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Without the prior written consent of ZKTeco, no portion of this manual can be copied or forwarded in any
way or form. All parts of this manual belong to ZKTeco and its subsidiaries (hereinafter the "Company" or
"ZKTeco").

ZK is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned by
their respective owners.

This manual contains information on the operation and maintenance of the ZKTeco equipment. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in and is
the property of ZKTeco. The contents hereof should not be used or shared by the receiver with any third
party without express written permission of ZKTeco.

The contents of this manual must be read as a whole before starting the operation and maintenance of the
equipment supplied. If any of the content(s) of the manual seems unclear or incomplete, please contact
ZKTeco before starting the operation and maintenance of the said equipment.

It is an essential pre-requisite for satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thorough training in operating and maintaining the machine/unit/equipment. It is essential for the safe
operation of the machine/unit/equipment that personnel have read, understood and followed the safety
instructions contained in the manual.

In case of any conflict between terms and conditions of this manual and the contract specifications,
drawings, instruction sheets or any other contract-related documents, the contract conditions/documents
shall prevail. The contract specific conditions/documents shall apply as a priority.

ZKTeco offers no warranty, guarantee or representation regarding the completeness of any information
contained in this manual or any of the amendments made thereto. ZKTeco does not extend the warranty of
any kind, including, without limitation, any warranty for design, merchantability or fitness for a particular
purpose.

ZKTeco does not assume responsibility for any errors or omissions in the information or documents which
are referenced by or linked to this manual. The entire risk as to the results and performance obtained from
using the information is assumed by the user.

ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential, indirect,
special, or exemplary damages, including, without limitation, loss of business, loss of profits, business
interruption, loss of business information or any pecuniary loss, arising out of, in connection with, or relating
to the use of the information contained in or referenced by this manual, even if ZKTeco has been advised of
the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated into
new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend or modify the
information contained in the manual from time to time in the form of circulars, letters, notes, etc. for better
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operation and safety of the machine/unit/equipment. The said additions or amendments are meant for
improvement /better operations of the machine/unit/equipment and such amendments shall not give any
right to claim any compensation or damages under any circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to any non-
compliance of the instructions contained in this manual (i) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and equipment in
conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures and
relevant documents are available on www.zkteco.in

If there is any issue related to the product, please contact us.

B-1, Khata No. 31, Devasandra Industrial Estate,
Whitefield Main Road, Beside Phoenix mall,

Mahadevapura, Bengaluru-560048, Karnataka, India.

080 6828 1342

For business related queries, please write to us at: sales@zkteco.in

To know more about our global branches, visit www.zkteco.com
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ZKTeco is one of the world’s largest manufacturers of RFID and Biometric (Fingerprint, Facial, Finger-vein)
readers. Product offerings include Access Control readers and panels, Near & Far-range Facial Recognition
Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR) gate controllers and
Consumer products including battery-operated fingerprint and face-reader Door Locks. Our security
solutions are multi-lingual and localized in over 18 different languages. At the ZKTeco state-of-the-art
700,000 square foot ISO9001-certified manufacturing facility, we control manufacturing, product design,
component assembly, and logistics/shipping, all under one roof.

The founders of ZKTeco have been determined for independent research and development of biometric
verification procedures and the productization of biometric verification SDK, which was initially widely
applied in PC security and identity authentication fields. With continuous enhancement of the development
and plenty of market applications, the team has gradually constructed an identity authentication ecosystem
and smart security ecosystem, which are based on biometric verification techniques. With years of
experience in the industrialization of biometric verifications, ZKTeco was officially established in 2007 and
now has been one of the global leading enterprises in the biometric verification industry, owning various
patents and being selected as the National High-tech Enterprise for 6 consecutive years. Its products are
protected by intellectual property rights.

This manual introduces the operations of the ZKBio Time Cloud

All figures displayed are for illustration purposes only. Figures in this manual may not be exactly consistent
with the actual products.

Features and parameters with % are not available in all devices.
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1.  Employee Account

An employee account is a simple Employee management platform that 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.

1.1 Login as Employee

e Enter the Employee ID / Email along with the Company Domain, then click [Verify Company].

e Enter the Password register Password and then click Sign In

XA M

({)ZKBioTime Cloud

Sign in to your account

Welcome back!

o

e m
Biometric and personnel-

management solutions
- 3 VERIFY COMPANY
provider

Don't have an account? SIGN UP

Copyright ©2025 ZKTeco All rights reserved.
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Biometric and personnel-
management solutions
provider

Change Password

XA @

(1)ZKBioTime Cloud

Sign in to your account

Welcome back!

yuri.wu@zkteco.com

B demo Jyuribiotimecloud.mine..

&) Passworc L O
[0 Remember password Forgot password?

Copyright ©2025 ZKTeco All rights reserved.

e Click on the Forgot Password, a password reset email will be sent to a registered mail id.
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A W

(()ZKBioTime Cloud

Sign in to your account

Welcome back!
ol Q \-\

3 e

/2

5] biotimecloud.info
Biometric and personnel-
management solutions & ©
provider
O Remember password o I Forgot password? I

SIGN IN

Copyright £2025 ZKTeco.All rights reserved

W

(1)ZKBioTime Cloud

Reset password

2]

) - Please reset your password by click the reset
Biometric and personnel- .
: password button in your email
mcnugemem solutions
provider

Copyright £2025 ZKTeco.All rights reserved.

e After receiving the email, the employee should click on Reset Password, which will navigate them
to the reset password page. They need to enter a new password, confirm the password, and then
click on Reset Password to complete the process.
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Reset Password

Ao TeneCoud D & gl ——

T © A Mom 154 s

(UZKBioTime Cloud

Deer wser,

We have recoved 3 roguest 10 reset your password assocatod with you accourt. Cick the bution below 10 procsed

0

¥ you &d not reguest 3 password resed, please derogrd fis ool No charges wil be made 1 your acoourt wihout your confiraston

Demst regarcs
M:?"IO’JJJ Support Team

Dowrload o agp for a seariess exgenonce

Follow us for updates

EEE

T yOu Fees 30y S3AAMACE. 100 M08 10 A Gt B O SO0 leam

-, Regly Formans

X @

(1)ZKBioTime Cloud

Reset password

©

Biometric and personnel-

management solutions RESET PASSWORD 5
provider

Back to Sign In

Copyright ©£2025 ZKTeco.All rights reserved.

o After resetting the password, the employee can use it to sign in.
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A ®

()ZKBioTime Cloud

Sign in to your account

wWelcome back

Biometric and personnel
management solutions @ ©

provider

Homepage
The homepage of the Employee's login appears as shown in the image below:

[{)ZKBioTime Cloud @ SANTEST

My Calendar

March 2025

1 My Calendar

My Calendar
Sun Mon Tue Wed Thu Fri Sat
Holiday
1
& My Approval -

@ outdoor Management

2 3 4 5 3 7 2
I Report v
9 10 1 2 13 14 15
16 7 18 12 20 21 22
- — fr - f — ¥ . X . T - 3
2 24 25 E 27 28 29

30 31
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1.1.1 Common Feature
Export
You can export list as shown below.

Click Export and select the file format PDF, Excel, CSV, TXT, enter the details then click confirm.

