7 9D O e = Detail
|| Department Id Department Name Employee Count Shift Name Start Date End Date T
Oz Testing 68 oyTestshiftWeg e 2022-05-31 T
[] dev Testing 68 CIESIEE 5, Enter the required 2022-05-31 6]
Of= Testing 68 Leml details 12022-12-31 jof
[] dev Testing Add x 0221231 o]
[ o Quality Assurance 1 023-01-31 o
Olst 599 B =2 Start Date* 2023-02-01 End Date* 2023-02-28 | 023-01-31 W
O Department_new Shift Q z
Shift Name  Name Unit Cycle Auto Shift
uranc
0 deptiiame General Sh... General Tif... Week 1 ]
O cyDeptsodig shift u Week 1 [
() cv_sample_test norml shift  shift 1 Week 1 0
yShftWkn... cyTTTable  Week 1 0
. Select the oShiftWe... o TTTable  Week 1 0
shift testshift  testflex  Week 1 0
ABC BCA Month 1 1
O etverye — >
0 i flexible flexible Week 1 o
O fleuploadept ov shift  normal shift Week 1 o
O smo sml testing Week 1 0
O dev Total 21 Records. 50 v
M hr
Cancel

Select the Department.

Enter the schedule start date and end date.
Select the Shift to assign a schedule.

Click Confirm.
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Delete a Department Schedule

Personnel Device

Department Schedule

] Bookrr:?’l iters -
Add Import

Attendance Access

asy ePre

System

s S 9 0 e =
8 Scheduld Department Id Department Name Employee Count Shift Name Start Date End Date
68 cyTestShiftWeek 2022-05-01 2022-05-31 o}
68 cyTestShiftWeek 2022-05-01 2022-05-31 jof
68 smi 2022-12-01 2022-12-31 of
68 smi 2022-12-01 2022-12-31 jof
surance 1 ABC 2023-01-01 2023-01-31 W
0 xyz 2023-01-01 2023-01-31 jof
Prompt '3

Are you sure you want to delete the selected 1

item?
5 Cancel

Perform the following steps to delete an existing department schedule:

Select the department schedule and click Delete or mf icon of the corresponding schedule.
On the appearing pop-up, click Confirm if you are sure to delete the Department schedule.

How to import Department Schedule details.

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

=13Y Pr

Q=

Personnel Device Attendance Access System

Department Schedule

B Bookmarks- Y Filter
Add Delete |m Z 2 9D 0O e =
# Scheduld Dy Id  Dey 6. Select thte saSVEd file in ~ Shift Name  Start Date End Date
2 | Import step x Fol 2022-05-31 o]
dev 1 i-01 2022-05-31 o
2 1 Import File:* o file chosen 01 2022-12-31 o
dev 1 \o 00010, "
?1" . | 5. Download the template, enter data, and g
S T S —. save it to your local computer
Sample Template: ADownload Template
A B C D
S.No Departme...  Shift Start Date End Date
1 10001 First Shift 2020-01-01 2020-01-31
2 10002 Second Shift 2020-01-01 2020-01-31
3 10003 Third Shift 2020-01-01 2020-01-31
Description

1. The header in file template is required
2. Department Id, Shift, Start Date, and End Date are required fields
3. All columns should be text format

Cancel
Pay attention to the

note

a
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Import a new or update the existing Department Schedule details.

On the Department Schedule interface, click Import to import a new or update the existing
Department Schedule details in the Software.

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

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

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

Choose Overwrite, if the existing Department Schedule in the Software need to be updated
with the imported data.

Choose Ignore if the modification is not required for the existing Department Schedule on the
Software.

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

Schedule Shifts to the required Employee (Employee)

Employee Scheduling ensures that the workflow is maintained by the employees during their scheduled
working hours.

May 2022

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the Employee.
Shift Name: Displays the shift name which is assigned to the employee.

Start Date: Displays the starting date of the shift.

End Date: Displays the ending date of the shift.
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Add an Employee Schedule
Perform the following steps to add an Employee schedule:

Click Add Schedule and enter the required details in the appearing window as shown in the
image below:

EY Pr Personnel Device AttendanéC™ Access System

vam
4. Click here to add

@ Bookmarks= Y Filters schedule

AT s> © - =  Detail
and end date

# Schedule

Add Schedule X il
Employee Employee a Start Date*  2023-02-01 End Date* 2023-02-28 | 1
Employee |d First Name Overwrite Sched -
01 nhhhh 1
10 Manoj Shift Q ¢ 1
10032 James Shift Name  Name Unit Cydle Auto Shift i
10033 meenu
10034 gadha General Shift | General Tiff.. | Week 1 0 g
10035 clara shift ™ Week 1 0 9
10036 mango norml shift  shift 1 Week 1 0 E
5. Select 10037 tect cyShftWkndF... cyTTTable Week 1 0 -
0038 at cyShiftWeek... ¢yTTTable Week 1 0 g
10039 j— test_shift test_flex Week 1 0 9
10040 sakthi ABC BCA Month 1 1 &
10041 harish flexible flexible Week 1 0 g
002 fave ovrl shift normal shift  Week 1 0 9
10043 qan sml testing Week 1 0 g
Total 10161 Records L. 204 > Total 21 Records 50 v :
# Cancel
T T T T T il
" mango |- ' General Shift | 2022-06-02 1 2022-12-31 W
[] 10212 test - General Shift 2022-06-02 2022-12-31 0]
110213 mat - General Shift 2022-06-02 2022-12-31 of
[] 10214 gangu - General Shift 2022-06-02 2022-12-31 i}
[] 10215 sakthi - General Shift 2022-06-02 2022-12-31 W
[ amee hrich Cnneal Chift 2077 NE NI 19 21 =

Employee: Select the Employee(s) from the list. The user can search for Employees using the search
option (search by Employee, Department, Area or Position) situated above.

Date: Select the Start Date and End Date of the schedule.
Overwrite Schedule: If you want to replace the schedule, select the overwrite schedule checkbox.
Shift: Select a shift from the list.

Click Confirm after entering the required details.
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o If you select the checkbox next to the employee, the corresponding schedule will be displayed
as shown in the image below:

Personnel Device  Attendance  Access System

8 Bookmarks> Y Filters +

Delete Import Add Schedule 7 ST = General Shift

20220401 - 2022-04-30

Employee I rst Name Start Date End Date

2021-10-05 2021-12-31
2021-10-05 2021-12-31
2021-10-05 2021-12-31
2021-10-05 2021-12-31
Test147 = 2021-10-05 2021-12-31
Test148 it 2021-12-31

ssss
Test150

Test151 2021-10-05
Tost152 2021-10-05
Test1S3 General Shif 2021-10-05
Test154 Ger i 2021-10-05
hhgtf Gor 2021-10-05
TestiS6 2021-10-05
Test157 2021-10-05
Tost158 Gor nift 2021-10.05
Test159 General Shi 2021-10-05
Test160 eneral Shi 2021-10-05

B EREEEREEBEE

2021-10-05 2021-12-31

4. Select the row to
be deleted

Prompt X

Ave you sure you want to delete the selected 1
tem?

Perform the following steps to delete an existing employee schedule:

o Select the employee and click Delete or click del icon @ of the corresponding employee
schedule.

» On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.
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How to import Employee Schedule details

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

cess System

Delete Schedule Z S 9 M e = General
M Schedul [ | Employee Id First Name Last Name Shift Name Start Date End Date P
mlE test57 2022-05-20 2022-12-31 May 20z

[|s8 6. Select the saved file in | 2022-05-20 | 2022-12-31 Sun

step 5

Import 1

Eb =P Eb &b &

Import File: [ Choose Ff€[No file chosen
8
5. Download the template, enter data, and

Existing Data:* | Ignore save it to your local computer

ZDownload Teniflate

=

Sample Template:

A B T D
S.No Employee Id  Shift Start Date End Date
1 10001 First Shift 2020-01-01 2020-01-31
2 10002 Second Shift 2020-01-01 2020-01-31
3 10003 Third Shift 2020-01-01 2020-01-31

Description

1. The header in file template is required
2. Employee Id, Shift, Start Date and End Date are required fields
3. All columins should be text format

] 11
[ ] 10206
[] 10207
[11/10208

Pay attention to the - General Shift 2022-06-02 22-12-31
note - General Shift 2022-06-02 2022-12-31
- General Shift 2022-06-02 2022-12-31

Cancel

) = = = Eb‘El‘EblEh‘EllEb‘Eb‘EblEb‘EblEblﬁl‘Ell

Import a new or update the existing Department Schedule details.

On the Department Schedule interface, click Import to import a new or update the existing
Employee Schedule details in the Software.

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

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

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

Choose Overwrite, if the existing Employee Schedule in the Software need to be updated with
the imported data.

Choose Ignore if the modification is not required for the existing Employee Schedule on the
Software.

Click Confirm, to ensure and import the saved data file to the software.
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Schedule Shifts temporarily based on Workforce (Temporary Schedule)

A temporary schedule complements the existing schedule. It is usually scheduled for overtime, such as
overtime at night, overtime on weekends, overtime during holidays, and more.

zasy TimePre Personnel Device Attendance Access System

Dashboard @

* o =[]

® Rule - & Bookmarks=

T Filters ~

B shift Delete Add Temporary Schedule
Employee Timetable ID Start Time End Time
@ Schedule
9449 Arvind GN111 2022-04-30 09:30:00 2022-04-30 18:30:00
Department Schedule 1vi General Time Table 2022-04-02 09:30:00 2022-04-02 17:00:00
70331 barsarani time_test 2022-01-25 09:02:00 2022-01-25 18:02:00
Employee Schedule 70331 barsarani Morning TT 2022-01-20 09:00:00 2022-01-20 18:00:00

Schedule View

& Approvals

The columns are described as follows:

Employee: Displays the Employee Name.

Timetable ID: Displays the Timetable ID which is assigned to the employee.

Start Time: Displays the starting time of the temporary schedule.

End Time: Displays the ending time of the temporary schedule.

Work Type: Displays the type of work assigned to the shift.

Temporary Schedule Rule: Displays the rule which is applicable to the temporary schedule.
Add a Temporary Schedule

Perform the following steps to add a temporary schedule:

Click Add Temporary Schedule to add a new temporary schedule.
Enter the required details in the appearing window as shown in the image below:
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£ Schedule

Device Attendance

emporary Schedule

8 Bookmarks~

Access System

¥ Filters -

Delete  Add Temporary Schedule

|| Employee Timetable ID Start Time End Time Work Type Temp Schedule Rule

Add Temporary Schedule ®
Employee empoyee @ February 2023 Today | < > | TempSchedule Rule

Sun Mon Tue Wed Thur Fri sat Active Temporary Sche
Employeeld  First Name

o1 nhhhh > 3 Work Type
Mangj

032 james 5 6 7 s ° 10 11

033

Normal Work

0
o
0

Timetable Q

1. Select employee(s)

clara Name Check-In
General Tiffme... 08:00:00 0:0
I 03:00.00  18:00:00

0041 harish
0042 kavz 5 6 7 f] 9 10 1
10043 ganga
0044 cloud
10045 venu
0046 ancitta
noar

3. Click on desired date(s)

Cancel

Employee: Select Employee(s) to assign a temporary schedule.

Date: The default date is the current date.

Temporary Schedule Rule: This Rule decides the priority or importance of the temporary schedule
which we are about to add.

Active Temporary Schedule: This option will enable only this schedule to be in active state.
Another schedule assigned to the selected employee(s) will not be considered for the selected
period. And only this temporary schedule will be included in attendance calculation.

Add Additional Schedule: This schedule will be added to the schedule already assigned to the
selected employee(s). The attendance data will include both the current schedule and the
temporary schedule.

Work Type: This is used to classify the work done during this Temp Schedule. If you are adding this
schedule to compensate a temporary change in shift, then you can choose Normal Work. If you are
adding this schedule for just Overtime, then you can choose from the OT options.

Timetable: Select a timetable for the temporary schedule from the list.

Click Confirm.

Notes: If the Temporary schedule rule is selected as an additional rule, the temporary schedule overlaps
with the existing schedule and the existing schedule will only be considered for attendance calculation.
Multiple Timetables may be selected for a temporary schedule, but their starting dates must not be the

Ssame.

Delete a Temporary Schedule

Perform the following steps to delete a temporary Schedule:
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End Time

General Tiffme Table 2023-03-02 08:00:00 2023-03-02 18:00:00 Normal Work Active Temporary Schedule

General Tiffme Table 2023-03-01 08:00:00 2023-03-01 1800:00 Normal Work Active Temporary Schedule

General Tiffme Table 2023-02-28 08:00:00 2023-02-28 18:00:00 Normal Work Active Temporary Schedule

General Tiffme Table  omamozommeen 2023-02-27 1800:00 Normal Wark Active Temparary Schedule
Promet x

4. Select the row to be
deleted

Select the temporary schedule and click Delete or del icon D click icon of the corresponding
temporary schedule.
On the appearing pop-up, click Confirm if you are sure to delete the temporary schedule.

Schedule View
Schedule View shows a concise view of the schedules allocated to different employees.

Select a Department to view the details of the schedule assigned to the employee for the
day/week/month.

[ | Sy Time v Personnel Device Attendance Access System

o ru a o)
® Rule Area Position Start Date  2022-04-01 End Date 2022-04-30 Employee
B9 shift
Employee ID First Na... Department Work Day Total Time(... Break Time... Leave Day Off(Da... Week Off(D... H
B Schedule 1 vi testingch 25 2235 0 0 10 4 1
ST 100 Vasanth  testingch 25 1875 0 0 1 0 v
1003 Priya test 30 225 0 0 7 0 [y
" Madhuja  testingch 30 225 0 0 7 0 [v
1111111 technician  testingcb 25 187.5 0 0 1 0 0]
123 Manoj kjihg 27 2025 0 0 4 0 [y
1234543212345 testingcb 30 225 0 0 7 0 0]
% [ managing Director B
M Adi(Testing) 123456789123... cykdite.. cyEditDepartmen... 27 202.5 0 0 4 0 0]
[ Adi(Testing
O Adi(eveloper) 123ABC manoj  d 30 225 0 0 7 0 0
1253 testingcb 30 225 0 0 7 0 [v
. 1asd12345 testingcb 30 225 0 0 7 0 [v
Holiday ing
> 2 kunu testingcb 30 225 0 0 7 0 [v
&5 OutDoor Management v > 205 Manoj1 Department 30 225 0 0 7 0 [y
2069 manoj testingch 30 225 0 0 7 0 [v
O Leave Management 207 testingch 30 225 0 0 7 0 [v
2070 testingch 30 225 0 0 7 0 [v
B Reports N 2071 testingch 30 225 0 0 7 0 o
2073 testingcb 30 225 0 0 7 0 0]
o Configurations 208 testingch 30 225 0 0 7 0 0
> 2084 testingcb 30 225 0 0 7 0 0]

O cyEditDepartmenteditedcyEditDepartment
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Approval request

The requests raised by the employees will be processed by the Approving Authority based on the
hierarchy. To create a hierarchy of approval, please refer Approval Workflow.

The major advantages of Approval Workflow are:

Simplified seamless online approval process.

Keep everyone in the loop notified.
Accurate approval records

How does the Admin process Approval requests (Manual Log)

The Approvals option facilitates the Admin to Add/ Delete/ Approve/Reject the Manual Logs, Leaves
requests, Overtime requests, Training requests.

When the employee forgets to punch for check-in/check-out/break time-out/break time-in, the
attendance details can be logged in manually. The appropriate Approver will process it.

zasy [ime . Personnel Device

Rule & Bookmarks~
4 shift Add  Delete

Employee Id
schedule i

Approvals

Overtime
Training

Schedule Adjustment

Holiday

The columns are described as follows:

Y Filters ~

Approve/Reject
First Name
v
v
laddu
laddu
Ram
Arvind
Arvind
Ram
Ram
Ram

Swasthi

Swasth)

Attendance

Revoke

Last Name

charan

charan
charan
charan
charan

Access

Department
testin
testi
testin
testin
testi

Testil

ngcb
ngcb

gch

ngch

gch
gch

ngch
ng

Testin
testi
testi
testin
testi

g

gch

ngch
Pythontest
Pythontest

System

Position

CEO

CEO

Junior Tester
Junior Tester
Tsr

tester

tester

Tsr
Pythoritraines
Pyvthontrainee

Punch T|
2022-04
2022-04
2022-04
2022-04
2022-04
2022-04
2022-04
2022-03
2022-03
2022-03
2022-03
2022-03
2029013

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for the manual log.

Punch Time: Displays the attendance punch time.

Punch State: Displays the attendance punch state.
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Apply Reason: Displays the reason for manual punch.

Apply Time: Displays the time of the manual log.

Approval Status: Displays the status of approval of the manual log.
Remarks: Displays the remarks for the processed manual log.
Approval Time: Displays the time of approval of the manual log.
Approver: Displays the name of the approver.

Add a Manual Log

Perform the following steps to add a manual log:

Click Add to add a new manual log.
Enter the required details in the appearing window as shown in the image below:

System

Selected 0

Department Employee Q

Employe... First Name Last Name Department Employe.. First Name Last Name Department
1 vi testingch
100 Vasanth testingch
1003 Priya test
11 Madhuja testingch
1111111 technician testingch
123 Manaoj kihg

PoUS 1234543, testingch

5. Selectthe
1234567... cyEditempFirst... cyEditDepart.
Employee 7 1234BC  manoj d

1253 testingch
0 w Total 3708 Records > 1

8| Punch Time* Punch State™  Check In Work Code

8 Apply Reason

E Z
6. Enter the
deatils cancel

Employee: Select the Employee(s) from the list.

Punch Time: Enter Punch Time.

Punch State: Select the Punch state from the drop-down for which you are applying.
Work Code: Enter the Work code of the Employee.

Apply Reason: Enter the reason for applying.
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Click Confirm.
Approve or Reject a Manual Log
Perform the following steps to approve/reject a manual log:

Select the manual log and click Approve/Reject. A pop-up will appear as shown in the image
below:

Personnel Device Attendance Access System

Manual Log

& Bookmarks~ Yj:;P
Add Delete ect Revoke

] Employee Id First Mame Last Mame Department Position |
[k i = | testingcb | CEO

& Approvals L] i F| : A I -
- I ladd Approve/Reje: ®
9785 lade
Status® Approved

]| os08
[]] 9440
[ 9440
[1| 9908
]| 9s08
1] 9908
[]) 9908
]| 70550
]| 70550
]| 70005
1| 70005 Jitet |
]| 70005 lite1
]| 7ooos Jitea - F
[/ 70005 Jitet Cancel E
[ - F

=

=

Approval Remark:

FEEREEEIEE

Select the state as Approved/Rejected.
Enter the remarks of approval.

Click Confirm.

Edit a Manual Log

Only the logs which are not Approved/Rejected can be modified. Perform the following steps to edit a
manual log:

Click the Employee ID or edit icon.
A window will appear as shown in the image below:
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4. Click to edit

Edit
Employee*
Punch Time*  2023-01-23 19:00:00
Punch State*  Check Out
‘Work Code

5. Enter the required
details
Apply Reason

4

Cancel

» Make necessary changes and click Confirm.

Delete a Manual Log

Perform the following steps to delete a manual log:

4, Select the row to
be deleted

Prompt x

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

Cancel

o Select the manual log and click Delete or click del icon iy of the corresponding manual log.
o On the appearing pop-up, click Confirm if you are sure to delete the manual log.

Revoke a Manual Log

Using Revoke, we can cancel an Approved or Rejected request. To revoke a manual log, perform the
following steps:

Select the Manual log to revoke and click Revoke.
o A window will appear as shown below:
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& Bookmarks~ Y Filters ~

| Employee Id First Name Last Name Department Position Punch Time
O vi - | testingeh 2sas
O vi = Lt
i o785 laddu 4 Revoke

[] 9786 laddu

]/ as08 Ram B Revoke Reason®

]/ 9308 Ram 31 184500
[] ss08 Ram -3109:15:00
]| 70550 Swasthi -31 18:45:00
| 70550 Swasthi 31 09:15:00
[/ 70005 Jiten -22 17:40:00

]| 70005 Jiten -22 09:00:00
i .

1| 70005 Jiten 29 19:00:00
if =

[] 70005 Jiten 29 09:00:00

]| 70005 Jiten Cancel 30171300

1/ 70005 Jiten -3-30 09:20:00

Enter the reason to revoke and click Confirm.

Leave

Leave option facilitates an employee to apply for leave. It can be a Sick Leave/Casual Leave/Maternity
Leave/Business Trip, and more.

The appropriate Administrator will process the leave request.

Personnel Device Attendance Access System

& Bookmarks~ T Filters ~

Add Delete Approve/Reject Revoke

dule Employee Id First Name Last Mame Department Position Leave Category Start Time
70138 Alok Ranjan - testingch Position Casual Leave 2022-04-18 14:00:00
& Approvals 70138 Alok Ranjan - testingck Fosition Casual Leave 2022-04-05 09:00:00
70138 Alok Ranjan - testingch Fosition Sick Leave 2022-04-04 09:00:00
Manual Log 70138 Alok Ranjan - testingcb Position Sick Leave 2022-04-01 09:00:00
9908 Ram charan testingch Tsr Sick Leave 2022-04-05 09:30:00
3 70511 ucky - Pythontest Pythontraines Sick Leave 2021-12-10 13:45:00
rtime 70511 ucky - Pythontest Pythontraines Sick Leave 2022-03-28 09:30:00
Training 9449 Arvind - Testing tester Sick Leave 2022-04-22 09:30:00
- 70550 Swasthi - Pythontest Pythontrainee Sick Leave 2022-04-15 09:30:00
2dule Adjustment 11 Madhuja - testingch Senior Tester Sick Leave 2022-03-31 09:00:00
Ab = deptName tester Casual Leave 2022-03-16 09:30:00
Holiday f - Xz Position Sick Leave 2023-03-17 09:00:00
f - XYZ Position Casual Leave 2022-03-15 09:00:00

&% OutDoor Management «

0 Leave Management
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for leave.

Leave Category: Displays the category of the applied leave.

Start Time: Displays the starting time of the leave.

End Time: Displays the ending time of the leave.

Day Type: Displays the type of leave as half-day or full day.

Leave Type: Displays the payment type of leave as paid or unpaid.
Apply Reason: Displays the reason for leave application.

Apply Time: Displays the time at which the leave was applied.
Approval Status: Displays the status of approval of the leave.
Approval Remarks: Displays the remarks for processed leave.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.
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Add a Leave
Perform the following steps to add a leave:

s Click Add to add a leave.
o Enterthe required details in the appearing window as shown in the image below:

W/default
Personnel Device Attendance Access System -
uide kL
;
& Bockmarks - ¥ Filters -
Delete Approve/Reject Revoke S 9D 0O o=
Emj FirstName LlastName Department Position Leave Cstagory StartTime EndTime Days LeaveType Apply Reason  ApplyTime  Approval Ststus  Approval Remark  Approval Time  Approver
Add X
Department Employee a June 2025 wday | < | > | (@) Full Day
Employee . First Name Last Name Department Su W T Wed | Thur Fi Sat First Half

0 Mon T
1 dfdf 500 2 5
! ? : 4 : £ 7 () Second Half _
— diD
) 10 1 Name Check-In Check-Out

12 13 1
S SRR (
20 d @

|FallDay | [FallBay | Ger eTable 090000 180000
15 6 " 8 13 af 140000 200000
plo
2 2 24 2 2 z
100 % Total 2 Records
9 0 0

ave Type® | Unpaid Leave

50 v Total 1 Records 1 | Page m

7. Click to save Cance

Employee: Select the Employee to add a leave.

Day Type: Select the day as Full day/First Half/Second Half.
Date: Select the date from the calendar.

Leave Type: Select the leave type as Paid Leave/Unpaid Leave.

Category: Select the Leave category.
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Days: This field will be auto entered when you select the date from the calendar.
Apply Reason: Enter the reason for the leave request.
Click Confirm after entering the required details.

Note: The employee must select the timetable before applying for leave.

Delete a Leave

Perform the following steps to delete a leave request:

4. Select the row to

be deleted

Prompt X

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

o Select the leave and click Delete or click Delete icon ﬁ' of the corresponding leave request.
o On the appearing pop-up, click Confirm if you are sure to delete the leave request.

Approve or Reject a Leave

Perform the following steps to approve/reject a leave request:
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Approve/Reject

Status™  Approved

Remarks:

o Select the leave request and click Approve/Reject. A pop-up will appear as shown in the image
above.

o Select the state as Approved/Rejected.

o Enter the remarks of approval. Click Confirm.

Edit a Leave
Edit option let user to modify the leave request. Perform the following steps to edit a leave:

o Click the Employee ID or edit icon.
» A window will appear as shown in the image below:

4. Click here to edit

5. Enter the

required details

Revoke a Leave

Using Revoke, we can cancel an Approved or Rejected request. To revoke a leave, perform the following
steps:
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Select the Leave to revoke and click Revoke.
A window will appear as shown below:

Personnel

Leave

Overtime

Device

Attendance Access System

Start Time End Time

2023-02-01 14:00... 2023-02-01 18:00... 0.5 Unpaid Le...
1 2023-01-23 14:00... 2023-01-23 18:00... 0.5  Unpaid Le...

BBookmarks+ T Filters - M\P
Add Delete. Approve/Reject
|| Employee... FirstNa.. LastNa.. Department  Position Leave Category
Ofo nhhhh Department_n... Position Sick Leave
10 Manoj Department_n... Position _ Sick Leave
gbhj Department n.. . .
O Manoj Testing
Il shaik SMD Revoke Reason’:
[1| 70577 shaik SMD
]| 70577 shaik SMD
[]|70045 lokus Department n...
[]333333  Shruthi Testing
[1/333333 Shruthi - Testing
[]/100001  Joshua  Baby Department_f...

"
6. Enter the
reason

Cancel

Days Leave Type

Paid Leave
Paid Leave
Paid Leave
Paid Leave
Paid Leave
Paid Leave
Paid Leave
Paid Leave
Paid Leave

Apply Reas...  Apply Time
2023-02-08 10:50...
2023-01-23 11
2022-12-20 10:34...
2022-09-21 16:50...
2022-08-29 14:20...
2022-08-29 14:20...
2022-08-29 14:18...
2022-08-22 10:52...
2022-07-01 10:26...
2022-07-01 10:12...
2022-06-09 16:40...

Overtime option enables you to add overtime to an employee. The Overtime can be Normal
Overtime/Weekend Overtime/Holiday Overtime. It can be done in two ways:

The Administrator can add overtime to the employees through Admin login.
The Employee can raise overtime requests through employee login.

