*SMART OFFICE WEB 8.6 USER MANUAL*

A web based application is a software package that can be accessed through the web browser.
The software and database resides on a central server rather than being installed on the desktop
system and is accessed over a network.

Login Page: For Entering into the Login Page an Individual have to browse the Application by
concerning static IP address or the local address (Local Host).

Smart Office Online

www.smartoficesuite.in

Login Name biomax
Password ~  [eeeees
| Login |

Database Settings

Copyright © 2016, Smartoffice Payroll & Biometrics Solutions Pvt. Ltd. is a Registered Trademark, All rights reserved.

Default login Id & Password: Login ld-biomax, Password:biomax

Database settings:This option is used to Attach the concerning Database into the Application.
There are Two Types of Databases Attachment Facility i.e. MS-SQL Database and Oracle.
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Database Settings x

— | SQL Server
Database Server |Biomax-PC\SQLEXPRESS | Database NMame [SmartOffice
Authentication | Windows Authentication ¥

SQL User LoginName SQL Password

Database Server

SQL User 5QL Password
Service Mame  |biomax123 Port Number
W? Test Conection | ‘:3? Save | | A Close |

For example: Ms-Sql database:

Database server: Biomax-PC

Database Name:Smart office

Authentication: As per User (Windows authentication or Sgl server authentication).

Note: For Sql server authentication an individual must have to enter concerning
“SqlUser”and “Sql password”
For windows authentication this option disables.

Oracle database:

Database server: 192.168.1.90 or the created server name.

Sql User: As per the created schema in oracle or the default login id of oracle
SQL password: Concerning password of login id.

Service name: Oracle service name (XE, ORCL etc.).

Port number: Oracle browsing port number (Default 1521).

ADMIN----->System Users:This option enables default User to create another User with
different software options accessibility as per the role defined by the default User followed
by the new Id name & password. It is mandatory to select a company for enrolling a User.
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SmartOffice

Biomelrics and HRMS Solution

| Admin | Master Leave Management Device Management Utilities Reports Help

[ — M Memo Settings 4§ Master Settings | ﬂﬂssign = | | Device Management ~ | 2& Utilities = 4% |
&

Mail Settings

Memao Settings

¥ Change Password

Device Mame Location Last Download Date LastPing
k4 ) ) k4
Mo records to display.
i‘ LL lll Page size: |10 = 0 items in 1 pages

Machine Dis-Connected Status

Device Mame Location Last Download Date LastPing

[T [T [T [T

Mew 01-Jan-1900 12:00 AM 02-Jun-2017 10:42 AM

R || b || k| Pagesize: |10 = | 1 items in 1 pages
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SmartOffice

Biomelrics and HRMS Solution

Admin Master  Leave Management Device Management Utilities Reports Help

Lgﬂ Mew = | & Employees M Memo Settings ﬁ Master Settings | iassign = | '_j Device Management - | ‘3 Utilities - ﬁ R

Update System User
— Add\Edit System User

Login Mame |bi0max | Password |
Role Name |Admin | EmployeeCode l:l
Companies Allowed Permission Allowed
Default [=+ ) Permissions
ED Users

D MasterSettings

D MailSettings
ED Companies

ED Departments
ED EmpCategories
ED Shifts

ED ShiftCalendars

¥/ 1s Admin

Note: If a User is enrolled with “IS ADMIN” then that individual has the Admin rights
into the software.

. ADMIN----->Mail Settings:This option allows you to do the Mail Settings for sending
Mail for Different use.

Emailld: Mail id of the sender of the Mail (e.g. - Admin, H.R. etc.).

SMTP Server: Concerning server for Mail sending.

SMTP Port: Concerning Mail sending Server Port Number.

User Name:User Name of the sender.

Enable SSL:Security check for Mails to pass through secured socket Layer.

Password: Sender Mail Account Password.

Send test mail: Used for send a Test Mail to any Id for settings checking.
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SmartOffice [ Lostogin- 05 Jum 2017

Biometrics and HRMS Solution

Master  Leave Management  Device Management  Utilities Reports Help ‘
W System Users

hMEtnDSetljngs 43 Master Settings | @] Assign ~ | __ Device Management ~ | 3& Utilites ~ 4} Recalculate Attendance T3 At

eMail Settings

eMailld [a@a.cnrn

SMTP Server | SMTPHost | sMTP port [0

User Name [SMTPUserName | [ElEnable sst
Password | ]

|59 ena Test il |

Go to Employee-Edit —Employee Personal Details-Email Id: give Email Id in Personal
Mail Id box.

Send Text Mail: give Email Id to send the Mail Automatically.

( To eMail Id | hiral.rhythmbiometrics.com ]

[0 send | |_Close |
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2. ADMIN---->Memo Settings:This option allows a User to Design the subject and body
for Different Disorganization Behavior like: Late coming/Early going, Absenteeism,
Missed punch etc.

Update Memo Subject and body Content X

MNote:-Please use the mentioned appropriate term EmployeeCode -->5%%EmployeeCode’s &8
EmployeeName--> $35EmployeeName’3
Memo Signature

. Administrator
Signature

Late Coming) Early Going Memao Settings
Subject |LATE-COMING/EARLY-GOING NOTICE/MEMO.

Bod Early from the duty unauthorisedly i.e. without permissi‘cn on below said-rattenda nce d;te. J

Please give an explanation to the Authorised person immediately. P

Absenteeism Memo Settings
Subject |ABSENTEEISM MOTICE/MEMO.

Bod It has been observed from the Attendance Record that you were Absent from the duty J

unautheorisedly i.e. without permission on below said attendance date. Please give an P

Missed Punch Memo Settings
Subject |MISSED QUT PUMCH NOTICE/MEMO.,

Bod It has been observed from the Attendance Record that you are not punching properly J
which is resulting into Missed Out Punch records in our attendance reports. Kindly explain | .

|@Saue ||X Clnse|

Note: For sending the automated memo via “smart office Task manager” to a particular
Employee, it is mandatory to add the above mentioned text code in memo option i.e.
“$$Employee Code$$ for the particular Employee code or“$$Employee Name$$” for
the particular Employee name.

If the Administrator wants to send both Employee name as well as Employee code then
he/she can use both text codes at a time and anywhere inside the body border.
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3. ADMIN----> Change password:This option allows the logged in User to change the
login password of the concerning Account.

SmartOffice

Biomelrics and HRMS Salution

Master  Leave Management  Device Management  Utilities  Reports  Help ‘

P Memo Settings 4 Master Settings | @ Assign ~ | _ Device Management ~ | 2% Utilities = £F Recalculate Attendance |

Change Password

Old Password |

New Password |

Confirm Password |

4. ADMIN -----> SIGN OUT:This option allows an individual to log out from the running
login or UserAccount.
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[ Admin | Master Leave Management Device Management Utilities Reports Help

W System Users & MMemo Settings Master Settings Egss'g" v | __ Device Management ~ | & Utilities ~
B Mail Settings
Memao Settings
® Change Password
Device Name Location Last Download Date LastPing
T T T T
Mo records to display.
|| 4 EI P M Page size: |10 ~ | 0 items in 1 pages

Machine Dis-Connected Status

Device Mame Location Last Download Date LastPing

T T S| |-

Mew 01-Jan-1900 12:00 AM 02-Jun-2017 10:42 AM

[f] A || B [[ M| Pagesize: |10 * 1 items in 1 pages

5. Master----> Master Settings: The Master settings option will be applicable for all
the folks who is there in this application, on the other we can say it is the global settings

e To make the Employee Code and Employee Code in device same. (If you want to make
both different you need to uncheck this option)

Note: Device code cannot be Alpha-numeric.

e |f only 1 shift is there in the company then Fixed Shift can be given by Providing Shift
Begin Time and End Time Details.

e When the financial years starts for the organization.

e Minimum difference refers to the punch acceptance between several back to back
punches of same User. (e.g. if two punches are made back to back then the User will be
marked absent as if the User duration will be calculated less, if we have mentioned the
difference as 5 minutes then between this interval only first punch will be accepted not
other back to back punches will be accepted).

e Prior the shift time, how long the punches can be start before shift timing (Given value
will be in term of minutes).
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If there is no shift assignedon any of the day to any of the folks then System can take
the shift by the given possible settings:
1. Previous day shift: - System will assume that today shift is the same as previous
day shift.
2. Auto Shift:-on the bases of in time, System will identify which Shift Begin Time
is closer to his In Time and it will take that shift only.
Restricted holiday limit for Employees refers to bounding an Employee for taking the
assigned public holidays limit not more than that. (e.g. if the limit is bounded for 5 then
an Employee can take only 5 public holidays throughout the year not more than that).
Quarter day leave duration refers to set the minimum limit for an Employee to work
during the quarter day, if the limit is not at equilibrium or more, the quarter day leave will
be not considered effective.
Outdoor entry can be applied within, option refers to set the limit for applying outdoor
duty within the mentioned time period or else the entries will be void.
Attendance lock on, option refers to the attendance calculation date limit set for
calculating the attendance.
Once the limit is filled the attendance will be calculated from that day to the consistent
next month same day.
e Is use push data collector service option is used to run the push data collector
service to push the logs from device to server.
e Optional holiday type:

Holiday group:This option allows an individual to prevent from leave applying
criteria. If the individual is followed in the holiday group then the particular day
holiday will be directly applicable to that Employee who rely on the concerning

group.

1. Restricted Holiday: This option states that if an Employee belongs to this
criteria then that individual is must bounded with leave applying criteria to avail
this type of holiday provided by the organization.
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Master Settings

— MasterSettings

#| Is Employee Code and Employee Code in Device Same

Is Fixed Shift Begin Time | 09:30 {9 End Time | 18:30 {E}
Attendance Year Starts on | June 2017 E
Minimum difference between two punches | 0 Mins
Punch Begin Duraticn | 0 Mins
When no shift assigned consider | Auto Shift v

CalcAutoShiftAsPer | ShiftBeginTime ¥
Restricted Holiday Limit for Employee | 5
Quarter Day Leave Duration | 1,000 | Mins
Cut Door entry can be applied with in| 3 Days
Attendance Lockon |1 ¥
#| Is Use Push Data Collector Service

Auto Generate Emp Code EmpCodePrefix Prefix Length |0

Optional Holiday Type ® HolidayGroup '/ Restricted Holiday

— Other Device Settings

Delete User Mark as Delete/Resigned ¥ Add New Userln Default Company Add User Automatically in Device

Is Resign Employee NotPresent For |30

IW? Save | | A Close |

6. SMS Settings: This option allows a User to configure the text Sms which will be
triggered with the help of SMS service option.

1.
2.

Is Sms required: This option is used to enable Sms configuration.

URL.: This option allows a User to feed the URL which is approved or registered by
the APl Company for shooting the Sms.

Success Status: This field allows a User to insert the Sms shooting success code
with which the User can identify that whether the Sms is triggered or not.

First in text: This field allows a User to insert the text which will be used for the first
in punch of the day while shooting the Sms.

(e.g. $$ Employee code$$/$$Emponee Name$$ has first punched in the device
$$SLogDateTime$$).
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5.Last out text: This field allows a User to insert the text which will be used
for the last out text for the day while shooting the Sms.

6.ALL INOUT Text:This field allows a User to insert the text which will be used for the
All IN OUT punches made in a day while shooting the Sms.

7. No Punch Text: This field allows a User to insert the text which will be used for No
punch made in a day while shooting the Sms.

8. Present Text:This field allows a User to insert the text which will be used for present
status based on the basis of Employee punches while shooting the Sms.

9. Absent Text: This field allows a User to insert the text which will be used for absent
status while shooting the Sms.

10. Send test Sms: This option is used to send the test Sms for the verifying that the Sms
sending feature is properly configured or not.

*NOTE:

For all the texts which are to be inserted into the different above mentioned fields are
mandatory to be approved by the API provider side. For entering the text, the proper text
code is must to be inserted like $$Employee code$$ or $SEmployee Name$$ followed with
the text body as mentioned in the First In text example.

Once the setting is configured then save and try to send the test Sms for verification
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— [ Is SMS Required

— SMS Settings

URL |http:.‘.f59_162_1G?_SZIqﬁMessq;eCunpme?ainirFmayai(@anﬂemils_cm&ma':ﬁUseﬂaneﬁ:ﬁPasswn|

Success Status |succeed |

Firsh Text |[SSEmployeeCode$$HasFirst Punched AtS$LogDate& Time$$ |

LastOut Text  |$$EmployeeCode$§Has Last Punched At$$LogDate& Time$$ |

AllnOut Text  [$SEmployeeCode$$HasPunched At$SLogDate&Time$$ |
|
|
|

NoPunch Text |$$EmployeeCode$$Has No Punched At§$LogDate&Time$$
Present Text  |$3EmployeeCode$$HasPresent At§$LogDate&Time$s
AbsentText  |SSEmployeeCode$$Has Absent At$3LogDate&Time$$

Note:-Please use the mentioned appropriate term EmployeeCode --:$%EmployeeCode$s &R
EmployeeName--> $$EmployeeName$$ && LogDate --> $$LogDatef$ && LogTime--> $$LogTime$d &%
LogDateTime--> $$LogDateTime$s

(7 Send Test s | [ Seve | X Close |

Send Text SMS: give Employee Mobile Number to send SMS Automatically.

[ Number (7227044252
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*Employee SMS Setting: go to EmployeePersonalDetails —give contact number.

SMS LOGS:This option allows a User to view the logs of the Sms which has been sent on
the different Employee mobile numbers. A User is also capable to filter the logs on the basis
of “Success and Failure status”, date-wise, Employee code wise and Employee name wise.

SmartOffice Last Login- 03-Jun-2017 02:48:45 PM 1%, Welcame essl

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

=% New ~ | i Employees M Memo Settings 4§ Master Settings Eg;;g— ~ | __ Device Management ~ | & Utilities ~ 4¥ Recalculate Attendance T3 Attendance Register 3 Attendance Logs & Reports =

Download Date

’7Frcrr Date| 03-Jun-2017 | ToDate| 03-Jun-2017 | | Employes Coce Empioyee Name Message Status Filter
All
Success

Download Date ‘ Emp Code | Employes Name Mobile Number LogDate | |FaHure | | Status
| 7| |7 | | 7| |7 | 7|

Mo records to display.

Employee Manual SMS: This option allows a User to send the Sms manually to a group of
Employees selected or particularly. All types of messages can be sent like: present, Absent,
First in etc. If a User wants to send the Sms manually apart from the texts available in SMS
settings then that User can type the Sms manually in the message box available.

Note: For typing the Sms manually, the texts which will be used must be approved by the
API provider or else the Sms shooting will not succeed. The proper text code shall be
maintained for drafting the Sms. (e.g. $3Employee code$$ etc.).
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Admin Master Leave Management Device Management Utilities Reports Help

29 New ~ | & Employees & Memo Settings 45 Master Settings Assign -~ Device Management ~ | A& Utilities + 4§ Recalculate Attendance T3 Attendance Register U3 Attendance Logs  § Reports -
[alizs 2 4 b — ko g il iz

Note:-Please use the mentioned
appropriate term EmployeeCode --

From Date 05-Jun-2017 To Date 05-Jun-2017 >$$EmployeeCodet$ && EmployeeName--> Send SMS
Firstin LastOut NoPunch AllIn Out Present Absent Manua ¥ $$EmployeeName$s
“
Employee Code | Employee Name ‘ ‘Company Department Category Designation Location Status Emp Type | ContactNo
| |7 | |7 [ |7 |7 [ |7 ||
ABC Biomax TSE Default Weorking
XYZ Biomax Default Default Weorking
| W4 \|1||>|\>|| Page size| 10 ~ | 2 items in 1 pages

Company:This option allows a Company define or add, edit and delete a company.

If a User wants that the newly added company should not be visible to another logins
then a User have to uncheck the option “Visible to all”. If the option is check marked
then that company will be visible to every User who has the permission to access the

Company option.

*Note:

For inserting the Company logo User has to click on “Select” option and select the
JPEG format file and save it. Once the company is saved then only the User will be
able to view the company logo.
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Save Company Details = % - O
— Add'Edit Company

Name Biomax Security

Short Name Biomax

#| Visible to all Select | IAdd Company Logo I

eMdail salesi@rhythmbiometrics.com

WWebsite biomaxsecurity.com

Address

Auto Generate Emp Code EmpCodePrefix Prefix Length

IV?Sa\.-EI

7. Department: This option allows a User to define departments on the basis of their
requirement. Several departments can be created.