[{ZKBioTime Cloud i SANTEST

Total Time Card

Ity calendar ~ 03/23/2025 (3| - | 03/28/2025 ] Q
My Calendor Employesih  EmployesMa. DepartmentNa. Oate T Dur. Ch. Ch. Dul Wa. Clo_ Clo. Tob Dut. Act. Un. Re_ late ot Earl Ab. Ab Tob lea. Nor. Bre. Nor. we| C5Y EPOTt
Holiday Excel Export,
2028 mark sounder  depfive 23 Tio 09 08 18 oo ous
= vy Request . e PDF Export
2028 mark sounder  depfive 24 Tio 09 08 18 a7 0 07 1 ous TXT Export
Manual Log
Leave
Overtime PDF Export
Training
2 My Approval v
@ Outdoor Management I
Ty Report n Current Page -
Leave Detail Report [— o
Transaction Report Default -
Scheduled Log .
employee Summary
Multiple Transaction ,uo;m,j‘; )
Break Time
q — 3
Time Card S
No -
Default v
1.2 My Calendar
My calendar shows a week off, flexible working hours, and holidays on their respective dates.
[DZKBioTime Cloud B SANTEST

-

My Calendar

T | W
@

Holiday

Sun Mon Tue Wed Thu Fri Sat

1

Manual Log
2 3 4 5 6 7 8
Overtime
. 9 10 n 12 13 14 15
Training
g My Approval ~
Manual Log 16 17 18 19 20 21 22
TS TR
Leave
Overtime

23 24 25 26 27 28 29

Swap Schedule

20 31

My Schedule
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1.2.2 Holiday

Holiday displays the list of holidays assigned to the employee. Enter the Start Date and End Date of the
holiday and click the search button. The holiday list will be displayed as shown below:

[WZKBioTimeCloud # SANTEST

-

Holiday

[z] My Calendar ~

My Calendar ] Name

Holiday e

[ My Request ~

Gta End Date

i Date
he!iuza (3 | - | 03/22/2025 ] Q m
Start Date Duration Location Working on Holiday Calculate as

D Holi33 2025-03-14 1 Location Contribution

Manual Log
Leave
Overtime
Training

&2 My Approval ~

Manual Log
Leave
Overtime
Training
Swap Schedule
(G outdoor Management ~

My Schedule Rowsperpage: 10 - i-lofl 1] 1| Page

-

The following field parameters are described below:
Name: Name of the employee.

Location: Location of the employee.

Start Date: Starting date of the Holiday.

Duration (Days): 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).

1.3 My Request

My request functionality includes Manual log request, Leave request, Overtime request, and Training
request. The employee can raise these requests, and they will be approved by the corresponding
approver.

1.3.1 Manual Log

If you have forgotten to do an attendance punch for check-in, check-out, break-in, break-out, you can
request a manual log.
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[ ZKBioTimeCloud # SANTEST
— Manual Log
=
My Calendar ~ Y ﬂ )
My Calendar [J PunchDate Punch Time Punch state Work Code ApplyReason  Approval Stat..  Approval Re.. Action
Holiday .
[0 2025-03-12 18:00 Check Out 1 Pending |
|c My Request Al
2025-03-12 09:00 Check In 1 Pendin N |
Manual Log e O & /7 u
Leave [J 2028-02-n 18:30 Check Out 1 Revoked |
Overtime . —
O z2o02s-01-n 09:00 Check In 1 Pending |
Training
[0 2025-02-12 09:30 Check In 1 Approved Approved |
2 My Approval ~
2025-02-12 09:30 Check In Rejected Tested N |
Manual Log a ! 7 u
Leave 0 2025-03-03 09:50 Check In Pending VA B
Overtime Rows per page: 10 + 1-10 of 30 2 3 > 1 Page

The following field parameters are described below:

Punch Date: Displays the date of the requested manual log.

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.

Apply 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.

Page|l4
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Add Manual Log
Perform the following steps to add a manual log:

e Click Add. A pop-up appears as shown in the image below:

e Enter the manual log details and then click Save to set a manual request.

HZKBioTimeCloud # SANTEST

1 Manual Log

My Calendar ~ Y e ﬂ m ¢

My Calendar O

Punch Date Punch Time Punch State Work Code Apply Reason Approval Stat..  Approval Re... Action
Holiday =~

O 2025-03-12 18:00 Check Out 1 Pending [ l
= My Request -~

/
Manual Log / Add om Discard
&

Leave

Punch State * - .
Enter the required

Overtime details.
Training Punch Date * i} ‘
2 My Approval ~
Punch Time * HH:mMmM
Manual Log
Leave
Work Code -

Overtime

Apply Reason

The following field parameters are described below:
Punch Time: Select the Date and Time for the manual log.
Punch Date: Set the date of the requested 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.

Edit Manual Log

Click on the Edit #  icon and edit the required details. Click Save to save the manual log details.
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H)ZKBioTime Cloud # SANTEST
— Manual Log
=
My Calendar ~ Y ﬂ mj
My Calendar B  PunchDate punch Time Punch State Work Code Apply Reason  Approval Stat..  Approval Re... Action
Holiday -
efusfu 18:00 Check Out 1 Pending e I
[ My Request ~
2025-03-12 09:00 Check In 1 Pendin 2 B
Manual Log o g 9 /7 8
Leave Manual Log / Edit e| Discard ‘
Overtime Punch State *
. Check Out -
Trolnlng
o Punch Date *
= My Approval -~
2025-03-12 i}
Manual Log
Punch Time *
Leave 18:00 HH:m s
Overtime Enter the required details

Apply Reason

Note: Only Pending manual logs can be edited.

Delete Manual Log

Click on the delete ™ icon to select the manual logs you want to remove, then click Confirm to delete it.

({ZKBioTime Cloud

B SANTEST

2

My Calendar
My Calendar
Holiday

[= My Request

Manual Log o

Leave
Overtime
Training

2 My Approval
Manual Log
Leave

Overtime

Page|l6

~

Manual Log

Y

Punch Date

2025-03-12

2025-03-12

2025-02-1

2025-01-1

2025-02-12

2025-02-12

0O00oo0O0I[a o

2025-03-03

1row selected

Punch Time

18:00

09:00

18:30

09:00

09:30

09:30

09:50

Punch State Work Code Apply Reason
Check Out 1
Check In 1
CheckC  Delete
Check i Are you sure to delete this record?
TR oo |
Check In
Check In

Rows per page: 10 =

Copyright © 2025 ZKTECO CO., LTD. All rights reserved.
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(3 1.
Pending Va E :
Pending Fan B
Revoked Fan B
Pending Fan B
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Withdraw

Click on Withdraw to withdrawal of the manual log. Then, enter the remarks and click Confirm to complete
the process.

{1 ZKBioTime Cloud # SANTEST

Manual Log

My Calendar ~ Y ﬂ mj <
My Calendar B Punchbate Punch Time Punch State Work Code Apply Reason  Approval Stat..  Approval Re... Actia
Holiday -

2026-03-12 18:00 Check Out 1 Pending s i

[= My Request ~

2025-03-12 09:00 Check In 1 Pendin | Withdraw |
Manual Log o a 9 o
Workflow View
Leave O 2025-02-n 18:30 Chi X Revoked -
Withdraw
Overtime . PR
O =2025-01-n 09:00 Chi Pending VR |
Training Remarks
[0 2025-02-12 09:30 Che e Enter the remarks |
2 My Approval ~
2025-02-12 09:30 Ch Rejected Tested a8 |
Manual Log a ! /s u
Leave [J 2025-03-03 09:50 Chi Pending Fau | .
Overtime 1 row sslected rpage: 10~  1-100f30 2 3 > 1| Page
: o -
.
Workflow View

Click on the Workflow View to view the manual log of employee information. The manager will then either
approve or reject the request. Click Confirm to complete the workflow.

{1 ZKBioTime Cloud # SANTEST

Manual Log

My Calendar ~ Y ﬂ mjC
My Calendar B  PunchDate Punch Time Punch State Work Code Apply Reason  Approval Stat..  Approval Re.. Action
Holiday .

95—03—12 18:00 Check Out 1 Pending ,e E

[ My Request A

O 2025-03-12 09:00 CheckIn 1 Pending Withdraw
Manual Log
) Workflow Vie
Leave [ z20: Workflow View X —
Overtime [0 =20 |2 Malikbasha /i
Training & 535
. -
o O 2o ™ Manual Log Approved P |
=2 My Approval -~
0 :D 2025-03-13 00:10:30 Tested P
Manual Log : /s
Leave O 2o | .
Overtime 1 row sele 2 3 >| 1 | Page

No data found
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1.3.2 Leave
The leave request page appears as shown below:
ZKBioTime Cloud b SANTEST
= Leave
My Calendar ~ Y ﬂ M C eaveprofie c
My Calendar [0 category Days Start Time End Time Payment Ty
Holiday Effective From 2025-02-01
[0 sickleave 1 2025-03-26 09:00:. 2025-03-2618:00..  Paid Increment Date 2026-02-01
B My Request ~ | Leave Allotment Type Yearly
[0 cosualleave 1 2025-04-1109:00:00  2025-04-1118:00:00  Paid Total Leave 25
Manual Log
Allowed PerMonth 4
e O sickleave 1 2025-03-06 09:00.. 2025-03-0618:00..  Paid carry Forward Limit 0
Overtime Leave Applied 2
[0 cosualleave 05 2025-02-19 09:00...  2025-02-1913:00:00  Paid Leave Bakance 23
Training
[0 sickleave 05 2026-02-2014:00..  2025-02-2018:00..  Paid Leave Type Monthly / Yearly
< ~
& My Approvel Sick Leave 2.0/10.0
Manual Log [0 sickleave 05 2025-03-1109:00:00  2025-03-1113:00:00  Paid Casual Leave 10/10.0
Leave . M cosualleave 05 2025-03-10 09:00- 2095-03-1013:00:00  Paid Annugl Lleave 10/5.0
Overtime Rows per page: 10 ~ 1-10 of 12 2 »| 1  Page

-

The following field parameters are described below:
Category: Select the leave category.
Start Time: It displays the starting time of leave calculation.