Rule

Shift

Schedule

Approvals

Manual Log

Leave

Training

Schedule Adjustment

Personnel

Add Delete

Employee Id

The columns are described as follows:

Device Attendance

Y Filters ~

Approve/Reject Revoke

First Mame
Raoshan
laddu
lucky
lucky
Swasth
Arvind
Ram
Swasth
Ram
Ram

Last Mame

Access

Department
Pythontest
testingch
Pythontest
Pythontest
Pythontest
Testing
testingch
Pythontest
testingch
testingch

System

Position
Pythontrainee
Junior Tester
Pythontrainee
Pythontrainee
Pythontrainee
tester

Tsr
Pythontrainee
Tsr

Tsr
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Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,

Department, and Position of the employee who applied for overtime.
Overtime Type: Displays the type of overtime application.

Start Time: Displays the starting date and time of overtime.

End Time: Displays the ending date and time of overtime.

Apply Reason: Displays the reason for overtime application.

Apply Time: Displays the time at which the overtime approval is requested.
Approval Status: Displays the status of approval of the overtime.
Approval Remarks: Displays the remarks for the processed overtime request.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Add an Overtime Request

Perform the following steps to raise an overtime request:

Click Add to raise overtime request.
Enter the required details in the appearing window as shown in the image below:

Personnel Device Attendance Access System

& Bookmarks~ ¥ Filters ~

[]] 9308
BN 2. Select the
[]] 9308

Bl Employee
]| 70550
[J| 70550 Swasthi

Madhuja

cyEditempFirst..
manoj

[ 70331 barsarani

b | 1aed122 voctinnch
3 Enter the 20 v Total 3709 Records > 1
details I Start Time* End Time* Overtime Type*  Normal OT I
ADoly Reason

B

Employee: Select the Employee to raise overtime requests.

dd Delete e ——
Add

|| Emgloyeeid First Name J *
L] 5742 Roshan 8 pepartment Employee Q Selected
[ o786 laddu
Ol7os11 Jucky b | Employe... First Name Last Name Department Employe... First Name Last Name Department
[ 70511 lucky | 1 vi 2 100 Vasanth testingch
]| 70550 Swasthi 100 Vasanth
]| 9449 Arvind 1003 Priya

Cancel
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Start Time: Enter the start time of overtime.

End Time: Enter the end time of overtime.

Category: Select the overtime category.

Apply Reason: Enter the reason for the overtime request.

Click Confirm after entering the required details.

Approve or Reject an Overtime Request

Perform the following steps to approve/reject an overtime request:

Select the overtime request and click Approve/Reject. A pop-up will appear as shown in the
below image.

d Sy P r Personnel Device

v a =[]

& Boockmal lters ~
1. Selectthe =TT S —

Last Mame Department Position Overtime Type
- | Pythontest | Pythontrainee | Normal OT

Employee  jmieriis

| o2
& Approvals [ 1]9786
1] 70511
1| 70511
1] 70550
[ 9448
]| a=08
1| 70550
]| 2=08
]| 9508
[]| 7os50

]| 70550

[]| 70331

First Name
Roshan
laddu
lucky
lucky
Swasthi
Arvind
Ram
Swasthi
Ram
Ram
Swasthi
Swasthi
barsarani

Select the state as Approved/Rejected.
Enter the remarks of approval. Click Confirm.

Edit an Overtime Request

Attendance

Access System

Approve/Reject

Status™ Approved

N Remarks:

Cancel

Perform the following steps to edit an overtime request:

Click the Employee ID or Edit icon.
A window appears as shown in the below image.

off OT

X B

ial oT
@l oT
ay OT
@al oT
off OT
ay T

Start T
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
2022-(
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Personnel

@ oraz
[]| o786
[1/ 70511
[]|7o511
]| 70550
[]| 9449
1] 9908
[]| 70550
[]| 9908
[]| 9908
]| 70550
[]| 70550

] 70331

& Approvals

Device

& Bookmarks~

Add Delete
|| Employee Id

Attendance

T Filters =

spproveioicc i o
First Name

Roshan | Edit

laddu

Jucky | Employss*

lucky gy ]
s‘ﬁqq Start Time*
AVinG — End Time*
Ram
Swasthi
Ram
Ram B Apply Reason
Swasthi |

Swasthi

barsarani

B Owertime Type*

B

Make necessary changes and click Confirm.

Delete an Overtime Request

Perform the following steps to delete an overtime request:

Select the overtime request and click Delete or click del icon ]ﬁ of the corresponding overtime

request.

Access

System

2022-04-01 09:00:00
2022-04-01 21:00:00

Normal CT

Cancel

‘LastMName  Department  Position

*

EAEAE A

a

e

Overtime Type
Mormal OT
Weekoff OT
Mormal OT
Mormal OT
Holiday OT
MNormal OT
Weekoff OT
Holiday OT
Weekoff OT
Holiday OT
Weekoff OT
Holiday OT
MNormal OT

On the appearing pop-up, click Confirm if you are sure to delete the leave request.

Revoke an Overtime Request

Perform the following steps to revoke an overtime request:

Select the overtime request to be revoked and click Revoke.
A window will appear as shown in the image below:
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Personnel Device Attendance 258 System

& Bookmarks~ Y Filters ~

Add  Delete  Approve/Reject

|| EmployeeId First Name Overt
‘B 0742 Roshan Maormn
[]| o786 laddu Weeh
[/ 70511 lucky] Revoke X || Nom
[]/ 70511 lucky | | Nom
[] 70550 Swast] FEvosE Reason™ a | Holid
e Arving | Nom
[]| 9908 Ram | P | west
[/ 70550 Swasth Holid
[]| =908 Ram Wesh
]| 9908 Ram | | Holid
]| 70550 Swastl | west
[]| 70550 Swasth | Holid
[/ 70331 barsar | Nom

Cancel

Enter the revoke reason and click Confirm.
Training

The Training option enables you to add training requests. The appropriate Administrator will approve
the training requests.

zasy TimePre Personnel Device Attendance Access System

Deshbaard @

T

® rule & Bookmarks~

T Filters «

[ shift Add Delete Approve/Reject Revoke
Employee Id First Name Last Name Department Position Training Type
P schedule 2
Arvind - Testing tester automation
™ Approvals vi - testingch CEQ KT ETPro
barsarani - testingch tester Java

Manual Log

Leave

Overtime 3

Schedule Adjustment
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for training request.

Training Type: Displays the training type which the employee applied for.
Start Time: Displays the starting date and time of the training.

End Time: Displays the ending date and time of the training.

Apply Reason: Displays the reason for the training application.

Apply Time: Displays the time at which the training is requested.

Approval Status: Displays the status of approval of the training.

Approval Remarks: Displays the remarks for the processed training request.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Page |198



EasyTime Pro User Manual

Add a Training Request

Perform the following steps to raise a training request:

Click Add to request training.
Enter the required details in the appearing window as shown in the image below:

& Bookmarks~ T Filters +

X
Department Employee Q Selected
Employe... First Name Last Name Department Employe... First Name Last Name Department
2' Sele(:t the 1 vi testingcb 1003 Priya test
Employee 100 Vasanth testing
1003 Priya test
" Madhuja
technician
Manoj
20 v Total 3709 Records > 1
Start Time* End Time* Training Type® ———-—- I
‘Apply Reason
: Q
Cancel

Employee: Select the Employee to raise training requests.
Start Time: Enter the Start time of Training.

End Time: Enter the End time of Training.

Category: Select Training Type.

Apply Reason: Enter the reason for the training request.

Click Confirm after entering the required details.
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Approve or Reject a Training Request

Perform the following steps to approve/reject a training request:

Select the training request and click Approve/Reject. A pop-up will appear as shown in the
below image.

Personnel Device Attendance Access System

Training

& Bookmarks~ T Filters =

Add Delete Approve/Reject Revoke

Employee Id First Name Last Mame Department | Paosition | Training Type Sta

H pan A.rvmd Approve/Reject x B

& Approvals 1 vi 20;
70331 barsarani Status*: Approved jZQ

Remarks: "

-

Cancel

Select the state as Approved/Rejected.
Enter the remarks of approval. Click Confirm.

Edit a Training Request
Perform the following steps to edit a training request:

Click the Employee ID or edit icon.
A window will appear as shown in the below image.
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Personnel Device Attendance Access System

& Bookmarks~ T Filters -

Add Delete Approve/Reject Revoke

Employee Id First Name Last Mame Department Position Training Type Start Time
9449 Arvind ] ] ] automation 2022-04-04
. Edit X
® Approvals 1 vi [ | | KTETPro 2022-04-01
70331 b . Java 2022-01-21

Employee*

Start Time* 2022-04-04
End Time* 2022-04-04 11:30:00
Training Type®  automation

Apply Reason

Make necessary changes and click Confirm.

Delete a Training Request

To delete a training request, perform the following steps:

Select the training request and click Delete or click Delete icon t of the corresponding

training request.
On the appearing pop-up, click Confirm if you are sure to delete the training request.

Personnel Device Attendance Access System

& Bookmarks.

Filters ~

Add Delete Approve/Reject Revoke

Employes|d  First Name  LastName  Department Position Training Type  Start Time End Time Apply Reason  Apply Time Approval
Manoj Department_new Position aasd 2023-02-01 17:32:00 2023-02-01 21:37:00 hhgg 2023-02-01 17:32:37 Pending
& Approvals. Mapa - Department_new Position aasd 2023-02-01 10:43:00 2023-02-01 13:45:00 dffdd 2023-02-01 10:43:28 Pending
Tester Testing Test Engineer  aasd 2022-05-20 16:00:01 2022-05-20 17:00:00 2022-05-30 12:18:43 Pending
Tester Testing Test Engineer  aasd 2022-05-20 15:00:01 2022-05-20 16:00:00 2022-05-30 12:18:05 Pending

4. Select the row to — = a— =
Tester Testing 14:00:00 2022-05-20 15:00:00 2022-05-30 12:17:25 Pending

be deleted Prompt X

Are you sure you want to delete the selected 1

= Cancel

item?
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Revoke a Training Request

To revoke a training request, perform the following steps:

Select the training request to be revoked and click Revoke.
A window will appear as shown below:

d Sy P r Personnel Device
Deshbaard @

Training

Enter the revoke reason and click Confirm.

Schedule Adjustment

Attendance

-

& Bookmarks~ T Filters -

Add Delete Approve/Reject
D Employee Id First Name Last
b 9449 Arvind =
B 1 vi -
1| 70331 barsarani =

Access System

Department Position Training Type Start Time
| Testina |tester | autnmatinn | 2022-04-04 09:3
Revoke * :_01 12:3
k| £1 162
Revoke Reason™ D

Cancel

An employee can request to change the schedule assigned to him through our EasyTime Pro Mobile
App. When an employee submits a request to change the shift through EasyTime Pro Mobile App, the
Administrator can approve the request through the Web application or EasyTime Pro Mobile App. The

columns are described as shown below:

Personnel Device Attendance
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,

Department, and Position of the employee who applied for training request.

Date: Displays the date and time of the employee applied for.

Previous Schedule: Displays the previous scheduled assigned to the employee.

New Schedule: Displays the new scheduled assigned to the employee.
Apply Reason: Displays the reason for the schedule application.
Apply Time: Displays the time at which the schedule is requested.
Approval Status: Displays the status of approval of the schedule.
Remarks: Displays the remarks for the processed request.

Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Approve or Reject Schedule Adjustment

Perform the following steps to approve/reject a schedule adjustment:

» Select the schedule adjustment and click Approve/Reject. A pop-up will appear as shown in the
image below:

» Select the state as Approved/Rejected.
« Enter the remarks of approval.

o Click Confirm.
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Revoke a Schedule Adjustment

Using Revoke, we can cancel an Approved or Rejected request. To revoke a schedule adjustment,
perform the following steps:

o Select the schedule adjustment to revoke and click Revoke.
» A window will appear as shown below:

5. Click here to Revoke

o Enter the reason to revoke and click Confirm.

Delete a Schedule Adjustment

Perform the following steps to delete a schedule adjustment:

Confirm to delete

o Select the schedule adjustment and click Delete or click delete icon @ of the corresponding
schedule adjustment.
» On the appearing pop-up, click Confirm if you are sure to delete the schedule adjustment.
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Advanced Holiday Scheduling (Holiday)

The holiday option enables you to set the attendance framework for holidays. You may allocate holidays
to specific departments together with the Overtime levels.

e asy 1M« -Pr v Personnel Device Attendance Access System

Dashboard @

*a =[]

iz & Bookmarks~

T Filters ~

Shift Add Delete
Name Location Start Date Duration(Day)
Schedule
goa 2022-03-15 1
bang 2022-04-13 1
Approvals
goa 2022-04-14 1
- : Udupi 2022-05-02 4
Holiday
Location 2022-05-02 4
bang 2022-02-23 1
goa 2021-09-17 1
@ QutDoor Management Location 2021-09-09 1

e Leave Management

The columns are described as follows:
Name: Displays the Holiday Name.

Location: Displays the location to which the holiday is applicable. Because the holiday may vary for each
location.

Start Date: Displays the starting date of the holiday.
Duration: Displays the holiday duration.

Working on Holiday: If an employee works during the defined holiday, it can be ignored or moved to
overtime. It displays the stated option.

Add Holiday
Perform the following steps to add a holiday:

Click Add to add a holiday.
Enter the required details in the appearing window as shown in the image below:

Page |205



EasyTime Pro User Manual

4. Click here to

Name*
Start Date*  2023-02-09 DurationiDays)* 1
Working On Holiday* Calculate as Holiday C OTLevel 1+ 0

OTLevel 2 O OTlevel3* O

5. Enter the required
details

Name: Enter the Employee name.

Holiday Location: Select the corresponding Location where this Holiday is applicable.
Start Date: Enter the start date of the Holiday.

Duration: Enter the duration of the holiday: E.g.: 1 day.

Working on Holiday: Select if you want to consider this worktime as overtime or normal work time
option.

OT Level 1/0T Level 2/0T Level 3: By default, the values are 0, that means OT levels are not defined
here. If you follow overtime calculation on level basis, then you can provide the values here or else leave
it default as 0.

Click Confirm after entering the required details.
Edit a Holiday
Perform the following steps to edit a holiday:

o Click the name of the holiday or Edit icon.
» Make necessary changes and click Confirm.

Delete a Holiday

Perform the following steps to delete a holiday:

» Select the holiday and click Delete or click Delete icon @ of the corresponding holiday.
o On the appearing pop-up, click Confirm if you are sure to delete the holiday.
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Customize On-Duty Attendance (Outdoor Management)
The Outdoor Management under Attendance module deals with the employees who visit the client's
place for business/service purposes. It tracks the attendance and location of the employees who have

been to the client's location. It is primarily used by sales and support teams when comparing to other
teams.

Client Details

The Client Details displays the names of client places where the employees are scheduled to visit.

Personnel Device Attendance Access System

& Bookmarks~ Y Filters ~

5 He

&% OutDoor Management «

The columns are described as follows:

Client ID: Displays the ID of the client.

Company Name: Displays the name of the client.

Address, Branch: Displays the address and branch name of the client location.

Contact Person: Displays the name of the person whom to be contacted in the client location.
Contact Number: Displays the Contact number of the corresponding contact person.
Longitude, Latitude: Displays the geographical coordinates of the client location.

Punch Radius (mtrs): Displays the distance range in which the employee can make the attendance
punch.
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Add Client Details

Perform the following step to add a new client:

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

1. Click here

Enter the following details:
Client ID: Enter the ID of the client.
Company Name: Enter the name of the company.

Branch: Enter the branch name to which the employee will be visiting.

Enter the required 4 | 76.9630848209961

980
1Cs123
Test1233
1

123

77.6885258

77.623989270459
775103412007227 12
76.447414044620 10

|80.1671073204101 13

776885258 2
7630160931835 12
77.5721393864258 13

785135303776367 1€

Address: Enter the address of the company (automatically updated after selecting the location on map).

Contact Person: Enter the name of the contact person who can be contacted for queries.

Contact Number: Enter the contact number of the contact person.

Latitude and Longitude: Enter the geographical coordinates of the company (automatically updated

after selecting the location on map).

Punch Radius: Enter the distance range within which the employee is allowed to make the attendance

punch.

Company Logo: You can upload the client’s company logo here.
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If you do not know the geographical coordinates exactly, you can search the company name in
the google map and the coordinates will be automatically fetched by the system.
Click Confirm after entering the details.

Edit Client Details

Perform the following steps to edit the client details:

Click the Client ID or icon.
The client details window appears as shown in the image below:

x

WAB209961 8524495420953 10000 Z 8

g 129691657 10000 za

0270455  129B04675554316 1000 Zza

aronikars - IBTI27 12S61A197779009 1412352340 za

Map  Sateliite smyiler r 3 Mzs 10.0246349912539 10000 8
'v J73204101 130075665602975 10000 v 8-}

o £ a8 129891657 1900000 v 8-}

6‘-) 09316359 1297645203039 200000 Zz8a

% 1IB6AE 1300275785188 10000 @8

:;',f{;zmm""'m"‘p"";'o' 103776367 100734840438965 10000 ir -]

Peyad
(i3 A ‘
u +

Make necessary changes and click Confirm.

Delete Client Details

Perform the following steps to delete the client details:

Select the Client and click Delete or click ]ﬁ' icon of the corresponding client.
On the appearing pop-up, click Confirm if you are sure to delete the client details.

Schedule Planner

The schedule Planner enables you to create a schedule by incorporating multiple clients at the same
time. E.g.: If a schedule is created for 3 clients, it will be assigned to an employee who needs to visit all
three client places on the same day.
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zasy TimePre Personnel Device Attendance Access System

Dashboard &

¥ P

& Bookmarks v

Rule

T Filters ~

Shift Add Delete
Schedule Name Map View
Schedule Q
Q
Approvals v

(8] Holiday

@B OutDoor Management

Client Details

Outdoor Schedule

Schedule Report

The columns are described as follows:

Schedule Name: Displays the name of the created schedule.

Map View: Displays the location of the client.

Text View: Displays the check-in and check-out time of the employee in the client's location.
Add a Schedule Planner

Perform the following steps to add a schedule planner:

Click Add to create a new schedule. A window appears as shown in the image below:

Personnel Device Attendance Access

Schedule Planner

& Bookmarks ~

System

Y Filters ~

1. Clickto USSR x I Texty
add [ ]| 12345 B
[ [ NiReriew I schedule Name* i B
a )
2. Enterthe L]

required

5 Company Name* --Select-- Date  2022-04-01
details

&% OutDoor Management -

In Time  00:00:00 Out Time  00:00:00

3. Click to add more
details
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Enter the following details:

Schedule Name: Enter the Schedule name.

Company Name: Select the Client Name from the drop-down list.

Date: Select the schedule created date.

In Time: Select the time at which the employee should check-in in the client's place.
Out Time: Select the time at which the employee should check-out in the client's place.
Location: This is for reference about the location of the company.

If you want to add more client locations to the same schedule, click Add.

Another field to add client details appears as shown in the image below:

Add

Schedule Name*  Schedule 1

Company Name*  Gulmohar Date

2020-06-01

In Time  00:00:00 Out Time  00:00:00
Company Name  —Select— Date  2020-06-01
In Time  00:00:00 Out Time  00:00:00

Add

Enter similar details and click Confirm.

Cancel

In a schedule, you can add a maximum of 4 clients apart from the default one. If you wish to remove a

company's details, click Remove.
Edit a Schedule Planner

Perform the following steps to edit a schedule planner:

Click the Schedule Name or icon. A window appears as shown in the image below:
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W QF

Ht

5 Click here to edit 7SI
evie

W& R
5 E @ &

Make necessary changes and click Confirm.

Delete a Schedule Planner

Perform the following steps to delete a schedule:

Select the Client and click Delete or click ]ﬁ' icon of the corresponding client.
On the appearing pop-up, click Confirm if you are sure to delete the schedule.

Outdoor Schedule

Outdoor Employee allows you to assign schedules to employees. You can assign schedules which are
previously created in Schedule Planner. Make sure Outdoor Management for the desired employee(s) is
enabled.

Profile
Employee ID* First Mame*  Achal
Department*  Dewvelopment Last Mame  Abhishek
Position  Manager - Area® Mot Authorized
Employment Type  --------- Date of joining  2015-06-23
Holiday Location | --—---—---- COutDoor Mng  Enable
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e asy [ 1M -Pr : Personnel Device Attendance Access

Dashboard @
Outdoor Schedule

Rule

& Bookmarks ~ Y Filters ~
Shift Add Delete
Employee Id First Name Last Name Schedule Name
Schedule
9908 Ram charan 12345
11 Madhuja - Interview
Approvals
70139 fdfds - test

(5] Holiday

@ OutDoor Management

Client Details
Schedule Planner
dule

Schedule Report

The columns are described as follows:

Employee: Displays the name of the employee to whom the schedule is assigned.
Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the start date of the schedule.

End Date: Displays the end date of the schedule.

Text View: Displays the check-in and check-out time of the employee in the client location.
Add Employee Schedule

Perform the following steps to assign a schedule to an employee:

Click Add to assign a schedule to an employee. A window appears as shown in the image below:
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Access

Pr Personnel Device Attendance

Outdoor Schedule

& Bookmarks~

System

Y Filters ~

Add Delete 7
-

| Employee Id Map View

[ ] 9308 | Add x B Q
T 1 1 9
(170138 1 trpiogee Employee Q Start Date*  2022-04-0 End Date*  2022-04-30 | Q
ploy st Nai 3. Select the dates
Employee Id First Name Schedule Qo

P123

@ OutDoor Management
1 Madhuja Schedule Name
205 Manojt test

Test333 scl
Sample Test Interview
lokis 12345

Alok Ranjan

fdfds

barsarani

mummn
70511 lucky
7nssn Suwracth

Cancel

Enter the following details:

Employee: Select the employee to whom the schedule is to be assigned.
Start Date and End Date: Enter the Start Date and End Date of the schedule.
Schedule: Select the schedule from the schedule list.

Click Confirm after entering the details.

Delete an Employee Schedule

Perform the following steps to delete an employee schedule:

Select the employee and click Delete or click ]ﬁ' icon of the corresponding employee.
On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.

Schedule Report

The schedule report displays the daily attendance information of the employees within a specified time.
It displays the statistical reports of schedule log, attendance, timecard, exception, late, early leave,
overtime, absent, multiple transactions and break time.
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Personnel Device Attendance Access System

The columns are described as follows:

Employee Id: Displays the employee id to whom the schedule is assigned.

First Name: Displays the name of the employee to whom the schedule is assigned.

Date: Displays the date of scheduled client visit of employee.

Schedule Name: Displays the name of the created schedule.

Map View: Displays the location of the client.

Text View: Displays the check-in and check-out time of the employee in the client's location.

Check in Latitude, Check in Longitude, Check Out Latitude, Checkout Longitude: Displays the
check-in and check-out latitude and longitude details.

Visit Summary: Displays the visit summary.

Check In Address, Check Out Address: Displays the check-in and check-out address.

Un-scheduled Report

The Un-schedule report displays the attendance information of the employees within a specified time. It
displays the statistical reports of Unscheduled log attendance, time card, exception, late, early leave,
overtime, absent, multiple transactions and break time.
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Personnel Device Attendance Access

Un-Schedule Report

Area

System

Start Date  2022-04-01 End Date  2022-04-11 Employee o

Position

Employee ID %  First Name Company Name ap View TextView  Check In Latitude Check In Longitu

.. -122.084
-122.084
-122.084
-122.084
-122.084
-122.084
-122.084
-122.084

DFGGHH
ASDFGG
DFFFIFTAKEPICT.

70390 mummn
70390 mummn
ReEETS 70390 mummn
70390 mummn 25555
ASDDFFF
ASDDDD

M
e
e
e
Q
e
v
ASDFF "]
v
v
v
e
e
e

Holiday
= ¥ 70350 mummn

@b OutDoor Management = 70550 mumma
70380 mummn
70390 mummn FGGGG
DFGG
asbD
doD
GHHHH
HHG

70350 mummn

70390 mummn
70350 mummn
70390 mummn

70380 mummn

[ O " O O O O O0° [ O O

restin

Employee Id: Displays the employee id to whom the schedule is assigned.

First Name: Displays the name of the employee to whom the schedule is assigned.

Date: Displays the date of unscheduled client visit of employee.

Schedule Name: Displays the name of the created schedule.

Map View: Displays the location of the client.

Text View: Displays the check-in and check-out time of the employee in the client's location.

Check in Latitude, Check in Longitude, Check Out Latitude, Checkout Longitude: Displays the
check-in and check-out latitude and longitude details.

Visit Summary: Displays the visit summary.

Check In Address, Check Out Address: Displays the check-in and check-out address.

Leave Management

The Leave Management is the set of processes that manages the leave request, approval and tracking of
the employee leave in the organization. This efficient leave management system significantly reduces
the work disruptions and maintains accurate leave records.

The salient features of Leave Management are:

Ensures smooth functioning of the company's operation
Eliminates Paperwork

Removes manual interventions

Realistic concern on work schedules
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How to configure leave (Leave type)

The Leave Type option enables you to configure the leaves which are added.

za Sy TimePre Personnel Device Attendance Access System
bashboord®

® Q= Reports Leave Type x

® Rule 7

B shift Add Delete
8 schedul Leave Name Report Symbol
Schedule
SL
& Approvals CAL
ML
Holiday coL
AL
@b OutDoor Management ~ BT
AP
© Leave Management . & fl
2 cm

Leave ings

Leave Schedule

Leave Detail Report

The columns are described as follows:

Leave Name: Displays the Name of the leave which will be allotted to the employees.
Report Symbol: Displays the symbol for each leave which will be utilized in report generation.
Add a Leave Type

Perform the following steps to add a leave type:

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

E
NNNNNINR
poDDEREBDD

Enter the
details
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Leave Name: Enter the Leave Name.

Minimum Unit: Enter the minimum day(s) of leave.

Unit: Select the unit of leave. It may be Minute/Hour/Workday/ HH: MM.

Round Off: Rounding means making a number simpler but keeping its value close to what it was. Select
whether to round-off the leave. E.g. Suppose total leave is around 5.77 hour, then enabling round-off to
Yes will make 5.77 to 5.8.

Report Symbol: Enter the symbol for leave which should appear in reports.

Click Confirm after entering the required details.

Delete a Leave Type

Click to delete

4. Select Lo X

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

Cancel

Confirm to delete

Perform the following steps to delete a leave type:

o Select the Leave Type and click Delete or click delete icon |} of the corresponding leave type.
»  On the appearing pop-up, click Confirm if you are sure to delete the leave type.

Edit a Leave Type

1

Click here to edit
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Perform the following steps to edit a leave type:

Click the Leave name or icon.
Make the necessary changes and click Confirm.