*Note: Department name and short name are mandatory to be filled.

Save Department Details [=1

(5
|

|
Eod

— Add Edit Department

Name Technical Support Engineer
Short Name TSE

Deseription

IW? Save |

8. Location: This option is used to indicate location of employee from our software.
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Add Location b 4

— Add\Edit Location

Location Mame Ahmedabad
Location Code 01
Leave Approval WorkFlow Mone ¥

OutDoor Approval WorkFlow | None ¥

Att Approval WorkFlow

IW‘? Save ”h Close

9. CATEGORY: This option is the soul of the application as the major parts of Report
generating relies on these settings only.

Basic Details

Save Category Details

| Basic Details ', Continuous Late\Early Settings kY Late By'Early By(Mins)

Name |Defau\t |Shm-r Name ‘Default |

OT Formula | Total Duration - Shift Hours | Min0T 0 [nax 0T| 20
Work Duratien Formula | Within Shift Worked Duration ‘ TotalDurationF ormula

Consider Only First and Last Punch in Att Calculation Grace Time for Late Coming | 0

For Single Punch Mark out Punch 2 | In punch + 1 mins ~ | [ Neglect Last In Punch Grace Time for Early Going | 0
[l Weekdy Off 1 ClWeekly 02 His Mo Fia Bas Fsw

Consider Early Coming Punch [4] Consider Late Going Punch [ Deduct Break Hours from Work Duration [1s Rownd OT to Nearest Hour

Consider Missed Punch in Present Absent ] Check Missed Punch in All Punches
[ Consider “WeeklyOff Prezent and Holiday Present in OT ] Deduct Break Hours from OT for WeeklyOff Holiday Present

ate v 1f Worl ation is less i o Absent 1f Worl ation is less i
[ Calculate Half day if Work Dur less than | 0 Mins [ Calculate Absent if Work Dur less than | 0 Mins

[[]On Partial Day Caleulate Half day if Work Duration i less than | 0 Mz [] On Partial Day Caleulate Absent day if Work Duration is less than | 0 Mus
ark Weekly Off and Holiday as Absent if prefix day i1z Absent I Mark WO and H as Absent if Suffix day iz absent

[ Calculate LateBy/EarlyBy for Absent B 1s Mark WOPHOP [ Mark WOAHOA B4 Use HHmmss []Use LateEarly in Status [ Consider Leave for Prefix/Suffix

[ tark Weekly OF and Holiday as Absent if prefix and Suffix day is absent [ ] Adjust |0 | days Late coming with Early Going ~ Flexible Shift Type

[ Calculate HalfDay CompOff WeeklyOffPresent or HolidayPresent WorkDuration is less than | 0 Mins
[ Calculate no CompOff in WeeklyOff Present or Holiday Present if Work Duration is less than | 0 Mins

A. OT Formula
1. OT not applicable: OT will be not effective.

2. OutPunch-ShiftEndTime: - By giving this settings, we are calculating the OT only
on base of how late he/she went.

3. Total Duration —Shift Hours: - OT will be calculated by his total work duration
deducted by the followed shift hours.

Page 16 of 103



4. Early Coming + late going: - OT will be calculated on the base of how early an
individual has come and how late the individual has went.

B. Consider only first and last punch in Att calculation:
This option calculates only the first punch made at the shift start time and last punch
made at shift end time.

C. MinOT and Max OT
Over Time will be applicable if OT duration should be minimum time that is Mentioned
in duration and MAX OT means maximum time till that Duration OT is allowed,
remaining will be get lapsed.

D. For single punch mark out punch as: This option comes in action when an Employee
makes a single into the device and miss to mark out punch. The last punch filling criteria will
be considered on the basis of following options:

Punch + 1 mins: This option marks the attendance on the basis of first punch
made, followed with the next punch as out punch after one minute of the first
punch.

Shift end time: This option marks the shift end time automatically into the Report.
That punch will be displayed as System entry (SE).

No System entry (S.E) + Present:This option will mark the attendance as present
without making any system entry for end time.

No System entry (S.E) + absent:This option will mark the attendance as absent
without making any system entry for end time.

Grace Time for Late Coming:
The number of minutes which is allowed for late coming i.e. how long an Employee can
come late after the shift starts.

Grace Time for Early Going
The number of minutes which is allowed for early going i.e. how long an Employee can
go early before the shift end time.

Weekly Off
Select any of the week days as weekly off 1 and select any of the days in month for the
particular day as weekly off 2. (E.g. Second Saturday).
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Consider Early Coming Punch
Whether to accept early coming punch i.e. All the Punch before the shift begin time is
consider as early coming punch.

Consider Late Going Punch
Whether to accept Late Going punch i.e. all the Punch after the shift end time is consider
as late going punch

Deduct Break Hours from Work Duration
Whether to deduct shift break hours from Employee total work duration.

Calculate Half day if Work Duration is Less than
If Employee works less then mentioned Work Duration values then System will mark it
as half day present (1/2P).

Calculate Absent if Work Duration is Less than
If Employee works less then mentioned Work Duration value then System will mark it as
Absent (A).

On Partial Day Calculate Half day if Work Duration is Less than
If Employee works less then mentioned Work Duration values in half day then System
will mark it as half day present (1/2P).

On Partial Day Calculate Absent if Work Duration is Less than
If Employee works less then mentioned Work Duration value on half day then System
will mark it as Absent (A).

Mark Weekly Off and Holiday as absent if prefix day absent
If Employee is absent before the holiday or weekly off then system will mark that
Holiday day or Weekly Off as absent

Suppose Sunday is mark as Week off and Employee is absent on Saturday then that
Sunday will be marked as absent instead Week Off. Same rule is applicable for Holiday
also.

Mark Weekly Off and Holiday as absent if Suffix day absent
If Employee is absent after the holiday or weekly off then system will mark that Holiday
day or Weekly Off as absent.

Suppose Sunday is mark as Week off and Employee is absent on Monday then that
Sunday will be marked as absent instead Week Off. Same rule is applicable for Holiday

also.
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Mark Weekly Off and Holiday as absent if both prefix and Suffix absent
It is applicable for both Suffix and Prefix.

Mark Half Day\Full Day absent When Late for --- days
If Employee is late for mentioned number of days in a month then system will mark next
day present as Half Day or Full Day Absent.

Mark Half Day if Late By
System will mark the half day if Employee is late more than the mentioned minutes.

Mark Half Day if Early By
System will mark the half day if Employee is early more than the mentioned minutes.

Calculate Half Day comp off weekly off present or Holiday present work duration is
less than ---- minutes:
This option works as if the Employee is working for the given duration on holiday or week
offthen that Employee will be eligible for half day comp off and if the work duration exceeds
from the given limit then that Employee will be eligible for full day comp off.

Calculate no comp off in weekly off present or Holiday present if work duration is less
than ------- minutes:
This option works as if the Employee is not working for the given duration of time in weekly
off or holiday then that Employee comp off will not be calculated or that Employee will not be
eligible for that.

| Save Category Details H % = O X

? | Basic Details 1 Continuous Late\Early Settings Late By\Early By(Mins)

! Is Mark Contmuous Late

Is Censider Early By as well
Mark [ Half Day v | Absent When Late for |1 v | Days(Monthly Basis) Is perform Same Achion after every consecutive Late

Deduct | Full Day  * | Dav | None v || None v || None v |Leave When Late for | 1 v | Davs(Monthly Basis)

Iz Mark Contmuous Early

Mark |Full Day v | Absent When Early for | 1 ¥ | Days(Monthly Basis) Is perform Same Action after every consecutive Early

Deduct | Full Day | Dav | None ¥ || None ¥ || Mone v | Leave When Early for | 1 | Days(Monthly Basis)

V Save |
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(A)If perform same action after every consecutive late

Employee mark as a half day or absent. and break will be deduct from CL,PL or SL
Deduct break from CL, PL, or SL.

-Is mark continues early by.

(B)If perform same action after every consecutive early

Employee mark as half day or absent.

Deduct break from CL, PL or SL.

- Late by Early by (Mints)

(c)If Employee late coming /early going recurring basis.

Employee mark as half day or deduct break from PL, CL or SL.

Save Category Details B % = O X

|. Basic Details \r Continuous Late\Early Settings ] Late By\Early By(Mins)

r— LateByv' EarlyBy Mins

LateComing EarlyGoing Recurring basis | Daily Basis v

— ! Is Mark'Deduct Leave Late By

Mark Half Day if Late by | 0 Mins Deduct | Half Day v | Dav | None ¥ || None v || None ¥ | Leave When Late for | 0 Mins

~ ) Is Mark'Deduct Leave Early By

Mark Half Dav if Early Going by | 0 Mms () Deduet | Half Day v | Day | Mone v || None ¥ || None ¥ | Leave When Late for | 0 Mins

IVSav& |

10.Employee:- from this option we can view EmployeeDetails, Employee code, Employee
name, Employee company, Employee department, Employee category, Employee designation,
status, Employment type and we can edit EmployeeDetails.

Note: If you want to use EmployeeSelf Service Portal then you should mention
EmployeelLogin Name&Password.
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[] save Employee Details

(5]

rF ional Details

Emploves Code 1412

Employee Name

¥ Is Receive Notifi

127866852875

AndroidDeviceIMEINo (12358634895

O Male ® Female

r—Contact Details

Official Phone [079-2213010

| Exstension[141

Official Mobile 7227044252

r—Personal Details

#) Is Mark Android Web Attendance
[ Take Unlmuted Leave

Device Code Floto Father Nae |Dhiraj Bhai Contact Nuzsber 7227044252
Company , eMailID  |hiral@rhythmbiometri| Blood Growp |0+

- PumﬂahhﬂlDlﬁi@rhymn’lbiometrics.com
Department TSE hd - Nemineel  |Dhiraj solanki
Category [Default v Neomines2  |kiran solanki
Designation [support Engineer  [z]  Suns . Date OF Birth | 08-Jan-1993 k=]
EmploymentType | Permanent || GCrade [a B BirtaPlace  [Ahmedabad |
Date of Joimng 01-Sep-2016 4  Tesm |Software : Recidential Address Ahmedabad J
Dats of Resiznine 01-Jan-3000 #  Date of Confirmation| 01-5ep-2016 i
Leave Cradit From Dats| 01-Sep-2016 i) Derment Address ﬁzrtu;:c:ﬂ:znaegz. 0ld high :/
Login Name Hiral Password -
Shift Roster None A Shift Type Single ShitinaDay ~ Paszpart Details:
HolidarGrom St Grow Nationality Indian v]
Enployee Location | Ahmedabad Tl Mult Shift Group Duty and Responsibility
UIDNe VoterldNo
PANNo

@ Contract Employee Contract From| 01-Jan-1901 | #| Comtract To | 01-Jan-100 | 28
] . |

| | #8 FRIN Expire On|

| Save |

Note: If you want to assign multi Employee shift then you have to select Multi Shift in a Day

[Z) save Employee Details

_Elx|

[ Professional Details

Employee Nane
Employes Code 1412

Denice Code 1412

) I3 Receive Notification

Company Biomax

Department TSE v
Category T —
Designation |Su pport Engineer E.
EmploymentType | Permanent T.
Dats of Joinine 01-56p-2016 |
Dits of Resiznin 01-1an-3000 |
Leave Credit Fram Date | 01-Sep-2016 i
Login Name Hiral

Shift Roster None v
HolidayGromp
Employee Location |Ahmedabad b |
UIDNo
PaxNo

Gender © Male ® Female Official Phene [079-2213010 | Etension[141

Official Mobile f22?044252

r—Personal Details

Photo Father Name [Dhiraj Bhai Contact Number (7227044252

eMailID  |hiral@rhythmbiomedtri| Bloed Growp O+

el Vel Persanal ehail ID hiral@rhythmbiometrics.com
[P Nemineel  [Dhiraj solanki

Neomineel  |kiran solanki
Status - Date OF Birth| 08-Jan-1993 =]
Grade [A B ButhPlacs  |Ahmedabad |
Te
eam ‘Software '., Fecidential Addrase Ahmedabad J
Date of Confirmation (1-52p-2016 iz

Perment Addrass 489 Loha bahvan Opp. Old high -

court Incomtax area s

Password
Shift Type Multiple Shifts in a Day ¥ [~ Passpart Details
Stift Growp None 7] Natianality Indian v
Mults St Growp Duty and Responsibility
VoterIldNo 154524

—Ceontact Details

) Is Mark Android TWeb Attendance

AndroidDevicelMEINe (12358634895 [ Take Unlimited Leave

¥ Contract Emplovee Contract

From| 01-Jan-1901 | Contract To| 01-Jan-1901 | H8
i i

48 FRIN Expire On
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SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

=9 Net M Memo Settings 4§ Master Settings | agsswgn - | __ Device Management = | & Utiities = 4} Recalculate Attendance w Attendance Register @ Attendance Logs i Reports -
€D Add New Employes [ Delete Selecad Employess aitssign Reporting Manager g Import Employee Details g Import Empioyes Personal Details ¥ Export Employes Details [ Export Employes Personal Detsils
Employes Code Empioyee Name Company Departmant Category Designation Location Status EmploymentType
| | | | | || |7 | working || ¥ ||
001 ABC Biomax TSE Dsfault Warking Reporting Managers | Employee Documents | Bioetais | )
002 X¥Z Biomax Default Default Warking Beporting Mansgers | =" pioetsic | @
iz Hiral Biomax TSE Default Suppert Engineer Ahmedsbad Working Permanent Reporting Managers | Emploves Documents | BicOetais o | [
||I1||<|ﬂ|b||bl| thesize:|lo v| 3 items in 1 pages
(5] save Employee Details HG oAl X
—F i Deetails —Centact Details
Employes Name Gender O Male ® Female Official Phone [079-2213010 | Extension 141

I

I

Employee Code 412 Official Mobile E227044252
r—Pearsonal Details
Dence Code [lat2 ] e Father Name |Dhiraj Bhai Contact Numsber (7227044252
T i B N

Company m eMail ID hiral@rhythmbiometri| Blood Group O+

Personal eMail ID hiral @rhythmbiometrics.com
Department TSE Nomineel  |Dhiraj solanki

Category Default v Nominee?  |kiran solanki

-«

| Select

Designation | Support Engineer = Status W Date Of Buth| 08-Jan-1993 | i
EmploymentType  |Permanent -|  Grade N BirthPlace  [Ahmedabad |
Date of Joining 01-Sep-2016 4 Team |Software ) o e Ahmedabad /J
Address
Date of Resigmng 01-Jan-3000 it Date of Confirmation| 01-Sep-2016 2
. : =
Leave Credit Fram Date| 01_5ep 2016 o Perment Adires: 329 LONa bahvan Opp. Old hign E
court Incomtax area P
Login Name iral Password
Shift Roster None Shift Type Multiple Shifts in a Day ¥ [~ Passport Details

HolidayGroup Skift Growp "None v Natienality Indian v]
Employes Location Ahmedabad Multi Shift Grovp Duty and Responsibility

@ Contract Employee Contract From| 01-Jan-1901 | #f Contract To| 01-Jan-1901 | 5

IUiH[

UIDNe TB58T6T867 VoterldNe 154524
PANNo 127866852875

I Is Receive Notificati I Is Mark Android'Web Attendance

AndrowdDenicelMEINo (12358634895 [0 Take Unlmited Leave

| Save |

11.Shift Group: This option indicate Employee Shift Group and which Employee working in
which shift group. Also how many shift group is created.
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SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reporis Help

| 9 New - | & Employees M Memo Settings 4 Master Settings | ﬂgssign - | __ Device Management - & Utilities ~ %F Recalculate Attendance @ Attendance Register @ Attendance Logs :. Reports +

E3dd New Shift Group
Shift Group Code Shift Group Name
id kd
New New e i
| |I1H<||DHDI| Pagesizgl‘lﬂ Vl 1 items in 1 pages

We can add or edit any type of shift group.
How to add or edit shift group?

Ans: go to shift group click on edit and give shift name,short name description.