End Time: It displays the ending time of the leave calculation.

Leave Payment 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.

Days: Displays the total number of leave applied.
Approval Remark: Display the remark of the applied leave.
Apply Reason: Enter the reason for applying leave.

Approval Status: Display the approval status of the leave.

Add (Request a leave)
An employee can request leave through the employee portal.

Perform the following steps to request a leave:

e Click Add. A pop-up appears as shown in the image below.

e Select the required data and click Save to save the data.

Page|18
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WZKBioTimeCloud

My Calendar
My Calendar
Holiday

t} My Request
Manual Log

(1]
Overtime
Training

g My Approval
Manual Log
Leave
Overtime
Training

Swap Schedule

Category *

Leave Date*

2025-03-19

Day Typs *

Full Day

Payment Type *

Paid

Apply Reason

The following field parameters are described below:

Leave Date: Select the date(s) of the leave.

a
Leave
v eno:--:- ...
[] category Days start Time End Time PaymentTy.  ApplyReason  Approval Status  Appr
Effective From
-
[J sickleave 1 2025-03-2609:00:..  2025-03-2618:00-.  Paid Approved gh Increment Date
Leave Allotment Type
[0 cosudlleave 1 2025-04-1109:00:00  2025-04-1118:00:00  Paid Approved av Total Leave
Leave [ Add

@ SANTEST

c

2025-02-01
2026-02-01
Yearly

25

2] - =

Enter the required
details

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 Admin in Leave Management.

Payment Type: Select the payment type for the leave. It can be paid leave or unpaid leave.

Apply Reason: Enter the reason for applying leave.

Delete

Click on the delete ™ icon to select the leave type you want to remove, then click Confirm to delete it.

[HZKBioTimeCloud

[ ty Calendar ~
My Calendar
Holiday

[ My Request

Manual Log

Overtima
Training
2 My Approval ~
Manual Log
Leave
Overtime
Training
Swap Schedule

o At Monanamant

Page|19

-
Leave
v
Days Start Tima End Time PaymentTy_  Apply Reason
1 2025-03-26 09:00:.  2025-03-28 1800 Paid
D Casual Leave 1 2025-04-1108:00:00  2025-04-1118:00:00 Paid
D Sick Leave 1 2025-03-08 09:00- 2025-03-08 180 it
Delete
O cosudlleave 05 2025-02-19 0800 2025-02-1913:00
Are you sure to delete this record?
D Sick Leave s 2025-02-20 1400 2025-02-20 18:C
O sickleave 05 2025-03-1109:00:00  2025-03-N1F0Gwy  rak vave
O cosudlleave 05 2025-03-10 0800 2025-03-101300:00  Paid Heavy traffic
O sickleave 05 2025-04-T71400:00  2025-04-171800:00  Paid v
O sickleave 05 2025-02-00 0900 2025-02-091300..  Unpaid Hu
D Casual Leave 2 2025-04-12 08:00- 2025-04-13 180000  Unpaid Eb

Approval Status

Approved

Approved

soproved

sproved

svoked

kejected

Rejected

Rejected

Rejected

Rejected

|« IERERC

Leave Profils

Approval Rema_  Action
Effective From
o Increment Date
Leave Allotment Type
qws [ ARl Total Leave
Allowed PerMonth
gswed [ ARl Carry Forward Limit
Leave Applied
Appraved i@ Leave Balance
i-® Leave Type
Sick Leave
LI Casual Leave
- Annual Leave
[ IaCl
ir®
ir®
ir®

W SANTEST

c

2025-02-01
2026-02-01
Yearly

25

4

0

2

23

Monthly [ Yearly
20/10.0
10/10.0

10/5.0
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Withdraw the Records

Click on the icon =™ to withdraw to withdraw the request.

[HZKBioTime Cloud @ SANTEST
-
- Leave
I my Calendar ~ v ﬂ B O C | eroe o
My Calendar B category Days Start Time End Time PaymentTy_  ApplyReason Approval Status  Approval Rema_  Action
Holiday Effective From 2025-02-01
SiokLeave 1 2025-03-26 08:00.  2025-03-261800_  Paid Approved ghik 1 Increment Date 2028-02-01
[ My Request Leave Allotment Type Yearly
Manual Log [0 cosualleave 1 2025-04-N02:00:00 2025-04-118:00:00  Paid Withdraw qws @ Total Leave 25
Allowed Pernonth 4
[0 sickleave 1 2025-03-08 09:00_.  2025-03-06 1800-.  Faid gswed ry Forward Limit 0
Rermarks
overtime Enter the remarks e sppicd 2
O cosualleave 05 2025-02-190900=.  2025-02-191300:00  Paid o ve Balance 23
Training
O sickleave 0s 2025-02-2014:00..  2025-02-201800_  Faid i@ Leave Type Monthly [ Yearly
& My Approval ~ Sick Leave 20/10.0
si ve 1 -03-1 -03-113: Pai [ ] -,
Manualtog O sickleav 05 2025-03-110900:00  2025-03-113:0000  Paid ic® Casual Leave 10/100
. Annual Leave 10/5.0
Leave O casualieave 05 2025-03-10 09.00_.  2025-03-1013:0000 Faid 9 ‘Confirm Discard @ !
Overtime _ X -
O sickleave 05 2025-04-1714:00:00  2025-04-171800:00  Paid v Rejected ic®
Training
O sickleave 0s 2025-02-08 0800  2025-02-091300  Unpaid Hu Rejected i@
swaop Schedule

Note: The user can withdraw the leave request once it has been approved.

1.3.3 Overtime

You can request overtime through Employee login if you have worked additional hours apart from
predefined hours.

WZKBioTimeCloud # SANTEST
_ Overtime
My Calendar ~ Y n m C
My Calendar [] overtimeType start Time End Time Apply Reasan Approval Status Approval Remark Action
Holiday
L= . A
Normal OT 2025-02-13 09:00:00 2025-02-13 18:00:00 Rejected Reject VA B
|c My Request ~ |
[J weekendoT 2025-02-19 09:00:00 2025-02-19 18:00:00 Rejected Rejected B
Manual Log
Leave [0 NormaloT 2025-02-18 09:00:00 2025-02-18 22:00:00 Approved Approved s 0
e [J WeekendOT 2025-03-09 08:00:00 2025-03-08 22:27:00 Approved V|
Training
[J weekendoOT 2025-03-02 08:23:00 2025-03-02 20:24:00 Weekend or Approved V|
& My Approval v
[0 wneormaloT 2025-02-07 07:20:00 2025-02-07 20:20:00 It Approved s 0
O Outdoor Management v
Holiday OT 2025-03-08 10:58:00 2025-03-08 10:58:00 It Approved 2 |
B Report . ] ¥ 5 5 PP '
[0 HolidayoT 2025-03-09 10:56:00 2025-03-1010:56:00 For New comp off Rejected V|

The following field parameters are described below:
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.
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Approval Remark: Display the remark of the applied overtime.

Apply Reason: Display the reason for applying overtime.

Add Overtime

Perform the following steps to add an overtime request:

e Click Add. A pop-up appears as shown in the image below.

e Enter the overtime details and click Save to request overtime.

[1)ZKBioTime Cloud

M My Calendar
My Calendar
Holiday

[ My Request
Manual Log

Leave

=] @)

Training
& My Approval
(¥ outdoor Management

’i Report

Overtime

Y

[] overtime Type

[J normaloT

Overtime / Add

Start Time

2025-02-13 09:00:00

@ SANTEST

On|n- -

End Time Apply Reason Approval Status Approval Remark Action

2025-02-1318:00:00

-

Rejected Reject Fa B

om Orecard

TvaiTime TYpe

{Normcﬂ or

|

Start Date *

End Date *

Apply Reason

o] Start Time *

i) End Time *

HH:mm

HH:mm

e Enter the required details. ]

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.