Schedule leaves to employees (Leave Setting)

The Leave Settings option helps you to assign leaves to employees. You can set various parameters like
allotment type, number of days, carry-forward, and more.

easy [imePrc Personnel Device Attendance Access System

Doshboord @
$ Q=

) Rule

4 Shift Add Delete

G ) Employee Id First Name Last Name Department Position Leave Allotment Type Leay
schedule Alok Ranjan - testingch Position Yearly 202}

7 Approvals vi - testingch CEO Yearly 202
Ram charan testingch Tar Yearly 202

Holiday — shreyas - testingch tester Yearly 202}
laddu - testingch Junior Tester Yearly 202}

DutDoor Management lucky Pythontest Pythontrainee Yearly 202]
Arvind - Testing tester Yearly 202}

Leave Management = Swasthi - Pythontest Pythontrainee Yearly 2024
Madhuja - testingch Senior Tester Yearly 202}

Ab - deptName tester Yearly 202}

f - HyZ Position Yearly 202}

barsarani - testingch tester Yearly 202}

Girish - testingch Position Yearly 202}

Leave Detall Report TestEmployee - testingch tester Yearly 202}
PAYEL - testingch tester Yearly 202

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee.

Leave Allotment Type: Displays the type of leave allotted to the employee.
Leave Effective From: Displays the starting date of the leave allotment.
Total Days: Displays the total number of leaves allotted to the employee.

Maximum allowed leave per month: Displays the number of leaves that an employee is allowed to
take each month.

Carry Forward Limit: Displays the number of leaves that an employee can carry forward to next
month/year.

Auto Carry-Forward: Displays whether the leaves will be automatically carrying forwarded or not.
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Add Leave to employees

Perform the following steps to add leaves to employees:

Click Add. In the appearing window select the employee to add leaves.

T—

Add Delete

Personnel Device Attendance

Access System

[ | Empl 4 T ame Department Position Leave Allotment Type Total Leave
. Selec
]| 7013 anjan = testingch Position Yearly 300 !
[l L | tastinach Lera Waarly 240 .
N Add x| |5
] | Ll20
Department Employee Q Selected | 12
1.0
Employe... First Name Department Employe... 20
lanagement & 1 vi testingch [ AE
» testingcb L |80
e select the test 80
1 employ testingch ET
1111111 technician testingch | 50
123 Manoj kjhg | 100
1234543 testingch Ll7o
12 yEditempFirst... cyEditDepart... | 100
123ABC  manoj d | 100
1253 testingcb Bls0
1asd 123 testinach |50
20 w~ Total 3709 Records > | 4 5.0
Blso0
Leave Allotment Type* Yearly Leave Effective From*

Total Leave* 0.5 Leaves Allowed PerMonth* 0.5 Confirm to
Auto Carryforward® YES Carry Forward Limit* 0 Add

Cancel

Leave Allotment Type: Select the leave allotment type. It can be Yearly/Monthly.

Auto-Carry-forward: Select whether to auto-carry-forward the accumulated leave to next month/year.
Total leaves: Enter the total number of leaves.

Leave Effective From: Select the date from which the leaves are effective from.

Maximum allowed leave per month: Enter the maximum number of leaves that an employee can take.
Carry-forward limit: Enter the maximum carry-forward limit.

Click Confirm after setting the leave.

Page |220



EasyTime Pro User Manual

Edit Leave Settings
Perform the following steps to edit the leave settings:

o Click the Employee ID or edit icon. A window appears as shown in the below image:

Edit
Employee*
Leave Allotrment Type*

Total Leave*

Leave Effective From* enter the edit

Leaves Allowed PerMonth* B

Auto Caryforward®

Carry Forward Limitt 01

m Cancel

»  Modify the required details and click Confirm.
Delete Leave Settings

Perform the following steps to delete the leave settings:

o Select the Leave Settings and click Delete or click del icon @ of the corresponding leave
settings.
» On the appearing pop-up, click Confirm if you are sure to delete the Leave Settings.

5.7.2 Leave Schedule

The leave schedule allows you to define the number of leaves for each leave type such as Sick leave,
Casual Leave, Maternity Leave, and more.
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Za S‘y TI 1= P = "ersonnel Device Attendance Toll
L Wl W Giohal Rule Leave Settings Leawe Schedelk:
A= & Bookimarks = T Fillers =
& shin Add Delete
Schedule Employes ID First Name:
1 Ehlnd
& Approvals 10 Apila

apement

Q Leawe fdanagerment 2

Leave Type

Leave Sell

System

Add a Leave Schedule

Total no. of leaves allotted here (Leave Settings can be distributed on this interface.

Perform the following steps to add a leave schedule:

o Click Add to add a new leave schedule. A window appears as shown in the image below:

Department Employes

Selected 1

Employee ... First Name Last Name Department Employee ... First Name % Last Name &
001 Achal Development 70034 Achal Abhishek
1 Asish test
12345 tt Development
== 70034 Achal Abhishek Development
I3 N
3. The total no. of leave
is defined in previous
L} - n
Leave Settings". Here
we need to distribute
that total number
20 v Total 4Records 1 | Page m
Sick Leave® 5 Dray(s} Casual Leave= 5 Dayis)
Maternity Leave® 0 Dayis) compassionate Leave™ 0 Dayls)
Annual Leave™ 5 Dayls) Business Trip® 0 Day(s)

Sick Leave: Enter the number of days to be credited as Sick Leave.

Casual Leave: Enter the number of days to be credited as Casual Leave.

Maternity Leave: Enter the number of days to be credited as Maternity Leave.
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Annual Leave: Enter the number of days to be credited as Annual Leave.
Business Leave: Enter the number of days to be credited as Business Leave.
Click Confirm after scheduling the leaves.

Edit a Leave Schedule

Perform the following steps to edit a leave schedule:

Click the Employee ID or edit icon. A window appears as shown in the image below:

Persoane Device Allendance Payrall Syslem

Haolday - Legee Typa =~ Leawe Schadule Leave Settings

& Boa ki = T Fltiers =

Add Delete
Employes 1D [First Mam: Last Marme: Departmens
10 ampita Baby Ancnoid

Employes
Sk Leawe 1 Casual Leave 1
Maternity Leawe 2 Compassionste Leave 3

Annual Leave & Burdress Trip 2

Candiem Cancel

Modify the required details and click Confirm.
Delete Leave Schedule

Perform the following steps to delete the leave schedule:

Select the Leave Schedule and click or click delete icon ]ﬁ of the corresponding leave schedule.
On the appearing pop-up, click Confirm if you are sure to delete the leave schedule.
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Leave Detail Report

The Leave Detail Report displays the allotted leaves, leaves already taken, leave balance, carry forward
limit, and more. The columns are described as follows:

Access

Attendance System

zasy Tin y Personnel Device

Leave Detail Report

Area

® Rule Start Date  2022-04-01 End Date  2022-04-11 Employee G

Position

First Name Leave Allotment Type Leave Effective From Increment Date Total Leave Leay

laddu Yearly 2022-04-01 20 2
Ram Yearly 2022-04-01 10 5
30 20

Alok Ranjan Yearly 2022-04-01

[ Department

¥ O Mobility
[ menday departmant
oA
B Reports 0 =si
. : ¥ O Testing
% Configurations O Devaps

First Name: The First Name of the employee.

Leave Allotment Type: Leave type defined to the employee. It can be Monthly/Early.

Leave Effective From: The Starting date of the Leave Schedule.

Increment Date: The Ending date of the Leave Schedule.

Total Leave: The total number of leaves allotted to the employees.

Leaves Allowed Per Month: The maximum number of leaves the employee is allowed to take.

Carry Forward Limit: The maximum number of leaves the employee can carry-forward to next

month/year.
Leave Used: The number of leaves taken by the employee.

Leave Balance: The remaining number of leaves for the employee.
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How to calculate Attendance (Reports)

Report option manages various kind of reports, and it calculates the attendance of employees.

Calculate

To calculate the attendance of an employee, perform the following steps:

» Select the department to calculate the attendance by selecting the corresponding checkbox as
shown in the below image:

Attendance Access

Personnel Device

System

Employee Id

mployee Id First Name Last Name Date of Joining

0 Vasanth

003 Priya

2022-03-24 testingcb Senior |

E
1
1
1
1
1
1
1
1
1
1
1
1

a:

mpFirstName2 Positior)

2MBC  mano sitic

53

512345

kun
205 Manojt tester
207 testingeh
testinget

2071 testingek
2073 testingct

o The employees in the selected department will be displayed.

o Select the employee and click m .
o A pop-up will appear after calculating the attendance as shown in the below image:

Leave Detail Report Reports caleulate

Employee Id First Name Q Start Date  2022-04-01 End Date  2022-04-11

Area  Position

e Date of Joining Department

3. Click to

Employee Id First Name:

Nam:
2. Select period

Testemp

Calculate

testingch
S THIRUBABU testingcb
PRAMANAMMA testingch
S KUMARI testingcb
M.ADHI LAKSHMI testingcb
B SUBRAMANYAM testingch
S ANU RADHA testingcb
M.PRASANTH testingch
test testingch
Vasanth testingch
K GIRI BABU testingch

testingch

testingch

api testinged

> O Testing 102115875 testingch

O Devops 102121117 testingch
[ lghg

”,

~— You can filter the employee by the employee ID or First Name.
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5.8.2 Reports

Reports play a major role in the progress of the business. Report provides consolidated, factual, and up-
to-date information of employee’s attendance, and other system related reports. This helps in tracking of
employees’ attendance details, and the functions performed by the system users in the application.

The main features of report generation are:

o Increased timeliness
o Accurate reports without any manual errors
. Greatly improves operational efficiency.

fopor

Tramaction Reperts

:
=
e St e

Schedaling Rapocts

=Jefelofefajefefafe]el
Daily Reporn

BOER

Mouehly Reports.
Elml= el be] e
Summary Raports :

:g{
A

TDMD Reparts

E
boempern oot iniscn e Depmmmt i [ll Usrgmred U

Detailed Attendance Report

Transaction Report

The Transaction Report displays all the transactions performed by the employees.
Transaction

The transaction report displays all the transaction details of the employees.
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Dty Detatts. Detty Samesary
Mouthly Raposts.
ey crmmmey [ s feraieee i i
Summary Reporty.
b It
ey s [ e rmmer [
Special Reports

Personnel Device Attendance Access System

Start Date 2022-04-01 End Date  2022-04-07 Employee

Area Position

EmployeeID = First Name Department Date Tim
70390 mummn testingch 2022-04-07 121
O deptnizme 70390 mummn testingch 2022-04-06 150
¥ O test 70390 mummn testingch 2022-04-06 15:01
¥ O tmsusds 70330 mummn testingch 2022-04-06 145
Qe 70330 mummn testingck 2022-04-06 11:44
Od 70390 mummn testingcb 2022-04-06 114
O ) 1 vi testingch 2022-04-05 10:5¢
> g managing Directos 1 vi testingeh 2022-04-05 10:5¢
z kunu tastingch 2022-04-04 1900
o eveloper
O sos z funu testingch 2022-04-04 1901
0 sar 4 sonufiexi testingch 2022-04-04 19:01
% 0 mno H funu testingch 2022-04-04 18:5:
(] Department 3 fhgdfh tastingch 2022-04-04 18:5¢
» O Mobility z kunu tastingch 2022-04-04 185
(O monday department 3 vy testingch 2022-04-04 185
ar 2z funu testingch 2022-04-04 18:5¢
[} - a sonuflexi testingch 2022-04-04 18:51
>0 ;:_fu'; a sonuflexi testingeh 2022-04-04 18:51
g . 3 fhgdfh testingch 2022-04-04 18:5¢
3 0 oeveion 3 fhgdfh testingch 2022-04-04 18:4¢
[m] Testin
% ) Testing

o Select either the Department, Area, or the Position to view the transaction report.

o By default, the start date will be the date of 1st day of the month, and the end date will be the
current date.

» You can filter an employee's particular schedule log by clicking the employee textbox.

» A window will appear as shown in the image below:
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Select Employee

Department ~ Area  Pc s

& = & Department Filter

testingeb
xz
deptiame

test
test4545

managing Director
Adi(Testing)
Adi(Developer)
sos

par

mno

Department

0000000000000 00

Employee Q

Employe...
1 vi

100 Vasanth
1003 Priya

1 Madhuja
1111111 technician
123 Mangj
1234543...
1234567...
123ABC
1253
Tasd123...

manoj

20 v Total 5709 Records

First Name

cyEditempFirst.

Last Name Department
testingeb
testingeb
test
testingeb
testingcb
kihg
testingeb
<yEditDepal
d

testingeb
testingeb

Selected 0

Employe..

FirstName =  LastName <

None

Department

o Select the employee to view the schedule log and click Confirm.
» The transaction log of the selected employee will be displayed as shown below:

Transaction

Department Area

&

h

» O Testing
0 test
O Development
(O Technical
O HRL
O sales
O test
O dept12
oss
[0 Technical Writing

Start Date

Employee ID

001
001
001
001
001
001
001

2020-04-01

First Name
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal
Achal

End Date  2020-04-22 Employee  Achal
Department 5 Date & Time

Development 2020-04-10 23:00:00
Development 2020-04-10 08:00:00
Development 2020-04-08 14:45:40
Development 2020-04-08 05:00:00
Development 2020-04-07 18:00:00
Development 2020-04-07 09:00:00
Development 2020-04-06 18:00:00
Development 2020-04-06 09:00:00
Development 2020-04-05 05:00-00
Development 2020-04-04 16:00:00
Development 2020-04-04 05:00-00
Development 2020-04-03 15:00:00
Development 2020-04-03 08:00-00
Development 2020-04-02 17:00:00
Development 2020-04-02 05:00:00
Development 2020-04-01 18:00:00
Development 2020-04-01 05:00:00

Total 17 Recards | 1 | Page

- o

Punch State
Check Out
Check In
Check Out
Check In
Chack Out
CheckIn
Chack Out
CheckIn
Check In
Check Out
Check In
Check Out
Check In
Check Out
Check In
Check Out
Check In

3

s oo

Data Sources

Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log
Manual Log

Ht
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Mobile Transactions

The Mobile Transactions report gives the details of mobile punches made by the employee. It also
specifies the punch state, and the location associated with the attendance punch.

Personnel  Device  Attendance  Access  System

Total Punches

Click here

= @

Daity Sumenary Daily Stats.

Monthly Reports

Summary Reports

b L B ]

‘Empioyes Summary il Lerve Summary  [lDepartment Swmmary ll  Vearty Summary

Special Reports

Personnel Device Attendance Access

Mobile Transaction

Department Area Position

Start Date  2022-04-01

= =4
N Employee ID = First Name
[ testingcb

>0 xvz
O depthame 70390 mummn

70390 mummn

0 test 70390 mummn
> O testasas 70390 mummn
0 fdg 70390 mummn
od 70390 mummn
Ods 1
» O managing Director
O Adi(Testing)
O Adi(Developer)
Y Reports 0 sos

i
1 vi
1 vi
1 vi

0O Department
» O Mobility
(O monday department
oA
0 api
> O Testing
(0 Devops
0 kihg
» O Dpevelop
0 Testin
> O Testing
(O cyDeptsodig
(O cyeditDepartmenteditedcyEditDepartment

Total Punches

System

: ==
2la]e]e]za]e]e)e

End Date 2022-04-07

Department
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch

Employee

Date

2022-04-07
2022-04-06
2022-04-06
2022-04-06
2022-04-06
2022-04-06
2022-04-05
2022-04-05
2022-04-04
2022-04-04

@

Time

12:11:39 PM
15:01:46 PM
15:00:37 PM
14:55:15 PM
11:48:47 AM
11:47:22 AM
10:56:41 AM
10:56:20 AM
15:23:31 PM
14:20:29 PM

Punch
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check

The Total Punches report gives the exact number and time of the punches made by each employee

every day.
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Reports

nfiguratio

Personnel Device

Monthly Reports.

Summary Reports

‘Employes Summary

Spacial Reports

Pre

Attendance  Access

OT Summary.

Personnel

Total Punches

Department Area

® =&

¥ O testingch
> 0xz
O deptiame
> O test
» O testasds
0 fdg
od
Ods
¥ O managing Director
0 Adi(Testing)
O Adi{Developer)
O sos
0 par
3 0 mno
[ Department
» O Mobility
(O monday department
aa
0 api
» O Testing
[ Devops
O khg
¥ O Develop
0 Testin
» O Testing
[ cyDeptsodig

O cyEditDepartmentEditedcyEditDepartment

Device

System

Position

Attendance

Access

Start Date  2022-04-01

Employee ID
1 vi

1 vi
1234543212345

2 kunu

3 fhgdfh

4 sonuflexi
5 yyYy
70390

70390

9449

9786

ABC123

rerestdf1

rfhh

ssdc

System

First Name

End Date  2022-04-07

Department
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
Testing
testingch
A
testingch
testingch
testingch

Date

2022-04-04
2022-04-05
2022-04-01
2022-04-04
2022-04-04
2022-04-04
2022-04-04
2022-04-06
2022-04-07
2022-04-03
2022-04-01
2022-04-04
2022-04-01
2022-04-04
2022-04-04

Employee e

Time
09:00:00,13:22:03,14:20:29,15:23:31,18:18:}
10:56:20,10:56:41

15:24:21
10:55:15,16:08:32,16:10:08,16:10:14,16:11:}
10:54:56,16:08:36,16:11:26,16:12:06,16:22
16:10:25,16:10:39,16:11:47,16:12:16,16:39
11:25:07,1 ), 18:11:48,18:11:54,18:15;)
11:47:22,11:48:47,14:55:15,15:00:37,15:01:}
12:11:39

09:30:00,18:30:00

09:30:00,18:30:00

14:54:07

16:27:03

15:54:46

15:56:17,15:56:26
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First and Last Report

The first and last report displays the first and last attendance punches made by the employees.

Personnel  Device  Attendance  Access  System

Monthly Reports

Summary Reports

8

‘Employee Summary

Spacial Raports

Personnel Device Attendance

Department Area Position

¥ Reports

> O testingh
> 0wz
O deptName
> 0O test
> O testasas
O fda
od
Ods
» O managing Director
O Adi(Testing)
O Adi(Developer)
O sos
0 par
> O mno
() Department
> O Mobility
O monday department
oA
0
% O Testing
O Devops
O khg
> O Develop
O Testin
> O Testing
O cvDeptSodig
O cyEditDepartmentEditedcyEditDepartment

Vearty Sommary

:
Basic sms O Summary Wk Duraon ok Detaied [l AT Sheet Summny

Access System

Start Date  2022-04-01

Employee ID
1

1
1234543212345
2

3

4

5

70390
70390

9449

9786
ABC123
rerestdf1
rfhh

ssdc

First Name
vi
vi

kunu
fhgdfh
sonuflexi
vy
mummn
mummn
Arvind
laddu

End Date  2022-04-07

Department
testingeb
testingeb
testingch
testingcb
testingcb
testingcb
testingcb
testingeb
testingeb
Testing
testingeb
A
testingcb
testingcb
testingcb

Date

2022-04-04
2022-04-05
2022-04-01
2022-04-04
2022-04-04
2022-04-04
2022-04-04
2022-04-06
2022-04-07
2022-04-03
2022-04-01
2022-04-04
2022-04-01
2022-04-04
2022-04-04

» Select the Department to view the first and last report.
» By default, the start date will be the date of 1** day of the
current date.

Employee

Weekday First Punch
Monday 09:00:00 AM

Tuesday 10:56:20 AM
Friday 15:24:21 PM
Monday 10:55:15 AM
Monday 10:54:56 AM
Monday 16:10:25 PM

Monday 11:22:07 AM
Wednesday  11:47:22 AM
Thursday 12:11:39 PM

Sunday 09:30:00 AM
Friday 09:30:00 AM
Monday 14:54:07 PM
Friday 16:27:03 PM
Monday 15:54:46 PM
Monday 15:56:17 PM

o]

Last Punch

18:18:15 PM
10:56:41 AM
15:24:21 PM
19:07:43 PM
18:50:59 PM

16:27:03 PM
15:54:46 PM
15:56:26 PM

Total Time M
09:18
00:00
00:00
08:12
07:56
02:50
07:26
0314

month, and the end date will be the
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First In Last Out Report

The First In and Last Out report displays the first check-in and last check-out of the employees.

O Lea

B Reports

1

Transsetion Raports

Y

Sehadul

- -
Schded Log Tt s [l Miing ow Enily Loave

Daily Rapests

Menibly Repests

Summary

agh iR [
S P S

Bpecial Raports

TDMD Reports

ESEIENERENEN

Personnel Device Attendance Access System

X Reports First In Last Out >

Start Date  2022-04-01 End Date

Department Area Position

Employee ID
> O testingch
> Oz !

O deptriame 1
>0 test 1234543212345
> O testds45 2
0 fdg 3
o¢d 4
Ods 5
% O managing Director
O Adi(Testing) 550
O Adi(Developer) 70350
O sos 9449
9786
ABC123
O Department rerestdf1
> O Mobility hh
) monday department
oa
0 ai
> O Testing
O Devops
O kihg
> O Develop
0O Testin
¥ O Testing
O cyDeptsodig
O cyEditDepartmenteditedcyEditDepartment

ssdc

First Name
vi
vi

kunu
fhgdfh
sonuflexi
Yy

Status Summary Wk Dursion AT Sheet Summery Atvendance Sammery|

2022-04-07

Department
testingch
testingch
testingeh
testingch
testingch
testingch
testingeh
testingch
testingch
Testing
testingeh
A
testingeh
testingch
testingeh

Employee

Date
2022-04-04
2022-04-05
2022-04-01
2022-04-04
2022-04-04
2022-04-04
2022-04-04
2022-04-06
2022-04-07
2022-04-03
2022-04-01
2022-04-04
2022-04-01
2022-04-04
2022-04-04

o Select the Department to view the first in and last out report.
» By default, the start date will be the date of 1** day of the month, and the end date will be the
current date.

aRaE=EERR

o]

Weekday
Monday
Tuesday
Friday
Monday
Monday
Monday
Monday
Wednesday
Thursday
Sunday
Friday
Monday
Friday
Monday
Monday

First Check In
09:00:00 AM
10:56:20 AM
15:24:21 PM
10:55:15 AM
10:54:56 AM
16:10:25 PM
11:25:07 AM
11:47:22 AM
12:11:39 PM
09:30:00 AM
09:30:00 AM
14:54:07 PM
16:27:03 PM
15:54:46 PM
15:56:17 PM
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Scheduling Report

The schedule report displays the daily attendance information of the employees within a specified time
period. It displays the statistical reports of schedule log, attendance, time card, exception, late, early
leave, overtime, absent, multiple transactions, and break time.

Schedule Log
e The Schedule Log displays the schedule details of the employees.

o Select either the Department, Area, or the Position on the left side of the interface by selecting
the corresponding checkbox. The schedule log will be displayed as shown in the image below:

‘Transaction Reporss

1
Sl el Pl Te
Total Tise Card. e o Laee Eaty Leave. ‘Bundsy Overme. Mutrgte Tramsacon ‘Break Tume HatDay
sleleje]ele]e]e

Summary Ruports

EE
Eamployen Sy o Susnar,

Spacial Raports

ﬁi.
g

TDMD Reports

@

09.00:00 AM

o By default, the Start date is the first day of the month and the end date is the current date. You
can also alter the date range as per your requirements.
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Total Timecard

The Total Timecard report is used to track the number of hours an employee worked for the payroll.
It gives a detailed breakdown of the worked hours which can be used for further analysis.

Personnel  Device  Attendance  Access  System

Click here

nendsnce Surss [l Avendance Summary|

Sumenary Reports

dip

Eamployee Summary

Spacial Reports

Personnel Device Attendance Access

Start Date | 2022-04-01 End Date| 2022-04-07 Employes o

Employes ID & FirstMa.  Department Date Wieekday Timetable Checklin  Check Out DutyDu_ Wark Day Clock In
8 walter testingeh 2022-04-01  Frigay Cnaa 18:00:00.. 0900 10
0 depthame & walter testingeh 20220402  Satwrday Cnaa 18:00.00. 0.0
» O test 8 walter testingch 2022-04-03 nday Cnag 18:00.00. oo
» O wswsas & walter testingeh 20220404 Monday Cnag 18:00.00_. 0900 10
Qe & walter testingeb 2022-04-05  Tussday Cnaa 18:00:00... 09:00 1.0
Qe 8 walter testingeb 2022-04-06  Weonesday  Cnad 18:00:00...  09:00 10
o & walter testingeh 20220407  Thursday Cnaa 18:00.00_. D500 10
> O manes 9090 dsdsdd  testingch 2022-04-01 Cnag 18:00:00_. 09:00 10
o 9090 dsdsdd  testingeh 2022-04-02 Cnag 18:00.00. oo
0 sos 2090 csdsdd  testingeb 2022-04-03 Cnaa 18:00:00. oo
0 ar 2090 csdsdd  testingeb 2022-04-04 Cnaa 18:00:00.. 0200 10
> 0 meo 2090 dsdsdd  testingeh 2022-04-05  Tussday Cndd 18:00:00.. 0300 10
9090 dsdsdd  testingeh 20220406  Wednesday  Cndd 18:00.00_. 0900 10
9090 dsdsdd  testingeh 20220407  Thursday Cnag 18:00.00_. 0900 10
122 Mano] kihg 20220404  Monday General __ 10
123 mana] Khg 2022-04-05  Tussday General .. 10
123 Manaj kg 2022-04-06  Wacnesday  General.. DS:30:00.. 10
123 Mana] thg 2022-04-07  Thursday General .. 09:30:00 10
B 200501 Integrati_. _testingch 20220401 Friday General .. 09:20:00. 10
> 0 peeron 200501 Integrati_. _testingch 20220402 Ssturday General .. 09:30:00 10
0 Testir
3 O Testing
O cyDepise

O credi

sartme:

tedcyEdilDepartment Edited2
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Missed In & Out Punch

It displays all the attendance exceptions. The procedure to view this report is the same as Schedule Log.

‘Transaction Reports

1
B 173 = s OS]
P e [ el [ oy P ——

H

Daily Reports Click here

Dy Atmdmce ] Doty Dt

Monthly Reports

Buisiin [l oSy [l O7Smmwy [ WorDusion [l kDot [l ATT St Sy [l e S [l Astndince S|

Sumemary Reports

Spacial Reports

zgr‘?
[—
AT B

TDMD Raports

bodytemperature FaceMask. erificaton Photo [l Toal Temp Dececion ll Deparemens wise [ll Usresisored Users

vy ww

v

v v
000000D0000CO00D0DDO0DOCOOO0O0

vy v

Late

The list displays the late arrival time of the employees. The procedure to view the late report is the same
as Schedule Log.
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Tranisction Reports

Sehaduling Raperss

Monthly Reports

Summary Reporn

TOAMD Raporn.

e ]efe]e

Personnel Device Attendance Access

Area  Position

System

stareDave z0z2.00001 tneSare z0za-ai07 E— o

N Employee ID =  First Nams Department Date = Weskday Timetable
5 5785 laddu testingeh Friday Cnad
> .
> test4545
rag
a
as

v

Department

v v oV

v v
0000000000000 00000000000000

- —
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Early Leave

The list shows the time of the early leave of the employees. The procedure to view the early leave report

is the same as Schedule Log.