.Sau'eShiftEmup Details =5 % = O X
— Add Edit ShuftGroup
Name |N W |
Short Name |N aw |
Description
P

GS - -

MS
Shift Access

Save

12.Shift: This option allow to view Employee assign shift.
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| [E] Save Shift Details

[ Basic Details Other Details

— Shuft Basic Details
Name |General

Shift Scheduling Type

Mins Break Duration | g

#) Regular Flexible Shift Duration | (

Begin Time | 09:30 w End Time | 18:30

o

Code |55

Mins [ End Next Day End By | 00:00 r&j

r— Shift Break Timings
Break 1
Begin Time | 11:30 t_‘fj End Time | 12:00 :{;3‘ Punch Begin Before |

Break 2

Begin Time 16:00 ﬂ End Time

Punch End After | 0 Min Duration | 0

o

16:30

IV Save |
-

Shift List Screen: This window will show current shift of this Employee.
SmartOffice
Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

| 29 pew - |$ Employees M Memo Settings 4 Master Settings ‘ aéss\gn - ‘ __ Device Management - | & Utilities ~ 4} Recalculate Attendance 3 Attendance Register {3 Attendance Logs & Reports ~
E34dd New Shift
Shift Name ShiftCode ‘ Begin Time | End Time | Is Break Is Break2 | ‘
|7 |7 | |7 |7 | |7 |7
General G5 0915 1830 0 0 !
Marning Shift MS 00:00 00:00 0 0 /S m

L (1] > [ m | Pagesize:| 10 ~|

2 items in 1 pages

In shift there is two option Basic Details&Other Details

Flexible Shift: It will work less than 24hrs.(Example: 00.01-23.59 means you have to mention
minutes in the box 1438 mints. If you are going for next day then you have to give time in end
by option. If you shift is starting today 09.01am & ending tomorrow 08.59am. so you have to
punch before 08.59 or at08.59am. if you punch after 08.59am than that punch will consider on

next day.
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In flexi if you have any break than you can mention in mints.

1.BasicDetails:

(A) Name: This option allow to view shift name.

(B)Code: This option allow to view shift code.

(C)Shift scheduling time: Regular& Flexible you can give according to Employee type.
(D) Begin Type: This option used to view Employee shift begin time,

(E)End Time: This option is used to view Employee shift end time.

(F)Shift break timings: Break 1 & Break 2

Note: You can arrange Break time as per company policy.

2.0therDetails.

Save Shift Details =T -
|' Basic Details | Other Details
— Other Details
¥ Punch Begin Before | 240 Mms (Default value will come from Master Settmgs)
#| Punch End After | 240 Mms (Defanlt value 13 next dav shift begm time — punch begm duration)

Partial Day Settings

#| Partial Davl on | Saturday ¥ | #) 1st ¥ ond 1 3rd #am ) 5th

st Cond D3 Dt D5th Begin Time 0930 | {5 End Tse [{EER |

Mark Half Day when Report to office after | 11:00 t}'j Mark Half Day when Leave office before | 11:00 tﬁ

-

Partial Dav2 on | Sunday

Session 1 End By | 00u00 t}j Session 2 Grace time | O Miins

Grace Time | () Mms (Default Value will come from Employes Category Setings) TmeGroupld | 0

I‘V Save |

(a)Punch Begin Before: This option is allowed maximum time before shift begin time.
(b)Punch End After: Shift End Time + Out Punch Time.

(c)partial day 1 on: give partial day one,

(d)partial day 2 on: give partial day two
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(i)Begin time : give time for partial day

(iEnd time: give end time for partial day

Note: you can select only one partial day in a week.

(e)Mark Half day when Report to office after-------- Time: (per day basis it will work)

If you mention 09.15am in mark half day when Report to office 09.15am. thenit will mark as
Half Day.

(f)Session End: If you want to work in a particular time then you have to mention session one
ending time.

(g)Session Grace Time: you have to give grace time for Employee.(for particular mints)

(h)Grace time: number of grace minutes for early going and late coming.
*Employee is allow to come and go early for that particular minutes.

13.Shift Roster: shift roaster helps us to create rotational shift according to week and month.

Sm_art.O ffice

and HRMS Solutio

Admin Master Leave Management Device Management Utilities Reports Help

29 New ~ |45k Employees # Memo Settings % Master Settings agss gn ~ | __ Device Management = | & Utilities + 4§ Recalculate Attendance 3 Attendance Register 3 Attendance Logs § Reports =

Add/Edit Employee Shift Roster = % = O X
Rotation Name |New Begm Day | 01-Jun-2017 B EndDay  01-Jun-2018 B

r— Rotation Master Occurrence

Weekly

. Monthly
 Weekdly Monthly
Monday None v ‘ ‘ | | | |
Tuesday None v
. 01 02 03 04 05 06 o7
Wednesday | None v
08 09 10 11 12 13 14
Thursday | None v
5 6 7 8 9 el 2
Firday None v 15 16 1 1 1 0 1
22 23 24 25 26 27 28
Satrday | None v
Sunday Naone v 2 0 #
Weskly OF.
’7 Sunday v Saturday v | Every v

| % save |

(a)Rotation Name: give roster name.
(b)Begin Day: give begin roster day for Employee.
(c)End Day: give end roster day for Employee.
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(d)Weekly: select week for Employeeroster.

(e)Monthly: select month forEmployee roster.

(f)Week off: select week off for Employeeroster.

Note: Monthly wise if you are giving calendar than it will take from your computer current

running calendar.

14.Multi Shift: This option allow to view Employee Multi Shift

SmartOffice

s and HRMS Solu

Admin Master Leave Management Device Management Utilities Repaorts Help
| :i‘iﬂew - | 4@ Empioyees  #F Memo Settings £} Master Settings | agss.gn - | __ Device Management » | 2 Utilities + 4} Recalculate Attendance {v} Attendance Register E‘Z‘Attendance Logs [ Reports -
€PAdd New Shift
Multi Shift Name MultiShift Code Begin Time End Time
d d hd hd

Marning Shift MS 09:00 20:00 _/' o

Noaon Shift MNoon 15:00 22:00 ra i}

Night Shift Night 20:00 o7:00 I @

UK UK 13:00 23:00 7 i)

||¢||mm|b.|bl| Page size:| 10

4 items in 1 pages

How to create Multi Shift?

Update Shift

— Shift Details

Mame [Morning Shift

|CDdE|MS

Begin Time | 09:00

© End Time | 18:00

-

— Cther Details

¥ Punch End After | 15

¥ Punch Begin Before | 10

¥ Grace Time | E

Mins (Default Value will come from Employee Category Settings)

Mins (Default value will come from Master Settings)

Mins [Default value is next day shift begin time — punch begin duration)
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(a)Name: give multi shift name.

(b)Code: give multi shift code name.

(c)Begin Time: give multi shift begin time.

(d)End Time: give multi shift end time.

In Other Details:

(a)Punch Begin Before:This option set maximum allowed time before multi shift begin time.
(b)Punch End After: This option set maximum allowed time end multi shift end after time.
Note: you can assign nine multi shift toaEmployee.

15.Multi Shift Group: this option allow to view multi shift group.

SmartOffice

Admin Master Leave Managemen t Device Management Utilities Reports Help
29 New ~ | & Employses # Memo Settings 43 Master Settings a Assign = | __ Device Management ~ | 24 Utilites ~ 4J Recalculate Attendance {3 Attendance Register [ Attendance logs ¥ Reports ~
Shift Roster Details =G = @ X

— Mult:ShiftGroup Basic Details

Shift Group Name Short Name
Multi Shift Name MultiShift Code Begin Time End Time
17| |7 | |7 | |7
Marning Shift Ms 09:00 20:00
Noon Shift Noon 15:00 22:00

(a)Shift group name: give shift group name.
(b)Short name: give short name for multi shift group.

16.Employee Multi Shift: this option will show the Employee list which are assigned with the
multiple shifts.
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=

Multi Shife
From Date | 01-1n-2017 | shitl |[MS v | shift2 [ Noon v shift3 | Night v | shiftd [ UK v | shits | Noon v
To Date snits [Nignt___v | swit7 (M5 v smg M5 v]snio[UK v

% Assign Employes Shift

This window will show assigning the Multi Shift to theEmployee.

17.Department Multi Shift: this option allow to view list of Department Multi Shift.

We can Add/Edit Department Multi Shift.

Page 29 of 103



Update Department Shift

[x

— Edit Department Shift

Department |TSE v |
From Date | 01-Jun-2017 To Date | 30-Jun-2017

Shift1 MS v Shift2
Shift3 Shiftd
Shifts Night ¥ Shift6
Shift7 UK Shift8

Shift3

|‘:?|"°i‘¥ Save ||><. Close |

18.Department Multi Shift: This option will show the list of Department Multi Shift which
has been created.

SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management  Utilities Reports Help

| 9 New ~ | s Employees M Memo Settings 4§ Master Settings | aﬂssign hd | __ Device Management ~ | & Utiliies ~ 43 Recalculate Attendance T Attendance Register 0 Attendance Logs I Reports

oAssign Department Shift
Shift Code Shift Date Shift Begin Time Shift End Time Is Breakl Is Break2 Department Last Medified Date
7] kd id| i id kg kd id

GS 22-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 &AM PRl
GS 23-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 AM s m
GS 24-Jun-2017 09%:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM s m
G5 25-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 &M A om
GS 26-Jun-2017 0%15 18:30 0 0 TSE 05-Jun-2017 11:30 AM PRl
G5 27-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 AM s m
GS 28-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 AM s m
GS 29-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 &AM PRl
GS 30-Jun-2017 0915 18:30 0 0 TSE 05-Jun-2017 11:30 AM s m

a2l n) eagess( 10 -] OS——

Add/Edit Department Shift.
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Update Department Shift | X |

— Edit Department Shift N

Department | Software v | fl
From Date | 01-Dec-2015 |E@ To Date | 30-Dec-2015
Shiftl ES shifiz | NightS v

Shift3 MightS chitd | ES

Shift> ES chifte | MS

Shift7 Mights Shiftd | Mights =
Shift3 Lk r

|‘¥® Save ”X Close |

19.Multi Shift Report: This option will show Employee Multi Shift Report.

Admin Master Leave Management Device Management Utilities Reports Help

Master Settings Master Settings | @Ass\gn - | __ Device Management ~ | A Utilities » 43 Recalculate Attendance ' Attendance Register 3§ Attendance Logs ¥ Reports =

29 New

Option Settings

* SMSLogs tiShift Code ‘ Begin Time | End Time |
* Employee Manual SMS [v] [ ||

Multi Sh

W
(1]

°Ad @& |SMS Settings
-
g Company
.

Mornin: 09:00 20:00
ver Department
MNeoon § n 15:00 22:00
. = Category
Night § ht 20:00 0T:00
UK 13:00 23:00

A N T
& & & &

m Location
= Employes

Shift Group

r

Shift
ShiftRoster
Multi Shift

Multi Shift
Multi Shift Group
Employee Multi Shift

Leave Types
Heliday Group

EE RO

Public Holidays Department Multi Shift

(NIFS AR

Department Shift Reports » | T Daily Multi Shift Report

Employee Shift T Present\Absent Count - Daily 4 items in 1 pages

SRS

o=
Employee Attendance Register L Present\Absent Count - By Weekly

@
& Employee Shift Register

How to get daily attendance Report for Employee Multi Shift?

Go to Multi Shift Report select Date,Report Type, Employee and click on generate.
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' Daily Attendance Report %

Group By | Department Wise ¥

— Daily Attendance Report
From Date | 01-Jun-2017 To Date | 30-Jun-2017 Report Type | Daily Attendance Report ¥
- _ _
¥/ Filter Employee [ | Filter Company L Filter Department
¥ Biomax a | |Default a
oo1
Employee Code | | Exact Default TSE
Employee Name | |
Employee Category | All v
Em[.:loyeg [ Al v |
Designation
Employee Location | All v - -
L
EmploymentType LAl | Select All Deselect All Select All Deselect All

¥ Recalculate Attendance

Generate |X Close |

20. Employee multi shift Report.

i iofsr |7 l:lFinleeat " SGY

Daily Attendance Multi Shift Report

01-Jun-2017 To 05-Jun-2017
Generated On: 05-Jun-2017 03:05 PM
Attendance Date- 01-Jun-2017
Department T5E
Employee Code Employee Name Shift 5. InTime 5. OutTime A.InTime  AOQutTime Work Duration LateBy Early By Status Punch Records
001 ABC Morming Shift 08:00 20:00 00:00 00:00 a 0 0 Absent
o ABC Noon Shift 15:00 20 00:00 00:00 0 0 0 Apsent
o ABC Night Shift 2000 700 00:00 00:00 U] 0 L] Abzent
001 ABC UK. 13:00 2500 00:00 00:00 a 0 0 Absent
o ABC Noon Shift 15:00 20 00:00 00:00 0 0 0 Apsent
o ABC Night Shift 2000 700 00:00 00:00 U] 0 L] Abzent
001 ABC Morming Shift 08:00 20:00 00:00 00:00 a 0 0 Absent
o ABC Morming Shift @ 20:00 00:00 00:00 L] 0 0 Apsent
o ABC UK 13:00 2300 00:00 00:00 U] 0 L] Abzent

21.Leave Type: we can view all Type of Leave.
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ﬁAdd New LeaveType

Leave Type Code Carry Forward Yearly Limit Gender Allotment Type | |
|7 | |7 | |7 | |7 | |7 | |7 |
Restricted Holiday RHO 0 5 All Yearly A W view History Allot By Category
Casual Leave CL 5 10 All Yearky # W | View History Allot By Category
Paid Leave PL 5 10 All Vearly # @ View History Allot By Category
Sick Leave sL 0 10 Al Vearly # W | View History Allot By Category
| 14 ||T|\ P M| Pagesize:| 10 +| 4 items in 1 pages
Update Leave Type [*|
Auto Leave Allotment
Master Definition
Effective From
Name Casual Leave Code CL Allotment Type 2017
Applicable to Allow Megative Balance Dayls) 10.00 Carry forward Fimit .00
Increase leave month of employment
Description by 0.00 When 0 completed

D Is Loss of Pay

Leave "Allotment From' Settings

® Leave Date (O Confirmation Date

Master Definition
(a)Name: give Holiday Name.

(b)Code: give Holiday code.

om

D Prorated

Minimum Ealance

o

OJoining Date @Confirmation Date OF‘robation Completion Date

vail After ays of Employment Complete
OA il Aft D f Empl t C leted

U Leave Encashment
Max Avail Leave Per Month

(c)Loss of pay: if Employee is absent on selected Leave then mark as a LOP.

Auto Leave Allotment

(a)Allotment Type: we can select Monthly ,Quarterly,Half yearly or yearly.

(b)Effective from : select Date and Time.

|9 save ||A Close |

(c)Increase By:If you aregiving 2 Leave then every month 2 CL/PL/SL will automatically

credit to EmployeeAccount.
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When 6month of employment completed

(f)Carry forward: Leave forwarded to Employee Leave Balance.

Category | IncreaseleaveBy | EmploymentCompleted | Limit | CarryForwardLimit

Default 15.00 10.00 22.00 5.00

|V Save ‘

*Note:If you are giving 10 Leave for yearly limit then every year 10 CL/PL/SL will
automatically credit to EmployeeAccount.

22.Holiday Group: This option allow to view Holiday group list.

SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

| C] New ~ ‘ s Employees  # Memo Settings 4. Master Settings | a Assign | __ Device Management ~ | R Ulililies| v | 4} Recalculate Attendance 3 Attendance Register 3 Attendance Logs T Reports v
E3Add New Holiday Group

Holiday Group Code Haliday Group Name
i K

PH Public Holiday / il

RH Restricted Holiday 7 it

T ) Pagesie( 10~ 2items in 1 pages
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Add/Edit Holiday group:

Save HolidayGroup Details =

or - a x
— Add Edit HolidayGroup
Name  [PublicHoliday |
Short Name |PH |
Description
A

|“*|l“‘ir Save |

(a)Name: give Holiday name.
(b)Short Name: give short name and (c)Description: describe leave.