Apply Reason: Enter the reason for applying.
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Delete Overtime

Click on the delete ™ icon to select the overtime type you want to remove, then click Confirm to delete it.

[ ZKBioTimeCloud & SANTEST

= Overtime

My Calendar ~ v u m ) &
My Calendar B  overtimeType Start Time End Time Apply Reason Approval Status Approval Remark Action

Holiday
- B
Normal OT 2025-02-13 09:00:00 2025-02-13 18:00:00 Rejectad Reject 3 E H
c. My Request
s 0

[0 weekendoT 2025-02-19 09:00:00 2025-02-19 18:00:00 Rejected Rejected
Manual Log
Leave O normaloT 2025-02-18 09:00:00 2025-0: Approved Approved V|
Delete
Weekend OT 2025-03-08 0E:00:00 2025-0: A d 2 |
O maken N =™ Are you sure to delete this record? pprove s
Training
[0 weskendoT 2025-03-02 08:23:00 2025-0: = ] Approved V|
é My Approval - Confirm ‘ Discard |
O mormaloT 2025-02-07 07:20:00 2025-02-07 20:20:00 It Approved Fal |
(} Outdoor Management ~
Holiday OT 2025-03-08 10:58:00 2025-03-08 10:53:00 It Approved a3 |
§ Report " [} ¥ PP P

Edit Overtime

Click on the Edit # icon and edit the required details click Save to save the overtime details.

WZKBioTime Cloud @ SANTEST
_ Overtime
My Calendar ~ ¥ u m c
My Calendar = Overtime Type Start Time: End Time Apply Reason Approval Status Approval Remark Action
Holiday
e 2 -
Normal OT 2025-02-13 09:00:00 2025-02-13 18:00:00 Rejected Reject e "
t:. My Request
D Weekend OT 2025-02-19 09:00:00 2025-02-1918:00:00 Rejected Rejected N I
Manual Log

s 0
Leave Overtime | Edit 6 m‘ Discard ‘

L. Normal OT -
Training

& My Approval v Start baie® Start Time * Enter the t_’equired
2025-02-13 (B og%00 HH:mm o details.

O Qutdoor Management v T —

M Report - 2025-02-13 ] 18:00 HH:mm

Apply Reason

Withdraw

Click on Withdraw to withdrawal overtime. Then, enter the remarks and click Confirm to complete the
process.
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{)ZKBioTime Cloud & SANTEST
Overtime
My Calendar ~ ¥ . n m C
My Calendar B  overtimeType Start Time End Time Apply Reason Approval Status Approval Remark Acti
Holiday
e Normal OT 2025-02-13 02:00:00 2025-02-13 18:00:00 Rejected Reject Pl | D =
(= My Request
e [0 WeekendoT 2025-02-12 03:00:00 2025-02-19 18:00:00 Rejected Rejected Withdraw
anual Log
Workflow View
Leave [0 nNormaior 2025-02-18 09:00:00 2025-02-18 22:00:00 Approved Approved
Weekend OT 2025-03-09 09:00:00 2025-03-09 2227:00 2 ved g
o o Withdraw 7§
Training
[J WweekendoT 2025-03-02 08:23:00 2025-03-02 2024:00 ved VB
& My Approval v
Remarks _
o O NormaloT 2025-02-07 07:20:00 2025-02-07 20:20:00 VB
Outdoor Management v
§ Fopoi [] HolidayoT 2025-03-08 10:58:00 2025-03-08 10:58:00 wed VI
v
[ HolidayoT 2025-03-09 10:56:00 2025-03-10 10:56:00 ted P |
— N S
[ NormaloT 2025-03-07 10:54:00 2025-03-08 10:54:00 m‘ e EV V|
[0 NormaloT 2025-03-03 09:00:00 2025-03-03 23:00:00 wew Rejected Reject V| gl
1 row selected Rowsperpage: 10~  1-100fll n 2 5| 1| Page
Workflow View

Click on the Workflow View to view the overtime of employee information. The manager will then either
approve or reject the overtime request. Click Confirm to complete the workflow.

[J)ZKBioTime Cloud i SANTEST
Overtime
My Calendar -~ v . n mw|c
My Calendar B overtimeType Start Time End Time Apply Reasan Approval Status Approval Remark Actie
Holiday
. -
e Normal OT 2025-02-13 09:00:00 2025-02-13 18:00:00 Rejected Reject Fal | D
My Request
[0 weskendoT 2025-02-19 08:00:00 2025-02-19 18:00:00 Rejected Rejected Withdraw
Manual Log
Leave O mormaloT 2025-02-18 08:00:00 2025-02-18 22:00:00 Approved Approved e
o [0 WeskendoT Workflow View X e PR
Training
o .
[ weskendoT 2 Malik basha e VR
g My Approval hd @ 535
O Mermalor 3 overtime ved ra B
(} Qutdoor Management ~
(© 2025-03-10 05:02:12
Holiday OT ved N
M Report - () iy A |
[0 HolidayoT ed P
O mormaloT ved VR
O mormaloT ed Reject VR -
1 row selected Rows per poge: 10 -100f 1l - 2 5| 1 Page
No data found
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1.3.4 Training

If you need training in any prescribed specialization within your company, you can request it through the
Employee Login.

{)ZKBioTime Cloud #a SANTEST
— Training
M My Calendar ~ Y D m <
My Calendar Training Type Start Time End Time Apply Reason Approval Remark Approval Status Action
g Typ pply pP! PP
Holiday
Javaz 2025-03-06 15:28:00 2025-03-06 21:28:00 Save Revock Revoked Fal
r:. My Request ~ I
Java2 2025-03-0715:28:00 2025-03-0719:28:00 Tr Reject Rejected ran B
Manual Log
Leave O Javaz 2025-03-09 12:30:00 2025-03-10 09:30:00 Pp Pending P I
Overtime
@

&£ My Approval v
(¥ Outdoor Management ~

B Rreport .
The following field parameters are described below:

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.

Add Training

Perform the following steps to add a training request:

e Click Add. A pop-up appears as shown in the image below.

e Set the training details and click Save to request training.
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W ZKBioTime Cloud # SANTEST
- Training
My Calendar -~ Y eu m C
My Calendar [J Training Type start Time End Time Apply Reason Approval Remark Approval Status Action
Holiday
O Javaz 2025-03-06 15:28:00 2025-03-06 21:29:00 Save Revock Revoked Fal B
t} My Request -~
Manual Log Training | Add o m| p—
Leave
Training Type * -
Overtime 9TV
o Enter the required details
Start Date * i) Start Time * HH:mm e
g My Approval A
@ outdoor Management ~ End Date * i} End Time * HH:mm
r‘ Report v
Apply Reason

The following field parameters are described below:
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.

Apply Reason: Enter the reason for the training request.

Edit Training

Click on the Edit # icon and edit the required details click Save to save the training details.

[{)ZKBioTime Cloud & SANTEST
— Training
My Calendar ~ Y u m C
My Calendar B  Training Type Start Time End Time Apply Reason Approval Remark Approval Status Action
Holiday
Javaz 2025-03-06 15:28:00 2025-03-06 21:29:00 Save Revock Revoked |
c. My Request
Manual Log O Javaz 2025-03-07 15:28:00 2025-03-07 19:28:00 Tr Reject Rejected VB
Training / Edit (5] - [
Overtime
. Training Type * -
& My Approval . Enter the required
Start Date * i Start Time * HH:mm o details
C’ Outdoor Management
[§ Report v End Date = End Time * HH:mm

Apply Reason
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Delete Training

Click on the delete ™ icon to select the training type you want to remove, then click Confirm to delete it.

[J)ZKBioTime Cloud
~ Training
My Calendar ~ v
My Calendar B  Training Type

Holiday
e Javaz
t:. My Request
O Javaz

Manual Log
Leave O Javaz

Overtime

i)
g My Approval v
O Outdoor Management v

|—. Report v

Workflow View

Click on the Workflow

[HZKBioTimeCloud
- Training
My Calendar ~ v

My Calendar O Training Type

Holiday

O est

[= My Request ~

Manual Log

Leave

Overtime
o
& My Approval v

G outdoor Management v

B Report v
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2025-04-01 09:00:00

Start Time End Time Apply Reason Approval Remark
2025-03-06 15:28:00 2025-03-06 21:28:00 save Revock
2025-03-07 15:28:00 2025-03-07 19:28:00 ™ Reject

2025-03-09 12:30:00 2025-03-10 0!

start Time End Time

Delete

Are you sure to delete this record?