Personnel  Device

Atiendance  Access  System

Transaction

Seheduling Reports

lonthly Reports

B

Basic Suarus OT Summmary

Summary Reports

w

Spacial Raports

TDMD Raports

E @

Personnel Device  Attendance  Access System
rr— :

StartDste  2022-04-01

ent  Ares  Position

- Employes ID = First Name
tastingeh

> O rerestdfi

O deptiame ABCIZ3 i
» Otest
¥ O testisas

Qe

0 Department
» O Mobility
) mondey department
ans
o=
3 O Testing

0k
¥ O Deveiop

Dapartment Eiteacy ESiDepartimentEditedl

<) D

Eresk Time it Day

Unregistored Users:
End Date 2023-04-07 Employee o
Department Date = Weekday Timetable Checkin
testingch Fridsy  General Time Table 09:30:00 AM
Monday  General Time Table 09:30:00 AM

Check Out
17:00:00 PM
17:00:00 PM
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Birthday
The Birthday details of the employees are displayed here.

Pr Personnel Device  Attendance  Access System
Reports
1

Transastion Raports

= &8 R 8

Trnsacion Mobie Transscron [l Torm Pusches Frzglis Firtla Last O

Scheduling Reports

o

] B ® % o) & & & © )
Schadnid Log TomTmecrs il Missgilng Om L Eary Lo Birtday Overime e Trmscion [l Brese Tims HuteDay
Daily Reports

ﬁ @ mﬂ Click here
Daily Attendance. ‘Daity Details: Daily Summary ‘Daity Statas.

Menthly Reports

Summary Reports

Special Reports

,ge?.
e

TDMD Raposts

E&
bodpiemperstare Face Mask Verification Dhoto [l Tta Temp Detecton il Department wise [l Unregistred Users

Personnel Device Attendance Access System

Birthday

T Rz Position StartDate | 2022-04-01 End Date  2022-04-07 o
Employee ID £ First Name
» O testingeh )
S 0w 1 wi
0 depthame 70511 lucky

» O test
» O testasas

0 kite
? (O Develop

[0 Testir
¥ O Testing

[ c¥Deptsodig

(0 cyEditDepartmentEdiledeyEditDepanmentEdited2

Overtime

The list displays the overtime of the employees. The procedure to view the overtime report is the same
as Schedule Log.
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Personnel ~ Device  Attendance  Access  System

- 1

R

= B o | e
— arae || e [ e
e

-
=
o
-

Tot Tima Cart

oL

Q (ﬂg Click here
Daily Summary Daily Stats

Monthly Reports

Summary Reports

&b
Eemployee Summary

Special Reports

- -
ey | | e | | et | ] || e
ok !
Lo ||

TD/MD Reports.

H

s rucettar [l Veicrioasion [lToat g DecicnJll Dprmentise ll oot Ui

Personnel  Device  Attendance  Access  System

t | Area

StartDate 2022-04-01 End Dste | 2022-04-07 Emplayee e

Bosition

. EmployesID = FirstName  Department Date ¢ Weekday Timetsble  Checkin Check Out  ClockIn ClockOut  TotalTime  Total WT
testinge
>0 9449 Arvind Testing 2022-04.. Sundzy | GN111 03:30:00 AM  18:30:00PM | 03:3C00AM  18:30:00PM  08:00 09:00
0] depthiame 3 fhgdfh testingch 2022-04 Monday GeneralTi_ 093000AM 170000PM 105400 AM 184S00PM 0755 0755
» Otest 2 kuny testingch 2022-04.. Mondsy  GeneralTi.. 03:3000AM 17.0000PM  105500AM 13.07:00PM 0812 os12
» O testasss

o

ou

O
» O managing Directsr

0 AsitTesting)

0 AdiDeveloper)
oses

¥ O Develop
Q Testin
» O Testing
0 evDes

iledey EdilDepartment Edited2
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Absent

The list displays the late arrival, early leave, and absent details of the employees. The procedure to view
the absent report is the same as Schedule Log.

Personnel  Device  Attendance
Reports
Transaction Reports

Schaduling Reports

Monthly Reports

B

Basic Stums

Summary Reports

i L

‘Employee Summary il Leave Sunmary

Spesial Reperts

TDMD Repors

bodptemperature

H

Personnel Device

epartment

[0 depthiane
» Otest
¥ O testasas

B Leave

Bl Reports

O kihg
¥ O pevelop
0 Testin
» 0 Testing
0 cyDeptsadiy

Access  System

Pasition

Attendance

Yearty Summary

26

FirstIn Last Owt.

[w]

Access

System

Start Date  3022-04-01

Employee ID
2198
2221

First Name

Srinivas3

Atendance Stims

End Date  2022-04-07

Click here

Aenance Sommary,

Department

Employ

Weekday
Friday
Friday
Friday
Friday
Friday
Friday
Friday
Friday

Friday

Friday
Friday
Friday
Friday
Friday
Friday
Friday

Friday

b D

Timetable

€ndd

Cnad

Cnaa

Cnas

Cnad

Cnaa

Cnad

General Time Table
General Time Table
General Time Table
General Time Table
Cnad

General Time Table
General Time Table
Normal Timetable
General Time Table
General Time Table
Cnad

Cnad

General Time Table

<]

Check In

05:00:00 AM
02:00:00 AM
09:00:00 AM
09:00:00 AM
02:00:00 AM
09:00:00 AM
03:00:00 AM

09:30:00 AM
09:30:00 AM

09:00:00 AM
[ 0 AM
09:30:00 AM
09:00:00 AM
03:30:00 AM
02:30:00 AM

03:30:00 AM

Check Out

18:00:00 PM
18:00:00 PM
18:00:00 PM
18:00:00 PM
18:00:00 PM
18:00:00 PM
18:00:00 PM
17:00:00 PM
17:00:00 PM
17:00:00 PM
17:00:00 PM
18:00:00 PM
17:00:00 PM
17:00:00 PM
18:00:00 PM
17:00:00 PM
17:00:00 PM
18:00:00 PM
18:00:00 PM
17:00:00 PM

Page |240



EasyTime Pro User Manual

Multiple Transaction

When the multiple transaction function is enabled, the duration of each period and the total working
time will be displayed. The procedure to view the multiple transactions report is the same as Schedule
Log.

Pr Personnel Device  Attendance  Access System
Reports
1

Transaction Reports
Scheduling Reports
o
Daily Ragorts

" "

- Click here

Diily Sams

Monthly Reports

Summary Reports

Special Reports

YVearty Summary

Department wise:

Personnel Device Attendance Access System

Multiple Transaction

Area

Start Date | 2022-04-01 End Date  2022-04-07 Employee o

Position

Employee ID £ First Name Department  Date 2 Timetable Summary Time  Clack In Clock Out  Total Time

1 vi . 0318 09:00:00 AM | 18:1800PM 0318

O deptiame 1 vi - 0300 10:56:00 AM 0300

» Otest 1234543212345 . o730 0730
> O tesusas 2 kunu oa:12 10:55:00 AM 0812
3 fngafn o755 10:54:00 AM 0755

4 sonuflexi 0300 0300

B vy 03:00 0300

70390 mummn Geners| Time .. 07:30 11:47:00 AM 0730

9489 Arvind GN111 03:00 09:30:00 AM 0300

9786 laddu 09:00 09:30:00 AM 0300

ABC123 j . 0730 0730

rerestafl 07:30 0730

0 Department rn € 07:30 0730

» O Mtility ssdc General Time . 07:30 a730

[0 mendey department

StDepartmentEdited?
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Break Time

The total break time duration and the duration of each break period will be displayed. The procedure to
view the Break time report is the same as Schedule Log.

el Device  Attendance  Access  System

Transaction Reports

z
= &5 = Rl e
mrn | || | wrees || e | | e

Scheduling Reporss

Scnicilog il TouiTmecua il Mesgtlns o Loe Tty Leave Bictiay e Adale Temsacion [l Bresk Tume FuifDay
Daily Reports.

Click here
8 [ a8
Daily Anendancs Daily Deeie Daiy Sommary Dty Sams

Montaly Reports

Summary Reports

Spacial Reports
,gi:.
A B
i)

TD/MD Reports

=

Personnel Device Attendance Access System

StartDate 2022-04-01 End Cate 2022-04-07
Ares  Position

Employee ID & First Name Department  Date &  Timetsble

Page |242



EasyTime Pro User Manual

Half Day

The employees for whom the attendance is calculated as half-a-day will be displayed here. The
procedure to view the Half Day report is the same as Schedule Log.

Schaduling Raports

E Q)

Daily Reports

Click here
8 = oA
Dty Anendance Daiy Desss- Daily Summary Daiy Sams

Monthly Reports

-
Basc Same Starus Sumnary OT Surmary ok Darien ok Dzt [l T St Summary il Arendancs e [l arensance Sy

=)

Vearly Sumomary.

v Bars
=

TDMD Raparts

E
‘bodytemperature. ‘Face Mask. Verification Photo.  Total Temp Detection | Department-wise ‘Unrregistered Users.

Personnel Device Attendance Access System

¥ Reports Half Day

Start Date | 2022-04-01 End Dst=  2022-04-07 Employes o
epartment | Area

Position

Employee ID = First Name Department Date Weekday ~ Timetable Check In

» [ testingeh
>0
O depthame

mentEditedcyESiDepartment Edited?
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Daily Report

The Daily Attendance reports are used to analyse the day -to-day attendance status of the
employees. The following reports serves the above said purpose without any complexity.

Daily Attendance

The daily attendance interface displays the daily attendance status of the employees. It uses symbols or
digits or the combination of symbols and digits to represent different attendance terminologies.

v

v

o
& o
o
P
@1
& o

Daily Details
The Daily Attendance Details include every day’s attendance details such as assigned timetable,
clock-in time, clock-out time, check-in time, check-out time, actual working hours, total worked
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hours, overtime hours, and the recorded attendance punches. If there is any deviation from the
actual designated parameters, it will be highlighted.

Seh

aports

HEoaaDgA
2]z

efs]alefs
=] falo

TDAMD Reports

bodytemperarure Face Mask Verification Photo [l Toral Temp Detcticn ] Deparment-wise [l Unregistred Users

Daily Reparts

Daity Aendance

‘Monthly Reports

B

‘Basic St

= e~ — e

Daily Summary
The Daily Summary Report gives the details of actual clock-in, clock-out, and total worked hours of
the employee.
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1
Trassaction Reports
E
Trassacion Mobile Tansacton [l Total Punches FirstIn Lt Out.
Scheduling Reports

E
Daily Reports

8

Daity Auendance Dty Deails

Daily Status

The Daily Attendance Status of employees gives the present, absent, half-a-day, and so on for each
day.
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Personnel  Device  Attendance  Access  System

= LS 26

Total Punches Pt & Last Fistin Last Out

Total Time Gard

Monly Reports

Summary Reports

[&

Spasiz] Reports

WEEEEE’

States Summary

TDAMD Reports

Personnel Device Attendance Access

Ares Position

Employee ID
testin
3G w
O depthar 100
test 1002
; g Lesta545 11
0 e 1111111
123
123454, a5
123456789123

[0 Adi{Develaper) 123ABC
O sos 1253
0 par 1asd12345

» O mno 2
Q Depa 205

¥ Qe 2069
) monday department s
a» 2070
. 2071

’ S Dg:‘u‘p 2073
0 kihg 208

¥ O Develop 2084
[0 Testin

¥ O Testin

[0 cyDeptSodig
O cyEdi

LedeyEdilDepartment Edited2

Start Date 2022-04-01

First Name
vi

Vasanth
Priys
Madhujs
technician

Manoj

cyEditempFirstNa...

manaj

kunu
Manojt

manaj

End Date 2022-04-07

Departmen
testingch
testingeh
test
testingch
testingeh
kihg
testingeh

cyEditDepartmen

d
testingch
testingch
testingch
Department
testingch
testingch
testingch
testingch
testingch
testingch
testingch

t

N A

*EEFEREFEEFEFE

<)

‘Break Time

I N A

s

D

Employes
4 5
A

A A
A A
A (A
A A
A A
A |A
A A
A A
A A
A A
A A
A A
A A
A A
A A
A A
A A

LS

>

s

EE S N

SRS

s

P EFFEPEFEFPEEFEEEEFE R

Sick Leave

Casui
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Monthly Report

The Monthly Reports can be used for quick analysis and evaluation of attendance status of all the
employees in the month.

Basic Status

The Basic Attendance Status displays the critical attendance status which are required for
attendance analysis.

Transaction Reports

7
=) &5 8
oo [ st [ it F—

Scheduling Reports

sciadnteaiog [l TowTmecima il Mssimsow Lue EanyLome Einntay Overtma e e Troncacion Jll  Bresk e P

Daily Repots

-
Daity Attendance ‘Daily Dertails Daity Summary Daiy St

Montkly Raports

TDMD Raports

i rcesiar [l veitcuson o [l Tenp Deccin fll Deparcmenvse [l vargimd s
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Status Summary

The Attendance Status Summary report is used to analyse the entire attendance status of all the
employees in that month. It includes Present hours, Absent hours, Holidays, Weekly-off and so on.

Personnel  Device  Attendance  Access System
Reports
1

[ —

H &5 @ o8

Tonsscrion [l Mot Transacion il Toat ponches Fa Lt FistIn L Omt.
Scheduling Reparts
o x
[ B L 7% 2} & © < & 22 D
Schodnied Log TouiTimeCrd [l Missgilng Ou Lue i ity e P Aot Trnsacion fll  Brek Time FuitDay

Daily Reports

Daily Atendance Dasly Detals Daity Sumemary Daily Statas

Monthly Raports

Summary Reports

Avsag Bare
Tt

TDMD Reports

bodytemperatre Face Mask Verification Dhoto [l Total Temp Detsction il Depariment wise  [ll Unrogistered Users

Personnel Device Attendance

Arez

Access System

Start Dste 2022-04

Position

Employee ID %  First Name
¥ O testingeh
» O xyz 1 vi
O deptiame 100 Vasanth
¥ O test 11 Madhuja
» O tesuasas 111111 technician
0 1234543212345
ad 1253
o 1asd12345
> g :mu -mu;uec.;- B o
[m] Adi( Developer) 2085 manoj
0 sos 207
= 2070
» O mno 2071
(O Department 2073
» O Mobility 208
[m] monday department 2084
a* 2085
N g v 2086
esting —
[m] Devops 2087
0 tame 2088
¥ O Develop LI
[m] Testin
% O Testing

[0 c¥DeptSodig
() cyEdisDeparimentEditedey EdilDepartment Edited2

OT Summary
The Overtime Summary Report displays the overtime hours worked by the employees.

Department
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
testingch
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Attendance

Personnel Device

Transaction Reports

Schaduling Raports

Moxthly Reports

Summary Reports

dip

‘Employee Summary

Spacial Reports

Personnel

E
g
H

Device

Access  System

g
%
(]

Early Leave

Click here

Attendance

ummary

Ares

» O tesungen
> Oxvz
(0 deptiizme
> O est
¥ [ testasds
oy
Od

[0 AdifDeveloper}
O sos
0 par
% O mno
(0 Department
» O mMobility
[0 monday department
an
0 =ei
3 [ Testing
[ Devops
0O ke
? O Develop
[ Testir
¥ [0 Testin
(O vDeptsadi
(] eyEditDepartme

Work Duration

Pasition

Employes 1D
1

100

1002

1"

1111111

123
1234543212343
1334567853123...
1234BC

1252
1asd12345

2

205

2069

207

2070

2071

2073

208

2084

REditedcyEditDepartment Edited

Start Date 2022-04

 anentance Summary|

First Name
vi

Vasanth
Priya
Madhuja
technician
Manoj

cyEditempFirstName2

manaj

kunu
Manojt

manoj

Employse

Department 1F 25 35 4M 5T 6&W 7Th &F 95t 10
testingch
testingch

test

testingch
testingch

kjhg

testingch
cyEditDepartmen..
d

testingch
testingch
testingch 02
Department
testingch
testingch
testingch
testingch
testingch
testingch
testingch

The Work Duration Report gives the details of attendance status, Clock-in time, Clock-out time and

the total worked hours.
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Personnel  Device

Attendance  Access

e

Transaction Reports

Schaduling Raports

Daily Reports

Summary Reports

b

‘Employee Summary

Click here

Special Reports

Attendance

-

Personnel Device

Global Rule Reports

B Start Date
Area Position

=&

Employee _.
() Department_new

3 [ Testing
[ Testing
(0 Quality Assurance
[ depehiame
[ cvDept30dig
) cv_sample_rest
O devops
0 =8
O«
O dfihef
[ etyerye
O avil
[ fileuploadbep:
0O sMo
0 dev
ohr
[ vehfgh
) devepos
[ depart
0ee
0 il
O avil
0 nermal
o ey
0 se
0 fdgh

System

projecti
projectk
projectk
prajectk
dsrfre
dsrfre
dsrfre
dsrfre
sfdh

Employee

Department
Departmen.
Departmen...
Departmen
Departmen...
Departmen...
Departmen...
Departmen...
Departmen.
Departmen.
Departmen
Departmen
Departmen...
Departmen...
Departmen...
Departmen...
Departmen...
Departmen...
Departmen
Departmen.
Departmen...
Departmen
Departmen...
Departmen...
Departmen...
Departmen...
Departmen.
Departmen.
Departmen
Departmen
Departmen...
Departmen...
Departmen...
Departmen...
Departmen.
Departmen...
Departmen
Testing
Testing
Testing
Testing
Testing

| 68 Records

Position

Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
new

new

new

new

Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
Position
new
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Work Detail Report

The Work Detail Report displays the attendance details namely Status, Clock-in, Clock-out, Total
Work hours, Early Leave, Late coming, Overtime, and Timetable assigned to each employee.

Pr Personnel Device  Attendance  Access System
®Q3 Reports

Transaction Reports

1
E
Toansaction. Mobile Transaction il Total Punches FirstIn Last Out
H
Total Time Card . Early Leave Birtday Overtime Mltple Transaction [l Bresk Time HalfDay
Daily Reports
Daity Attndsnce Daity Detals Dy Somamary Daity Satus

Monthly Reports

Summary Reports

Special Reports

!gr‘?

A B
Tt

Scheduling Reports

o)

Click here

TDAMD Reports

Genera| Tfim. . General Tifm. . Genaral T, Genersd Tiim, Genersl THim._ Genersl Tifm_ Ganeral Tifm__General Tifm,

s System =l
[ Work Detaied 1
— ——— . o
7
Employee .. FistN.. LastN.. Departm.. Department Position 4 s & B
o 1 o ; - a A »
o b
o i
o i
o i
o i
& i
o i Gerers T Ger s il Geners il e—
. ) N N N .
s i
003 )
0 i
ooz ;
= i
ooz 1
. | .. Ganaes T i " i Ganaral T
1 a a a A
|
1
|
1
1
1
b e Tl Gene Tl Gener il " o T Gl T
i i - W
i
i
5 i
. )
" i
m |
i
|
i
1
|
!
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ATT Sheet Summary

The Attendance Sheet Summary report shows the day-wise report of all the employees.

Personnel Device Attendance

% Reports ATT Sheet Summary =

partment Area Pasition

> O testinged
¥ O vz

0 deptiarme
¥ O test
¥» O testasas

Developer
SDs

» O mno
G Department
» O Mobility
[ monday department
G A
0 ani
> [0 Testing
D Devops
O kihg
¥ O Develop
D Testin
> [0 Testing
(O eyDepisidi
[0 cyEditDegartmentEditedey EditDepartment Edited2

Attendance Status
The purpose of Attendance Status report is to depict the overall attendance status of all the

enrolled employees. It gives a clear picture on the actual worked hours of the employee.

Access

System

StartDate 2022-04 Emplayes

Total Emplayees 1
32

4

443

5
2
1
1
2
3
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Personnel Device Attendance Access

=g 7

Tosaeion Regrts

= & B i3 26

mmy | || | o | | e | | e

Schaduling Raports

] B & ) -} © ) o))
Scheduled Log “Torl Time Card Missedin & Ou Earty Lemve Eirtsy Ovenime. ‘Break Time HalfDay

‘Daily Detaie

Stacus Summary

Summary Reports

Click here

Stact Dabe 20250201 EndDate 20230208

mployee Information

Weekoff | Moliday | Total Working | Present | Alment Malfday | Lste | Eariylesve | LesveDays | Leove Balance

Fosivian Departmert rew
Fasitian Cepartment new
Position Testing

Fosivan Departmers rew

Positar Department rew
Posifon Department new

e Testing
Positar, Department rew

testing e Testing
new Depsrtment rew
Position Department rew
Pasition Depatment rew
Rosition Testing
et Testing
TestEngineer  Male  Testing
Tt Enginaar Testing
@ Testing

cmyoocoeoo
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Attendance Summary

The function of Attendance Summary report is to display the detailed attendance summary of all
the employees of the current month by including the Number of Present days, Number of Absent
days, Paid leaves, Unpaid leaves, Total worked hours, Overtime, Leave Balance and so on.

Personnel

Device

Attendance  Access  System

Transaction Reports

- E o

Scheduling Raports

schetucaror | Totmecas [l Mgilagow L BanyLeave By Overme. A Mtipe Tosacion Jl] B Tine FaicDsy

———
&8 = o
Daity Avendance Dty Detsls Daily Sumamary Daily Seams

DMently Raports

Summary Reports

Aentance Summary|

Click here

Special Raports

Emp Code.

System

EndDate 2023-02-08 Empioyes (o]

Erport

HD WO HL Paidly Ungsidlv PwdDays Lstetirs Esdi Viokb OvTime Lawve el

Clockin
Clock Out
Warking Hrs
oThs
Late i
Eary Leave Hos
Time Table

st

Emp Code.

1 2 s n s 6 7 [

aic1a

General Téfme Table  General Tdime Table  Genersl Tiftme Table | General Tiffme Tabie | General Tiflme Table | General Tiflme Tsble  General Tifme Tsble.

Ansl u A A A A A A

HO WO ML Paidlv Uncaidlv PadDays Laterrs Eadbrs WorkHrs OVTime Leawe gal

Clozk In
Clock out
Working Hre
OTHs
Late Hrs
Eary Leave Hes
Tima Table

Status

Emp Code.

1 2 3 4 s 5 7 8

Ganeral Tifima Table Genweral Tiffma Table | General Tffme Table | Genacal Tiffme Table | Genaral Tiffme Table  Genaral Tifima Table  Ganeral Tifma Tatle

A A A A A A A A

Hame HD WO HL Padly Unpsidlv FsdDays Lstebis Esdbis WorkHes Ovime Leave Bal
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Summary Report

The Summary Report displays the consolidated statistics of attendance, leave to and department details
of all the employees.

o Employee Summary

The employee summary interface displays the attendance summary including attendance, leaves, and
overtime.

Transaction Reports

1
i) &5 & aw 8
i [ s | veiwcin [ vmaree [ reciiacon

Scheduling Reports
schotnieaiog [l TouTmeCua il Mgl om Bty Leave Erttay Ocertme v Autple Tancacion [l Bresk Tme HatrDey

Daily Reports

Dy prsscunce [l Dty Deeie Daty Sommary Dty St

Monthly Reports

Summary Reports

bodytemperature Face Mask Veriicaon Photo il Toal Temp Deteccion il Deparoment-wise [l Unregistred Users
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€ Configurations

Personnel Device Attendance Access System
¥ Reports Employee Summary 1
R fves Pesition StartDate 2022-04-01 End Date  2022-04-07 Emplayze o
. Employee ID = FirstMame  Department Late Actusl Work  Normal OT  Week Off OT  Holiday OT  Leave sick |
.
>0 1 i testingeh 16:04
o 100 testingeh
>0 1003 test
2 O e testingch
ar testingeb
o g
o testingch 05:54
> ;' .. cyEditempF.. cyEditDepartmen
o manaj d
0 testingeh
a testingeh
>0 kunu testingch [:5H 220
o 205 Manoji Department
2069 mang, testingeh
>0 J] g
ar 207 testingch
o 2070 testingch
o 207 testingch
>0 2072 testingeh
g 208 testingeh
2084 testingeh
>0 <
o
>0
o
o

Notes: The leaves are calculated based on the leave type.

@

QB O

B

Select either the Department, Area, or the Position on the left side of the interface by selecting
the corresponding checkbox. The employee summary will be displayed as shown in the below
image.

Personnel Device  Attendance  Access System

Week OFf OT Holiday OT  Leave

v Vv vwv

gopoooooooOO0O0000OOOO00ODOODOO

v v

v

v v

By default, the Start date is the first day of the month and the end date is the current date. You
can also alter the date range as per your requirements.
You can filter an employee's summary by clicking the employee text box.
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» A window will appear as shown in the below image.

Select Employee x

Employee Q Selected 2
Department Area
Employe... First Name Last Name Department Employe... First Name < Last Ni
& = .l Department Filter o1 Achal Development 70034 Achal Abhish
1 Asish test 1 Asish
» O Testing 12345 tht Development

O test | 70034 Achal Abhishek Development
([0 Development

O Technical

O HR1

O Sales

[ test

O deptiz

O ss

[ Technical Writing

20 ¥ Total 4 Records 1 Page

» Select the employee and click Confirm.
» The attendance summary of the employee will be displayed as shown below.

Employee Summary

Department Area

Start Date 2019-04-01 End Date  2020-04-22 Employes  Achal Asish - o

PP N
Employee ID % First Name Departrnent Late Early Leave Absence Actual Work  Normal OT  Weekend OT Holiday OT  Leave

¥ O Testing 1 Asish test 10080
O test
O Development
O Technizal
O HR1
O sales
O test
O dept1z
o ss
O Technical Writing

&= &

» You can export an attendance report to .xls, PDF, CSV, or txt file formats. You can edit the PDF
layout.
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. Leave Summary
The leave summary displays the total leaves taken by the employees. It includes sick leave, casual leave,

parental leave, annual leave, compassionate leave, and more. The procedure to view the leave summary
is the same as the Employee Summary.

Personnel  Device  Attendance  Access  System

Transaction Raports

1
= 2] = ap oC]
ey | || | 2 || s | | e

Schaduling Reports

- H
ScdntedLos il TotiTimecwa [l Migtlng ow Lue Bicday Gm— Mlile Tomsaction fll  Bresk Tome Hale Dy

Daily Reports

& = P
‘Daity Daails Daity Summary Daty Stams
—
e | || | 25 | | o | | oot | ] || mid]

Summary Reports

i G & =
Employee Summary Leave Summary |Department Summary | “Yearly Summary
Click here

Spacial Rapors
,gi?.