23.Public Holiday: this option will allow to view public holiday list.(applicable holiday)

SmartOffice

Biometrics and HRMS Solution

Admin Master  Leawve Management Device Management  Utilities Reports Help

| 9 Mew - | s Employees M Memo Settings 45 Master Settings | ﬂgssign = | __ Device Management v | & Utilities 43 Recalculate Attendance 3 Attendance Register 3§ Attendance Logs T Reports +

E34dd New Holiday  gImport Holiday Details

Holiday Name Company Holiday Date Holiday Type

| = |l = | = | k4

Indipendence Day 15-Aug-2017 Mandatory PN
Rakshabandhan 07-Aug-2017 Mandatory A i
Ganesh Chaturthi 25-Aug-2017 Mandatory PN

|| 4 kM Page size:| 10 = 3 items in 1 pages
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Add/Edit public holiday

Add Holiday | X |
— Public Holiday
Holiday Name* |Indipendence Day |
Company* | All ¥ | Date | 15-Aug-2017

Holiday Type* @ Mandatory Restricted
Holiday Group |ﬁ|| v

Description

i

|¥Save ||X Close |

Import Holiday Details: If you have multiple holiday list you can upload at a time from this
option

24 .Department Shift: This option will allow to view Department Shift.

SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

| =9 New ~ | s Employess @ Memo Settings 4,5 Master Settings | @ Assign * ‘ . Device Management ~ 2 Utilities ~ 4§ Recalculate Attendance wAttendance Register @Attandanca Logs z Reports +

oAsSign Department Shift
Shift Code Shift Date Shift Begin Time Shift End Time Is Break1 Is Break2 Department Last Modified Date
il ¥ kd K K K K K

GS 02-Jun-2017 09:15 18:30 o 0 TSE 05-Jun-2017 11:30 AM A
G5 03-Jun-2017 09:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM PR )
G5 04-Jun-2017 09:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM Pl |
GS 05-Jun-2017 09:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM PR |
GS 06-Jun-2017 09:15 18:30 0 0 TSE 053-Jun-2017 11:30 AM PR |
GS 07-Jun-2017 09:15 18:30 o 0 TSE 05-Jun-2017 11:30 AM A
GS 08-Jun-2017 09:15 18:30 o 0 TSE 05-Jun-2017 11:30 AM s m
G5 09-Jun-2017 09:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM Pl ]
GS 10-Jun-2017 09:15 18:30 0 0 TSE 05-Jun-2017 11:30 AM PR |
GS 11-Jun-2017 09:15 18:30 0 0 TSE 053-Jun-2017 11:30 AM PR |

| |l| |L|2 3 |L‘ ‘l‘ Page size: |10_V| 29 items in 3 pages
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How to Assign Department Shift?

Go to Department Shift and select Assign Department Shift.

Assign Department Shift [ X |
— Assign Department Shift

Department | Software v

Shift S T

From Date | 01-Dec-2015

To Date 20-Dec-2015

|'“:>|l"““¥ Save ”?& Close |

e i~ ~ PR

(a)Department: select Department for Employee

(b)Shift: select Shift for Employee

(c)From date: Begin Date for Employee Department Shift.
(d)To Date: End Date for Employee Department Shift.

25.Employee Shift: This option is allow to view Employee Shift list.

)
SmartOffice
Biometrics and HRMS Solution
Admin Master Leave Management Device Management Utilities Reports Help
| =9 New ‘ & Employess M Memo Settings 45 Master Settings | @Assign - | __ Device Management ~ | A Utilities ~ 4% Recalculate Attendance T3 Attendance Register 3 Attendance Logs & Reports ~ |
Assign Employee Shift
From Date | To Date | Shift Code ‘ Employee Code ‘ Employee Name ‘ Company ‘ Department | Category | Designation | Location | Status | |
|7 | [ hd d d d d d il il d
01-Jun-2017 30-Jun-2017 G5 001 ABC Biomax TSE Default Working / ﬂ
01-Jun-2017 30-Jun-2017 G5 002 XYZ Biomax Default Default ‘Working / ﬂﬁ
|\IH1”1“|HN| Page size:| 10 | 2 items in 1 pages
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How to Assign Employee Shift?

Go to Employee Shift select Assign Employee Shift and give to Date, from Date, Shift
Type,Employee and click on Assign Employee Shift.

Assign Employee Shift

H% = @ X
From Date 01-Jun-2017 To Date 30-Jun-2017 Shift GS v
O | Code | Name ‘ Company ‘ Department ‘ Category ‘ Designation ‘ Location ‘ Status | EmploymeniType
[v] [v] [v] [v] [v] [v] v | woring v v
o 001 ABC Biomax TSE Default ‘Working
It 002 XYZ Biomax Default Defauit ‘Working
| 1|« HIH b || M| Pagesize:[ 10 ~| 2 items in 1 pages
Total Selected Records-1

|‘7ii Assign Employee Shift |

26.Employee Register Attendance: you can view Employee status monthly wise A/P.
(A)Absent

(P)Present

SmartOffice

Biometrics and HRMS Solution

Last Login- 05-Jun-2017 04:38:46 PM 2, Welcome ess!
Admin Master

Leave Management Device Management Utilities Reports Help
| 29 New ~ |$ Employees # Memo Settings 4 Master Settings | aAsslgn ~ | __ Device Management ~ | /& Utilities ~ 4F Recalculate Attendance T3 Attendance Register [ Attendancelogs I Reports ~
Month | Jun | Year| 2017 v ,(k Go | IPresEnt Week\yoﬁlHoIidayIAbsentIO’verride
EExportToExcel
Employee Code ‘ Employee Mame ‘ Location | 1-Th‘ Z-FH‘ 3-551 4-SU| 5-M4 6-Tu| 7-W+ E-Th‘ 9-Fn‘ 1U-S| 11-5{ 12-74 13-T4 14-\'1 15-TP| 16-F‘ 17-5{ 13-S| 19-74 ZU-T4 21 -\'1 22-TP| 23-F‘ 24-5{ 25-S| 26-7'11 ZT-T{ ZB-V{ ZB-TI 30-F| 3
7] 7] 7]
o aec [ a a s ]
002

XYZ

1412 Hiral Ahmedabad - PoDH D[cu--

[w| [« |[1][» || Pagesize|10 ~|

3items in 1 pages
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27.Employee Attendance Logs:you can view EmployeeAttendance log and you can add
remark.

SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

29 New ~ | i Employees ¥ Memo Settings 4 Master Settings ‘ aAsswgn hd ‘ __ Device Management ~ | & Utilities » 4J Recalculate Attendance 3 Attendance Register 3 Attendancelogs ¥ Reports ~

From Date | 05-Jun-2017 To Date | 05-Jun-2017 | @, Filter |

|@ Update Attendance || /' Update Remarks | |

D AttendanceDat% Er::l:yee Employee Name | Company Department Shift BeginTime EndTime InTime QutTime Duration LateBy EarlyBy Remarks | Status -
AL | v v [

D 05-Jun-2017 001 ABC Biomax TSE General 09:15 18:30 00:00 00:00 0 1] 0 I:::,tiiﬂc: Absent

D 05-Jun-2017 002 X¥Z Biomax Default General 09:15 18:30 00:00 00:00 0 1] 0 Absent

D 05-Jun-2017 1412 Hiral Biomax TSE General 09:15 18:30 00:00 00:00 0 1] 0 Absent

How to update Employee Remark?

Go to Master- Employee Attendance Logs,go to update remarkselectEmployee and give
attendance remark

SmartOffice

Biometrics and HRMS Solution

Admin Master  Leave Management Device Management  Utilities Reports Help

1= MNew ~ | & Employees M Memo Settings 4§ Master Settings | @ Assign ~ Device Management ~ | 2% Utilities ~ 4# Recalculate Attendance Attendance Register 3 Attendance Logs I Reports -
[allef’d g i} o — i ) il o

From Date | 05-Jun-2017 To Date | 05-Jun-2017 | @ Filter |

,@ Update Attendance || /' Update Remarks | |

AﬁendanceData| Employee Code | Employee Name ‘ ‘Company ‘ Department | Shift BeginTime EndTime InTime QutTime Duraticn LateBy EariyBy | | Status Remarks
|V ¥ |V |V |v
05-Jun-2017 00 ABC Biomax TSE General 09:15 18:30 00:00 00:00 0 0 0 Absent
05-Jun-2017 002 XYZ Biomax Default General 0%:15 18:30 00:00 00:00 0 0 0 Absent
Update Attendance Remarks X

Notice Period|

Update Attendance Remarks
’7 Remarks

P

|V5ava | | Close |

28.Employee Leave Summary:you can view the status of leave that is Leave Taken, Leave
Allowed, Leave Balance , All Leaves and you can Import Leave Balance at a time.
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Admin  Master  Leave Management  Device Management  Utilities  Reports  Help
| I‘qﬂew ~ | age Employees M Memo Settings £} Master Settings | aﬁssign - | __ Device Management - | & Utilities = 4} Recalculate Attendance E Aftendance Register E Attendance Logs § Reports ~ |
Show Leaves Filter Emp
2017 v - - ; ; g
yeer 207 ¥ |0 L qve Taken © Leave Alowed © Leave Baiance © Al |'7'"“”" Leave Balance | lempioyee Code Employee Name | Company [A1 ¥ |Department [Al 1|, Fiter |
RHO- RHO- COFF- COFF-
Employee Name Employee Code ‘Company Department al RHC-Taken 5a Al COFF-Taken - CL-Allowed | CL-Taken CL-Balance | PL-Allowed | PL-Takenm PL-Balance | SL-All
ABC om Biomax TSE 5 a 5 a a 0 10 0 10 10 0 o o
xZ o0z Biomax Deefault 5 a 5 o o 0 10 0 1o 10 Q o o

|||¢||uﬂ\b||u| pagesize: 10 |

How to Import Employee Leave?

Go to MASTER - Employee Leave Summary-click onEmployee Leave Balance
anddownload File Formate. Select path where you save EmployeelLeave and click on Import.

SmartOffice

Biomeatrics and HRMS Solution

Admin Master Leave Management Device Management Utilities Reports Help

| 59 New ~ |4".‘Emplnyees M Memo Settings 4§ Master Settings | ﬂgssign - | __ Device Management - | A Utilites = 4§ Recalculate Attendance 3 Attendance Register 3§ Attendance Logs | Reporis ~ |

Filter Employee

Show Leaves

2017 v i - - — =
year Show (O Leave Taken O Leave Allowed O Leave Balance (O All |‘Ml Employse Code Employee Name| |C0mpany|N| ¥ |Department (Al v ||Q§ Filter |
Employes Mame | EmployesCode | Company Department LHD' . | RHO-Taken | e | COF | COFF-Taken | COF= | CL-Allowed | CL-Taken | Cl-2slance | PL-Allowed | PL-Tsken | PL-Balance | SL-All
=) untitied Page MG = O X i
- — ;
ABC oo Bicmax TSE 3 r—Import Employee Leaves 10 0 10 10
HYZ o0z Biomax Default c Example File Format File Format o o o i
Year | 2017 ¥
Path | Select
O Override

| Import ||x Close |

L I
ImpertEmployeeleaveBalance.aspx

|||c||.|ﬂ|n|u| Pagesize: |10~ |
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H - 5 EmployeeleaveBalance - Excel ?T EH - O %
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
o o = iti ing - - -
D 8’& Calibri da s ==E 8- E—?’ General %CondltlonalFormattmg %"Inser‘c Z %Y H
Pact By - GFormatasTable' &2 Delete ~ - Sort & Find &
aste - - - = = = - - .0 .00 e Le] n
- ~ B I L & L - - $ % * i 5o ECE” Styles - ElFormat~ &~ Fier- Select~
Clipboard Font P Alignment ] Mumber [P Styles Cells Editing A
Al - ke EmployeeCode v
A B C D E F G H J K L M -
1 |Emplovee(:ode _lLeaveT\rpel LeaveTypel LeaveType3 LeaveTyped LeaveType5S LeaveType6
2
3
4
5
4]
7
8
9
10
1
12
13
EmployeeleaveBalance ) 1 »
READY H M -———+ 100
29.Dashboard: You can view company wise status Report.
SmartOffice
Biometrics and HRMS Solution
Admin Master Leave Management Device Management Utilities Reports Help
| 29 New ~ |3Employees M Memo Settings 46 Master Settings ‘ agssign ~ |__ Device Management + | & Utilities ~ 4} Recalculate Attendance 13§ Attendance Register 3§ Attendancelogs I Reports ~
View Dashboard by Company:- All -
M3 ch il FonneclediSeats) Employee PresentAbsent Count
Device Name Location Last Download Date LastPing
£ £2 57 m
Mo records to display.
ILIILIILI | M Pagesize: |10 ~ 0 items in 1 pages
Machine Dis-Connected Status : ,':L?:n':t

Device Name Location Last Download Date LastPing

7 &)

New Gujrat 01-Jan-1300 12:00 AM 02-Jun-2017 10:42 AM

||4||<||>H>I\ Page size: [ 10 = |

1items in 1 pages

30utOf3

(i)Present

(it)Absent

(iv)Leave count
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* Leave Management: This option allow to Manage all Type of Leave.
()Employment Outdoor Entries.

(i)Employee Leave Entries.

(ilf)Employee Leave Credit History.

(iv)Employee Restricted Holiday Entries.

(v)Assign EmployeeComp Off Accrual.

Smart Office

nd HEMS Solu

Admin Master | Leave Management | Device Management Utilities Reports Help

= $ Employee OutDoor Entry ~ ™~ .
59 New - | F 3 fmployEs Cutoer ey 5 ‘ ﬂgss gn - | __ Device Management ~ | A& Utilities ~ £J Recalculate Attendance ¥ Attendance Register 3 Attendance Logs [ Reports +
.‘ Employee Leave Entries
& Employee Leave Credit History View Dashboard by Company:- Al

¢ OverrideEmployeeleaveBalance

Employee Restricted Holiday Entry
—r= @ | Employee Restricte R Employee PresentAbsent Count
fachine Connejii
& Assigh Employee CompOffaccrua
Device Name - te LastPing
& Employee CompOffEntry
L] =]

M E7

No records to display.

| L] | 4 ml 3 1 M Page size: (10~ 0 items in 1 pages
Machine Dis-Connected Status ® Present
W Absent
Dewice Name Location Last Download Date LastPing
| e | e | ) |7
New Gujrat 01-Jan-1900 12:00 AM 02-Jun-2017 10:42 AM
[ ff (1] | m| Pagesize: |10 -| 1 items in 1 pages

30utOf3

(1)Employee Outdoor Entries: If Employee is not Present in the office and Employee went
somewhereelse due to official work then Employee can apply Outdoor Entries.

Employee Outdoor Entries List:
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Admin Master Leave Management Device Management Utilities Reports Help

| 24 New ~ |J?‘Errp oyees M Memo Settings  4F Master Settings | ﬂgss'gn - | __ Device Management ‘ 24 Utilities = 4 Recalculate Attendance \:j Attendance Register BAt:encan(e Logs § Reporis |

) Assign Employee Out Doar Entry

From Date | To Date Employes Code ‘ Emplayes Name ‘ Company | Department Category Designation Is Approved Approved By | ‘

|7 gl |7 |7 | 7| |7 gl |7 |7 | |7

02-Jun-2017 02-Jun-2017 1412 Hiral Biomax TE Default Suppart Enginesr 1 assl PR |

LR |'\|I’ | M| Pagesize:|10 ~ | 1 items in 1 pages

How to apply outdoor entries?
Go to Leave Management and select Assign Employee Outdoor Entries, From Date, To Date

Begin Time, EndTime, Outdoor Type, Remark, Employee and click on
AssignEmployeeOutdoor Entries.

(a)From date:From Date is the Start Date of OutDoor.

(b)To Date:to Dateis the End of Outdoor.

(c)Begin Time: give start time for Outdoor

(d)End Time: give End Time for Outdoor.

(e)Outdoor Type: give Outdoor TypeOfficial,Personal or Out of Station.
() Remark: give Reason for Apply Outdoor Entry.

(g)Employee: select particular Employee for Assign Outdoor Entry.

Note:If approved option is not checked then the Outdoor Entry will not applicable.