4] [

icon to view the training employee information.

Apply Reason Approval Remark

2025-04-0116:00.00 test

Workflow View

2 mike abr

SRl

(3 Training

@ 2025-04-0214:53:08

Node Name
tn

Approval Status

Pending

Approver

vl
v
4 G >

B SANTEST

B0 -

Approval Status Action

Revoked eE H

Rejected V. B

Pending Fal |
# SYSTEST

um]c

gmn
7.0
Withdraw

e Workflow View

Approval Status

pending
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Withdraw
Click on the Withdraw ~ icon to withdraw the training request.
[{)ZKBioTime Cloud & SYSTEST
= Training
My Calendar ~ Y u m C
My Calendar Training Type start Time £nd Time apply Reason Approval Remark approval status eziun
- :‘:I:::UGSI . tost 2025-04-01 0:00:00 2025-04-0116:00:00 tost Ponding 7 G
o
Manual Leg
Workflow View
Leave Withdraw
Overtime
& My Approval v

(G Outdoor Management v

& Report v

Trow selacted

1.4 MY Approval

Specify the reason

o prseerd

Rowsperpage 10+ I-lefl [1] 1 | Page

My Approval functionality includes Manual log approval, Leave approval, Overtime approval, Training
approval, and Swap schedule. The employee can check the status of the approval by the corresponding

approver.

1.4.1 Manual Log

You can check the approval status for a manual log if you have already applied or forgot to punch
attendance for check-in, check-out, break-in, and break-out.
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[1)ZKBioTime Cloud @ SANTEST
—_ “ Manual Log
3 My Calendar IS Y m
My Calendar D Employee ID FirstName LastName  Apply Time Punch Da. Punch Ti.. Punch Sta.. Work Code  Approval Status  Last Approver Appro.. Action
Holiday
[ My Request ~
Manual Log
Leave
Overtime
Training

2 My Approval ~ » No rows

Manual Log 9

Leave
Overtime
Training

Swap Schedule

(G outdoor Management v

[—n Report v . Rows perpage: 10 = 0-0of0 1 Page

The following field parameters are described below:

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.

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 approver name in manual log.
Approval Remark: Display the remark of the manual log.

Approval Status: Display the approval status of the manual log.
Workflow View

o
Click on the workflow = icon to view the manual log of employee information. The manager will then either
approve or reject it.
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[)ZKBioTime Cloud b SANTEST
iy e o
“ Manual Log
Holiday
t:. My Request -~ Y m C
tanual Log B cEmployeeld  FirstName LastName  Apply Time PunchDa.. PunchTi.  PunchSta. WorkCode ApprovalStatus  Last Approver Appro.. Action
Leave
2025 rah tunnel 2025-03-211557:58  2025-03-21  09:00 Check In Pending o
QOvertime
Training 0O 2025 rah tunnel 2025-03-2010:55:47 2025-03-19 0815 Check In 500 Approved mark saunder & e
& My Approval ~ O =z rah tnnel workflow View « 'ed mark saunder 2 e
& rahtunnel
Leave @ 2025
Overtime m Manual Log
Training @ 2025-03-2115:57:68
Swap Schedule
Node Name
(& outdoor Management nodel
My Scheduls Approval Status
Schedule Report pending
Unschedule Report
Approver
B Report v 1row selected erpage: 10+  1-30f3 B | rege
managerhl
{ aEEE—
Approval Remark
6
. . . .
Click on the =™ icon to revoke, then enter the remarks and click Confirm.
#)ZKBioTimeCloud @ SANTEST
_ “ Manual Log
My Calendar -~ Y m C
My Calendar B ctmployeeld  FistName  LastName  Apply Time PunchDa.. PunchTi.  PunchSta. WorkCode ApprovalStatus  Last Approver Appro.. Action
Holiday
2025 rah tunnel 2025-03-2115:57:58  2025-03-21  09:00 CheckIn Approved mark saunder e-
c. My Request A~
2025 rah tunnel 2025-03-2010:55:47  2025-03-19 0815 Check In 500 Approved mark saunder & e
Manual Log
Leave O 205 rah tunnel 2025-03-1915:56:35  2025-03-18  09:30 Check In Approved mark saunder &
Qvertime
- Revoked
Training
g My Approval ~
o Remarks o
Leave
Overtime
Training
Swap Schedule e| Discard ‘
C* Qutdoor Management »
My Schedule . lrowselected Rowsperpage 10~  3of3 B rege

1.4.2 Leave

The leave approval page appears as shown below:
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[WZKBioTimeCloud B SANTEST

= “ Leave

™ My Calendar ~ Y m ¢
My Calendar [] employesiD  FirstName LastName Apply Time Apply Reason Category Start Time End Time Approval Status  Last Approve

Holiday
[ My Request ~
Manual Log
Leave
Overtime
Training

2, My Approval ~ 1 No rows

Manual Log

Leave e

Overtime
Training
Swap Schedule

(@ Outdoor Management v

-
-

[B Report v . Rows perpage: 10 0-0of0 1 | Page

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID, First Name and Last Name of the
employee who applied for leave.

Category: Select the leave category.

Start Time: Displays the start time of the leave.

End Time: Displays the end time of the leave.

Apply Time: It displays the applied time of the leaves already taken by the employee.

Apply Reason: Displays the reason for applying for the leave.

Last Approver: Displays the last name of the approver.

Approval Status: Displays the approval status of the requested leave as Approved/Rejected/Pending.

Approval Remark: Display the remark of the applied leave.
Workflow View

9
Click on the workflow ='icon to view the applied leave of employee information. The manager will then
either approve or reject it.
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(F1ZKBioTimeCloud

# SANTEST
= Leave
18 My Calendar ~ ¥ m c
My Calendar . . . . .
‘mployse D FirstName  LostNome  Apply Time Apply Reason Ccategory start Time End Time Approval Status  Last Approver Approval Remark Action
Holiday
2025 rah tunnal 2025-03-2116:25:05 Sick Leave 2025-03-2709:30—.  2025-03-2718:30:00 Pending K\
[ My Requast
Manual Log
Leave
Overtime
. Workflow View X
Training
& My Approval . 2 rohtunnel
& 2025
Manual Log B teave
(D 2025-03-2116:25.05
Training Node Name
Inodel
Swap Schedule
Approval Status
@ Outdoor Management ~ PP
Pending
My Schedule
Schedule Report Approver
Unschedule Report managerii
-
1| Report v K
Trow selected Rowsperpoge: 10+ I-lofl B roe
Approval Remark
e Approve
Click on the =™ icon to revoke, then enter remarks and click confirm.
[HZKBioTimeCloud & SANTEST
Leave
18 My Calendar -~ ¥ m c
My Calendar el . . §
E ployee I FirstNome  lastMame  Apply Time Apply Reason Category Start Time End Time Approval Status  Last Approver Approval Remark Action
Holiday
e rah tunnel 2025-03-21 16:25:05 Sick Leave 2025-03-27 09:30- 2025-03-2718:30:00 Pending
[ My Request
Manual Log
Leave
overtime
Training Revoked
& My Approval ~
Remarks
Monuol Log Enter remarks

Overtime

Training
Swap Schedule

@ Outdoor Management ~
My Schedule
Schedule Report
Unschedule Repart

Il Report v

Trow selected
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1.4.3 Overtime

You can check the approval for overtime through Employee login if you have worked additional hours apart
from predefined hours.

[YZKBioTime Cloud @ SANTEST

= “ Overtime

) My Calendar IS Y m C
My Calendar [] Employesid  FirstName LastName  Apply Time Start Time End Time Overtime.. lastApprover  ApprovalStatus  App.  Action

Holiday
= My Request -~
Manual Log
Leave
QOvertime
Training
PYTPSIS | - |
Manual Log
Leave
1@
Training
Swap Schedule

(¥ outdoor Management v

B Report v . Rows perpage: 10+  0-0of0 1 | Page

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
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.

Approval Status: Displays the approval status of the requested overtime as Approved/Rejected/Pending.