P
i

TDAD Reports

:
‘badytemperature. ‘Face Mask Verification Photo [ Total Temp Detection Department-wise Unregistered Users.

e

Personnel Device Attendance Access System
X Reports Les immary 1
—— A SwartDme 2022.0401 Snc e 2022-00-00 F— o
. Employes ID & First Name Department Sick Leave Casual Leave Matarnity Leave Compassi
30 a walter testingeb
o 5050 asdsdg testingen
>0 e 123 [ kg
>0 400501 Integraticn Testing testingeh
o 70002 testingeb
o 70001 testingeb
N S = 70005 Jinen testingeh
70021 Abdur testingeb
g ; 70042 sayarajkumar testinget
5 70042 testingeb
o 70033 testingeb
N 70023 Erasanth, testingeb
a 70045 testingeb
>0 70041 testingeh
ar 70047 Sudhanshu testingch
o 70048 Amrazta testinges
s 70045 testingeb
70050 testingek
70054 testingeb
wna
N 70053 testingeb
0 Testin
> 0T

REGitegCyBSIDEpartmentEdited2
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o Department Summary

The Department Summary displays all the data of a department including the number of employees,
late arrivals, leaves, absents, and more(count). The procedure to view the department summary is the

same as the Employee Summary.

Personnel  Devic At A ystem
Reports 1
Tramacton Reperts
= &5 = w &3
‘Tmmacoon ‘Mot Tramsanen. “Toes Punches Fematan st In L Omt-

Schaduling Raports

slelefo]efajefe]elafo
Schmduled Log “Total Time Caud o - o Lo Bty Lo Butadsy Overtme. Muliple Tramaction Bwak T

E = 2
B Seams OF Summary Wark Drwmos | ATT Sheet Summary Amendance Soarm
TDMD Raperts.

e fefe]e]s]

Device Attendance Access

Area

Personnel System

StartDate | 2022-04-01 End Dsta | 2022-04-07 o

Bosition

3cyESDEpartmentEdited?

o Yearly Summary

Department Employe.. Lste Earlyleave  Abserce  Late(Times)  Early Leave(Times) AbsentTimes)  ActualW.. Normal OT Wesk Off..
testingch 3234 00:30 0033 15136118 1 17775 8935 0356
vz 73 1958230 211

deptName 52 2347:30 262

test 3 157:30 21

tdg 1 30:00 4

d 1 5230 7

Department 1 5230 7

A 1 0206 45:00 1 3 05:24

Testing 2 97:30 12 11:30
kihg 1 30:00 4

Testin 3 157:30 21

it 1 5230 7

EEE 1 5230

Testing 1 5230 7

Bythontast 3 13500 15

cyEditDepartmen_ § 17230 3

Holiday

The Yearly Summary displays all the data of the employee including the number of late arrivals, leaves,

absents, and more(count). The procedure to view is the same as the Employee Summary.
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Personnel  Device  Attendance  Access  System

Report:

1

Transaction Reparts

i | &5 Rl S

Trazsaction Mobite Trsacton [l Toul Prnches FrngLas FirstInLast Ow

Schaduling Reports

3

i B B € D a © & & < D
Schoiiedios [l ToiTmecua [l Mespilagom Lue e Birtiay G s ute Trmsacion [l Bresk Time Ruray
Daily Reports

Daity Attendance Daily Detals Daity Smemary Dty Stats

Monthly Reports

Basic Sas Stz Sonmary OF Summary Work Dursion Wk Decsted [l 47T Sheet Summary [l Asondance Scans [l Asendance Sumemary|

Summary Reports

Spacial Reports

:g‘g
e

TD/MD Reports

bodtempersture Face Mask. Veriicstion Dhoto [l Total Tomp Detsction il Deparment-vise [l Unrogistersd Users

Click here

Personnel Device Attendance Access System

Yearly Summary

Area

StsrtDate 2022 Emplayes

Position

Employe=ID & Month  FirstNa.. Department A HL HP wo w
1 4 vi testingh 2 10 1 2
100 4 Vasanth  testingch 1
10000 3 Sample  testingch a
105 H testingeh 3
109 3 testingch 31
1 3 Madhuja  testingch 2 20 a
1 4 Madhuja  testingch 7
1 4 technician | testingch 1
1234543212345 4 testingch 1 7
1253 4 testingch 7
1asd12345 4 testingeh 7
2 4 keunu testingch 1 7
2069 3 manoj  testingeh 15
2069 4 manoj  testingch 7
207 H testingeh 15
207 4 testingch 7
2070 3 testingeh 15
2070 4 testingch 7
g 2071 3 testingch 15
2071 4 testingch 7

wentEditeocyESilDepartment Edited2

Special Report

Continuous Abnormal Report(3 Days Absent)

This report displays the count and details of employee if they are absent for 3 consecutive working days.
Considering below interface, employee “Bhanu” is absent for three consecutive working days on 01-04-
2022, 02-04-2022, 03-04-2022. And then again, he is absent for 3 consecutive working days on 06-04
$2022,07-04-2022, 08-04-2022. The results are separated using bracket Count X [............ ]and the
count is mentioned before the brackets.
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Mentbly Raports

Personnel

» [ managing Dire:

Devics

Summary Reperts

Spasial Reperts

NS

Click here

0 deptame

» O est
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¥ O Testing

O Devops

0 e
¥ O Develop

(0 eyEditDepartme:

Device

. '2022-04-03'][2022-04-04' '2022-04-05",

'2022-04-03][2022-04-04', "2022-04-05

. '2022-04-03'][2022-04-04' "2022-04-05",
. '2022-04-03'][2022-04-04', '2022-04-05",

'2022-04-03][2022-04-04', "2022-04-05
'2022-04-03'][2022-04-04', "2022-04-05

. '2022-04-03'][2022-04-04', '2022-04-05",

'2022-04-03][2022-04-04', "2022-04-05

. '2022-04-03']('2022-04-04', "2022-04-05",
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Temperature Detection and Mask Detection Report

Body Temperature Report

The Body Temperature report elaborates the Temperature details of an employee when entering into
the company and going out from the company i.e. IN and OUT Temperature. When the temperature is
abnormal, a warning status will be displayed as shown below:

Pr Personnel Device  Attendance  Access System

Scheduling Reports

slefe]ofefe]efe]ela]e

Daily Reports

=lele]s]

Montly Reports

alelefe]afa]efe

Summary Reports

Spacial Reports

BEER

Click here

Personnel Device Attendance Access

System

Dot | Arca  Position StartDate  2022-04-01 End Date  2022-04-07 Employee e
Employee ID = First Name Department Date Masked Face IN Temp
> O testrach It testingch 2022-04-01
30 walter estingc -04-
O deptiame 8 walter testingcb 2022-04-02
> 0 test 8 walter testingcb 2022-04-03
> O testasas 8 walter testingch 2022-04-04
O fde 8 walter testingcb 2022-04-05
od 8 walter testingch 2022-04-06
Ods 8 walter testingeh 2022-04-07
¥ O managing Director N
O e resiny 9090 dsdsdd testingcb 2022-04-01
O Adi(Developen) 9090 dsdsdd testingcb 2022-04-02
0O sos 9090 dsdsdd testingcb 2022-04-03
0 par 9030 dsdsdd testingcb 2022-04-04
>0 mmo 9090 dsdsdd testingcb 2022-04-05
O Department 9090 dsdsdd testingcb 2022-04-06
> O Mobility 9090 dsdsdd testingcb 2022-04-07
O monday department 123 Manoj Kihg 2022-04-04
oA . "
Configurations O 123 Manoj Kihg 2022-04-05
3 O Testing 123 Manoj ighg 2022-04-06
O Devops 123 Manoj iihg 2022-04-07
0 kihg 400501 Integration Testing testingch 2022-04-01
> O Develop 400501 Integration Testing testingcb 2022-04-02
O Testin
¥ O Testing

O cyDeptsodig
O cyEditDepartmentEditedcyEditDepartment

Face Mask Report
The Face Mask Report clearly displays whether the employee had worn the mask or not. If the mask
was not worn by the employee, then it will be indicated on the software as shown below:
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Personnel  Device  Atiendance  Access  System
Raport:
1

Transaction Reports

= w 26
Trmaction Frmalan Firsn Last Omt
Schaduling Reports

0]

BEOSAE

Monthly Reports.

Summary Reports

‘Employes Summary

Spacial Reports

Click here

i
@
|

Personnel Device Attendance Access System

Department  Area Position Start Date  2022-04-01 End Date  2022-04-07 Employee e

Employee ID First Name Department Date Masked Face

» O testingch -
» 0wz walter testingch 2022-04-01

0 deptiame walter testingch 2022-04-02
> O test walter testingch 2022-04-03
» O test4545 walter testingch 2022-04-04

0O fdg walter testingch 2022-04-05

od walter testingch 2022-04-06

0 ds walter testingch 20220407
% D) managing Director dsdsdd testingch 20220401

O Adi(Testing)
O Adi(Developer) dsdsdd testingch 2022-04-02

Sy Reports O sbs dsdsdd testingch 2022-04-03
dsdsdd testingch 2027-04-04

dsdsdd testingch 2022-04-05

O Department dsdsdd testingch 2022-04-06

¥ O Hobility dsdsdd testingch 2022-04-07

g rAnunday department Manoj Kjhg 2022-04-04

0 wi Manoj ighg 2022-04-05
> O Testing Mangj kihg 2022-04-06
O Devops Manoj kihg 2022-04-07
O kihg Integration Testing testingch 2022-04-01
> O Develop Integration Testing testingch 2022-04-02
(O Testin
» O Testing
O oyDeptsodig
O cyEditDepartmentEditedcyEditDepartment

Verification Photo Report

The Verification Photo Report displays the photo of the employee which was captured during
verification.
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Personnel  Device  Attendance  Access  System

Trausaction Reports

Daily Reports

R/ OS]

FrmaLas FirstIn Last Ot

IEE

"Daily Details

Monthly Reports

8

Basic Stams.

Summary Reports

Enployes Summary Yearty Supenary
Spesial Reports
zE‘:-
pComimans Click here
el Biys
TDAMD Reports

Face Mask.

Personnel Device Attendance A

e Area Position Start Date  2022-04-01 End Date  2022-04-07 Employee

Employee ID First Name Department Date
% [ testingeb -
> 0wz walter testingcb 2022-04-01
0 deptName walter testingcb 2022-04-02
> O test walter testingcb 2022-04-03
> O testdsds walter testingcb 2022-04-04
0 fda walter testingch 2022-04-05
od walter testingch 2022-04-06
N g ::mgmg . walter testingcb 2022-04-07
O AdiCTesting) dsdsdd testingcb 2022-04-01
O Adi(Developer) dsdsdd testingcb 2022-04-02
0O sbs dsdsdd testingcb 2022-04-03
O ear dsdsdd testingch 2022-04-04
>» 0 mno dsdsdd testingcb 2022-04-05
O Department dsdsdd testingch 2022-04-06
> O mobility dsdsdd testingch 2022-04-07
O monday department Manaj ighg 2022-04-04
g :D‘ Manoj kjhg 2022-04-05
» [ Testing Manoj kjhg 2022-04-06
[ Devops Manoj kjhg 2022-04-07
0O kihg Integration Testing testingcb 2022-04-01
> O Develop Integration Testing testingcb 2022-04-02
[ Testin
$ [0 Testing
O cyDeptsndig
O cyEditDepartmentEditedcyEditDepartment

Reports
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Total Temperature Detection Report
The Total Temperature Detection Report displays all the temperature details of the employee
which were recorded during each verification.

Pr Personnel

Device

Monthly Reports

Basic Stats

Summary Reports

b

‘Empioyes Summary

Special Reports

Attendance  Access  System

Larve Summary

Click here

Device Attendance

Total Temp Detection

Department Area

Personnel

X Reports

Start Date  2022-04-01

Position

N Employee ID First Name
O testingch
> Oxz :
O deptName 1 vi
1234543212345

1 vi

¥ O test
» O testasas 2 kunu

0 fdg 3
od N
Ods -

» O managing Director
0 Adi(Testing) 703%0
0O Adi(Developer) 70390
0 sos 9449
O ear 9786

» O mno ABC123

fhgdfh
sonuflexi

wyy

O Department
» O Mobility
([ monday department
oA
a api
» O Testing
0O Devops
O kihg
¥» O Develop
O Testin
» O Testing
O cyDepts0dig

urations

[ cvEditDepartmentEditedcyEditDepartment

rerestdf1
rfhh
ssde

System

End Date  2022-04-07

Department
testingcb
testingcb
testingch
testingcb
testingcb
testingcb
testingcb
testingcb
testingcb
Testing
testingcb
A
testingcb
testingcb
testingcb

Date

2022-04-04
2022-04-05
2022-04-01
2022-04-04
2022-04-04
2022-04-04
2022-04-04
2022-04-06
2022-04-07
2022-04-03
2022-04-01
2022-04-04
2022-04-01
2022-04-04
2022-04-04

Employee

No. of P...
5
2

Body Temperature
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Department-wise Report

The Department-wise Report is used to analyse the temperature and mask details of all the
employees in a department. You can get the details of normal temperature, abnormal temperature,
masked faces and unmasked faces. An example is shown below:

1
o
Tomion [l e Tamaczcn [l T s P L Pt L O

Sehnul Eapirn
=lefe]olofalefefela]2l
St reiecns [l Mognpon L et . g rmeen fll

Click here

Personnel Device Attendance

Department Area Position

Access System

Start Date  2022-04-01 End Date 2022-04-07 Employee e

Date Department Total Emp Total Normal Temp Total Abnormal Temp Total Mas|
9 O testingeb
>0 0z 2022-04-04 A 1 1 0 0
O deptriame 2022-04-01 testingch 3234 3 )] 0
> 0 test 2022-04-04 testingch 3234 7 0 0
> O testasas 2022-04-05 testingch 3234 1 0 0
O fdg 2022-04-06 testingcb 3234 1 0 0
od 2022-04-07 testingch 3234 1 0 0
N g :;nagmg sirector 2022-04-03 Testing 2 1 0 0
O Adi(Testing)
O Adi(Developer)
O sos
0 par
3 0 mno
O Department
» O Mability

O monday department
oa
€ Configurations 0 e
> O Testing
O Devops
O kihg
¥ O Develop
0O Testin
» O Testing
O cyDeptSodig
O cyEditDepartmentEditedeyEditDepartment

Unregistered User Report

The Unregistered User Report is used to analyse the temperature and mask details of all the users
who are not registered in the database of the organisation. You can get the details of normal
temperature, abnormal temperature, masked faces and unmasked faces. An example is shown
below:
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ok Configurations

5.9  Setup Training for Employees (Configurations)

rsannel D e Access m
e 1

Tramsastics Rapors

<

EEEE
S

Summary Reperts

ig it =]
Empioyee Sy [l Lose Sy [l Yoty Semmamary.
Special Rapom
&
..ay., Click here
DD Resors

ST

Personnel Device Attendance Access System

X Reports Unregistered Users

Start Date  2022-04-01 End Date  2022-04-07 o

Punch Time Mask Flag Temperature
2022-04-01 14:51:25 PM
2022-04-01 14:51:24 PM
2022-04-01 14:45:22 PM
2022-04-01 14:45:21 PM
2022-04-01 14:43:15 PM
2022-04-01 14:43:14 PM
2022-04-01 12:08:05 PM
2022-04-01 12:08:04 PM

User Photo

Employee training is defined as a planned set of activities for imparting knowledge to employees, such
that it leads to a growth in job skills required for organizational growth.

5.9.17 Training Type

The Training Type option enables you to configure the training sessions which are given to the

employees.

Add a Training Type

To add a training type, perform the following steps:
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Click Add to add a new training type. A window appears as shown in the image below:

Personnel Device Attendance Access System

Training Type

a S T Filters +
Delete

Add X
D Training Mame _‘ L

D Java Training Mame*:
[]] testing session
[]| cyTestTrainingType
[]| kT ETPro

]| automation

Minimum Unit*: 1.0

unit*: Hour

Round off*:  Yes

5. Enter the

Report symbol*: required details

! Cancel

Training Name: Enter the Leave Name.

Minimum Unit: Enter the minimum day(s) or Hour(s) of training.

Unit: Select the unit of training days. It may be Minute/Hour/Working Day/HH: MM.
Round Off: Select whether to round-off the training.

Report Symbol: Enter the symbol for training which should appear in reports.
Click Confirm after making the necessary changes.

Delete a Training Type

Perform the following steps to delete a training type:

Select the Training Type and click Delete or click delete icon ]ﬁ of the corresponding training
type.

On the appearing pop-up, click Confirm if you are sure to delete the training type. click
icon.
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Edit a Training Type

Perform the following steps to delete a training type:

Select the Training Type and click on training name or . click icon of the corresponding
training type.
On the appearing pop-up, click Confirm if you are sure to edit the training type.

Set up the Attendance Report specifics (Report Setting)

The Configurations option allows you to configure the settings for Reports. The Report Settings enables
you to configure the Display, function key settings, and the displayed report details.

Basic Display

The basic display settings facilitate you to set the Date format, time format and decide whether to
display the resigned employees.

G asy Pr Personnel Device Attendance Access System
taascarde

Function Key Display

A function key is a key on a terminal keyboard which can be programmed to cause an operating system
command interpreter or application program to perform certain actions. By default, below shown value
are the default value. The Function Key display settings enable you to set function names for various
function keys.

Page |270



EasyTime Pro User Manual

Attendance Access

Personnel Device

asy Pr

Dashboard @

- o = [
®Ru\s

Basic Display Function Key Display Report ltems Display
B shift ‘
ID Value ame

Schedule 1 0 Check In
2 1 Check Out
Approvals
3 2 Break Out
Holiday A 3 Break In
5 4 Qvertime ||
OutDoor Management verme
6 5 Qvertime Qut
-} Leave Management 7 e rgegvdf
Reports 8 i et
9 8 8
'ﬁz Configurations
10 9 9
Training Type 1 10 10
12 m m
13 255 255

Report Items Display

The Report Items Display Settings enables you to set the statistical rules and display units for various

attendance parameters.

Personnel Device

Report Setting

Basic Display

Function Key Display

Attendance Access

D Name Mini Unit Round Off Symbol Roport Symbol Color
i Duty Duration 1 HH:MM Round-Off wt | —
2 BreakTime Duration 1 HHMM Round-Off BTD | —
3 1 HH:MM Round-Off us | —
4 1 HHMM Round-Off R | —
5 Late 1 HH:MM Round-Off i | —
6 Early Leave 1 HH:MM Round-Off El | —
7 Absence 1 HH:MM Round-Off A | —
8 i 1 Workday Round-Off L | —
9 Overtime 1 HH:MM Round-Off or | —
10 Miss In 1 HH:MM Round-Off M | —
" Miss Out 1 HH:MM Round-Off MO | —
12 Present 1 Workday Round-Off [ —
13 Day Off 1 HH:MM Round-Off oo | —
14 Week Off 1 Workday Round-Off wo | —
15 Holiday 1 Workday Round-Off L | —
16 Half Day 1 Workday Round-Off HD | —
17 Holiday Present 1 Times Round-Off HE | —
18 Weekoff Present 1 Times Round-Off WOP | —

Minimum Unit: It will define the output value of attendance parameter in report. The output value will
always be in the multiple of the Minimum Unit Value. E.g. if the minimum unit value is set as 1 for Early
Leave, and the actual value of Early leave is 100, the output value will remain same as 100 (Since 100 is a
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multiple of 1). Now, if we change minimum unit value to 3. And the actual value is 100, then the output
value will be displayed as 99 (nearest multiple of 3).

Unit: Set the display unit for attendance parameter.

Round off: Select whether to round-off the attendance unit. The round-off method can be round-
down/round-off/round-up.

Round-down: Omit the decimal part smaller than the minimum unit.
Round-off: Count the minimum unit if the decimal part reaches half of the minimum unit.
Round-up: Count the minimum unit if the decimal part is smaller than the minimum unit.

Symbol: Set the symbol for each attendance parameter to display in the report.
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Access Control Setup (Access)

The Access control module enables the user to perform various operations such as door settings, device
commands, setting holidays in devices, assigning user groups, access combinations, and other access
related privileges. The Access Control module regulates the user access within the organization which is
the critical factor while considering the safety of the organization. To use these functions, the users must
install devices and connect them to the network first, then set corresponding parameters, so that they
can manage devices, upload access control data, download configuration information, output reports
and achieve digital management of the enterprise.

Restricts
unauthorized
access

Control

Device Configuration for Access Control (Device)

Initially, you need to add an access device, then set the communication parameters of the connected
devices, including the system settings and device settings. When the communication is successful, you
can view here the information of the connected devices, and perform remote monitoring, upload, and
download operations etc.
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Device

Once the device is added successfully, you can view here.

asy TimePr Personnel Device Attendance Access System
o

& Deviee 8 Bookmarks~ Y Filters =

‘Open Door Cancel Alarm Set Parameter Data Transfer

Serial Number Device Name Status Door Lock Delay Door Sensor Delay Door Sensor Type Door Alarm Delay
Auto add o 10 10 None 30
Auto add ° 10 10 Normal Close(NC) 30
Auto add o 10 10 Normal Closa(NC) 30

The fields are described as follows:

Serial Number: This displays the Serial Number of the device.

Device Name: This displays the Name of the device.

Status: The status of the device whether it is enabled or disabled.

Door Lock Delay: The delay time to lock the door (in seconds)

Door Sensor Delay: The delay time to enable sensor if the door is not locked (in seconds)
Door Sensor Type: The type of sensor connected to the door.

Door Alarm Delay: The Door alarm delay displays the time after which the alarm will be triggered
because of an exception.

Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value
range is 1-9 times), an alarm will be triggered. If there is no pre-set value, an alarm will be triggered after
a failed verification.

Valid Holidays: Displays whether holidays are applicable to the device.

Door Configuration

The Open-Door feature enables to open the door which is connected to the Access Controller without
locking.

Page |274



EasyTime Pro User Manual

5. Click here to open door

4. Select

Prompt x

Are you sure to unlock of selected devicels)?

Confirm to
unlock

o Select the required device and click Open Door.
o Inthe appearing prompt, click Confirm to open the door.

Alarm Configuration

The Cancel Alarm feature is used to disable the alarm of the door associated with the selected device. If
this feature is disabled, the alarm will not be triggered if the door is left open.

1

5. Click here to cancel alarm

4. Select

Prompt x

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

Confirm to
unalarm

o Select the required device and click Cancel Alarm.
¢ Inthe appearing prompt, click Confirm to cancel the alarm.

Edit Device Details

The Set Parameter feature is used to set the access control parameters of the device. You can set the
following device features:

e Access Control parameters

o Duress parameters

e Anti-Passback features
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ol Options  Duress Options
Door Lock Delay* §
0- 10 Secondis]

Door Sensor Type*  Normal Close(NG)

NC Time Perica* 0

imezone Number(0 - 50

Retry Times To Alarm*  None

Vel Holicays @)

Access Control Parameters

Duress Options
Door Lock Delay* 5
Door Sensor Type*  Normal Close(NC)
NC Time Period® 0

Retry Times To Alam* None

vaid Holidays @)

Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).

Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).

zone Number(0 - 501

5. Click here to set
parameter

Anti-PassBack Setup

Door Sensor Delay* 15

Door Alarm Delay* 1
NO Time Period® 0 Enter the desired details
Timezone Number(0 - 503

Verify mode by RS485¢  Fingerprint/Card

Speaker Alarm (@)

Anti-PassBack Setup
Door Sensor Delay* 15
1~ 255 5ec

Door Alarm Delay* 1

NO Time Period* 0 Enter the desired details
Timezone Number(0 - 50

Verify mode by RS485*  Fingerprint/Card

Speaker Alarm @)

Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO), Normal

Close (NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).

NC Time Period: Set the normal close time period. The range is 0-50.

NO Time Period: Set the normal open time period. The range is 0-50.
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Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value
range is 1-9 times), an alarm will be triggered. If there is no pre-set value, an alarm will be triggered after
a failed verification.

Verify mode by RS485: Select the verification mode by RS485.

Valid Holidays: Select whether the NC Time Period or NO Time Period settings are valid in the pre-set
holiday time period. Disable this button to apply the NC or NO time period to the holiday.

Speaker Alarm: When it is enabled, the buzzer will raise an alarm when the device is dismantled.

Click Confirm after entering the required details.
Duress Parameters

The Duress option is used at the time of emergencies. Initially, it is required to register the duress
fingerprint/password on the access control device before using this feature.

Set Parameter »

Access Control Options Duress Options Anti-PassBack Setup

Duress Function m
Alarm on 1:1 Match m Alarm on 1:N Match m

: 10
Alarm on Password m -

Alarm Delay*

Enable or disable

desired option

click to confirm

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any registered
fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any registered
fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user performs the password verification method, the alarm
will be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).
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Anti-Passback options

Set Parameter b'e

Access Control Options Duress Options Anti-PassBack Setup

Anti-PassBack Mode* No Anti-passback Door Direction® Qut

Out Anti-passback Select the desired option

In Anti-passback
In/Out Anti-passback
Mo Anti-passback save door status

Confirm to Anti-

passback setup
Cancel

Anti-PassBack Type: Select the type of Anti-Passback mode.
Door Direction: Set the door direction. It can be none, in or out.

Click Confirm after setting the parameters.
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How to transfer Data

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

Sync Data to Device

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

Access

asy Pr Personnel Device Attendance

& Device & Bookmarks~

System

T Filters ~

Open Door Cancel Alarm Set Parameter Data Transfer,
|:\ Serial Number Device Name Status Door Lodk 2 gor Sensor Delay Door Sensor Type Door Alar
. ‘ AlP8192860301 Auto add -] 10 None 30
Access Control =

g A== [] BRMC192160162 Auto add e 10 here to None 30
[ R — — = 10 data Normal Close(NC) 30
| |ICK8 Sync Data To Device X 10 transfer Normal Close(NC) 30

Timezone Holiday

Group Combination

Privilege

=3

On the Access interface, select the required Devices from the list to sync the Employee Data
from the software.