(2)Employee Leave Entries:This option will allow to view Employee Leave Entries.
Employee can AssignLeave including remarks here.
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Admin Master Leave Managemer Device Management Utilities Reports Help
| ] Mew - ‘ s Employees M Memo Settings  4) Master Settings ‘ aﬁssign - | __ Device Management | /& Utilities + &) Recalculate Attendance {v] Attendance Register ‘{,‘,’iAttendance logs E Reporis -
D) Assign Employee Leave Entry
From Date To Date Employee Code | Leave Code Employee Name Company Department Catagory LeaveStatus Session Status Is Approved | Approved By
4| 4| v |V v (7] ¥ |v ¥ |V |V [V |V
19-May-2017 21-Jun-2017 001 cL ABC Biomax TsE Default 1.00 Al Working 1 essl /’ ﬂ
03-Jun-2017 03-Jun-2017 1412 oL Hiral Biomax TSE Dafault 100 Al Working 1 essl PR
|\4H<|m|b||bl\ Pagesize:[ 10~ | 2items in 1 pages

How to assign Employee leave entry?

Go to Leave Management and select Employee Leave Entries you will get Assign
Employeeleave Entry window.

SmartOfﬁce

= and HRMS Sclut

Adimin Master Leave Mar Device Utilities Reports Help
| ] New = | i Employees M Memo Settings L} Master Settings | a Assign | —_ Device Management = | A Utilities +  4J Recalculate Attendance 3 Attendance Register 3 Attendance Logs I Reports =
[F] Assign Employee Leave Entry oG oo F X
Leave Status @ Full © Half © Quarter From Date| 03-Jun-2017 | [ ToDate| 03-Jun-2017 | Leae[CL ¥ Dlisapproved Approvedyfessl | Remanis Personal .
Session ’
[ | Code Name Company Department Category Designation Location Status EmploymentType
|7 |7 |7 ILEl ILdl 17| || | [Working |7 ||
(= on ABC Biomnax TSE Default Working
(= ooz XZ Biomnax Default Default Working
W iz Hiral Biomax TSE Default Support Engineer Ahmedabad Working Permanent
|K||1|F||D-|M| Pagesizez| 19 ~ | 3 itemsin 1 pages

Total Selected Records-1
,+ Assign Employee Leave Entry J

Select Leave Status, From Date, To Date, Leave, Remark, Employee and click on Assign
Employee Leave Entries.

(a)Leave Status: select Leave Status for Leave (Full,Half&Quarter).
(b)From Date: start Date for Leave. (c)To Date: End Time for Leave

(d)Leave: select Leave for Apply (PL,SL OR CL).
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(E)Remark: give Reason for Apply Leave.
(HEmployee: select particular Employee for Assign Leave.
Note: (i) Remark: you have to write in remark BOX.

(if)Session: if Employee Applying Half day Leave then Session should be select.

(3)Employee Leave Credit History: This option will allow to view all Type of Employee
Leave Credit History Details.

Sma,rtC)I‘ fice

nd HEMS Solu

Admin  Master  Leave Management  Device Management  Utilities  Reports  Help

| 9 New v |.‘?¢En"p oyees #F Memo Settings £F Master Settings |aa_\ss'gn - | __ Device Management = | A Utilities ~ 4} Recalculate Attendance 0¥ Attendance Register 3§ Attendance Logs § Reporis «

[~ Credited Date

From Date| 05-0n-2017 | B8 Topeve| 05un2017 | [EmeloseeCoce|  |emolojee Name| | Firter |

Credited Date Credited Cycle | Emp Code | Employee Name LeaveTypeMName | LeaveTypeCode Credited
|| |7 || |7 | 7|
05-Jun-2017 10:19:55 AM 01-Jan-2017 001 ABC Restricted Holiday RHO 5
05-Jun-2017 10:19:55 AM 01-Jan-2007 001 ABC Comp Off COFF 0
05-Jun-2017 10:19:55 AM 01-Jan. 001 ABC Casual Leave CcL 10
05-Jun-2017 10:19:55 AM 01-Jan-2017 001 ABC Paid Leave PL 10
05-Jun-2017 10:19:55 AM 01-Jan-2017 001 ABC Sick Leave sL 10
05-Jun-2017 10:21:40 AM 01-Jan-2017 002 WYL Restricted Holiday RHO 5
05-Jun-2017 10:21:40 AM 01-Jan-2007 002 XYL Comp Off COFF 0
05-Jun-2017 10:21:40 AM 01-Jan-2017 002 X¥Z Casual Leave CcL 10
05-Jun-2017 10:21:40 AM 01-Jan-2017 002 KYZ Paid Leave PL 10
05-Jun-2017 10:21:40 AM 01-Jan-2017 002 WYL Sick Leave sL 10
||| |_\|2 | » || m| Pagesize:|i0 = | 15 items in 2 pages

(4)Override Employee Leave Balance:Employee can Override his/her leave balance from
this leave management option.
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Admin  Master  Leave Management  Device Management  Utilities  Reports  Help
| =9 New - | 4 Employess M Memo Settings 4 Master Settings | aguign - | . Device Management | & Utilities = 4} Recalculate Attendance w Attendance Register E Attendance Logs | Reports
EDOvenide Leave Balance
EmployeeCode Employ CreditedCycle LeaveTypeCode LeaveTypeName LeaveBalance
[¥] [¥] [¥] v [¥] [¥]
1412 Hiral 01-Apr-2017 cL Casual Leave 12 / o]
001 ABC 01-Apr-2017 CcL Casual Leave 15 V4 o

||I1||¢|m|b|\bl| Page size: |10 = |

(4)Employee  Restricted Holiday:

Employee
IfRestrictedHoliday is there.

SmartOffice

Biometrics and HRMS Solution

can

2 items in 1 pages

Assign  Restricted Holiday

Admin Master Leave Management Device Management Utilities Reports Help
| =9 New = | i Employees M Memo Settings 45 Master Settings ‘ aéssign - ‘ __ Device Management ~ | & Utilities + 4§ Recaleulate Attendance 3 Attendance Register 3 Attendance Logs  F Reports = ‘
iEB4ssign Employee Restricted Holiday Entry
Holiday Date Employee Code Employee Name ‘Company Department Category Designation Location Status Is Approved Approved By
=] Kl kd kd kd =] ] L] kd kd tr
25-Jun-2017 001 Bhoomi Default Default Default Working 1 biomax .)’ 0]
25-Jun-2017 002 ABC Default Default Default Wiorking 1 biomax Pl |

i) | pagess 10~

*How to Assign Employee Restricted Holiday?

2 items in 1 pages

Go to Leave Management-Employee Restricted Holiday Entry select Employee and click on

Assign Employee Restricted Holiday.
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Assign Employees Restricted Holiday

Restricted Holiday Assigned Successfully for Employee-166.

v

| ok |

(5)Assign EmployeeComp Off Accrual: If one Employee has work in weekly off, instead of
weekly off . If Employee wants a Comp Off Leave then in this option Employee has to apply
that day for acomp off accrual. (after confirmation Employee can Eligible to get a Comp Off

Leave.)

SmartOffice

d HEMS Salut

Admin  Master  Leave Management  Device Management  Utilites  Reports  Help

Recalculate Attendance \}j Aftendance Register \:5 Attendance Logs | Reports

| 9 New - | 4 Employees #f Memo Settings 4§ Master Settings | iﬁss'gn A | __ Device Management - | -~ Utilities ~ &3
Erom Datz| 05-Jun-2017 B ToDste| 05-Jun-2017 5 = Approved Approved By |B55] Remarks
| Code Mame Company | Department | Category Designation Location Status EmploymentType
|| || Kdl Kdl Kdl il | ¥ | | |Working K4 |7

ool AT Bioman TSE Default Working

oo2 T Bioman Default Default Working

1412 Hiral Biomax TSE Default Support Engineer Ahmedabad Working Permanent

LERR |I|H | M | Pagesize:| 10 ~ | 3itemsin 1 pages
Total Selected Records-

| 4 Credit Comp OF |

(6)EmployeeComp Off Entry: you can Apply Comp OffLeave.
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Adrin

Master

Leave Management

Device Management

Utilities

Reports Help

9 New ~ | &5 Employees & Memo Settings 45 Master Settings ‘ ﬂgs;ign| - | __ DeviceManagement ~ | & Utilities = 4} Recalculate Attendance 3 Attendance Register {3 Attendancelogs T Reports +

Assign Employee Comp OFf G = @ X
From Date 03-Jun-2017 To Date  053-Jun-2017 Leave Status @ Fyr O Harr O 34 OQuarter s Approved Approved By essl Remarks
|:| Code Name Company Department Category Designation Location Status EmploymentType
|¥] |¥] id |¥] |¥] id [¥] |Woning ¥} id
|:| 00 ABC Biomax TSE Default ‘Warking
|:| 002 XNZ Biomax Default Default ‘Warking
|:| 1412 Hiral Biomax TSE Default Support Engineer Ahmedabad ‘Warking Permanent

1) 2 ) pagesine |10 |

3itemsin 1 pages

Total Selected Records-

*Device Management:-

[% Assign Employee Comp Off Entry |

(1)Device: This option will allow to view Current Device Status. You can Add/Edit Device
Iview User in Device.

1.Add New Device: This option will allow to Add New Device.

SmartOffice

Biomeatrics and HREMS Saolution

Admin

Master

Leave Management

Device Management

Utilities

Reports

Help

| =9 New = ‘ & Employees  # Memo Settings £ Master Settings | &l Assign ~ | __ Device Management | 2 Utilites v 4} Recalculate Attendance ¥ Attendance Register (¥ Attendance Logs I Reporis

£DAdd New Device |7 Refresh Device list e¥Export Device List
[ | Device Name SerialNumber Direction Location Company Last Download Date LastPing
] || v v v ]
|
O | Biomax OINT010057010802212 Alternate IniOut Gujrat 01-Jan-1900 12:00 AM | 02-Jun-2017 1042 AM | offine | # | @ | Wiew Users in Device

Device

|||¢\|«|M|>|\N| Page size:| 10 ~ |

1itemsin 1 pages

Add/Edit Device: go to Device Management —Device and select Add new Device.
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=] Update Device Details =% — O X

Add Edit Device

Device Name |Binma>{ |

Short Name |Binmax | Directicn |Alternate In'Out Device V|

Serial Number |GIN?EIlIZIEIE?DlEIEI32212 |

Connection Type | TCP/IP ~| 1P Address |192.168.1.203 |

DeviceTyvpe ® Attendance O Access O Canteen

il

Company | Al v

Time Zone Admind

Location Gujrat [=

(a)Device Name: give Device Name.

(b)Short Name: give Short Name for Device.

(c)Direction: give Direction for Employee

In Device, , AlterNet In Out Device or System Direction(In/Out Device).

In Device: If you select In Device Direction then all Employee punch will come only In
Direction.

Out Device: If you select Out Device Direction then all Employee punch will come only
Out Direction.

AlterNet In Out Device: If you select this option then you will get all Employee punch in
AlterNetDirection In /Out.

System Direction: If you are using direction option in the Device[check in-in, checkout-out]
or anti pass backfor Direction than in Software you have to select System Direction in/out.

(d)Serial Number: give Serial Number of Device.
(e)Connection Type: TCP/IP or USB.

(f)IP Address: give IP for Device ie.(192.168.1.50)
(g)Device Type: Attendance ,Access, Canteen

(h)Company: give Company Name for Device.
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(i)Master Device: If you want to give master permission then give Device Name or None.

(J)Location: Give Device Location

Update Device Details 5 % = O X
— Add Edit Device =
Device Name |E!i|:|ma)€. |
Short Name |Binmax | Directicn |Alternate In\Out Device v|
Serial Number |D]]\J?'DIDI]5?DIDB|32212 |
Connection Type | TCP/IP | TP Address 192.168.1.203 |
DeviceTyvpe ® Attendance O Accesz (O Canteen
Company |AII v| i
Time Zone Adminld
Location Gujrat | - |
IW‘? Save | I

2.ViewUser In Device: This option will allow to Delete User,RefreshUser,Block and
Unblock User.

g’.&dd New Device  "Update Selected Devices Push Details :’2 Refresh Device list 'ﬁ—'_lmport Device List a*Export Device List

v | Device Name | Direction Location Company Last Download Date LastPing | | | |
|7 | 7] |7 | | |7
v %90 Alternate In\Out Device  Bangalore 01-Jan-1900 12:00 AM offine ./ @  View Usersin Device
fif Delete Selected Users :’_2 Refresh Device Users 3_': Block Users fj_':UnBIock Users | |
Employee Device Code EmployesName Privilege ‘ FP Count ‘ IsPassword CardMumber
|7 | |7 |7 |7 | |7 | |7 |

1 1 Common User i} Mo r
100 Meetbhal Hareshbhai Solar Common User 3 Mo 5731113 /’
1001 SUVEER KUMAR GUPTA Common User 0 Mo 5742125 rd
1002 1002 Common User 0 Mo 5742186 /
1004 SULEKH CHAMND Common User 3 Mo 5754967 P

(a)Delete SelectedUser: This option allow to Delete UserFromDevice.

You select Employee which you want to Delete and click on Delete Selected User.
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fif Delete Selected Users :’; Refresh Device Users @ Block Users :’;UnBIock Users | |
Employee Device Code EmployeeMame Privilege | FP Count | IsPassword CardMumber
[ [ [ [T | [ [T |

Cd 1 1 Common User 6 Mo f
100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 /’
1001 SUVEER KUMAR GUPTA | Commeon User 0 Mo 5742125 r
1002 1002 Common User 0 Mo 5742186 P
1004 SULEKH CHAND Common User 3 Mo 5734967 e
1006 1006 Common User 0 Mo 5742278 ra

Device User x

Command has been submitted to Device Successfully.

v

L oK |

(b)Refresh Device User: This option will allow to view all User in Device. If you Added a
New User recently but the User is not showing in Device then you have to click on Refresh
Device User after that you will get Added User in Device .

(c)Block User: This option will allow to Block UserFrom Device.

fif Delete Selected Users :’j_,f Refresh Device Users ;’z Block Users Z‘UnBIock Users | |
| Employee Device Code ‘ EmployeeMame ‘ Privilege | FP Count | IsPassword CardMumber
| V| [ | [ | [ | | 7| | 7|
1 1 Common User ] Mo /’
L 100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 .r"’
1001 SUVEER KUMAR GUPTA | Common User 0 Mo 5742125 rd
1002 1002 Common Llser n Me 274218A 7

You select an Employee which you want to Block from Device and click on Block User.

Device User X

Command has been submitted to Device Successfully.

v

oK |

(d)UnblockUser: This option will allow to UnblockUser from Device.
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fif Delete Selected Users 3: Refresh Device Users 3: Block Users @UnBJock Users |

I

Employes Device Code EmployssMName Privilege | FP Count ‘ IsPassword CardMumber
[V ] |7 [ 7] || [V [ 7]

1 1 Common User ] Mo f

100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 /’
L 1001 SUVEER KUMAR GUPTA Commeon User 0 Neo 5742125 &

1002 1002 Common User 0 Mo 5742186 /’

1004 SULEKH CHAND Common User 3 No 5754957 ra

1006 1006 Commen User 0 MNo 5742278 rd

You select an Employee which you want to Unblock from Device and click on

UnBlockUser.

—= "
Device User

Command has been submitted to Device Successfully.

v

oK |

(e)Update User: This option will allow to give privilege to Employee.

How to update user?

Go to Device Management-Device-select Device and go to View Users In Device.