Approval Remark: Display the remark of the applied overtime.

Workflow view

]

Click on the workflow =icon to view the overtime of employee’s information. The manager will then either
approve or reject it.
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[()ZKBioTimeCloud

@ SANTEST

Overtime

1 My Calendar ~ ¥
My Calendar =

Holiday
2025

(= My Request
Manual Log O s
Leave
Overtime

Training

& My Approval ~

swap Schedule

Manual Log

Leave

Training

@ outdoor Management ~
My Schedule
schedule Report
unschedule Report

IR Report -

Trow selected

Revoked

Employee ID

First Name

Last Hame

tunnel

tunnel

Apply Time start Time End Time

155910 0800

17718 09:00-

Workflow View

18:00:00

13:00:00

Overtime _  Last Approver ApprovalStatus  Approval Remark

Hormal OT Pending

Hormal OT Pending

2, rah tunnel

g 2025

[3 overtime
(© 2025-03-21155970

Node Name
onodel

Approval Status

pending

Approver

monagerivil

1 GEE—

Approval Remark

Rows per pags:

e deill

Click on the =™ icon to revoke, then enter the remarks and click Confirm.

[()ZKBioTime Cloud

0~

1-20f2

1

page

@ SANTEST

QOvertime

i 4

My Calendar ~ ¥
My Calendar B Employsen
Holiday
2025

= My Requast
2025

Manual Log 0

Leave

Overtime

Training

& My Approval ~

swap Schedule

Manual Leg

Leave

Training

G outdoor Monagement ~
My Schedule
schedule Report
unschedula Report

IR Report v

Trow selected
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First Name

rah

1ah

Lost Name

tunnal

tunnal

Apply Time Start Time End Time

2025-03-21155910  2025-03-210900:.  2025-03-2118:00:00

2025-03-19 17718 2025-03-18 0%00..  2025-03-18 13:00:00

Revoked

Remarks

e |

=)

Overtime _  Last Approver ApprovalStatus  Approval Remark

HNarmal QT

Pending

Harmal QT Pending

Rows par page:

0~

1202

Action

©.

1

pPoge
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1.4.4 Training

You check the training information in any prescribed specialization within your company if you have already
applied through the Employee Login.

[{)ZKBioTime Cloud B SANTEST

= “ Training

) My Calendar ~ Y m cC
My Calendar [] EmployesiD  FirstName LlastName  Apply Time Training Type Start Time End Time Approval Status  Last Approver Ap.. Actior

Holiday

[ My Request ~
Manual Log
Leave

Overtime

Training
©
Manual Log
Leave
Overtime
@
Swap Schedule

(¥ outdoor Management ~ 4 3

B Report v . Rows per page: 10 ~ 0-00fQ 1 | Page

The following field parameters are described below:

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.

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 Status: Displays the approval status of the requested training as Approved/Rejected/Pending.
Last Approver: Displays the last name of the approver.

Approval Remark: Display the remark of the applied training.

Workflow View

2
Click on the Workflow = icon to view the training employee information and the manager will then either
approve or reject it.
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[HZKBioTime Cloud f SANTEST
= Training
1 My Calendar R 4 m c
My Calendar Employee D FirstName  LastName  Apply Time Training Type Start Time End Time Approvol Stotus  Last Approver Approval Remark Action
Holiday
rah tunnel 2025-03-21162428  trainfive 2025-03-210800.  2025-03-210800.  Pending rs
(= My Request
Manual Log
Leave
Overtime Workflow View X
Training
2 rah tunnel
& My Approval ~ & 2025
[ 1training

Manual Log

Leave

Overtime

swop Schedule

Outdoor Managament ~
My Schedule

schedule Report
unschadule Repaort

IR Report -

Trow selected

@ 2025-03-2116:24:28

Node Name
tnodel

Approval Status

pending

Approver

monagerivil

4

1 GEE—

Approval Remark

Rowsperpage: 10w  1-lofl Page

Revoked

Click on the =™ jcon to revoke, then enter remarks and click confirm.

[{1ZKBioTime Cloud

& SANTEST

Training

[ my Calendar ~

v

My Calendar

Employse 1D FirstName  LostNome

Apply Time
Holiday

2025 rah tunnal

My Request
Manual Log
Leave
Overtime
Training

My Approval ~
Manual Log

Leave

Overtime

Swap Schedule

Outdoor Management ~
My Schedule

Schedule Report
Unschedule Report

IR Report -

Trow selected
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2025-03-2116:24:28

Training Type Start Time

trainfive 2025-03-2108:00

Revoked

Remarks

o3 —

End Tima

2025-03-21 09:00:

Rejectsd mark saundsr

Rowsperpoge: 10~ I-lafl
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1.4.5 Swap Schedule

An employee can request a change in 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:

[{ZKBioTime Cloud B SANTEST

-

Swap Schedule

M My Calendar ~ Y m c
My Calendar [] EmployesiD  First Name LastName  Date Previous Timetable ~ Current Timetable  Apply Time Last Approvar Approval Status  Ap.. Act
Holiday

= My Request ~
Manual Log
Leave

Overtime

Training

2, My Approval ~ No rows
Manual Log
Leave
Overtime
Training

Swap Schedule

O QOutdoor Management v 4

B Report v . Rows per page: 10 = 0-0of0 1 | Page

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID, and Name of the employee who applied
for schedule adjustment.

Date: Displays the date for which the employee requests for schedule adjustment.

Previous Timetable: Displays the previously scheduled timetable assigned to the employee.
Current Timetable: Displays the current timetables which the employee has requested to assign.
Apply Time: Displays the time at which the change schedule is requested.

Approval Status: Displays the approval state of the schedule.

Last Approver: Displays the last name of the approver.

Approval Remark: Display the remark of the swap schedule.

Workflow view

Q
Click on the Workflow =icon to view the workflow of swap schedule information.
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({1ZKBioTime Cloud & SANTEST
Swap Schedule
# My Calendar .~ Y m e
My Calendar g . §
ployse ID  First Name LastMame  Date Previous Timetable  Current Timetable  Apply Time Last Approver Approval Status  Approval Remark Action
Heliday
2005 rah tunnel 200503 Timstablsfive SysdTimetable 2005032154445 marksaundsr  Revoked r\
[ My Requast
ol Log O 2o rah tunnsl 200503 Timstablsfive Generai Tims Tabls  2025-03-20102220 marksaundsr  Revoked 2 e
Leave
overtime
Training Workflow view X
2 my Approval " 2 roh tunnel
& 205
Menual Log
[ swop Schedule
teave @ 2025-03-2115:4446
overtime
Training Node Name o

G Outdoor Manogement ~
My Schedule
Schedule Report
Unschedula Report

Report ~

Trow selected

Revoked

snodel
Approval Status
Approved
Approver

2028 mark

1 GEE—

Rowsperpage: 10 v  I-20f2 1| rage

Click on the = jcon to revoke, then enter remarks and click confirm.

[{)ZKBioTime Cloud

a SANTEST

Swap Schedule

I my Calendar ~ ¥

My Calendar = first Name

Employse ID
Holiday
2025 tunnsl
My Request

O 2025

tunnel
Manual Log

Leave
Overtime
Training
& My Approval ~
Manual Log
Leave

Overtime

Training

@ outdoor Management ~
My Schedule
schedule Report
unschedule Report

IR Report -

Trow selected
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Last Name

Date Pravious Timetoble  Current Timetable

Apply Time

2025-03-.  Timetablefive Syed Time table. 2025-03-2115:44:46

2025-03-.  Timetablefive General Time Table  2025-03-20 10:2220

Revoked

Lost Approver  ApprovalStotus  Approval Remark

mark saunder

Revoked

mark saunder Revoked

Remarks

(51

e |
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1.5 Outdoor Management

1.5.1 My Schedule
You can view your schedule for visiting the client places by taking the following steps.

e Select Outdoor Management and click My Schedule.

e The Schedule will be displayed as shown below.

(HZKBioTime Cloud b SANTEST
= My Schedule
=
Start Date End Date
My Calendar v | o03fief2025 (3| - | 03/222025 [ Q m cC
[ My Request v [0 Name start Date End Date No record selected
2 My Approval ~
= o [0 schdule planner 2025-02-28 2026-02-28

|O Outdoor Management ~ |

My Schedule e

Schedule Report

Unschedule Report

B Rreport v

The following field parameters are described below:
Name: Name of the employee.
Start Date: Displays the starting date of the assigned schedule.