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

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

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

Device Commands

This section is used to check the commands issued by the software to the device during communication.
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e asy T| IME ‘-Pr " Personnel Device Attendance Access System

Dashboard @

®o%

& Dtz & Bookmarks~ T Filters =

Device Delete Clear Commands
Serial Number Device Name  Content
CKG8201060196 Auto add DATA DEL_USER PIN=10
Control

ontro BRMC192160162  Auto add DATA DEL_USER PIN=10
BWNF183960081 Auto add DATA DEL_USER PIN=10
BWNF183960081 Auto add DATA UPDATE FINGERTMP PIN=ssdc FID=6 Size=zk_bio_size Valid=1 TMP=zk bic_data
BWNF 183960081 Auto add DATA USER PIN=ssdc Pri=2 Passwd=123 Card= Grp=1 Verify=-1
BWNF183960081 Auto add DATA UPDATE FINGERTMP PIN=rfhh FID=6 Size=zk_bio_size Valid=1 TMP=zk_bio_data|
BWNF 183960081 Auto add DATA USER PIN=rfhh Name=E Pri=2 Passwd=11 Card= Grp=1 Verify=-1

Delete Device Command

This feature is used to clear the commands issued by the software to the device during communication.

Personnel Device Attendance Access System

Device Command

& BookmalJled[{e]'@ Filters ~
delete

Serial Number Device Name | Content

CKG32010601!

(.

T | BRMcig21e01 < OMP! X .
4. Select ] BWNF183960(

D BWNF1839 Are you sure you want to delete the selected 1 =6 Size=zk_bio_size Valid=1 TMI
[ | BwNF1839 item? Card= Grp=1 Verify=-1

I:‘ BWNF1839 =6 Size=zk_bio_size Valid=1 TMF
] BWNF1B396__(I Cancel isswd=11 Card= Grp=1 Verify=-1
[] BWW If1 FID=6 Size=zk_bio_size Valid=1
’_| BWI DATA USER PIN=rerestdf1 Pri=0 Passwd= Card= Grp=1 Verify=-1

Select the command which is to be deleted and click Delete.
Clear Commands

Clear Commands allows you to delete all the device commands.
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Personnel

Holiday Groups Combination Privilege

& Bookmarks~ ¥ Filters ~ 4
e | e
Serial Numi Name Content Operate Date/Time & Transfer Time Return Time & Retun

Luinze (oouoyy Auw suu UAIA USER FINS | /504 FIISU PUSSWU= Lalu= GIP= 1 veniy=-1 2U23-UL-UZ Uk

CQIK221660699 Auto add DATA USER PIN=17452 Pri=0 Passwd= Card= Grp=1 Verit 2023-02-02 10:48:44
CQIK221660699 Auto add DATA USER PIN=17387 Passwd= Card= Grp=1 Verify=-1 2023-02-02 10:48:44 - -
CQIK221660699 T raTLHerR NN Passwd= Card= Grp=1 Verify=-1 2023-02-02 10:48:44
CQIK221660699 Prompt x \17 Pri=0 Passwd= Card= Grp=1 Verify=-1 2023-02-02 10:48:44 - -
CQIK221660699 : 16 P Passwd= Card= Grp=1 Verify: 2023-02-02 10:48:44
CQIK221660699 Are you sure 1o clear all the commands? 0 Passwd= Card= Grp=1 Ver 2023-02-02 10:48:44
CQIK221660699 1 Passwd= Card= Grp=1 Verify: 2023-02-02 10:48:44 - -
CQIK221660699 t Cancel " Passwd= Card= Grp=1 Verify=-1 2023-02-02 10:48:44 - -
CQIK221660699 - & Rhimadisalarp = 1 Verify=-1 2023-02-02 10:48:44 - -
COIK221660699 T Auto add DAT 5. click confirm to clear 2023-02-02 10:48:44
CQIK221660699 A commands 2023-02-02 10:48:44
CQIK221660699 DATACSS " P o 2023-02-02 10:48:44 b
CQIK221660699 Auto add DATA USER PIN=16741 Pri=0 Passwd= Card= Grp=1 Verify=-1 2023-02-02 10:48:44
Frivar1eznzon YR PATA LIEED PIMI= 12500 Deie 1 Pinr st = F e Femm 1 Vlastborm 1 2033 N3 A3 1nABuAA

On the Device Command interface, Click to the Clear Commands
Click Confirm to delete all Device commands.

Time Period Configuration (Access Control)

The Time Period is usually set to define the operating hours of the access control device. It can be

assigned for every week. The time format is HH: MM: SS — HH: MM: SS.

Personnel Device

easy TimePrc

Pashboard ®

> =[]

& Device & Bookmarks~

Attendance Access System

T Filters ~

m Access Control

< Add Delete Clone To Areas
Tim Time Period No. Time Period Name
Ar
> ree Breakfast
Holiday > bang
Test Lunch
Groups mdpura Evening Snacks
q Dinner
Combination
q gfgf
Privilege Goa testl
jayanagar time7
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Time Period

™) Access Control

Personnel Device

Time Period

& Bookmarks» Y Filters ~

Q

Ahmedabad

> Area

3 bang
Test
mdpura
q
q
Goa
jayanagar
testFirm
testDea

> Bangalore
Prasanth
Areatest
TestAreatime
BTM
Tumkur

> India
Testing
mahadevpura
monday area test
kdp
bangalore1003
Mumbai
Mumbai
trainingArea
Mangalore
udupi
123

Set the following details:

Area: It displays the area name. It cannot be modified in the interface.

Attendance

Access

Time Period No. %

System

Clone To Areas

Time Period Name %

o Add

Area*

Time Period Name*

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Start Time

Time Period No.*

Remark

Enter the desired
details

Status

Cancel

Time Period No.(Number): Enter the time period number. The time period number is unique for each

area.

Time Period Name: Enter the time period name.

Remark: Enter the remarks.

Start Time/End time: Set the start and end time for each time period within a week.

Status: The default is ON. Turn off the toggle button to disable the time period, the door cannot be
open for the whole day for a specific employee.

Click Confirm after entering the required details.

Edit a Time Period

If you want to edit the time period, perform the following steps:

Click the corresponding area on the left of the interface. The time period list of the
corresponding area will be displayed.
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In the time period list, select the time period number or click

Pre

Personnel Device

@ Bookmarks~ Y Filters »

Goa
Jayanagar
testrirm
testDea

> Bangalore
Prasanth
Areatast
Testarsatime

Testing
mahadevpura
monday area test
kdp
bangalore1003
Mumbai

HMumbai
trainingArea
Mangalore

udupi

123

Attendance

Access System
1
4. Click here to
edit

Breakfast

Edit the desired
details

Modify the parameter settings based on the requirements.

Click Confirm to save the modified time period information.

Delete a Time Period

icon.

NENNNNNNNNNNNN
6 () (O (6 (B (B (B () (5 () () (0 () G5}

In the time period list, select the time period and click Delete on the upper part of the interface or click

@ icon.

™ Access Control

Personnel

& Bookmarks~
]
=

Ahmedabad

Area

q
q
Goa
jayanagar
testFirm
testDea

» Bangalore
Prasanth
Areatest
TestAreatime
BTM

Device

T Filters ~

>
» bang
mdpur:

Attendance

Access

System

Click on delete
Add Delete one To Areas

Time Period No. <

Confirm to delete

1

2

3

4 Prompt

= |

6 : Are you sure you want to delete the selected 1
I item?

|

£ y Cancel
10

12

13

14

Note: The Time Period, which is in use, cannot be deleted.

Time Period Name %
Breakfast
Lunch

Evening Snacks
Dinner

gfgf

testl

time7?

time8

timed

time10

time12

time13

timeld

E—
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Clone Time Period

The Clone option is used to copy the time period of one particular area to another area. It saves the time
of creating individual time period to each area.

Select the time period to be cloned. Click Clone To Areas to open the following interface.

asy Pr Personnel Device Attendance Access System
1@

o=

& Bookmarks~ T Filters ~ Click here to
(4 Aeces ot clone to area
Access Control “ Add Delete Clone To Areas

Ahmedabad | Time Period No. % Time Period Name %
A
> e 1  Breakfast
v e ]2 inch
Test = = Clone To Areas X B
[]}3 rening Snacks
mdpura = . | E
q ‘:l u e | Areat; ~—-------- e
q [l|s igf
‘:| 5 y | = A v Q % ;I
Goa Re ke |
) ik — e O[3 not Authorized
jayanagar ]
testFirm s g | 003 anmedabad Select the desired options
= | > O area (0/2)
testhea Llfe 1 » O bang (0/2) -
» Bangalore Tl O Test me10
Pi th — | | =
fasan [ ]} 12 OO mdpura mel12
Areatest — w | | =
TestAreati ]2 004 mel3
estAreatime = > | =
BTM [ 004 Fet4
" s ) | 00 coa =
Turr-| Hr - p | OO jayanagar
2 lnd'? O testrirm
Testin
? O testbea
mahadevpura N (1M oot £ 1t
monday area test Cancel
kdp
bangalore1003
Mumbai

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected).
Remark: Enter the remarks.

Click Confirm to save the clone details.

Holiday Assignment (Holiday)

The Holiday settings can be configured to control the door access on holidays. On holidays, special
access control may be required. To facilitate this requirement, the access control time on holidays can be
set which applies to all the employees of the corresponding area.
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easy TimePrc

Dashboard &
® Q=

& Device
m Access Control

Time Period

Holiday

Groups

Combination

Privilege

Add a Holiday

Personnel

& Bookmarks =

Q

Area

bang
Test
mdpura

q

q

Goa
jayanagar
testFirm

testDea

Device

T Filters =

Enter the parameters as shown below:

Area: Select the area from the area list.

Attendance Access System

Add Delete Clone To Areas
Name Start Date
May 2, 2022

Duration(Days)
1

5. Select the
desired details

Duration(Day)

4

Holiday: Select the holiday name from the drop-down list. These holidays are those added in the

Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.

Duration (Days): It will be automatically filled after selecting the holiday name and cannot be modified.

Timezone: Select the time period applicable to the holiday. The door opening timezone depends on

this parameter.

Click Confirm to save the holiday details.
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Edit a Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

In the holiday list, click the holiday name or click icon.

Personnel Device

Holiday Groups. Combination

8 Bookmarks~ Y Filters -
o
<

> safe2
> Maharastra

> M

raichur Holiday{ tris

puri

l;:r:a( Start Date 5. Select the desired
iy ) details

hubli o o

Modify the parameter settings as per your requirements and Click Confirm to save the modified holiday
information.

Delete a Holiday

Select the holiday and click Delete on the upper part of the interface or click @ icon.

Personnel Device Attendance Access System

_ Holiday

& Bookmarks~

T Filters ~

Q

Add Delete Clone To Areas
Ahmedabad Name
> Area

> bang
Test
mdpura Prompt X

Clickto & Duration(Day)

ugadi delete 174 4

Are you sure you want to delete the selected 1

item?
jayanagar

testFirm
testDea Cancel

> Bangalore
Prasanth Confirm to delete

Areatest
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Access Groups (Groups)

The Group option enables you to manage the employees in groups. The access parameters specified
here are applicable to all the employees belonging to the specific group.

za Sy Tim {_'Pr y Personnel Device Attendance Access System

Dashboard @

“a =[]

& Device & Bookmarks~

Y Filters ~

[ Access Control

[+ Add Delete Group Menu /s S 9 0O M = Move T
Time Period Group No.  Group Name  Verify Mode  Time Period 1 Time Period 2 Time Period 3 Include Holiday Enj
Al
> area sara Any 1 No
Holiday % bang -
et asish Any 1 1 1 No
mdpura Test Any 3 No
q testl Any 6 No
Combination
q wefdsc Any 6 4 5 No
Privilege Goa [ Any 1 No
jayanagar d Any 1 No
testFirm e Any 2 No
testDea B Any 1 No

» Bangalore
Prasanth
Areatest
TestAreatime

Add an Access Group
To create a new access group, follow the below procedure.

Personnel Device Attendance

& Bookmarks

System

T Filters -

= dd Delete Group Menu A S D O e~ =
Ahmedaly Click dd Group No. Group Name Verify Mode Time Period 1 Time Period 2 Time Period 3 Include Holiday
ick to a

AT T | sara | Any la = e Bis

> bang
— | e x B )
mdpura | E e
q 4 Area* E NS
C] | E e
Goa s Group No.* E- e
jayanagar 7 - No
testFirm 8 Group Name Lo
testDea 9 Enter the No

> Bangalore Timezonel desired
Prasanth

details

Areatest

TestAreatime Timezone2
BTM
Tumkur Timezone3

> India
Testing Verify Mode®  Any
mahadevpura
monday area test Include Holiday*  No
kdp

bangalore1003 Confirm to Add
Mumbai
! Cancel

trainingArea
Manaalore

Initially, select the area in which you want to create the user group.
Enter the following details.

Area: Select the area name.
Group Number: Enter a unique group number.

Group Name: Enter the name of the group.
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Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As
long as one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the
user verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period
set in holidays.

Click Confirm to save the settings.

Edit an Access Group

Perform the following steps to edit an Access Group.

Click to delete

Area*

Group No.*

Enter the
desired
details

Group Name*  sara

Timezone1* 1(Breakfast)

Timezone2 -----—-——--

Timezone3 ----—----

Verify Mode*  Any

Include Holiday* No

Confirm to
delete

Confirm Cancel

o Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

* Inthe group list, click the group name or click (£ icon.
o Modify the parameters as per your requirements.

Click Confirm to save the modified group information.

Delete

Select the Group and click Delete on the upper part of the interface or click @ icon.
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d Sy P r Personnel Device Attendance

Dashboard @

» Q

o
& Device & Bookmarks~

Y Filters ~

to) Add Delete Group Menu
Ahmedabad Group Mo. Group Name Verify Mode Time Period 1 1
> Area
) bang n 1 sa_ra | Any | 1
= 2 - =
Test - 1
mdpura 1. Select the 3 T Prompt G i
5 group 4 te
q 32 w 2
Goa [ [
jayanagar 7 d
testFirm o F
g 9 Cancel F
testDea 9 f
» Bangalore
Prasanth

Clone to Areas

Click on clone time period to know more about the Clone process.

Personnel Transfer

If you need to transfer the employees to a specific group, perform the below given steps:

as y Pr Personnel Device Attendance Access System
bood®

® Q= s 1

B Bookmarks- Y Filters -
57 Add  Delete  Group Menu m 7/ 72 9 0~

Move To Groug

it

Ahmedabad Group No.  Group Name  Verify Mode  Time Period 1 TimePeriod2  Time Peried 3 Include Holiday Employe...
; ';:“ — 2 e Any 1 - _ No [Tl 7
o W 2 asish Any 1 1 1 No Za 6
mdpura 3 Test Any 3 s s No o
- 4
Personnel Transfer X
q 1132
Goa |6
Jayanagar \ 7] Department Employee Q Selected
testFirm ] 57
testDes Tl Employe... First Name Last Name Department Employe... First Name Last Name
> Bangalore — 2211545 | testing testingch
;Z::: 6. Select the rat deptName
e employee Alok Ranjan testingch
o ala testingch
g Girish testingch
> india Manoj testingch
Testing mummn testingch
mahadevpura dsdsdd testingch
menday ares test Akshay testingch
=k 99648200  Aksnev testingch
ii”i;:mmm 9999 Manoj testingch
Mumbai F

Cancel

Select the area in which you need to transfer the employees.
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Then, select the Group and click Group Menu -> Personnel Transfer. The interface appears as

shown below:

Now, select the employee whom you need to transfer to the selected group and click Confirm.

Access Control Combinations (Combinations)

Access groups can be used with different unlock combinations to enable multiple authentications and

to improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10
unlock combinations are automatically created. The unlock combination with combination No. 1 will be
set in a way that one employee from Access-Group 1 can open the door by default. Other unlock
combinations do not include any employee from the access group.

easy TimePre

Personnel

“ o = [

& Device
[ Access Control —~
=

Time Period
>
Holiday »

Groups

Privilege

& Bookmarks~

Goa
Jayanagar
testFirm
testDea
Bangalore
Prasanth
Areatest
TestAreatime
BTM

Device

Attendance Access

Y Filters -

Clone To Areas

Combination No.

Edit Access Control Combination

System

Combination Name
1

LN RENEN- T RN

S

To edit the Access Control Combination, perform the following steps:

Employee from Group

oo oo oo ooo 2

Employee from

oo oo oo o oon

Click the corresponding area on the left side of the interface. The combinations belonging to this
area will be displayed on the right side of the interface.
Click the corresponding combination number to edit the combination.

Click here to edit

S0 e N A wN

s

,,

°

cecococoooco
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Enter the parameters as shown below:

Area: Select the area name.

Combination Number: The combination number cannot be edited.
Combination Name: Set the name of the combination.

Remark: Enter the remarks.

Employee from Group: Select the group which the employee belongs to. For example, If the selected
group is Group 1, one of the employees from Group 1 can open the door in the specified area. In a
combined verification, the range of user number is 0 <<N<5. You can combine two or more employees

to achieve multi-verification and security advancement.

Click Confirm to save the settings.

Clone to areas
Click on clone time period to know more about the Clone process.

Privilege

The privilege option is used to view and assign access privileges to all the employees.

za Sy Tim {-Pr y Personnel Device Attendance Access System
bashboard ®

~ o =[]

& Bookmarks~

& Device

T Filters -

£ Access Control o Adjust
Time Period Employee Id First Name Last Name Group Time Period Mode Time Period 1 Time
> Area
» bang
Test
mdpura

Holiday
Groups

Combination a

q

Goa
jayanagar
testFirm
testDea

v

Bangalore
Prasanth
Areatest
TestAreatime
BT

Edit Employees Access Privilege

If you need to edit an employees’ access privilege, you can do as per the following:

Click the corresponding area on the left side of the interface. The privilege information of
employees who are belonging to this area will be shown on the right side of the interface.

Click the corresponding employee ID or icon to edit the employee privilege.
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1
gt Click here to 7 5 ® m e =
Empioyve id edit Porioa 3 Varty Moda
70180 e P 1 Group o 0 ]
imian = 1 Group o o o ]
~ o @

120 Aeply Group Mode

. Aeply Group Mode

—
. £ oo’
it Enter the
vty Miode desied I »
=, =
-

o
:un:::rﬂ-! Confirm to edit
Mo
iringren
ore
upi

Edit the details as shown below:
Employee: The employee field cannot be edited.

Group: Adjust the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification mode
for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

Click Confirm to save the details.

Adjust Employee’s Access Privilege

The employee’s access privilege can be altered as per your requirements. Perform the following steps:

Click the corresponding area on the left side of the interface.

The privilege information of employees who are belonging to this area will be displayed on the
right side of the interface.

Click Adjust to access the adjust privilege interface:
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casy TimePre Personnel Device Attendance
Sebosrd®

va:

& Device e BBookmarks~ Y Filters

Access System

£ Access Control - el

Time Period
> Area
>

Shrinivasa Pai
bang

Holiday
imran

Test

Groups Sheik Dadapeer

Combination a
S ; Select the
e o Area
jayanagar

testFirm

testDea

Enter the parameters as shown below:

) ‘E
2 Ahmedabad Employee | irst Name Last Name Group

1
1
1

Time Period Mode

Time Period 1 Time Period 2

] 0
0 o
0 0

Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding

verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the

group to which this employee belongs. If Personnel is selected, you can customize the verification mode

for this employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

Click Confirm to save the details.
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7 System

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

- Users and Group Management

- Database backup and migration

- Data Integration

- Middleware to establish communication
- Log Management

- User Authentication

System Management

\

Advantages of System Management

« Consistent user management

» Back-up options to prevent data loss

o Displays all the transaction logs

o Auto-export the data

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

o Alerts for exceptions
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Organisation
setting

Setting up Setting up
shifts Devices

Setting up
Attendance

Adding User

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

Authentication

Authentication technology provides access control for systems by checking to see if a user's credentials
match the credentials in a database of authorized users or in a data authentication server.

User Group (Group)

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

Add a User Group
Perform the following steps to add a new user group:

o Click Add to add a new user group.
» A window appears as shown in the image below:
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5. Enter the Group name

<

vvvvvvvvvvvi [
000000000000 < I3

gpogopopooo

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

Name: Enter the name of the group.

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

options, select the Master checkbox.
Click Confirm after setting the permissions.
Edit a User Group

To edit a User Group, perform the below steps:

o Inthe user groups list, select the group to be edited and click edit icon.

» Edit the required details in the user group and click Confirm.
Delete a User Group
o Inthe user groups list, select the group to be deleted and click Delete.

On the appearing pop-up, click Confirm to delete the selected user group.

7.1.2 How to set up a User account (User)

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

set privileges to the users.
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Personnel Device Attendance

@ Boockmarks« T Filters =

Add Delete Change Password

Username First Name Last Name Group Name

4. Select the required user
account

Add a User Group
Perform the following steps to add a new user :

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

Confirm to add

Is superuser
True

Edita User
To edit a User, perform the below steps:

o Inthe user list, select the user to be edited and click edit icon.
» Edit the required details in the user and click Confirm.
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Edit

Username*

Basic Details

First Mame

Last Mame
Email

FPermissicons

admin

Enable

Superuser

Company
Authorized Department
Authorized Area

Authorized Position

Groups

Date of Joining

Last Login

The columns are explained as follows:
Username: This name will be displayed at the top right corner of all the module interface.

First Name, Last Name, Email: The Name and Email ID of the user.

Enable: Enable for the permission.

Superuser: Whether the user is Superuser or not.

If the checkbox is selected, the user becomes a Superuser and there is no need to assign permissions. If it

is not selected, the user will be a normal user with specified access permissions.

Company: Select the required Company names to facilitate access for the user.
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Authorized Dept: If Department(s) is selected, then the User can access data of only that Department(s).
Authorized Area: If Area(s) is selected, then the User can access data of only that Area(s).

Authorized Position: If Position(s) is selected, then the User can access data of only those
designation(s).

Date of Joining: The Date on which the user account is created.
Last Login: It displays the latest login of this user.

Click Confirm after entering the required details.

Delete a User account

Perform the following steps to delete a user:

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

Attendance

& Bookmarks= ¥ Fil
Click to delete

Add Delate =
H Ussrname First Name Last Name Email Group Name [Enable Is sup
g _admin L] True
4. Select the desired
L x

]
&
2
a
E3
¥

- - Confirm to delete

Change Password:

You can change the password by performing the following steps:
In the user's list, select the user to change the password.
A prompt appears as shown in the image below:
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4. Click here to change
password

Prompt x

Are you sure, you want to Change Password for

Confirm to change password

the selected Username?

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

Change Password ®

Old Password®
Mew Password®

Confirm New
Password®

s Click Confirm after entering the password details.

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

1. Click to enter profile

2. Click to change password
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Database

A database is information that is set up for easy access, management and updating. Computer databases
typically store aggregations of data records or files that contain information, such as employee data,
financials, and product information.

Migrate

Software migration is the practice of transferring data, accounts, and functionality from one operating
environment to another. It could also refer to times when users are migrating the same software from
one device to another.

asy Pr Personnel Device Attendance

Dashbocrd @

~ o = [

Access System

Select the
& Authentication - desired OptiOI"I
& Database 2 Migrate F‘O’fj ®) ZKTimeweb2.0 Biotime7.0 WDMS5 WDMSS ZKTime.net3.0 BioTime8.0/easyTimePro/easyWDMS
Database * MSSQL Server
= Integration
Auto Export P Address *
= Middleware Table Port Please Enter the Valid Port Numbe
D log Name*
2 Configuration User* 4. Enter the required details
Password* G
Fields to
migrate
Select the required bnding |[Clear Cache| [Refresh Status|

fields Tigration didn't execute, click Clear Cache to fix
Click here to clear all
fields

click to test connection

Parallel Database

A parallel database distributes data over multiple processing units or nodes to handle large amounts of
information more effectively. This allows many units to perform on various areas of a query at the same
time, resulting in faster processing. The data present in our database can be pushed to the external
database at the same time. The columns may be adjusted with the data type for the data.
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a Sy P I Personnel Device Attendance Access System
Dashooard €

W Q =] parallel Database

’.'.f Authentication -

£ Database Add Delete

Database IP Address Port Database Name User Password Service Name/SID(Oracle Only)
Migrate

None

Parallel DB

Integration
Middleware Table
D Log

& Configuration

Add Parallel Database:
Perform the following steps to add parallel database:
o Click Parallel Database; a window will appear, as shown in the image below.
Personndl  Device  Attendance  Aciess  System

Group Parallel Database

= Paraliel Datsbase

Database *  MSSQL Server

1P Address *

Port *

Datsbass Name*

= 4 Select and enter the details
Password* ®

Service Name/SID(Qracle Only) *  Service Name

Duplicate Punch Period(Second)* 0

5 Click here

to confirm

The columns are described as follows:
Database: Select the Database Type.
IP Address: Enter the IP address of the user's system.

Port: Enter the Port number of the server.
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Database Name: Enter the Database Name.

User: Enter the user type of action.
Password: Enter the Port number of the server.

Server Name: Select the Port number of the server.

Duplicate Punch Period: The duplicate punch period defines the time duration in which the system
considers only punching for the first time, even if the user punches several times within the defined
punch period. The unit is minutes.

Click Confirm after entering the required details.

Note: If the specified table name or field name does not exist in the database, it will be created
automatically.

Parallel DB Export

You can use database management tools or command-line interfaces to create data export files in
various formats, such as CSV, Excel, or SQL scripts, to export data from a parallel database. The method
for exporting data will change based on the database management system and the tool or interface
utilized. The data present in our database table can be mapped to the external database table.

Personnel Device Attendance Access System -r : ‘f:m:n
Guide e
1
£ Parallel DB Tables & Columns
Table Name*: Emplayee Id= Punch Time:
Punch Date & Time: Punch Date: Punch State(int}
Punch State{Char) Verify Typedint Verify Type{Char]
Device Serial Number: Device Name: Area Name:
Work Code: Upload Time: Purpose:
Emp ID: Device Id Source:
Temperature: Mask Flag Device IF
*Note:

1. All fields in the Parallel Database should be Variable Character Field (Varchar) with appropriate Length.
2. Database Table Name and Column Name should contain only Lowercase characters. Underscare and Numbers.

Add Parallel Database Export:
Perform the following steps to add parallel database export:

Click Parallel Database Export; a window will appear, as shown in the image below.
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Jdefault
asy Pr Personnel Device Attendance Access System 'r ~ .
oo Guide
»a= 1
Autl -
* "2 & Parallel DB Tables & Columns
£ Database < _
Table Name*: Employee Id*: Punch Tima:
Funch Datz & Time: Punch Date: Punch Statelint: 4. I_Enter the_
required details
Punch State{Char): Verify Typedint): Verify Type(Char}
Device Serial Number: Device Name: Area Name:
Work Code: Upload Time: Purpose:

Emp ID: Device Id Source

Temperature: Mask Flag: Device [P

1. Al fields in the Parallel Database should be Variable Character Field (Varchar) with appropriate Length.
2. Database Table Name and Calumn Name should contain enly Lawerease characters, Underseore and Numbers.

5. Click here to confirm

The columns are described as follows:

Table Name: Enter the Table Name.

Employee Code: Enter the Employee Code.