ﬁAdd New Device #*Update Selected Devices Push Details 3: Refresh Device list klmpud Device List &*Expcn Device List

‘ Device Name | Direction | Location | Company | Last Download Date | LastPing | | |
|7 g |7 |7 |7 |7
Cd APOLLO Alternate In\Out Device  hyderabad 15-0Oct-2015 03:05 PM 15-Oct-2015 03:10 PM offline / fil  View Users in Device
A Alternate In\Out Device | Ahmedabad 01-Jan-1900 12:00 AM 19-Oct-2015 10:58 AM offline f il View Users in Device
Smarty Alternate In\Out Device | Ahmedabad 01-Jan-1900 12:00 AM 20-Nov-2015 05:43 PM offine | # | T | View Users in Device
C-DIT Alternate In\Out Device 01-Jan-1900 12:00 AM 23-MNov-2015 01:07 PM offline / fil  View Users in Device

Go to view user in device
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fif Delete Selected Users @ Refresh Device Users @ Block Users f?"\ﬂUnBlock Users | |
O Employes Device Code EmployesMame Privilege FP Count IsPassword CardMumber
kd kd kd id kd id
(] 1 1 Common User ] Mo f
O 100 Meetbhai Hareshbhai Sclar Common User 3 Mo 5731113 e
(] 1001 SUVEER KUMAR GUPTA | Common User 0 No 5742125 rd
(] 1002 1002 Commeon User 0 Mo 5742186 s
(] 1004 SULEKH CHAND Commeon User 3 Mo 5754057 r
(] 1006 1006 Common User 0 Mo 5742278 f
a 101 BUCHI BABU Common User 3 No 5734453 7
(] 1011 1011 Common User 0 Mo 57549585 ,-5’
O 1012 1012 Commaon User 0 Mo 5746754 /’
O 1013 1013 Common User 0 Mo 5755047 &
Select Employee and go to Edit.
fifDelete Selected Users @ Refresh Device Users @ Block Users E?‘\DUnBlock Users | |
O Employee Device Code EmployeeMame Privilege FP Count IsPassword CardMumber
Ad Rd Kd Rd Rd Rd

v 1 1 Commen User i} Mo J"
(] 100 Meetbhal Hareshbhai Solar Common User 3 Mo 5731113 f
(] 1001 SUVEER KUMAR GUPTA | Commeoen User ] Mo 5742125 s
(] 1002 1002 Common User 0 Mo 5742186 )’
(] 1004 SULEKH CHAND Commeon User 3 Mo 57540957 P
()] 1008 1006 Common User 0 Mo 5742278 )’
O 101 BUCHI BABU Commeon User 3 Mo 5734453 j’
O 1011 1011 Common User 0 Neo 5754965 P
O 1012 1012 Common User 0 Ne 5746754 s
O 1013 1013 Common User 0 Neo 5755047 P

You will get User Update.
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Update User x

— Update Device User
Employee Device Code 1

Employee Device Mame

Employee Application 1

MName

Privilege Common User
Password

Card Number

Save || Close |

-~

(a)Employee Device Code: give EmployeeDevice Code ie.l

(b)Employee Device Name: give Employee Device Name.

(c)Employee Application Name: give Employee Application name.

(d)Privilege: This option will allow to give Permission for Common User or Administrator.

1.Common User: If you selected Common in Privilege for ParticulareEmployee then that
Employee will work as a Normal Employee.

2. Administrator: If you selected Administrator in privilege for particular Employee then
that Employee will work as a Administrator. And that Employeecan Edit whatever He/She
want in theDevice.

(e)Password: If you are selected Administrator in privilege for the Employee then you have
to give Password and particular Employee will Login in the Device by the help of this
Password.

(HCard Number: If you want to enroll card

(3)DevicelLogs: This option will allow to view Employee Logs/Logs Details/Edit Logs &
Delete Logs
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Admin Master Leave Management Device Management Utilities Reports Help

| 19 Mew - ‘ s Employees M Memo Settings 4§ Master Settings | ﬂ&ssign - | __ DeviceManagement ~ | A Utilities ~ 43 Recalculate Attendance 3 Attendance Register 03§ Attendancelogs T Reports +

Month [Jun | Vear | 2017 ~ |% Go |

oAssign Employee Manual Entry @ Refresh Device Logs ExportToExcel
LogDate + Device SerialNumber Att Direction E Device Code Employee Code Employee Name Company Department LogRecordLocatis
i 7] i kg id i i Ad kg

05-Jun-2017 06:30:00 PM  ME(Attendance) out 001 001 ABC Biomax TSE )’ m
05-Jun-2017 06:30:00 PM  ME(Attendance) out 002 002 XYZ Biomax Default f’ ﬁﬂ
05-Jun-2017 06:30:00 PM  ME(Attendance) out 1412 1412 Hiral Biomax TSE }’ @
05-Jun-2017 09:30:00 AM  ME(Attendance) in 001 001 ABC Biomax TSE f @
05-Jun-2017 0%:30:00 AM  ME(Attendance) in 002 002 X¥Z Biomax Default /’ m
05-Jun-2017 09:30:00 AM  ME(Attendance) in 1412 1412 Hiral Biomax TSE f’ ﬁﬂ
04-Jun-2017 06:30:00 PM  ME(Attendance) out 001 001 ABC Biomax TSE _}’ @
04-Jun-2017 06:30:00 PM  ME([Attendance) out 002 002 X¥Z Biomax Default )’ m
04-Jun-2017 06:30:00 PM  ME(Attendance) out 1412 1412 Hiral Biomax TSE f’ ﬁﬂ
04-Jun-2017 0%:30:00 AM  ME(Attendance) in 001 001 ABC Biomax TSE )’ @

a1z [ pagesaei 10 - | O

Assign Manual Entry: go to Device Management-Device Logs and click on Assign
Employee Manual Entry.

Assign Employee Manual Entry H% = al X
FromDate | 05-lun-2017 ToDate | 05-Jun-2017 Time )  Direcion [in v| Device |ME(Attendance) - WarkCade Remaks [ ]
|:| Employee Code Employee Mame Company Department Category Designation Laocation Status EmploymentType
| 7] | |1 |7 |7 | ¥ Working 7 kd

001 ABC Biomax TSE Default ‘Working

|:| 002 Wz Biomax Default Default Working

|:| 1412 Hiral Biomax TSE Default Support Engineer Ahmedabad Working Permanent

| ‘IiH(‘lbllill Pagesize:lﬂ] Vl 3itemsin 1 pages

(a)From Date: select Start Date to Employee for Manual Entry.
(b)To Date: select End Date to Employee for Manual Entry.
(c)Time: give time ie. 09:15

(d)Direction : In/Out

Select Employee and click on Assign EmployeeManual Entry
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Employee Manual Entry

o]

r Employee Manual Entry Assigned Successfully.

(4)Upload User to Devices: This option allow to Upload User to device .

#| | SerialNumber | Device Direction Location

LastPing

Device Code

Employee Code

Employee Name

Company

Department Emp. Device Name

Priviled

K v K id

K

17|

Kd

|

v 17|

¥ 035648764636 x90 System Direction{lr Bangalore

1622

1622

Diwakar

Software

1625

V.Sriprakash

Default

Software

<

»

[« |[2][» }{ o | Pagesize:10 =]

1items in 1 pages

[}« |[z]{» J{» | Pageste:100 ~|

2 items in 1 pages

How to Upload User to Device?

Go to Device Management —Upload User to Device- selectDevice serial number and

[ Fingerprint [ Card & Upload |

selectEmployeewhich u want to upload to particulars devices &click on Upload.

Upload Users to Device

[

’ 4 Command has been submitted to Device Successfully.

Note: If you want to upload Fingerprints and Card then you have to select before upload.

(5)Download Device Logs by Specific Date: This option allow to Download Device logs

by Specific Date.
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Employee|AII V|From Date | 05-Jun-2017 To Date | 053-Jun-2017
] | | Direction Location LastPing
[ gl [
[ MNew Alternate In\Out Device Gujrat 02-Jun-2017 10:42 AM
LG | Pagesize |10 | 1 itemsin 1 pages

How to Download Device Logs by Specific Date?

Go to Device Management —Download Device logs by Specific Date-

(a)Employee: select Employee to Download logs.

(b)From Date: select Employee Start logs Date to Download

(c)To Date: select Employee End logs Date to Download.

(d)Device: select particulars Device to Download. And click on Download.

Download Device Logs

x

Command has been submitted to Device Successfully.

(o]

(6)Search User in Device: This option will allow to search Employee in Device.

Search User In Devices

|Q Download |

Employee Hiral-141 2|

[+]|@ Fitter |

| Direction

| Location

LastPing

|7 |

Mo records to display.

hd
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(7)Delete User to device:

This option allow to Delete User from Device.

[Wl{«)[)2 345678910 fr|[n| Pagesizef10 -]

[ | SerialNumber | Device Direction Location LastPing [ | Employee Code Employee Name Privilege FP Count. IsPassword CardNumber
I |&2)! )| J+]| 7] (2] i | N 2 | 2 N 2 S N

[ | 674015310067¢ ATST Alternate In\Out De Delhi 21-Nov-2015 12:27 PM [ HR MGR Common User 0 Mo

O TE Alternate I\Out De Delhi (] 5777 57T Common User 0 No

[ | 3157152400317 CM Alternate In\Cut De chennai [ | 239 2396 Common User 0 No

[ | #31615240031¢ avi talgja In Device 05-0ct-2015 12:56 PM @ 1001 SUWEER KUMAR GUPTA | Common User 0 No

[J | 3166172470061 TD Alternate In\Out De (0] 1008 GAURAV KUMAR GUPTA | Commaon User 3 No

[ | 3154543545 | LMC In Device o | 117 1017 Common User 3 No

[ | 292654251064¢ Surya In Device Test @ 1024 AMIT GOYAL SR Common User 4 No

[J | 642615250052( CQURD1 Alternate In'Out De Mumbai ; (] 1028 SUSHIL KUMAR Common User 3 No

[ | 642615265000 CQURDZ Alternate InYOut De Mumbai (] 1036 ANIL KUMAR CHAUHAN | Commaon User 3 No

[ | 0426135100383 APOLLO Alternate In\Out De hyderabad 15-0ct-2015 03:10 PM (0] 1040 CHANDRA PRAKASH AGA Common User 3 No
O 2> | (1] Pagesizm(10_- | FPS—

1332 items in 134 pages

a Delete
Select Employee which you want to Delete and click on Delete.
] | SerialNumber | Device Direction Location LastPing O Employee Code Employee Name Privilege FP Count IsPassword CardNumber
2 2 I <] 2 2 2 2 B 2 g [ 5
4 674015310067 ATST Alternate In\Out De Delhi 21-Nov-2015 12:27 PM v s HR MGR CommonUser 0 No
o1 e Alternate In\Out De Delhi v s 5777 Common User 0 No
O | 3157152400317 CM Alternate In\Out De chennai < 2396 2396 ‘Common User (1] No
[J | 631615240031¢ avi talcja In Device 05-0ct-2015 12:56 PM v 1p01 SUVEER KUMAR GUPTA  Commen User 1] No
[ | 3166172470062 TD Alternate In\Out De O | 1008 GAURAY KUMAR GUATA | Common User | 3 No
O 3154543345 | LMC In Device | O w0 1017 Common User | 3 No
[0 | 292654251064¢ Surya In Device Test @ 1024 AMIT GOYAL SR ‘Common User 4 Mo
[ | 642615250052 CQURDL Alternate Im\Out D Mumbai O | w2 SUSHIL KUMAR Common User | 3 Mo
[ | 642615265000¢ CQURD2 Alternate In\Out De Mumbai (] 1036 ANIL KUMAR CHAUHAN | Commen User 3 Mo
[ | 0426135100387 APOLLO Alternate In\Out De hyderabad ~ 15-Oct-2015 03:10 PM O |0 CHANDRA PRAKASH AGA Common User | 3 No
| (W} «][z]2-3 > |[¥ ] Pagesizst{10 ~]| 30items in 3 pages — — —
—— —— — ||1HL|23456?B‘110 w| » 0] Pagesize:[10 +| 1332 items in 134 pages
a Delete
— -
Delete Users to Device x
3
3 V Command has been submitted to Device Successfully. J

(8)Block Unblock User in Device: This option allow to Block and Unblock User in Device.
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(] Direction Location LastPing ] | Employee Code Employee Name Emp. Device Name Privilege FP Count IsPassword CardNumber
I« [ el |l [v] b || I 2 N N | 2 N
@ |ATST Alternate In\Out Device Delhi 21-Nov-2015 12:27 PM | 458 HR MGR Common User 0 No
@ |1 Alternate IM\Qut Device Delhi 0| 5777 5777 Common User 0 No
O |cm Alternate Im\Out Device chennai O 2396 2396 Common User 0 Mo
@ avi taloja In Device 05-0Oct-2015 12:56 PM O | 1001 SUVEER KUMAR GL Common User O No
@ | Alternate Im\Out Device [0 | 1008 GAURAV KUMAR G Common User 3 No
O | e In Device O w07 1017 Common User 3 No
O | Suya In Device Test O | 1024 AMIT GOYAL SR Common User 4 No
(] CQURDL Alternate In\Out Device Mumbai O | 1028 SUSHIL KUMAR Common User 3 No
O | CQURD2 Alternate In\Out Device Mumbai O | 1038 ANIL KUMAR CHAL Common User 3 No
© | apOLLO Alternate In\Out Device hyderabad 15-0ct-2015 03:10 PM [ 1040 CHAMDRA PRAKASI ‘Common User 3 No
‘ |1| |z‘ 23 |I| |E| Page size: |E| 30 items in 3 pages ‘ |E| |I| 2345678910 . ‘I‘ |E| Page size: |E| 1332 items in 134 pages

& Block | | @ UnBlock
How to Block and Unblock User in Device?

Go to Device Management-Block Unblock User in Device.

Select Device and Employee to Block and Unblock User in Device.
(] Direction Location LastPing [ | Employee Code Employee Name Emp. Device Name Privilege FP Count. IsPassword CardMNumber

|20 I E 2 I | =] | Kl i | 3 O

ATST Alternate In\Out Device Delhi 21-Nov-2015 12:27 PM 459 HR MGR Common User 0 Mo
o |1 Alternate In\Out Device Delhi @ | 5777 5777 Common User 0 Mo
@ | Alternate In\Out Device chennal @ | 2396 23% ‘Common User 0 No
[ | avitaloja In Device 05-Oct-2015 12:56 PM 1001 SUVEER KUMAR GL ‘Common User 0 No
[ 1] Alternate In\Out Device 1008 GAURAY KUMAR G Common User 3 No
O | Mc In Device O w017 1017 Common User 3 No
(] Surya In Device Test O | w024 AMIT GOYAL SR Common User 4 Mo
(] CQURD1 Alternate In\Out Device Mumbai O | 1028 SUSHIL KUMAR Common User 3 Mo
(] CQURD2 Alternate In\Out Device Mumbai O 1036 ANIL KUMAR CHAL Common User 3 Mo
(] APCLLO Alternate In\Qut Device hyderabad 15-Oct-2015 03:10 PM O 1040 CHANDRA PRAKAS! Common User 3 Mo

‘ [« [[x]z-a[» |[ 0] Pagesize:r{ 10 ~| 30 items in 3 pages | (W] «|[z]z3 4567800 wlr|[n] Pagesielo - 1332 items in 134 pages

Click Block and Unlock

0] | &y

| CORCINTL LFL IR A AT

Block_UnBlock Users to Device

i H

| v

Command has been submitted to Device Successfully.
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(9)Device Commands: This option allow to view Status of Command which you have
execute recently in smart office software.

*you can see the Triggered Command Status Pending/Success.

Ti Delete Selected Device Commands @Refresh

Employee-

]| Title DeviceSName Status CreationDate ExecutionDate
Rd kd Rd Rd Rd

(¥ Block User GAURAV KUMAR GUPTA ATST Pending 2015-11-24 12:25:09 1900-01-01 i
[#  Block User SUVEER KUMAR GUPTA ATST Pending 2015-11-24 12:2509 1900-01-01 i}
(¥ Block User HR MGR ATST Pending 2015-11-24 12:25:09 1900-01-01 )
O | Block User 5777 ATST Pending 2015-11-24 12:19:13 1900-01-01 i
[ | Block User HR MGR ATST Pending 2015-11-24 1219:13 1900-01-01 @
[ | Delte User 1001 ATST Pending 2015-11-24 1217:21 1900-01-01 i}
[ | Delte User 2396 ATST Pending 2015-11-24 12:17:21 1900-01-01 i}
[ | Delte User 5777 ATST Pending 2015-11-24 1217:21 1900-01-01 @
O | Delte User 459 ATST Pending 2015-11-24 1217:21 1900-01-01 o
[@ | Dovnload Att logs for Device-TE and = Pending 2015-11-23 16:57:57 1800-01-01 o}

‘|\1||||23456?891(]

|b||ll| Pageswze:llﬂ ‘l

2439 items in 244 pages

(10)Import Device Log: This option allow to Import Device Logs.

. Import Device Logs

x

Import Device Logs

Exarnple File Format File Format

[}evice| Biomax

Path

[ Create Em ployee

Select |

| Import ||X Close |

How to Import Device Logs?

Go to Device Management —Import Device Logs

Download file format for Employee i.e.
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UserId LogDate Deviceld Direction VerifyMode WorkCode

Give Details select Device and give path where you have saved that file format.