End Date: Displays the ending date of the assigned schedule.

1.5.2 Schedule Report
You can view your schedule report for visiting the client places by performing the following steps.

e Select Outdoor Management and click Schedule Report.

e The Schedule report will be displayed as shown below:

{H)ZKBioTime Cloud @ SANTEST

= Schedule Report

- Start Date End Date

My Calendar v 03/01/2025 31| - | o03/22/2025 | Q m & C
2 My Request ~ Employee ID Employee Na.. Department Na.. Date Sch.. Co. Map View Ch. €h.. Ch. Ch. Ch. Ch. Ch. Ch. Vis

2 My approval . i
535 Malik basha Department 20.. SC... Zkt.. Map View 16:.. 16:. 12.. 77 12 77 3. 3. Ch.

| G outdoor Management ~ |o

My Schedule

| Schedule Report |e

Unschedule Report

[B Report ~
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The following field parameters are described below:
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.

Department Code: Displays the department code.

Department Name: Displays the name of the department.

Position Code: Displays the position code.

Position Name: Displays the position name.

Gender: Displays the gender of the individual.

Date: Displays the scheduled date.

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.
Check in: Displays the starting date of the assigned schedule.

Check Out: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.

Map View X

g
Map Satellite

Visal
%dew

Check Out Latitude, Check In Latitude, Check In Longitude, Check Out 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.
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1.5.3 Unscheduled Report

You can view your unscheduled report for visiting the client places by performing the following steps.
e Select Outdoor Management and click Unscheduled Report.
e The Unscheduled report will be displayed as shown below:
({)ZKBioTime Cloud b SANTEST

Unschedule Report

Start Date End Date
My Calendar v 03/01/2025 3 | - | 03/22/2025 | Q, m & C
£ My Request e EmployeelD  Employee Na.. DepartmentNa.. Date Sch.. Co.. MapView  Ch. Ch. Ch. Ch. Ch. Ch. Ch. Ch. Vis
2 My Approval . i

535 Malik basha Department 20.. zkt.  Map View 0. 2. 77 3L Sa.
|(} Outdoor Management ~ |o

535 Malik basha Department 20.. zkt. Map View 16 12.. 77 31 ou

My Schedule
535 Malik basha Department 20.. zkt.  Map View 16:... 12.. 77 3,1 Zkt

Schedule Report

| Unschedule Report |e

[B Rreport v

The following field parameters are described below:
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.

Department Code: Displays the department code.

Department Name: Displays the name of the department.

Position Code: Displays the position code.

Position Name: Displays the position name.

Gender: Displays the gender of the individual.

Date: Displays the date of the client visit of the employee scheduled.

Schedule Name: Displays the name of the created schedule.

Check In, Check Out: Displays the check in/out of scheduled employee to the company.
Company Name: Displays the company name of the schedule which is assigned to the employee.

Map View: Displays the geographical location of the client place.
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Map View X

Map Satellite

rune

™ Gubarga TELANGANA oVisal
Jesudh drw
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WFgTR Vijayawada O dirg
et ERE D
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o
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E: Mysury
Fod
_
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W
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LAKSHADWEE 09'03'){ wﬁloﬂ\l'! ‘({\
i
KERALA
Thiuvananthapuram -

Check Out Latitude, Check In Latitude, Check In Longitude, Check Out 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.

1.6 Report

The following reports can be generated through Manager 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.

1.6.1 Leave Detail Report

H)ZKBioTime Cloud # SANTEST

= Leave Detail Report

- Start Date End Date

My Calendar » 02/01/2025 (3| - | 03/22/2025 | Q m & C
£ My Request e EmployeelD  Employee Na.. Department Na. leave Al.. Leave Ef.. Increme.. Totalle.. leave Al. CarryFo.. leaveU.. LleaveB..
2 My A \ v

= My Approva 535 Malik basha Department Yearly 2025-0.. 2026-0.. 25 4 0 3.0 22

G Outdoor

Management

||i Report ~ p
Leave Detail Report e

Transaction Report

Scheduled Log

Total Time Card
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The following field parameters are described below:
Employee 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.

Department Code: Displays the department code.

Department Name: Displays the name of the department.

Position Code: Displays the position code.

Position Name: Displays the position name.

Gender: Displays the gender of the individual.

Leave Allotment Type: Displays the leave allotment type (yearly/monthly).
Leave Effective From: Displays the date from which the leave is effective.
Increment Date: Displays the increment date.

Total Leave: Displays the total number of leaves.

Leave Allowed Per Month: It displays the allowed number of leaves that the employee can take in a month.
Carry Forward Limit: Displays the number of leaves that can be carried forward.
Leave Used: Displays the number of leaves used.

Leave Balance: Displays the remaining leave balance.

1.6.2 Transaction Report

The Transaction Report displays all the transactions of the employee within a given time period.

{)ZKBioTimeCloud # SANTEST

A

Transaction Reports

Start Date End Date
My Calendar v 02/01/2025 31 - 03/22/2025 | Q m & C
£ My Request e Employee ID Employee Name  Department Name Punch Date Punch Time Punch State Data Source
2 My Approval ~ . ~
535 Malik basha Department 25.02.04 07:30:00 Check In Manual Log
G Outdoor
v
Management 535 Malik basha Department 25.02.04 22:00:00 Check Out Manual Log
| [ Report ~ |o
535 Malik basha Department 25.0210 09:00:00 Check In Manual Log

Leave Detail Report

‘ 535 Malik basha Department 256.021 18:30:00 Check Out Manual Log
Transaction Report

Scheduled Log 535 Malik basha Department 25.0212 09:30:00 Check In Manual Log
Total Time Card .
535 Malik basha Department 26.02.20 13:00:00 Check Out Manual Log
Employee
Summary — faccmesce ez haciin wmeviotion ¥
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The following field parameters are described below:
Employee ID: Displays the ID of the employee.

First Name and Last Name: Name of the employee.
Gender: Displays the gender of the individual.
Department Code: Displays the department code.
Department Name: Displays the name of the department.
Position Code: Displays the position code of the employee.
Position Name: Displays the position name.

Punch Date: Displays the punch date of the employee.
Punch Time: Displays the punch time of the employee.
Punch State: Displays the punch state of the transaction.

Data Sources: Displays the name of the device from which the data is obtained.

1.6.3 Scheduled Log

The Scheduled Log Report displays the report of the actual punch state made by the employee and the
correct punch state.

({)ZKBioTime Cloud # SANTEST
My Calendar ~ Scheduled Log
start Date End Date
[= My Request v 02/01/2025 [ - | 03/22/2025 | Q m & C

My Approval v .
Employee ID Employee Na.. Department Na.. Punch Date Weekday Work Code Punch Time Punch State  Correct State

<

=]

Q Outdoor
Management 535 Malik basha Department 25.02.10 Monday 1 09:00:00 Check In Check In

[l Report ~ |o

Leave Detail Report

535 Malik basha Department 250212 Wednesday 1 09:30:00 Check In Check In

. 535 Malik basha Department 25.02.20 Thursday 1 13:00:00 Check Out Check In
Transaction Report

Scheduled Log 9 535 Malik basha Department 25.03.01 Saturday 1 09:00:00 Check In Check In

Total Time Card

535 Malik basha Department 25.03.05 Wednesday 1 09:00:00 Check In Check In
Employee
Summary .
Multiple 535 Malik basha Department 25.03.05 Wednesday 1 13:00:00 Check Out Check Out

Transaction

Aranl Tima B2 RAALIL ek Pamartrnant AR N2 NA Thitrarmn n 1797 NER Ahank In

The following field parameters are described below:
Employee ID: Displays the ID of the employee.

First Name, Last Name: Displays the name of the employee.
Department Code: Displays the code of the department.

Department Name: Displays the name of the department.
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Work Code: Displays the employee work code.

Gender: Displays the gender of the individual.

Position Code: Displays the position code of the employee.
Position Name: Displays the name of the employee. Position.
Punch Time: Displays the punch time of the employee.

Punch State: Displays the actual punch state of the employee.

Correct State: Displays the correct punch state.

1.6.4 Total Timecard

The Total Timecard displays the entire attendance and time details of the employee.