Punch Time: Enter the Punch time of the employee.

Time Format: Select the Time Format.

Punch Date & Time: Enter the punch date and time of the employee.
Punch Date: Enter the last Punch date of the employee.

Punch State: Enter the punch state of the employee.

Punch States: Enter the punch states as required.

Verify Type: Enter the punch verification type as required.

Verify Types: Verify types will have all the types of data like fingerprint, face, card.
Terminal SN: Enter the terminal serial number.

Terminal Alias: Device name is Terminal alias.

Area Alias: Area name is area alias.

Work Code: Enter the code number of the employee.

Upload Time: Enter the last upload time as required.
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Purpose: Enter the allowance purpose of the employee.

Emp ID: Enter the name of the employee.

Terminal ID: Enter the Terminal ID of the employee’s data.
Source: Enter the source where can be the message commenced.
Temperature: Enter the temperature of the employee.

Mask Flag: Enter the flag mask of the employee.

Terminal IP: Enter the Terminal IP address of the employee’s data.

Click Confirm after entering the required details.

AD Server Settings

Administrators use Active Directory (AD) to centrally manage and authenticate network resources such
as users, computers, and applications. In this module, you can set up the AD server details to connect the
EasyTime Pro Application.

Personnel Device Attendance Access

AD Server Settings

% Authentication £ AD Server Settings

System

£ Database Server
Address*
Migrate

Port*

User name*
4. Enter the details
Password*

Domain node®

Parallel Database

AD Field Settings

= Integration

= Middleware Table

D log

8 Configursion .m

Server Address: Enter the Server IP address.
Port: Select the Number of Ports of the server.
Username: Enter the Login Username of the application.

Password: Enter the Login Password of the application.
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Domain node: Enter the company domain node.
Click Submit after the entering the required details.

AD Field Settings

In the AD Field Settings, you can map the employee details to sync manually or automatically from the
application fields to the AD server attributes.

a Sy P Personnel Device Attendance Access System

Dashb

® Q = | AD Field Settings

4 Authentication - £ AD Field Settings

2
£ Database s Employee Id* employeelD First Name*  givenName

Mic Department Id* departmentNumber Department Name* department

Par
Email  mail mobile telephoneNumber
Parallel DB

Z Auto Synchronization

Enable =
# Integration 4. Enter the required
details
= Middleware Table
D log Manual Sync If required click to sync
manually
©f Configuration

Employee Id: Enter the name of the employee.

First Name: Enter the first name of the employee.

Department Id: Enter the department Id of the employee.
Department Name: Enter the department name of the employee.
Email: Enter the email Id as required.

Mobile: Enter the mobile number as required.

Auto Synchronization: Enable the option to sync automatically from the AD server to the application
after every 1 minute.

Click Submit after the entering the required details.

Manual Sync: This function lets you to sync manually from the AD server to the application as required.

Integration
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Software integration can be required for a number of reasons, such as: Migrating from a legacy system to
a new database system, auto export the files.

Auto Export

Data export is the extraction and conversion of data from their existing format into excel, pdf format.
Exporting data is also a way of backing up data or moving the files setting to the system.

Personnel Device Attendance Acce:

A brief note about the columns displayed on the Auto Export Interface
Code: Displays the code number.

Name: Displays the Name.

Search By: Displays the activity taken place.

Export Path: Displays the export path of the activity.

Auto Export Time: Displays the auto export time of the activity.

Time: Display the export time

Add Auto export:

Perform the following steps to add an auto export:

Click Add to add an auto export.
A window appears as shown in the image below:
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Personnel Device Attendance Access System

1
8 Bookmarks~ T Filters -
Add Delete Manual Export
(| Code Name Search By Export Path
Add
Coder
Enter the
File Name Yyyy-MM- required files

Data Template

{emp_codel\t{first_namel\tflast_name\tidept_codeltidept_nameltidateNtitimeRtiverify_typehtip
unch statel\tiwork codef\t{card_numberj\t{area namej\t{terminal_aliash\t{terminal_sni\t{temperatu

ref\timask flagi\r\n

Data Filter Setting  Export Time Setting  Export Path Setting

Drag the

required fields
to be exported

Date Format* | yyyy-MM-DD Time Format*  HH:mm

ID Digits* 0 File Format*  Txt

Enter the required details
Confirm to expo

Drag the required files to be exported from the format setting.

Format Setting:

Click Format Setting to add an auto export.
A window appears as shown in the image below:

P nel Device Attendance Access System

& Bookmarks - Y Filters -

Add  Delete  Manual Export

[ ] Code Name. Search By Export Path
Add
Code*
Enter the
File Name Yyyy-MM-DD required files

Data Template

{emp_codej\tifirst_name/\tllast_name\tidept_codel\tidept_namelvt{date}\titimeltiverify_typeltip
unch_statel\tiwork_codel\t{card_number)\t{area_namej\titerminal_alias)\t{terminal_snj\t{temperatu

refit{mask flaghrin

Data Filter Setting  Export Time Setting  Export Path Setting

Drag the

required fields
to be exported

Date Format* ry-MM-DD Time Format*  HH:mm

ID Digits* 0 File Format* Txt

Enter the required details

Confirm to export the file

Auto Export Time

X

Cancel

Auto Export Time

b3

Cancel

In the Format Setting, you can export the data by giving, ID Digits and File Format.
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Data filter setting:

o Click Data filter setting to add an auto export.
» A window appears as shown in the image below:

File Name MM
¥y
Enter the

Data Template * (Please drag the required fields to be exportEREESIVI= RTII=XIE 1 e on the right to the text box below:)

femp_codejit{first \t{last s Pt{dept_codef\t{dept | J\t{date]\t{timef\t{verify_typej\tip
unch_state}\tiwork code}\t{card_number}\t{area_nameft{terminal_aliash\t{terminal snj\titemperatu
rej\t{mask flagj\tin

Format Setting ~ Data Filter Setting ~ Export Time Setting  Export Path Setting
Drag the
Search By* Upload Time Include Today* Ves required fields
to be exported
Department
Export all by default Export all by default

Employee Id
First Name
Last Name

{emp_code}
{first_name}

{last_name}

Department Code {dept_code}

Department Name {dept_name}

Date

Time

Verify Type
Punch State
Work Code
Card Number
Area

Device Alias
Serial Number
Temperature
Mask Flag

Confirm to export the file

Enter the required details

{date}

{time}
{verify_type}
{punch_state}
{work_code}
{card_number}

{area_name}

{terninal_alias}

{terminal_sn}
{temperature}

{mask_flag}

Cancel

» Inthe data filter setting, you can export the data by giving, department and area.

Export Time setting:

o Click Export Time setting to add an auto export.
» A window appears as shown in the image below:
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Code*

Enter the
required files

File Name

Data Template * (Please

femp._

unch_

typel\tip

rej\timask flag)\iin

Format Setting  Data Filter Setting Export Path Setting

Interval* O Auto Export 0001
Minute Time* 4

Frequency* Dally Day 1

Enter the required details

Export Path setting:

Click here to add

File Name M
vy
Enter the

Data Template * (Please drag the required fields to be exporfiii=le[VIi=1e R{IEEY

femp_

Drag the
required fields
to be exported

Confirm to export the file

Click Export Path setting to add an auto export.
A window appears as shown in the image below:

ilable on the right to the text box below:)

unch_statej\tiwork_codej\t{card_number}\t{area_i

ify_typelit(p

ref\t{mask flagirin

Format Setting  Data Filter Setting  Export Time Setting

Export Path  AutoExport Email

FTP Server --------- FTP Path

Enter the required details

FTP path.
Edit:

Click on Code to edit.

Export Path Setting

Drag the
required fields
to be exported

(verssy_type)
(punch_state)
{work_coce}

{card_numser)

Employee Id
First Name
Las

Department Code
Department Name
Date

Time

Verify Type

Punch State

Work Code

Card Number
Area

Device Allas

Serial Number
Temperature

Mask Flag

Confirm to export the file

In the Export Time setting, you can export the data by giving, interval, frequency and day.

{emp_cade}
{First_name)
{1ast_nane}
{dept_code}
{dept_nane}
{ante}
{xime}
{verify_type}
{punch_state}
{work_code}
{card_number}
{area_name}
{terminal_alias)
{terminal_sn}
{temperature}

{mask_flag}

Cancel

In the Export Path setting, you can export the data by giving, export path, email, FTP server and
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Delete:

o Click Auto Export to delete.
» A window appears as shown in the image below:

BBookmarks= ¥ Filters =

Add  Delete_ Manual Export
Code Name Export Path

Manual Export:

s Click Manual Export to delete.
e A window appears as shown in the image below:

Click here

4. Select
Manual Export
Start Date *

End Date *

Enter the required
SearchBy Upload Time details

Confirm to
manual export
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Middleware Table

Database middleware is a generic term used to refer to software infrastructure that supports
functionality, improved database service.

Department

When we migrate the department field data, it will transfer the data to department and all the data
in the department field that is migrated from other package to the current package will display
along with status of transfer showing whether the details have successfully transferred, or failed
department wise status will display making it easy to find out if any data has failed to be transferred.

zasy TimePr: Personnel Device Attendance
Bashboord &

& Bookmarks~

Access System

Y Filters =

Department Id Department Name Submit Time Flag

The data will display here after
migrated

Employee

D log

28 Configuration

Position

When we migrate the position field data, it will transfer the data to position and all the data in the
position field that is migrated from other package to the current package will display along with
status of transfer showing whether the details have successfully transferred, or failed position wise
status will display making it easy to find out if any data has failed to be transferred.

Personnel Device Attendance Access System

The data will display here after
migrated
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Area

When we migrate the area field data, it will transfer the data to area and all the data in the area field
that is migrated from other package to the current package will display along with status of transfer
showing whether the details have successfully transferred, or failed area wise status will display
making it easy to find out if any data has failed to be transferred.

Employee

When we migrate the employee field data, it will transfer the data to employee and all the data in
the employee field that is migrated from other package to the current package will display along
with status of transfer showing whether the details have successfully transferred, or failed employee
wise status will display making it easy to find out if any data has failed to be transferred.

Personnel Device Attendance Access System

Employeeld FirstName LastName Departmentld DepartmentName Fosition Code Position Name AreaCode AreaName Multiple Area
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Accurate Logs (Logs)

Log

Log collects and displays all the data-based operations/events/actions of a system. It helps you to track
all the interactions through which the data, files or applications are stored, accessed, or modified. The
log record consists of the following fields:

Pr Personnel

Dashboard @

Group

Database

q User
Integration

admin
Middleware Table admin
admin
Log admin
admin
admin

admin

Configuration

admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin

& Bookmarks~

Device Attendance

T Filters -
IP Address  Action Time
10.10.20.92  2022-04-07 16:45:46

10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.20.108
10.10.21.23

10.10.20.121
10.10.20.121
10.10.21.23

10.10.20.92

User: The user type of action.

2022-04-07 14:09:09
2022-04-07 14:08:54
2022-04-07 14 3
2022-04-07 14
2022-04-07 14
2022-04-07 14
2022-04-07 14:08:22
2022-04-07 14:08:09
2022-04-07 14
2022-04-07 14
2022-04-07 14
2022-04-07 14
2022-04-07 14
2022-04-07 14
2022-04-07 13:
2022-04-07 13
2022-04-07 134
2022-04-07 12
2022-04-07 12:57:01

Access System
1

Action Action Category
Add Manual Log
Login User

Login User

Login User
Change Department
Login User
Change Department
Login User

Login User

Login User

5 Change

Login

Login

Login

Login

Change

Add

Add Flexible Timetable
Change

Delete

IP Address: The IP address of the user's system.

Department
User

User

User

User
Employee
Shift
Timetable
Employee
Leave

Action Time: The actual time of the execution of the action.

Action: The action performed by the user.

Status
Fail
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success

Description
Employee=[],Punch Time=2022-04-07 16:46:34,Punch State=1

Department Name(cyEditDepartmentEdited->cyEditDepartmer)

Department Name(cyEditDepartmentEditedcyEditDepartmentE

Admin(False->) Emp_field_enablePayroll(True->),Enable Overtin
Shift Name=flexi_test, None={"0""w,82","1""82","2":"82","3":"82
Timeinterval =[]

Admin(False->) Emp_field_enablePayroll(True->),Enable Overtirn
Leave = Leave object

Action Category: The content type of the action (The module in which the action is performed).

Status: The status of the action. It can be successful/Failure.

Description: The short statement of the outcome of the action.
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System Parameters Setup (Configuration)

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

Company Settings

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

Personnel Device Attendance Access System

1

(B Company Logo Review

4. Enter the company details

= Company Details in Report

Company Loge Click to upload lago Logo Display Do not Display

Company Mame Do not Display

< Name
ompany Nam: Display

@ Company Information
TD/MD
Phone Country  --Select-- Province/State

Fip Setting:

& email signature

Regards Option 1 Option 2
Submit

B Ciciosave ]

Company Details in Report

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

= Company Details in Report
Company Lago  Click fo upload logo Logo Display Do not Display

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

[ Company Logo Review

—_

Dimensions 200 x 75
-
Logo Display: Select the display position of the logo. It can be aligned to Left/Centre/Right.
Company Name: Enter the company name.

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

Company Information

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

& Company Information

Phone 9876543210 Country Indonesia Province/State  Karnataka

City Bengaluru Address no 55, Puttappa Industrial Estate Main Rd, Maheswari Nagar, B Narayanapura, M

Latitud Longitud
e ongiuce Click here to set the Company address

Email Signature

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

Bl Email Signature

Regards HR Department COption 1 Option 2 Bangalore
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Dear Employes Harme
Employves 1D 1
There are some attendance exception

START DATE 2019-12-20
END DATE 2019-12-20
LATE i
EARLY LEAVE o
ABSENT 1

Click Submit after entering all the desired details.
System Settings

Idle Time Auto Logout

Idle Time Auto Logout refers to a security feature used in applications that automatically logs out a user
after a specified period. This helps protect sensitive information and reduce unauthorized access risks.

_*- Jdetault
Personnel Device Attendance Access System ~
e ([{1)]

© Idle Time Auto Logout
e B
I Multi Company
Ensble
Configuration
+ Auto Upgrade
Enable Auts Upgrade:[02:00 am (5]
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Multi Company

If the user enables the Multi-Company option, they can view the company list in Settings and switch
between multiple companies.

=] Multi Company

Enable

@ About

? Help

E Cormpany |

@ Language

[# Password

A Motification

% Logout

Click here to confirm

Auto Upgrade:

Any new update will automatically notify you and prompt for an upgrade. Using the Check for Updates
button, the user can manually check for updates.

4 Auto Upgrade

Ensble Auto Upgrade: [02:00 am (B Check for Updates

Click Submit to update the system setting.
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API Settings

Personnel Device Attendance Access System -*-

User Nar
Password
API URL*
Data Template*
P
Drag and drop
nnnnn 1 Te s 1 template
Last Api Time

COMPANY", "EMP_CODE" "1 234", ‘FIRST_NAME": XYZ, 'LAST_MAME'": ", "DEPT_NAME": ‘Department. ‘POSITION_NAME. ‘Position’, ‘PUNCH_DATETIME": '04-03-2024

| ! ment’ X X 0 00:00’, 'PUNCH_TIME': ‘03-00:00’, 'PUNCH_STATE - Theck In
tic', WORK_CODE: *,'GPS_LOCATION: *, LONGITUDE: ", "LATITUDE: ", AREA_NAME: . TERMINAL_SN’: ", TERMINAL ALIAS: ", ‘UPLOAD_TIME: '2024-03-04 A bl

40.373376". TEMPERATURE: *, MASK_FLAG" ']]

Confirm to
submit

API URL: URL provided by the third party(Client).
Data Template: Drag and drop the required fields.
Interval Time: Enter the interval time

Last API Time: Initial callback from API

Click Submit to update the API setting.

PDF Report Settings

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

W Q = | PDF Report Settings

Authentication - = PDF Report Export Style Settings

2 Database i
Page Size A4

Orientation  Portrait
Middleware Table

Footer Left Page/Total Page
Enter the
Footer Right  Blank desired
details

2 Log

Report style  Classic

i oo o |

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

PDF Repart Settings

B2 PDF Report Export Style Settings

Page Size | A4

Auto
A0
A
A2
Footer Right A
X
AS
BO
E1
==
B3

B4
BES

Orientation

Footer Left

Report style

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

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

Username

Footer Right

Report style
Date

Username+Date

Footer Right: It is the same as Footer Left.

Report style: Select the Report style.

Report style | Classic

m

0
.

Click Submit after setting PDF report formats.
WhatsApp Settings

You must have at least one API key. Enter the API Key to configure WhatsApp. An API interface key is a
unique identifier used to authenticate a user to an API. Through this API, you can send and receive
WhatsApp messages programmatically via the application.

a Sy Personnel Device Attendance
Deshbacn

WhatsApp Settings

% Authentication @ WhatsApp Settings

Access System

4. Enter the API key
Submit

Datab: API Key*
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SMS Settings

SMS Settings allows you to configure the SMS services.

Personnel Device Attendance Access

o Sms Settings

AP Key*

= Middleware Table

Log 2
Configuration

Submit

click to submit

System

Sender
Provider  Text Lacal 4. Enter the desired details

API Key: You must have at least one API key. Enter the API key to enable the SMS Service. The SMS API

allows you to send and receive short messages through the SMS gateway.
Sender: Enter the sender's name of SMS.
Provider: It refers to the Service Provider.

Click Confirm after entering the details.
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Domin Settings

The Domain Setting feature allows you to create a whitelist of trusted domains and IP addresses during
the initial setup of the application. During configuration, you can specify trusted domain names or IP
addresses that the application will accept. The system validates the Host header of each incoming
request against this whitelist. Additionally, support for the X-Forwarded-Host header is either disabled or
properly validated to prevent tampering or host header attacks.

Pr Personnel Device Attendance
b=

Access System

5. Submit to
confirm

Domain Name/IP/: Enter the user's IP address.

Click Submit to update the domain setting.
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Email Settings

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

Il_fasy Tin Personnel Device Attendance

v o =[]

& Authentication - & Email Settings

Access System

Group SMTP Server®
Lo Port* SSL TLS
£ Database -
Email Account* X @0ocoadomain name/domain use;
Integration N
Password*
: 4. Enter the
Middleware Table - E
Email Address® 10L00000¢ required details

D Log 2

& configuration

MD Settings

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

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

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

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

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

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

Personnel Device Attendance Access System

TD/MD Settings

& Temperature Detection

Temperature Unit  (8) °C Set the High temperature and Warning
temperature
High Temperature Setting  *C(min) - *Cimax) »
Warning Temperature  °C(min) - *Cimax) ]

Setting

= Mask Detection Setting
Toggle to enable mask
Mask Detection oFF detection

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

for these values by clicking %4 .
o Toggle the Mask Detection button to enable Mask detection.
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File Transfer Protocol (FTP)

FTP server is a computer that has a file transfer protocol (FTP) address and is dedicated to receiving an
FTP connection. FTP is a protocol used to transfer files via the internet between a server (sender) and a
client (receiver)

Add an FTP Server

To create a new FTP server setting:

Personnel Device Attendance Access System

ress®

eeeeeeee

Enter the
Password: required
details

Cancel

Confirm to add
FTP

Host Address: Set the host address.
Port Number: Set the port number and the default port number is 20/21/22.
Ftp Method: Select the FTP or SFTP method.

Username, Password: Enter the username and password.

Alert Settings

Attendance Alert Settings

Here, the alert can be set for Attendance exceptions such as late check-in, early check-out and absent.
You must set the value for each exception. For example, let the values for Late, Early-Leave and Absent
are set as 4,5,6, respectively.
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times

times
e 4. Enter the required details
Time*  10:00:00 rrent Day

Sending Day

B
9
o

When the late count of an employee exceeds 1 time, an alert will be sent to the corresponding
employee.
When an employee leaves early more than 2 times, an alert will be sent to the corresponding
employee.
When an employee is absent for more than 3 days, an alert will be sent to the corresponding
employee.

Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.

Day: Set the day on which the alert should be sent when the frequency is set to Monthly.

Time: Set the time to send the alert.

Sending Day: You can set whether to send the alert on the same day or the next day.

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

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

I\ Passward Change Alert Settings

Admin Password Change Motification
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Device Offline Notification

[\ Device Offline Notification

Device Offline Notification (email will be sent to superuser and area user in about 5 minutes after the device is offling,

Email will be sent to super user and area user in about 5 minutes after device is offline.
Note: You can also send an alert if the e Admin's password is changed.
Approve Alert Settings

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

Auto Calculation

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

Employee Login Settings

Select the Disable checkbox to disable the login for the employee.

Auto Mail Reports Settings
Reports Email settings are used to send a report to an email automatically.

You can choose to send part or all the reports you require via mail in the report’s selection section. For
the mail settings section, you can set timing and sending frequency and you need to enter emails, and
you can add multiple emails. In the admin settings section, you need to enter the username and
password of the admin user with which you will log in to the EasyTime Pro login page and enable it the
mail automatically trigger of Reports sent to respected email id.
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Fdefault
Personnel Device Attendance Access System 'r @ -
Guide Ly

& Enable Automatic Email Trigger of Reports

nasl Aviomate sl rgger of sleciod reports Enable to send the report automatically

Agmin Usemame* Admin Password*

gratio

= Middlewars Table @ Reports In Mail

D Log Reports Selection® choose th? report
selection

[ — Choose Reports hv

& Mail Settings For Report Sending
Sending Frequency® g Day* 13 Mail Sending Time® | 12.00 AM ®  SendingDay'  CumentDay

Last Email Time

Email Address* [Enter Emails (comma separated)

1. Reports will be send to mail when you set emsil settings and server is running with ip address
2. Only dats which is caluclated will be triggered to mail.

File extension | gyeel

i EE

csv

Select the file extension

Enter the desired mail

MNote:

Note: The Auto Mail Report setting enables reports to be sent via email in both CSV and Excel formats.

Bookmarks

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

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

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

Personnel Device Attendance Access System

3. Select the desired action
time
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"fasy m Pr \ Personnel Device Attendance Access System

Dostboaord ©

W Authentication & Bookmarks~ Y Filters @) ~ ﬂ 4

© Q = g

£ Database

T User 1. Click here to apply filter
User ¥ Action
Integration
adm Y IP Address
admin &) ¥ Action Time
admin T Action Category
admin
T Status
admin
o ¥ Description .
admin 127001 Logir

figuration

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

Personnel Device Attendance Access System

1. Click bookmark

Alert Settings
& Bookmatk

No Bookmarks

3. Enter the desired

f kmark t TF
+ New Bookmark . name
) Is Shared

" admin
admir
admin
admin
aamir

admin

+ Enter the Bookmark name and click Save Bookmark.

» Saved Bookmarks appears as shown below.
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& Bookmarks = T Filtersov n H

M Login Time

Enter bookmark title..

+ New Bookmark
| [ Is Shared

|
admin | 192.168.1.1

admin  192.168.1.1 Save Bookmark

admin  192.168.1.1

Delete a Bookmark

For deleting the Bookmarks, you need to navigate to System -> Configuration - Bookmarks.

Perform the following steps to delete a bookmark:

a Sy Pr Personnel Device Attendance Access System
Danhboard @

» o =]

Authentication -

& Bockmarks = Y Filters ~

2. Click either to delete

2 Database

Delete D =
Title User Content Type Filters
= Integration .
Login Time admin  Log {*Action Time is Yesterday “[*1*,"_p1_op_time_gte%3D_today_%252C-1& p1_op time_It%3D_.. & 2020-06-06 15:37:46  Ta]

Middleware Table
9 Log 1. Select the Bookmark to be deleted
|

G 20 v n Total 1 Records 1 m

o Select the bookmark to be deleted and click Delete or the delete icon @of the corresponding
bookmark.

o On the appearing pop-up, click Confirm to delete the bookmark.

Page |331



EasyTime Pro User Manual

Employee Self-Service Features

The Employee Login provides an intuitive approach to the employees to manage their attendance
details.

easy TimePre

1. Enter the Employee Id
or Official Email Id or n Login
Mobile Number

2. Enter
Password

3. Click on Login

Outdoor Management
000

Homepage

The homepage of the Employee's login appears as shown in the image below:

Welcome 70029

a Sy Pr Attendance Payroll

Leave

End Date Category ---------

& Request Start Date

Approval State -~ QG

Leave Effective From : 2020-06-01 Increment Date : 2021-06-01
Training Leave Type : Yearly Total Leave : 15
Leaves Allowed PerMonth : 1 Leave Applied : 0.0
& Approva
Carry Forward Limit : 0 Leave Balance : 15
Holiday
Add 7 S, mA o=
@% OutDoor Management
First Name Last Name Category Start Time End Time Leave Payment Type Day Type Resign Reason Apply Reason Approval State
2] Report Prasanth Sick Leave  2020-02-1509:30:00 ' 2020-02-15 18:00:00 Unpaid Leave Full Day Approved o
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How to send my time-off requests (Request)

The request functionality includes Leave request, Overtime request, Manual log request, and Training
request. The employee can raise these requests, and they will be approved by the corresponding
approver.

Leave

The leave request page appears as shown below:

Pl’ Attendance Payroll

boshboard &

v o=

Start Date

Leave Effective From : - Increment Date :

End Date Category ---------- Approval State  ----------

Leave Allotment Type : - Total Leave
Leaves Allowed PerMenth : = Leave Applied :
Carry Forward Limit - Leave Balance
Yearly -

oor Management ~
Meonthly -

£ Report =

Add

First Name Last Name Category Symbel Start Time End Time Leave Payment Type

Leave Details

The Leave details display the following details:

Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Leave Type: It displays the type of leave allocation to the employee. It can be Yearly/Monthly.

Leaves allowed per month: It displays the allowed number of leaves that the employee can take in a
month.

Carry Forward Limit: It displays the number of leaves that an employee can carry-forward to next
month/year.

Total Leave: It displays the total number of leaves allotted to the employee.
Leave Applied: It displays the number of leaves already taken by the employee.

Leave Balance: It displays the remaining number of leaves of the employee.
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Search Options

You can search the leaves as shown in the image below:

asy Pr Attendance Payroll

Dashbaord &

Q=
~ Start Date End Date Category --------- Approval State  ---------- |

Leave Effective From - Increment Date ©
Leave Allotment Type - Total Leave
Leaves Allowed PerMonth : - Leave Applied :

Carry Forward Limit - Leave Balance °

Yearly -

Door Management
Monthly -
£ Report
Add
First Mame Last Name Category Symbol Start Time End Time Leave Payment Type

Start Date: Select the start date of applied leave.

End Date: Select the end date of applied leave.

Category: Select the leave category.

Approval State: Select the approval status of the leave.

Click Search to view the filtered leaves.