-InwrtDeuic-eLngs 2%

— Import Device Logs

Example File Format File Format

Device | Biomax ™~

Path @ 1_attlog.dat =FRemove

Create Employee

| Import ||X Close |

Click on Import.
*UTILITIES:
(1)Import Employee Shift: This option will allow to Import Employee Shift.

(=] Import Employee Shift x
Import EmployeeShift

Example File Format File Format

Path [

Note-Comma should not be used in any of the cells.
[ Import | |X Close |
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Total 1Records Imporied Successfully.

(2)Import Employee shift Month wise:This option used to add month wise shift for
particular employee.

Import Employeeshift
Example File Format File Format
Month [Jun ¥ |vear[ 2017 v |

Path @ ImportEmployeeShiftMonthWise.csy  xRemove

MNote-Comma should not be used in any of the cells.

|_import | [X Close |
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(3)Import EmployeeDetails: This option will allow to Import EmployeeDetails.

ImportEmployeeDetails X

Impeort Employee Details
Example File Format File Format

Path select

Note-Comma should not be used in any of the cells.
| Import | |#& Close

Download File Format, give EmployeeDetails and give path for File Format.

Note: comma should not be used in any of the cell.

ImportEmployeeDetails x

—Import Employee Details
Example File Format File Format

Path @ EmployeeDetails.csv xRemove

Note-Comma should not be used in any of the cells.
| Import | IK Close

Click on Import for File Import Employee.

ImportEmployeeDetails X

Total 1 Employees Imported Successfully.

i N

Lok |

(4)Export EmployeeDetails: This option allow to Export EmployeeDetails.

Go to Utilities and select Export EmployeeDetails then you will get automatically
EmployeeDetails.
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SmartOffice

Biometrics and HRMS Saolution

Admin Master Leave Management Device Management Utilities Reports

Help

-
| |E‘H New - | s Employees M Memo Settings 44 Master Settir wa. Import Employes Shift

z ImportEmployeeShift-MonthWise
1] Delete Selected Device Commands @Reﬁsh

& Import Employee Details
] | Title |
I - y

|3 Export Employee Details

8 | A2 Utilities = 4§ Recalculate Attendance 3§ Attendance Register [ Attendance Logs

T Re

| Status CreationDate | ExecutionDate |
I - N I

(5)Import Employee Other Details: This option allow to Import Employee Other Details.

ImportEmployeeOtherDetails

x

Import Employes Details

Example File Format File Format

Path | select

Note-Comma should not be used in any of the cells.

| Import | |>§ Close |

Download File Format -give EmployeeDetails and give path File Format .

ImportEmployeeOtherDetails

x

Import Employee Details

Example File Format File Format

Path @ EmployeeDetails.csv  xRemove

Note-Comma should not be used in any of the cells.

| Import | |><. Close |

Click on Import

ImpurtEmpIuyeeﬂﬂlei[_}ét:.;ili

|
i Total 3 Employees Imperted Successfully.

- |
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(6)Export Employee Other Details: This Option allow to Export Employee Other Details.
You can download Employee Other Details.

Go to Utilities select Export Employee Other Details.

_SmartC)fﬁce

iometrics and HRMS Sclution

Admin Master Leave Management Device Management [ Utilities | Reports Help

| 9 New - |3Emp|uyeas & Memo Settings 4 Master Settin w. Import Employee Shift s

'&,_ ImpertEmployeeShift-MonthWise

#& Utilities = 43 Recalculate Attendance @AttendanceREgister @Attendan(eLDgs ER

il Delete Selected Device Commands SRa‘resh ﬁ Import Employee Details
(| | Title = Export Employee Details | Status CreationDate ExecutionDate
|| t Import Employee other Details |7 |7 |7 |
= Export Employee other Details
[ Reset Transaction Stamp for Device-New 0802212 Pending 2017-06-03 17:21:08 1900-01-01 offline i

(7)Import Employee Leave Balance: This option will allow to Import Employee Leave
Balance.

Import Employee Leaves X

— Import Employee Leaves

Exarnple File Format File Format

Path | Select |

[ override

Import | | & Close

Download File Format-give Employee Leave Details and select path for File Format.

Click on Import to ImportEmployee Leave.
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E Import Employee Leaves

— Import Employes Leaves

Example File Format File Format
Year | 2017 ¥

Path

Owverride

Select

Total 1 Employees Leave Balance Imported Successfully.

| Import | | A& Clese |

(8)Export Employee Leave Balance: This option will allow to Export Employee Leave
Balance. You can download Employee Leave Balance.

Go to Utilities and select Export Employee Leave Balance.

SmartOffice

iometrics and HRMS Solution

Admin Master Leave Management Device Management Ltilities Reports Help

‘ % New | 4 Employees M Memo Settings 4 Master Settir w. Import Employee Shift

E ImportEmployeeShift-MonthWise
ﬁ Import Employee Details

m Export Employee Details

ﬁ Import Employee other Details
[#  Export Employee other Details
;;_ Import Employee Leave Balance

:‘1 Export Employee Leave Balance

\d ‘ A Ut\litias‘ v | 4} Recalculate Attendance 3§ Attendance Register 3 Attendance Logs T Reports ~

(9)Import Employee Leave Entries: This option will allow to

Entries.

% Import Leave Entries

ImportEmployee Leave

Import Leave Entries

Example File Format File Format

Path

Select

Note-Comma should not be used in any of the cells. All Date column should be in dd/MMyyyy Format
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Download File Format give Leave Entries Details and select path File Format.

Import Leave Entries

Import Leave Entries

Exarnple File Fermat File Format

Path & LeaveEntries.csv =Remove

Note-Comma should not be used in any of the cells. All Date column should be in dd/MM/yyyy Format

| Import | | A Close

Click on Import to Import Leave Entries.

Import Employee Leave Entries

Total 0 Leaves Imported Successfully and below error
occured for the remaining leave,

b

Leave Type is not exists.

| ok |

(10)import  EmployeeOutdoor Entries: This

option will allow to Import
EmployeeOutdoorEntries.

[=] import OutDoor Entries

Import QutDoor Entries

Example File Format File Format

Path Select

Mote-Comma should not be used in anmy of the cells. All Date column should be in dd/MMiyyyy and Time
Should be in HH:mm Format

mport | | M Close

Download File Format give Outdoor Entries and select path to File Format.
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[=] import OutDoor Entries X

Import QutDoor Entries
Example File Format File Format

Bath @ OutDoorEntries.csw  xRemove

Note-Comma should not be used in anmy of the cells. All Date column should be in dd/MMiyyyy and Time
Should be in HH:mm Format

| Import | | Close

Click on Import

% Import Employee OutDoor Entries X

I Total 0 CutDoor Entries Imported Successfully and below

error occured for the remaining CutDoor. !

Employee 1622 is not exists

(o]

(11)Import Employee Manual Entries:: This option will allow to set manual log entries of
employee.

Import Manual Entries x

Import CutDoor Entries

Example File Format File Format

Path | Select |

Note-Comma should not be used in any of the cells. and Date format should be
dd/MMiyyyy

| Import || & Close |

Download File Format give Manual Entries and select path to File Format.
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Import Manual Entries x

Import CutDoor Entries
Example File Format File Format

Path @ EmployeeManualEntry.csv  xRemove

Note-Comma should not be used in any of the cells. and Date format should be
dd/MMiyyyy

| Import | |><. Close |

Click on Import

(11)Backup Log Records from DB: This option will allow to backup Employee Log Records
from Database.

Backup Log Records from DB b

— Backup Log Records from DB
From Date | 24-Nov-2015 To Date | 24-Nov-2015

[ Clear Log Records from DB

| Export | |x Close |

(a)From Date: select backup start date

(b)To Date: select backup end date
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(c)Clear Log Records from DB: If you select this option then your data will be deleted from
DB.

Click on Export to Download Logs Record.
(12)Restore Device Log Record:This option will allow to restore device Log Record.

You can able to Restore Device Log Records.

Restore Device Log Records x

Restore Device Log Records

Path . Select |

| Import | | & Close |

Select path to Restore Device Log Record.

Restore Device Log Records X

Restore Device Log Records

Path ¢ Devicelogs_2015-11-24-2015-11-24.bck  xRemove

| Import | [#& Close |

Click on Import to Restore Logs.
Restore Device Logs b

Total 25 Log Restored Successfully.

Lok |

b

(13)Check Missed Device Logs: If someone Employee is telling that punch is there in the
device but not in the software. Then you can download logs in pen drive ,in this option select
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the Device, give the path of the logs. It will come the logs file in Both software &pen drive&
display the missed logs.

Check Missed Device Logs X

— Check Missed Device Logs

Device | All v

Path | oelect |

| Import | | & Close |

(14)Import Employee Manager:This option allow to assign reporting manager for particular
employee in software.

[=] import Employee Details x

Import Employee Reporting Manager Details
Example File Format File Format

Path Select

HDtﬁ-Cnmma should not be used in any of the cells.
mport | | M Close

Select path Employee reporting manager Record.

[=] import Employee Details x

Import Employee Reporting Manager Details
Example File Format File Format

Path @ EmployesReportingManagerDetails.csw  xRemove

HDte-Cnmma should not be used in any of the cells.
mport | | M Close

Click on Import
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import Employee Shift x

Import EmployeeShift
Example File Format File Format

Month | Jun v [Year| 2017 v

A ﬁ Import Holiday g

Mote-Con

I Total 4Records Imported Successfully. Close
.\‘ =)

| oK |

(14)Export Employee Manager:This option allow to assign reporting manager for particular
employee in software.

H ©- s EmployeeReportingManagerDetails (1) - Excel ? H - O %
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
-&D X Calibr T Ay == g = General - %Conditional Formatting - %‘“lnser’c - - %Y H
B — _ L?FormatasTable' i Delete - Y .
Pafte » B I U - o~ &'A' =S==E% ' $-% > WS GCEIISters' EIFormat' -l éﬁ:ar&; ;_T,i&
Clipboard Font ] Alignment [Pl Mumber [Pl Styles Cells Editing ~
D6 - F e
A B C D E F G H J K -
1 |EmployeeCode EmployeeName ReportToEmployeeCode ReportToEmployeeName
2 1413 ABC 1412 Hiral
3 1412 Hiral 1413 ABC
4
5
6 |
7
8
g
10
1
12
13 -
EmployeeReportingManagerDetails ) 1 3

(15)Carry Forward Employee Leave: This option will allow to carry forward
EmployeeLeave. IfEmployee have 6 leave in previous year then you can forward 6 leave for
next year/current year.
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SmartOffice

c and HRMS Solut

Admin Master Leave Management Device Management Uilities Reports Help

| 9 New - | 4 Employees  #F Memo Settings £} Master Settings | ag;s'gn - | __ Device Management ~ | & Utilities + 4} Recalculate Attendance \'j Attendance Register @Atencance Logs E Reports
Leave Type| Casual Leave-CL ¥ |vear[ 2016 ¥ | [ checkrartiistear
!
5 T. Year Mext Year Opening
J
L Emp Code Employee Name Company ‘ Category TetalBalance T. Credited In Year | T. Taken In Year T. Year Balance CarryForward T. Year Leavelapse [EETe
| [¥] | |¥ [¥] [¥] | 7] [¥] ¥ 4 !
o 1413 ABC Biomax Default (1] [v] 0 V) (1] 0 o
(=] 002 XYL Biomax Default 12 48 o 48 5 43 o
||‘||"|"“"|"| Page sizes |10 ~ | 2items in 1 pages

|¢ Carry Forward |

give Leave Type -Year —select Employee and click on Carry Forward.

Employee Leave Carry Forward X

g  Employee Leave Carry Forwarded successfully.

o]

(16)Parallel Database Export: This option is used to push our Device logs(Raw Data) to
Third Party Database in Particular Table Parallel.
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[=) Parallel Database Export x
— [ Is Parallel Database Export
Database Type |SQL Server v | Authentication Type | Windows Authentication v
Database Server|LocalHost Database Mame
User Mame identix Password
Service Name | XE Port Mumber 1521
r—Data Fields Mapping
Table Mame | |
Emp Device Code | | Ois Unique O prefix Text Length| || |
Employee Code | | Ois Unique O prefix Text Length| 1 || |
Log Date Ois Unique Format
Log Time Ois Unique Format
Log Date Time Ois Unique Format
RFID= Ois Unique Device Name
RFIDWIthissueMo Ois Unique RFIDIssueMo
Work Code | | Device 1a Length| 1| PrefxTet| |
Punch Direction | | In| |Out| |
Download Date Format
Reserved Field 1 Default Value
Reserved Field 2 Default Value
Reserved Field 3 Default Value
| Test Connection | |Sa_w'.| |CI£|

(17)Migration From eTimeTrack Lite: If eTimetrack Lite Software Database exist and if you
want to Migrate the Software to Smart Office, the old Data will be exported to the Smart
Office Database.
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Migration From eTimeTrackLite x

—eTimeTrackLite Database Settings

Database Type | SOL Server
Authentication | Windows Authentication

Database Server
Database Name
User Marme Password

Service Mame

Employee Device Logs QOut Door Entries Employee Leave Enfries

@ Test Conection |%* Import | | & Close |

Note: you can only Migrate Employee,Device Logs.Outdoor Entries &Employee Leave Entries

(18)Data collector service: This service basically used for download data in the form of
interval. This option is basically work as same as Task manager to download data in interval of
time.

*Note:-For this Data collector service employee must have to start
SmartOfficeNonPushDataCollector —Automatically (From Run--services.msc)

[3] Data Collector Service X
#| |sExportlogs ¥ IsCollectDevicelogs  Schedule At | 14:00 @ nterval (5 Last Run | 01-Apr-2017 | @ CustomizeFormat
Export Device Logs Path FileMameFormat IsFTPUpload  FTP Device Logs Path FTP Aftendance Logs Path
IsProxyEnable  FTPProxyServer FTPProxyPort FTPUserName FTPPassword
IsPrefix  PrefixText FileExtension FieldSeparator |None v CreateFileLastDownload ClearLogsAfterDownload CheckMissedLogsDays

[~ Send SMS Setting

@ FirstinsMs | 14:05 | (O Last Run | o1-tan-1900 |8 LastOutsms| 00:00 | (T LastRun | 01-lan-1900 |EE NopunchesSMS| 00:00

ExcludeSMSDays

{0 LastRun | 01-Jan-1900 |8 AlllnoutSMS 0 LastRun | 01-Jan-1900 | &

r— Send Mail Setting

Send Email for Late Coming /Early Going Scheduled at 00:00 1G] Last Run | 91-)an-1000 | E5 Send Motifications for Absentees Scheduled at 00:00 o LastRun | g1-Jan-1200 |ER

‘ Device Name | SerialNumber | Direction Location | Company

|| Kdl || || 1%

Biomax QOINTO10057010802212 Altemate IM\Out Device Gujrat

|||« ||1_|| » || M| Pagesize:[10 ~ | 1 items in 1 pages

v save | K Close
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(1)Is export Logs:- This option used for export logs in particular time interval(For ex:-
Employee logs are download in every 5 min then give value in Interval option)

(2)IsCollectDevicelLogs:-This option used to collect device log on perticular time (For ex:-
Employee Logs download in Particular 9:30 AM )

(3)CustomizeFormat:-This is export log record file format.From this prompt employee can add
field which they want from this list and export in the form of .txt,.csv etc.

From this option setting user can download log file in every min which they have given value in
interval field.