({{)ZKBioTimeCloud # SANTEST
a
My Calendar ~ Total Time Card
Start Date End Date
[ My Request v 03/16/2025 [ - | 03/22/2025 | Q m & C
Q
= My Approval v EmployeelD  EmployeeNa.. DepartmentNa.. Date Ti. Dur. Ch. Ch. Dut. Wo. Clo. Clo.. Tot. Dut. Act. Un. Re.
G Outdoor =
Management 536 Malik basha  Department 26.. MK. 08.. 09. 18w 0.0
[ & report Alo
535 Malik bosha  Department 25.. MK. 08.. 0%. 18. 08. 10 (
Leave Detail Report
) 535 Malik basha  Department 25.. MK. 09 0%. 18. 08. 10 r
Transaction Report
Scheduled Log 535 Malik basha Department 26.. MK. 09.. 09%. 18.. 08. 10 C
Total Time Card e :
535 Malik basha  Department 25.. MK. 09 0%. 18. 08. 10 r
mployee
summary A
Multiple 535 Malik bosha  Department 25.. MK. 08.. 0%. 18. 08. 10 (
Transaction ~

Rreak Time

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID and First Name and last name of the
employee.

Department Name: Displays the Department name of the employee.

Gender: Displays the gender of the individual.

Department Code: Displays the code of the department.

Position Code/Position: Displays the position code and the position of the employee.
Date: Displays the date on which the total timecard is made.

Timetable: Displays the timetable of the employee.

Duration: Number of days of leave for the holiday

Check In, Check Out: Displays the check in/out of scheduled employee to the company.

Page |44 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Duty Duration: Displays the duty time of duration.

Workday: Displays the unit of working hours.

Clock In, Clock Out: Displays the actual clock-in/out time of the employee.
Total Time: Displays the total time worked.

Actual WT: Displays the Actual work time of the Employee.
Unschedule: Displays the Unschedule work time of the employee.
Remaining: Displays the remaining work time of the employee.

Actual Break Time: Displays the actual break time.

Late: Displays the late minutes.

Late / Break Time: Displays the late break time minutes.

Early Leave: Displays the early leave minutes.

Absent: Displays the absence of employees.

Absent / Break Time: Displays the breaktime absence of employees.
Total WT: Displays the total work time of the employee.

Leave: Displays the number of leaves of the employee.

Normal WT: Displays the Normal work time of the employee.

Break Time Duration: Displays the breaktime duration of the employee.
Normal OT: Displays the Normal OT hours worked by the employee.
Week off OT: Displays the Weekend OT hours worked by the employee.
Holiday OT: Displays the Holiday OT hours worked by the employee.

Attendance Status: Displays the attendance status of the employee.
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1.6.5 Employee Summary

The Employee Summary displays exceptions, leaves, worked hours and OT hours worked by the employee.

({ZKBioTime Cloud b SANTEST
~
My Calendar v Employee Summary
Start Date End Date
(= My Request v 03/16/2025 (81 - | 03/22/2025 = Q m & C
o -
= My Approval EmployeelD  EmployeeNa.. DepartmentNa.. Late FEarl. Ab. Act. MNor. We. Hol. Sickleave Casualle. Matemity.. Co
G Outdoor
Management 535 Malik basha Department 5
B Rreport ~ |o

Leave Detail Report
Transaction Report
Scheduled Log

Total Time Card

Employee 9
Summar’

MUTpie

Transaction

Breck Time

Rows per page: 20 ~ 1-1of1 n 1 | Page
Time Card

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID and First Name and last name of the
employee.

Department Name: Displays the Department Name of the employee.

Gender: Displays the gender of the individual.

Department Code: Displays the code of the department.

Position Code/Position Name: Displays the position code and the position name of the employee.
Late: Displays the late minutes.

Early Leave: Displays the early leave minutes.

Absent: Displays the absent minutes.

Actual Work: Displays the actual working minutes.

Normal OT: Displays the Normal OT hours worked by the employee.

Week off OT: Displays the Weekend OT hours worked by the employee.

Holiday OT: Displays the Holiday OT hours worked by the employee.
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1.6.6 Multiple Transaction

The Multiple Transaction report displays the details of various transactions made by the employee.

({)ZKBioTime Cloud B SANTEST
~
My Calendar ~ Multiple Transaction
Start Date End Date
[ My Request ~ 02/01/2025 [3 | - | 03/22/2025 ) Q m & C
Q
= My Approval ¥ EmployeelD  EmployeeNa.. DepartmentNa. PunchDa. Timetable Summary.. Clockin  ClockOut  Summary.. Total WT
G Outdoor
- ~
Mcnagement 535 Malik basha Department 25.0210 MK Flexibl..  08:00 09:00:00
B report ~ D
535 Malik basha Department 25.0212 MK Flexibl..  08:00 09:30:00
Leave Detail Report
) 535 Malik basha Department 25.02.20 MK Flexibl..  08:00 13:00:00
Transciction Report
Scheduled Log 535 Malik basha Department 25.03.01 MK Flexibl..  08:00 09:00:00
Total Time Card : .
535 Malik basha Department 25.03.06 MK Flexibl..  08:00 09:00:00 13:00:00 04:00 04:00
Employee
summary ' i
Multiple 535 Malik basha Department 25.03.06 MK Flexibl..  08:00 7017
| Transaction
Breck Time R2R RArlil ek RanaArtmant 2R N2 AT KAV Elavikl na-nn naa7an 14979R AAEN nARN bt
Rows per page: 20 « 1-100f 10 n 1  Page
Time Card

The following field parameters are described below:

Employee ID, First Name, Last Name: Displays the Employee ID and First Name and last name of the
employee.

Gender: Displays the gender of the individual.

Punch Date: Displays the punch date of the employee.

Department Name: Displays the Department name of the employee.

Department Code: Displays the code of the department.

Position Code/Position: Displays the position code and the position of the employee.
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.

Timetable: Displays the timetable of the employee.

Total WT: Displays the total work time of the employee.
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1.6.7 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.

[{ZKBioTime Cloud # SANTEST
My Calendar ~ Break Time
Start Date End Date

™ My Request v 01/16/2025 (3| - | 03/22/2025 = Q m & C
o v
= My Approval Employee D Employee Na.. DepartmentNa.. Schedule Date  Timetable Summary Ti.  Break Out Break In Total Time
Q Outdoor .

MGanement

B Report ~ |o

Leave Detail Report

Transaction Report
No rows

Scheduled Log

Total Time Card
Employee

summary
Multiple

Transaction

2
Rows per page: 20 ~ 0-00f0 1 Page
Time Card

The following field parameters are described below:

Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Last Name: Displays the last Name.

Department Name: Displays the Department name of the employee.

Department Code: Displays the code of the department.

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.

Schedule Date: Displays the work schedule date of the employee.

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.
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1.6.8 Timecard

The Timecard displays the report for number of attendance punch made by the employee.

({)ZKBioTimeCloud # SANTEST
My Calendar v Time Card
Start Date End Date
™ My Request v 02/01/2025 [3 - | 03/22/2025 = Q m 4 C

My Approvo\ e Employee ID Employee Name Department Name Punch Date No. of Punch(s) Punch Time

Q

=]

G Outdoor
Management 535 Malik basha Department 25.02.04 2 07:30:00,22:00:00

[B Rreport ~ |o

535 Malik basha Department 25.0210 1 09:00:00
Leave Detail Report
. 535 Malik basha Department 25.021 1 18:30:00
Transaction Report
Scheduled Log 535 Malik basha Department 25.02.12 1 09:30:00
Total Time Card ’
535 Malik basha Department 25.02.20 1 13:00:00
Employee
Summary .
Multiple 535 Malik basha Department 25.03.01 2 09:00:00,22:00:00

Transaction

RaR Ml hmehe Manartreant a8 N2 NR a2 na-nnN-NNI2-Nnnn

Breck Time

0 . Rowsperpoge: 20~  1-izoti < [l > | 1 | Poge
The following field parameters are described below:

Employee ID, First Name: Displays the Employee ID and First Name.

Last Name: Displays the last Name.

Department Code: Displays the department code.

Department Name: Displays the name of the department.

Gender: Displays the gender of the individual

Position Code/Position: Displays the position code and the position of the employee.

No. of Punch(s): Displays the number of attendance punches made by the employee on the particular day.
Punch Date: Displays the punch date of the employee.

Punch Time: Displays the punch time of the employee.
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