Request a leave

An employee can request leave through the employee portal.
Perform the following steps to request a leave:

Click Add. A pop-up appears as shown in the image below:
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dance Payroll

Start DaIBL -

Add
- Apl’ll 2022 gor < | > |® Fullpay

Tue ed Thur Fr et In : 09:20:00 Out : 17:00:003

29 30 3 1 2
First Half

4 5 8 7 g 9 Second Half

3 [
Yearly - 10 1 12 13 12 15 16 Leave Type*  Paid Leave
[Full Day |
1 2 3 4 5 5 7

Monthly - N
Category*  Sick Leave

. 7 18 1 20 21 22 23
Days* | 2

24 23 2% 7 28 29 3" Apply Reason

First Na.ﬂ

L Cancel

Date: Select the date(s) of the leave.

Day Type: Select the day type for the leave. It can be Half-a-day or Full-day or Second half.
Category: Select the leave category. The leaves are predefined by the Admin in Leave Management.
Leave Type: Select the payment type for the leave. It can be paid leave or unpaid leave.

Apply Reason: Enter the reason for applying leave.

Click Confirm after entering the details.
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Overtime

You can request for overtime through Employee login if you have worked additional hours apart from
predefined hours.

zasy lin IE[‘“ Attendance Payroll

* o =[EEe

¥ Request a Start Date End Date Overtime Type  ----------

Leave add
Employee ID First Mame Last Name Overtime Type Start Tin
Manual L 3

Training

& Approval -

%] Holiday -
i OutDoor Management «

Report -

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Overtime Type: Displays the type of applied overtime.

Start Time: Displays the start date and time of the overtime.

End Time: Displays the end date and time of the overtime.

Approval State: Displays the status of approval of the applied overtime. It can be approved /rejected
/pending.

Approval Remark: Display the remark of the applied overtime.
Apply Reason: Display the reason for applying overtime.
Perform the following steps to add an overtime request:

Click Add. A pop-up appears as shown in the image below:
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Attendance Payroll

First Name

Add *

Start Time*

End Time*

Overtime  MNormal OT
Type™

5. Enter
the details

Reason

Cancel

Start Time: Select the start date and time for overtime.
End Time: Select the end date and time for overtime.
Overtime Type: Select the overtime type.

Reason: Enter the reason for applying.

Click Confirm after entering the details.

Manual Log

If you have forgotten to do attendance punch for check-in, check-out, break-in, break-out, you can

request for a manual log.

Attendance Payroll

Manual Log

Start Date

End Date Punch State  -—-----—-

Add

Employee 1D First Name Last Name Punch Time

Trai
B Approval
& Holiday

&b OutDoor Management

4 Report

Approval

Punch State
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.
Punch Time: Displays the date and time of the requested manual log.

Punch State: Displays the punch state of the requested manual log.

Work Code: Displays the Work Code of the employee if applicable.

Reason: Displays the reason for applying the manual log.

Approval State: Displays the approval state of the manual log as Approved/Rejected/Pending.
Approval Remark: Display the remark of the applied overtime.

Perform the following steps to add a manual log:

Click Add. A pop-up appears as shown in the image below:

asy Pr Attendance Payroll
Dashbaard @

* o = [ia

- Start Date

Add

| | EmployesID % Add X (Name B

Punch Time=*

Punch State* Check In

Work Code

2. Enter the

- Apply Reason
details

Cance!

Punch Time: Select the Date and Time for the manual log.
Punch State: Select the attendance punch state.

Work Code: Enter the work code if applicable.

Apply Reason: Enter the reason for applying the manual log.

Click Confirm after entering the details.
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Training

If you need training in any prescribed specialization within your company, you can request through the
Employee Login.

zasy [imePr Attendance 1 ayroll D @~ F

® Q1

[ Request 2 Start Date rainin P

Approval State  --—----—-- a e

Add s S O e~ o=

Employee ID First Name Last Name Training Type Start Time End Time Al

& Approval
Holiday

@ OutDoor Management

] Report

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.

Training Type: Displays the requested training type by the employee.

Start Time: Displays the starting time of the training.

End Time: Displays the ending time of the training.

Approval State: Displays the approval status of the requested training as Approved/Rejected/Pending.
Approval Remark: Display the remark of the applied overtime.

Apply Reason: Display the reason for applying overtime.

Perform the following steps to add a training request:

Click Add. A pop-up appears as shown in the image below:
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asy Pr Attendance Payroll

o=

F 4 Request - Start Date

Approval State ---------- Add %

| 4

Add Start Time*  2020-06-18 10:00:00

Employee ID % First N ITime =
End Time® 2020-06-18 13:00:00

Training Type®  software Training

Reason

o Cancel

Start Time: Select the starting time of training.

End Time: Select the ending time of training.

Training Type: Select the training type from the drop-down list.
Reason: Enter the reason for training request.

Click Confirm after entering the details.
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How to check approval (Approval)

The request functionality includes Leave approval, Overtime approval, Manual log approval, Training
approval and change schedule. The employee can check the status of the approved by the
corresponding approver.

Leave

The leave approval page appears as shown below:

casy TimePre Attendance Payroll
barhoosrd®

®» Q=
Employee ID First Name Start Date End Date
pproval State  —--—----— a ¢

Employee ID First Name Last Name Apply Time Apply Reason Category Start Time End T|

Leave Details
The Leave details display the following details:

Employee ID, First Name, Last Name: Displays the Employee ID, First Name and Last Name of the
employee who applied for leave.

Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Applied Time: It displays the applied time of the leaves already taken by the employee.
Apply Reason: Display the reason for applying leave.

Category: Displays the category of the applied leave.

Start Time: Displays the starting date and time of leave.

End Time: Displays the ending date and time of leave.

Last Approver: Displays the last name of the approver.

Current State: Displays the current status of the requested leave.

Approval State: Displays the approval status of the requested leave as Approved/Rejected/Pending.
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Search Options

You can search the leaves as shown in the image below:

zasy limePre Attendance Payroll
beshbocrd®

® Q=
Employee ID First Name Start Date End Date
pproval State --------—- Q C

Employee ID First Name Last Name Apply Time Apply Reason Category Start Time End T]|

Overtime

Manual Log

Training

Change Schedule
Holiday

&5 OutDoor Management ~

€8 Report -

Employee ID, First Name, Last Name: Displays the Employee ID, Name of the employee who applied
for leave.

Applied Time: It displays the applied time of the leaves already taken by the employee.

Apply Reason: Display the reason for applying leave.

Category: Displays the category of the applied leave.

Start Time: Displays the starting date and time of leave.

End Time: Displays the ending date and time of leave.

Last Approver: Displays the last name of the approver.

Current State: Displays the current status of the requested leave.

Approval State: Displays the approval status of the requested leave as Approved/Rejected/Pending.

Click Search to view the filtered leaves.

Overtime

You can check the approval for overtime through Employee login if you have worked additional hours
apart from predefined hours.
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Attendance  Payroll Welcome 0538 ([]) ~

Erpicyee 1D Firet Name

\pproval State —-— Qe

~

1
3
it

Employee ID First Name Last Name Agply Time Overtime Type Start Time End Time Last Approver Current State Approval State

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Applied Time: It displays the applied time of the leaves already taken by the employee.

Overtime Type: Displays the type of applied overtime.

Start Time: Displays the start date and time of the overtime.

End Time: Displays the end date and time of the overtime.

Last Approver: Displays the last name of the approver.

Current State: Displays the current status of the requested overtime.

Approval State: Displays the approval status of the requested overtime as Approved/Rejected/Pending.

Manual Log

You can check approval status for a manual log if you have already applied or forget to punch
attendance for check-in, check-out, break-in, and break-out.
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.
Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Punch Time: Displays the date and time of the requested manual log.

Punch State: Displays the punch state of the requested manual log.

Apply Time: It displays the applied time of the forget to punch attendance for check-in, check-out,
break-in, and break-out.

Work Code: Displays the Work Code of the employee if applicable.
Last Approver: Displays the last name of the approver.
Current State: Displays the state of the manual log.

Approval State: Displays the approval state of the manual log as Approved/Rejected/Pending.

Training

You check the training information in any prescribed specialization within your company if you have
already applied through the Employee Login.
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.

Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Training Type: Displays the requested training type by the employee.

Apply Time: It displays the applied time of the training.

Start Time: Displays the starting time of the training.

End Time: Displays the ending time of the training.

Approval State: Displays the approval status of the requested training as Approved/Rejected/Pending.
Last Approver: Displays the last name of the approver.

Current State: Displays the current status of the requested training.

How to change my schedule (Change Schedule)

An employee can request to change the schedule assigned to him through our Mobile App. When an
employee submits a request to change the shift through Mobile App, the Administrator can approve the
request through the Web application or Mobile App. The columns are described as shown below:
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Attendance 1 ol

Employee ID, First Name, Last Name: Displays the Employee ID , and Name of the employee who
applied for schedule adjustment.

Start Date: It displays the starting date of leave calculation.

End Date: It displays the ending date of the leave calculation.

Date: Displays the date for which the employee requests for schedule adjustment.
Previous Timetable: Displays the previous scheduled timetable assigned to the employee.
Timetable: Displays the timetables which the employee has requested to assign.

Apply Time: Displays the time at which the change schedule is requested.

Approval State: Displays the approval state of the schedule.

Current State: Displays the current state of the schedule.

Last Approver: Displays the last name of the approver.
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Where to view my assigned holidays (Holiday)
Holiday List

Holiday list displays the list of holidays assigned to the employee. Enter the Start Date and End Date of
the holiday and click button. The holiday list will be displayed as shown below:

EYY Pr Attendance < 1 yroll welome 70029 (f) ¥ T

W Q = | Holiday List
= Request - Start Date  2020-01-01 End Date  2020-12-19 Mo

& Approval Holiday List for this year
s S O e =

Holiclay < Name lession Start Date D@ Working On Holiday

3 9 y

3 Augls null 2020-08-15 1 Calculate as Holiday OT
@ OutDoor Management
] Report
C 22w Total 1 Records 1 Page m

The columns are described as follows:

Name: Name of the employee.

Location: Location of the employee.

Start Date: Starting date of the Holiday.

Duration (Day): Number of days of leave for the holiday.

Working on Holiday: If an employee works on holiday, then it should be counted as a specific type of
work (like Holiday OT or Normal work).
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Outdoor Management
My Schedule
You can view your schedule for visiting the client places by performing the following steps.
Select Outdoor Management under Attendance module.

Click My Schedule.
The Schedule will be displayed as shown below:

ezasy limePr Attendance © 1 yroll

v o =T

& Request ~

2020-06-01 End Date  2020-06-19

& Approval = 7 2 M A =
Schedule Name Start Date End Date Map View Text View

%] Holiday v L
by Hp 2020-06-01 2020-06-30 Q9 B ]

@ QutDoor Management

The columns are described as follows:

Name: Name of the employee.

Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the starting date of the assigned schedule.
End Date: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.

Map View

Map  Satellite
kd Gubaga - TELANGANA oVisal
ey Sew

g L
b Y

o bl

(el e Anantapur A
nentapar ANDHRA

KARNATAKA ®3°§9%PRADESH

Bengalury nnel

Mangsioe )

e o Qe
PUDUCHERRY

TAMIL NADU,

et
Koch | Madural ©@# 7T
W gy

UaksHADwEER  day :
8
KeRALA
ssnirsan &
,
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Text View: Displays the details of schedule in text format.

Welcome 70029 ()

05:00:00
Out 07:00:00

Schedule N:d

HP

Q
L2

Schedule Report
You can view your schedule report for visiting the client places by performing the following steps.
Select Outdoor Management under Attendance module.

Click Schedule Report.
The Schedule report will be displayed as shown below:

easy TimePr Attendance  Payroll

The columns are described as follows:
Name: Name of the employee.

Employee ID, First Name, Last Name: Displays the Employee Id , and Name of the employee who
applied for schedule adjustment.

Date: Displays the scheduled date
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Schedule Name: Displays the name of the schedule which is assigned to the employee.

Company Name: Displays the company name of the schedule which is assigned to the employee.

Start Date: Displays the starting date of the assigned schedule.

End Date: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.

Map View X ’

Map Satellite

bl Gubrge TELANGANA JVisal
dewdn dew ||
Kakinodo
Visyawaca oy
Visyawacs g
g
Anantapur AN
KARNATAKA S%°G%°PRA
Bengaluru Chennai
Mangalor :
e Soriuiacy Qocriess
S o
Mysur
v
PUDUCHERRY.
TAMIL-NADU
o e dpeiera)
Sisdgmie
Kochi. | Madural #©"""
LAKSHADWEEP as) - Wiy Q

Text View: Displays the details of schedule in text format.

asy

@ OutDoor Manag

Pr

®» Q=

Attendan

My Schedule

Start Date [

Schedule Nud
HP

Text View

In

Qut

07:00:00
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Unscheduled Report
You can view your unscheduled report for visiting the client places by performing the following steps.
Select Outdoor Management under Attendance module.

Click Unscheduled Report.
The Unscheduled report will be displayed as shown below:

Attendance _ Payroll

5 OutDoor Management -«

My Sch

The columns are described as follows:
Name: Name of the employee.

Employee ID, First Name, Last Name: Displays the Employee Id , and Name of the employee who
applied for unscheduled adjustment.

Company Name: Displays the company name of the schedule which is assigned to the employee.
Start Date: Displays the starting date of the assigned schedule.
End Date: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.

Map View X ‘

Map Satellite

Gl Gubarga - TELANGANA oVisal
sowsdn ey |
Kakinods
Vijayawada L terysion
e |

Anantapur ANDHRA
KARNATAKA S3080%pRADESH
o
Nellore
Ard
Bengaluru Chennai
orfdiac

Mangalore o
e Quareen

PUDUCHERRY,
TAMILNADU;

oTehireppat
SN
Kochi Madurai #7717
ADW 2 s
LAKSHADWEEP  oa9a) . Lg0] Q

KERALA
Thiuvananthapuram Y
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Text View: Displays the details of schedule in text format.

05:00:00

Out 07-00:00
s S 0O - =
Schedule Nill L Text View
HP e
C o
= | r—

Report
The following reports can be generated through Employee login.

Search Options

For all the reports, you can enter the start date and end date to view the reports in that particular date
range.

— =
Welcome 70029 o)~ "-l_f'

easy TimePre Attendance < 1 yroll

Leave Detail Report

Start Date  2020-06-01 End Date  2020-06-19 ] G

i

[ Request

& Approval R 1 R o G
Leave Balance

First Name Leave Type Leave Effective F... Increment Date  Total Leave Leaves Allowed ... Carry Forward Li... Leave Used

Holida
. ¥ Prasanth Yearly 2020-06-01 2021-06-01 15 0 0.0 15

@ OutDoor Management

] Repor 2

Transaction Report

Scheduled Log

Total Time Card
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Leave Detail Report

The Leave Detail Report displays the leave schedule assigned to the employee.

zasy [imePr Attendance 1 yroll Welcome 70029 @~ Tr

W Q E | Leave Detail Report
& Request ~ |StartDat? 2020-06-01 End Date  2020-06-19 ] o

& Approval /s S MO e =

First Name Leave Type Leave Effective F... Increment Date Total Leave Leaves Allowed ... Carry Forward Li... Leave Used Leave Balance

B Holiday
&) Holiday Prasanth Vearly 2020-06-01 2021-06-01 15 1 0 0.0 15

@® OutDoor Management

The columns are described as follows:

First Name: Name of the employee.

Leave Allotment Type: Assigned type of leave to the employee.

Start Date: Starting date of the leave schedule from where the report is to be generated.

End Date: Ending date of the leave schedule from where the report is to be generated.

Increment Date: Displays the date of the increment.

Leave effective from: Displays the date from which the leave is effective.

Total Leave: Total leave allotted to the employee.

Leaves allowed per month: Displays the total number of leaves that an employee can take in a month.

Carry-Forward Limit: Displays the total number of leaves an employee can carry-forward to next month
or year.

Leave Used: Displays the total number of leaves taken by the employee.

Leave Balance: Displays the remaining leaves of the employee.
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Transaction Report

The Transaction Report displays all the transactions of the employee with a given time period.

zasy limePre Attendance

W Q = | Transaction Report

# Request Start Date  2020-06-01

# Approval

] Holiday
70029

70029
® OutDoor Management

. 70029
2 70029
70029
70029
70029
70029

Report

70029
70029
70029
70029
70029

Q

Time Card

Employee ID

1 yroll

First Name
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth
Prasanth

Prasanth

Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department
Department

Department

Total 13 Records 1

The columns are described as follows:

Employee ID: Displays the ID of the employee.

First Name and Last Name: Name of the employee.

End Date  2020-06-20

Date

12-06-2020
12-06-2020
12-06-2020
12-06-2020
10-06-2020
10-06-2020
08-06-2020
08-06-2020
05-06-2020
05-06-2020
05-06-2020
05-06-2020
05-06-2020

Date: Displays the date to the corresponding transaction.

Time: Displays the time to the corresponding transaction.

Gender: Displays the gender of the individual.

Nick Name: Displays the nick name of the person.
Department: Displays the department of the person.

Department ID: Displays the department ID of the individual.

Punch State: Displays the punch state of the transaction.

Time

Punch State
check in
check in
checkin

checkin

check in
check in
checkin
checkin
checkin
checkin

check in

Data Sources: Displays the name of the device from which the data is obtained.

Position: Displays the position of the employee.

Position Code: Displays the position code of the employee.

Welcome 70029

L]

r

@~

S O A =

Data Sources
Device
Device
Device
Device
Device
Device
Device
Device
Device
Device
Device
Device

Device
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Scheduled Log

The Scheduled Log Report displays the report of actual punch state made by the employee and the
correct punch state.

zasy H'uc'fr“ Attendance  Payroll

®» a =[G 1

@ Request a

The columns are described as follows:

Employee ID: Displays the ID of the employee.

First Name, Last Name: Displays the name of the employee.
Department: Displays the department of the employee.

Work Code: Displays the work code for the employee for different roles, he/she performs in the
company.

Date: Displays the date to the corresponding log.

Weekday: Displays the corresponding day.

Nick Name: Displays the nickname of the employee.

Gender: Displays the gender of the individual.

Department ID: Displays the department ID of the concerned employee.
Position Code: Displays the position code of the employee.

Position: Displays the position of the employee.

Time: Displays the Time and Date of the schedule.
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Punch State: Displays the actual punch state of the employee.

Correct State: Displays the correct punch st

Total Timecard

ate.

The Total Time card displays the entire attendance and time details of the employee.

Attendance 1 yroll

e Card

¥ Request I Start Date  2020-06-01 End Date  2020-06-20
Approval
Employee ID First Name  Department Date Weekday Exception
Holiday 3 asish Department 2020-06-01 Monday
3 asish Department 2020-06-02  Tuesday
3 asish Department 2020-06-03  Wednesday
3 asish Department 2020-06-04  Thursday
3 asish Department 2020-06-05  Friday
3 asish Department 20200806 Saturday
3 asish Department 2020-06-07 Sunday Weekend
3 asish Department 2020-06-08  Monday
3 asish Department 2020-06-09  Tuesday
3 asish Department 2020-06-10  Wednesday
3 asish Department 2020-06-11  Thursday
3 asish Department 2020-06-12  Friday
Ermploy 3 asish Department 2020-06-13  Saturday Weekend
3 asish Department 2020-06-14  Sunday Weekend
Multiple Tra 3 asish Department 2020-06-15  Monday
Break Time (@] 20 Total 20 Records 1 m

Time Card

Employee Summary

The Employee Summary displays exceptions, leaves, worked hours

employee.

asy Pr Attendance 1 yroll

Y e

¥ Request | Start Date  2020-06-01

End Date  2020-06-20

Approval
Employee ID First Name  Department
3 asish Department

OutDoor Manageme

Report 2

Break Time (G- n Total 1 Records

Time Card

Late

Early Leave

014

00

Absence

127:30

<D

D

Timetable
Bangalore
Bangalore
Bangalore
Bangalore
Bangalore

Bangalore

Bangalore
Bangalore
Bangalore
Bangalore

Bangalore

Bangalore

Actual Work

16:00

Duration

08:30

08:30
08:30
08:30
08:30

08:30

Normal OT

and

Welcome 3

Check In

P
Check Out
18:00
18:00
18:00
18:00
18:00
18:00
00:00
18:00
18:00
18:00
18:00
18:00
00:00
00:00
18:00

m e

Duty Dura.. Wo

08:30
08:30
08:30
08:30
08:30
08:30

08:30
08:30
08:30
08:30
08:30

08:30

OT hours worked by the

#

Weekend OT

Welcome 3

S @

Holiday OT

-

Leave
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Name of the employee.
Department: Displays the Department of the employee.

Nick Name: Displays the nickname of the employee.

Gender: Displays the gender of the individual.

Department ID: Displays the department ID of the concerned employee.
Position Code/Position: Displays the position code and the position of the employee.
Late: Displays the late minutes.

Early Leave: Displays the early leave minutes.

Absence: Displays the absence minutes.

Actual Work: Displays the actual worked minutes.

Normal OT: Displays the Normal OT hours worked by the employee.

Week off: Displays the Weekend OT hours worked by the employee.
Holiday OT: Displays the Holiday OT hours worked by the employee.
Leave: Displays the total Leave hours of the employee.

Leave Type: Displays the type of leave that can be availed by the employees.

Multiple Transaction

The Multiple Transaction report displays the details of various transactions made by the employee.

zasy TimePre  Attendance  Payroll
S

® Q = | Multiple Transactior

Start Date  2022-04-01

End Date  2022-04-11

Employee ID =  First Name Last Name NickNa... Gender Depa.. Department Positi... Position Date Timetable Summary Time ~ Clock In Clock Out  Total Time
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Employee ID, First Name, Last Name: Displays the Employee ID and First Name of the employee.
Nick Name: Displays the nickname of the employee.

Gender: Displays the gender of the individual.

Department ID: Displays the department ID of the concerned employee.

Position Code/Position: Displays the position code and the position of the employee.
Department: Displays the Department of the employee.

Date: Displays the date in which the transaction is made.

Summary Time: Total leave allotted to the employee.

Clock In: Displays the actual clock-in time of the employee.

Clock Out: Displays the actual clock-out time of the employee.

Total Time: Displays the total worked time.

Timetable: Displays the timetable of the employee

Break Time

The Break Time displays the outline of break time, break in-time, break out-time and the total break time
utilized by the employee.

Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Department ID: Displays the department ID of the concerned employee.

Department: Displays the Department of the employee.
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Date: Displays the Date of break-time report.

Nick Name: Displays the nickname of the employee.

Gender: Displays the gender of the individual

Position Code/Position: Displays the position code and the position of the employee.
Summary Time: Displays the summary time of the allotted break.

Break Out: Displays the time at which the employee went out for break.

Break In: Displays the time at which the employee returns after break.

Total Time: Displays the total break time.

Timetable: Displays the timetable of the employee.

Time Card

The Time Card displays the report for number of attendance punch made by the employee.

casy limePre Attendance < 1 yroll wecomes (@) v TF

® Q= P
[# Request v Start Date  2020-06-01 End Dste  2020-06-20 ]o

& Approval s S M A =

Employee ID First Name Department Date No.of Pu..  Time
asish Department 2020-06-01 3 09:21:45, 09:21:48, 18:22:29

asish Department 2020-06-03 2 08:57:19, 08:57:22
i

€ Report

20 v Total 2 Records 1

Q

Employee ID, First Name, Last Name: Displays the Employee ID and First Name.
Last Name: Displays the last Name.

Date: Displays the date of report generation.
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Nick Name: Displays the nickname of the employee.

Gender: Displays the gender of the individual

Position Code/Position: Displays the position code and the position of the employee.
Department/Department ID: Displays the Department and the ID of the employee.

No. of Punch(s): Displays the number of attendance punches made by the employee on the particular
day.

Time: Displays the time of attendance punch.

Where to Apply for Reimbursement

The Reimbursement option in the Employee login initiates the reimbursement request to the concerned
approver.

Request Reimbursement

Reimbursement

The Reimbursement option in Employee login initiates the reimbursement request to the concerned
approver.

zasy limePre Attendance Payroll 1 Welcome 3

* a3 ]

) Request’ 2 - Start Date End Date ‘Approval State| —-———— a C

] Add / /2 O e =
Employee ID % First Name LastName Start Date End Date Allowance Type Purpose Type Reimbursement Receipt  Apply

asish 2020-06-20 00:00:00 2020-06-20 00:00:01 Travel Business expenses 2020+ M
asish 2020-06-20 00:00:00 2020-06-20 00:00:01 Travel Business expenses 2020+ M
asish 2020-06-20 00:00:00  2020-06-20 00:00:01 Travel Business expenses 2020+ M

The columns are explained as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Start Date: Displays the Start Date and Time of reimbursement.

End Date: Displays the End Date and Time of reimbursement.

Allowance Type: Displays the applicable Allowance category.

Purpose Type: Displays the allowance purpose.

Reimbursement Receipt: Displays the attached reimbursement receipt.

Apply Time: Displays the request applied time.

Apply Reason: Displays the applied reason.
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Approval Remarks: Displays the remarks for reimbursement.

Approval State: Displays whether the request is approved or not.

Add Reimbursement Request

Attendance Payroll

Reimbursement

Start Date |

Approval State

Amount® 1

Start Date™  2020-06-19 09:00:00
Enter the ?

details

Allowance Type*  Travel

Reimbursement | Choose Files | Mo file chosen

Receipt* Only supports jpg, jpea, .png,
bmp, .pdf, .docx, and xlsx
format

X

Additional

Employee
End Date™ 2020-06-20 21:00:00
Purpose Type”  Business expenses

Remark |

Cancel

TYTETE .

On the Request Reimbursement interface, click Add to raise a reimbursement request.

Enter the reimbursement amount.
Enter the Start Date and End date of reimbursement.
Select the Allowance Type and Purpose Type.
Then, attach the related receipt.
Click Confirm after entering the corresponding details.

Approval

Approval Reimbursement

The Approval Reimbursement option in Employee login is the reimbursement approval request to the

concerned approver.
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Pr . Attendance Payrall

Dathbeard @

Employee IO

First Name Start Date End Date

Employee .. FirstM.. LastN.. S5StartDat. < End.. Reimbursement.. Allowance.. Purpose .. Apply Tim.. : Last App.. Current .. Approval ...

The columns are explained as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Start Date: Displays the Start Date and Time of reimbursement.

End Date: Displays the End Date and Time of reimbursement.

Allowance Type: Displays the applicable Allowance category.

Purpose Type: Displays the allowance purpose.

Reimbursement Receipt: Displays the attached reimbursement receipt.

Apply Time: Displays the request applied time.

Last Approver: Displays the person who at last approved the reimbursement.

Current State: Displays the current state of the reimbursement.

Approval State: Displays whether the request is approved or not.
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