5]
]

| Customize Format

i| — O Select Format

FileName Format| dd-MM-yyyy A Prefix Textle File Extension|csv | File Seperator| Tab A

Data Field No. 1|EmployeeCode ¥ |[No Of Char (g Prefix Text Header EmployeeCode
Data Field No. 2| LogDate v |Format yyyyMMdd Prefix Text Header LogDate

Data Field No. 3| LogDate v |Format HH:mm:ss Prefix Text Header Direction

Data Field No. 4| Direction v |In P10 Out P20 Header None

Data Field No. 5|Mone ¥ |No Of Char |0 Prefix Text Header None

Data Field No. 6| Mone ¥ |No Of Char |0 Prefix Text Header None

Data Field No. 7|None ¥ |No Of Char |0 Prefix Text Header None

Data Field No. 8| Mone ¥ |No Of Char |0 Prefix Text Header None

Data Field No. 9|None ¥ |No Of Char |0 Prefix Text Header None

Is Consider First Last Punch & Show Header Show File As Per Last Download Reset Last Run|01-01-1900 B

Additonal Direction Suffix Text Setting
|7 Additonal Direction Value  Break In |2 Break Out |3 |7 Employee Code Employee Code In Device

Note — PrefixText should be exactly one character long except the Fields None,.LogDate,DownloadDate " Save | K Close

(4)Export Device Log path:-This option used for where employee have to export device log.(for
ex: D:/smartoffice)

(5)Filename format:-From this option employee can set file format of exporting logs.
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(6)Proxy enable:- In some of networks proxy server configured at that time using proxy
download logs in perticular network path using FTP (where FTP configured .For Ex: Path:
//192.168.10.1/data)

(7)Send SMS setting :-This option used instead of SMS task manager.In every time interval
SMS has been send to employee,

(DFirst in: In punch time SMS sending setup
(I)Last out: Last Out Punch time SMS sending setup

(I11) Send Notifications for Absentees Scheduled at :For absent SMS sending setup

File Action View Help

e T EC EBE > o n®w

£, Services (Local) . Services (Local)
SmartOfficeNonPushDataCollector  Name . Description Status| e e ~
& Secondary Logan Enables star... SmartOfficeNonPushDataCollector Properties (Local Computer) x
Stap the service \:;Secure S;yckethunneling Protocol Service Provides su Runnil
i i
Restart the senvice & Security Accounts Manager The startup ... Runnil (el |Log On | Recovey | Dependenies
& Security Center The WSCSV... Runnil  Service name:  SmartOfficeMNanPushDataCollector
Trieniesiswedfortopullthe Lot Dt Senice el g Dipay e Ceictileco
data from Non Push vercion devices 4 Sensor Monitoring Service Monitors va...
&} Sensor Service A service fo... Description E:Ls‘?;:ifn'id:if;m to pullthe data from Non
& Server Supports fil..  Runni
1 Service KMSELDI Path to exscutable:
& Shell Hardware Detection Provides no...  Runnil "C:\Program Files &26)\e55L\Smart Office Suite’SmartOfficeNonPushData
£, Skype Updater Enables the ...
&l Smart Card Manages ac... Siatup ype: Adomate =
& Smart Card Device Enumeration Service Creates soft...
& Smart Card Removal Policy Allows the s...
&Smﬂl‘tof‘ﬁ(ENDﬂpUShDEtECU”El‘th Thsi service ... Runnii Service status Running
£hSNMP Trap Receives tra... -
& Software Protection Enables the... Runnil e Stop fae fesme
& Spot Verifier Verifies pote... *You can specify the start parameters that apply when you start the service
& SOL Active Directory Helper Service Enables inte... from here
55 SQL Server (SQLEXPRESS) Provides sto... Runnil
£ 5L Server Agent (SOLEXPRESS) Executes jo...
55 50L Server Browser Provides 5Qh..
5 SOL Server VS5 Writer Providesth..  Runnil Cancel Apply
5, SSDP Discovery Discovers n..  Runnil
£ State Repository Service Provides re..  Running  Manual Local Syste...
& 5till Image Acquisition Events Launches a... Manual Local Syste...
&} Storage Service Provides en... Manual (Trig.. Local Syste...
& Superfetch Maintains a... Running  Automatic Local Syste...
& System Event Motification Service Meniters sy.. Running  Automatic Local Syste... v
\ Extended /{ Standard

(8)Send Mail Setting :-This option is used for Mail setup in particular time scheduled.

(I) Send Notifications for Absentees Scheduled at : This option for absent Mail setup (automatic
send mail on this time for absent)
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(I Send Email for Late Coming /Early Going Scheduled at :This option for Late coming/early
going Employee report mailed to particular id which configured in Auto mailer)

Note:For Auto mailer and SMS must select at list one device from that which you have to send
the Mail and SMS.

(19)Customize Status Code: Customize status code option is used while you need a different
Status other than Present Absent Holiday etc.Usingthis option you can modify the Status.

Gﬂi Add new row

Main Status Code Customize Status Code

| p | Present ]

| HP | HP )

| wop | wop i)

|;5. | Absent | il

| coFF | coFF i)

| RH | RH i)

| CL | Casual Leave il
|"~‘f Save |

(20)Custom Header Text:Customer Header Text is used to change the Header of the Colum in
any Reporti.e. Instead of Employee Name they can Modify to Student Name.
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MainStatusCode | Customize Status Code

EmployeeCustomText | Employee |
EmployeeCodeCustomText | Employee Code |
EmployeeMameCustom Text | Employee Mame |
CompanyCustomText | Company |
DepartmentCustomText | Department |
CategoryCustomText | Categorny |
DesignationCustam Text | Designation |
EmploymentTypeCustomText | EmploymentType |
GradeCustomText | Grade |
TeamCustom Text | Team |
UIDNoCustomText | UIDNo |
PANNoCustomText | PANNO |
VioteridNoCustom Text | voteriaNo |

|'¥*Sa'u~e_|

(21)Fetch controller Log: This option is used to fetch data in door Controller software.

=) Parallel Database Export

— Fetch Controler Logs

Database Type | SQAL Server ¥

Authentication Type | Windows Authentication ¥ |

Database Server |‘B_Inl;r“rg§n:5j | Database MName |Smartﬂﬁice |
User Mame | | Password | |
Service Name | | Port Number | |
Fetch Controller Logs
From Date To Date | Fetch Controller Logs |

[ Test Connection ]

Mote-DeviceSName in SmartOffice and ControllerMame should be same otherwise data will not insert.

Save Close
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REPORT

(1)Recalculate Attendance: This option is used to get Recalculate Attendance for Every
Report. If you make some changes in Employee recently but Employee Details is not showing
in Report then you have to do Recalculate one time then you will get fresh Report.

Go to Report —Recalculate

=) Recalculate Attendance X

— Recalculate Attendance ~

From Date | 01-Jun-2017 To Date 06-Jun-2017

Companies Departments

Biomax Drefault
Drefault TSE

Select All Deselect All Select All Deselect All

Calculate | | X Close |,

Click on Calculate.
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Recalculate Attendance X

— Recalculate Attendance &
From Date  01-Jun-2017 To Date | 06-Jun-2017
Companies Departments

Biomax Drefault

Drefault TSE

Select All Deselect All Select All Deszelect All

Attendance Recalculated Successfully. Calculate | | XA Close |,

(2)Details Attendance Report: This Report is used to view Details Attendance of Employee.

4 4 ofl | & |:|Find|Ne>ct - @
Biomax Security

Daily Detailed Attendance Report
01-Jun-2017 To 05-Jun-2017

Generated On: 06-Jun-2017 01:53 PM

Attendance Date- 01-Jun-2017
Department:- TSE
5.Ho Employee Code  Employee Name Shift 5. InTime 5. OutTime A.InTime A.OQuiTime Work Duration OT T Duration LateBy EarlyGoing By Status Punch Records

11412 Hiral MS1  09:30 18:30 08:30:00  18:30:00 08:00 00:00 00:00 00:00  00:00 P 05:30:00(in)ME, 18:30:00(out)ME,

Attendance Date- 02-Jun-2017
Department:- TSE
5.Ho Employee Code  Employee Name Shift 5. InTime 5. OutTime A.InTime A.OQuiTime Work Duration OT T Duration LateBy EarlyGoing By Status Punch Records

11412 Hiral G5 00:00 00:00 08:00:00 20:00:00 12:00 00:00 |D0:00 00:00  00:00 P(OD}  08:00(in},09:30(in},18:30(out), 20:00(out),

Attendance Date- 03-Jun-2017
Department:- TSE
5.Ho Employee Code  Employee Name Shift 5. InTime 5. OutTime A.InTime A.OQuiTime Work Duration OT T Duration LateBy EarlyGoing By Status Punch Records

11412 Hiral G5 00:00 00:00 08:30:00  18:30:00 08:00 00:00 00:00 00:00  00:00 P(CL}  09:30(in},18:30(out),

Attendance Date- 04-Jun-2017
Department:- TSE
5.Ho Employee Code  Employee Name Shift 5. InTime 5. OutTime A.InTime A.OQuiTime Work Duration OT T Duration LateBy EarlyGoing By Status Punch Records

11412 Hiral G5 00:00 00:00 08:30:00  18:30:00 08:00 00:00 00:00 00:00  00:00 WOP  09:30(in},18:30(out),
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(3)Monthly Details Report: This Report is used to get Details Report of Employee by Monthly
basis.

SmartOffice

Biometrics and HRMS Solution

Reports | Help

Admin Master Leave Management Device Management Utilities

Recalculate Attendance

| 29 New v | 4gb Employees & Memo Settings 4 Master Settings | EAE £ ecalculate Attendance {3 Attendance Register T3 Attendance Logs © Reports =
I Daily Attendance Reports »
T Monthly Attendance Reports *| I BasicReport
I Weekly Attendance Reports T Summary Report
I Leave Entries Reports 7' Detailed Report

Go to Report-Monthly Details Report-Details Report.

oft b bl @ [ |Endinea H- @&

Biomax Security

Monthly Detailed Attendance Report
01-May-2017 To 31-May-2017
Generated On: 06-Jun-2017 02:58 PM

Day Dayl Day? Dayl Dayé Day5 Days Dayl Daye Day? Dayld DayH Dayi2 Dayl? Dayld Dayl5 Daylé Dayl7 Dayl® Day!® Day20 DayM Day2? Day?? Dayl4 Day25 Day2é Dayl Day2 Day2® Day3) Day
Days MMzy 02May 03-May 04May 05-May O06-May 07-May 08-May D3-May 10-May #-May 12May 13-May 14-May 15May 16May 17-May 18May 13-May 20May 21-May 22-May 23May 24-May 25May 26-May 27-May 28-May 29-May 30-May 3-May
Mon Tue  Wed Thu Fri Sat  Sun  Mon Tue Wed Thu Fri St Sun  Mon Tue Wed Thu Fri St  Sun  Mon Tue Wed Thu Fri  Sat  Sun  Mon Tue  Wed

Department: TSE
Employee Code:- 1412 Employee Name:- Hiral

Total Present - 31 Total Absent - 0 Total Leave Taken - 0 Total Weekly Off Present - 0 Total Duration - 279:00 Total Over Time - 00:00 Total LateBy - 00:00 (Hrs.) Total EarlyBy - 00:00 (Hrs.)
‘Shift GS GS GS GS GS GS GS GS G5 GS GS GS GS GS GS GS GS G5 GS GS G5 GS GS GS GS GS GS GS GS G5 GS
In Time 09:00:00 09:00:00 09:00:00 09:00:00|09:00:00 0=9:00:00 09:00:00 09:00:00 09:00:00 09:00:00|09:00:00 09:00:00 09:00:00 09:00:00 ¥9:00:00 09:00:00 09:00:00 0%9:00:00 09:00:00 09:00:00|08:00:00 08:00:00 09:00:00 09:00:00 09:00:00 09:00:00 | 08:00:00 09:00:00 09:00:00 09:00:00 05:00:00
Out Time | 18:00:00 18:00:00 18:00:00 18:00:00|18:00:00 18:00:00 18:00:00 18:00:00 18:00:00 18:00:00|18:00:00 18:00:00 18:00:00 18:00:0018:00:00 18:00:00 18:00:00 18:00:00 13:00:00 18:00:00|18:00:00 18:00:00 18:00:00 18:00:00 18:00:00 18:00:00|18:00:00 18:00:00 18:00:00 18:00:00 18:00:00
Late By 00:00 |00:00 |00:00 (00:00 |00:00 OO:00 (00:00 (00:00 ©0:00 00:00 |00:00 (00:00 (00:00 |00:00 |00:00 |00:00 (00:00 (00:00 |©00:00 |00:00 |0D:00 00:00 (00:00 (00:00 0O:00 (00:00 (DD:OD |00:00 (00:00 (0000 0D:00
Early By |00:00 00:00 ©0:00 (00:00 0000 O0:00 |00:00 O0:00  0O:00  00:00 |00:00 O0:00  00:00 0000 00:00 00:00 (00:00 O0:00  00:00 00:00 00:00 00:00 00:00 0000 00:00  00:00  D0:0D  O0:00  00:00 0000 O0:00
Total OT 00:00  00:00  O0:00  O0:00  DD:O0  00:00 000D 00D 00:0D  0D:00 0000 O0:00  OD:00  OD:O0 QO:0D 0000 (0D:00  00:00  0O:00 0000 00D 0D:00 000 0000 OO:0D  (00:00 000D O0:DD 00:00  0O:0D  DD:O0
Duration 09:00 |09:00 |09:00 (0S:00 |09:00 000 (09:00 (09:00 0900 0S:00 |09:00 (0%:00 (0S:00 (0%:00 |09:0D |0S:00 (09:00 (05:00 (09:00 (09:00 (0500 0S:00 (09:00 (0%:00 0900 (09:00 (0500 (0S:00 (09:00 (0900 (0S:00
‘Status P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P P

(4)Weekly AttendanceReport: This Report is used to get Attendance Report of Employee by
Weekly.

SmartOffice

Biometrics and HRMS Solution

Admin Master Leave Management Device Management Lilities ‘ Reports Help

Recalculate Attendance ecalculate Attendance @AttendanceREgistar @Attendan(eLngs B Reports =

29 New ~ |.‘6§ Employees M Memo Settings 4} Master Settings | Qgs H

Daily Attendance Reports »
I Monthly Attendance Reports v
T Weekly Attendance Reports

Go to Report-Weekly Attendance Report
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Weekly Attendance Report

Mo of Digit in Employee code l:l

— Weekly Attendance Report

Month | Jun-2017

Employee Code

— L Filter Employee

Group By | Department Wise

Week

Employee Mame

Employee Category
Employee Designation | All
Employee Location

EmploymentType

Exact

U Filter Company

U Filter Department

Biomax Default
Default TSE
Select All Deselect All Select All Deselect All

[ recalculate Attendance

4 41 Jofr b bl

4

Weekly Status Report {Detailed Work Duration)

H- @3

Jun 1st Week 2017

Generate IX Close |

{:Dmpany: Biomax Securiw Printed On: Jun-06-2017 03:04 PM
Days 01-Thu 02-Fri 03-5at 04-5un 05-Maon 05-Tus O7-Wed
Employee:- 1412:Hiral Total Duration: 48:0 Hrs Total OT: 00:00 Hrs. Present: 5 Absent: 2 WeekhyOff: 0 Holidays:
0 Leaves Taken: 1 Late By Hrs: 00:00 Late By Days: 0 Early By Hrs:00:00 Early Going By
Days: 0
. —
Status F FoD) FICL) WOoP WoP A A
In Time 0r:30:00 (080000 06 30: 00 0r:30:00 1009 30: 00 100:00 00:00
Ot Time 18:30:00 20:00:00 18:30:00 18:30:00 18:30:00 100:00 00:00
Lats By 080060 LR LR 080060 0000 0D 06D LR
Earty By 00:00 00: 00 00: 00 00:00 00:00 0000 0000
Late Going By 00060 20000 18:30 18:30 18:30 0D 00 0000
Earhy Coming By 060060 060060 080060 060060 0D 00 0D 06D 060060
Duwration 0r5:00 12:00 0500 0r5:00 05:00 100:00 00:00
oT 00:0D 00:0D 00:0D 00:0D 00:00 00:0D 00:0D
Shift MS1 G5 G5 G5 G5 G5 GE
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(5)Leave Entries Report:This Report Shows Applied Leave Entries Reports of employee.

.Empluyeel.eaveﬁmies x

—Employee Leave Entries

From Date | 01-Jun-2017 To Date | 08-Jun-2017 Status Leave Type
B [ Filter Company [ Filter Department

— #I Filter Employee Biomax & | |Default -
Employes Code |‘1413 | ) Exact Default TEE
Employes Name | |
Employee Category |P.II Al |
Employee Designation | All v |
Employee Location |J!\II v |
EmploymentType |AII v |

Select All Deselect All Select All Deselect All

¥ Recalculate Attendance

Generate [X Close J
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4 4 11 6 | & Find | Next L - (%
Biomax Security
Employee Leave Entries
01-Jun-2017 To 08-Jun-2017
Generated On: 08-Jun-2017 03:25 PM
Date- 01-Jun-2017
5.No Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function
Date- 02-Jun-2017
5.MNo Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Functicn
Date- 03-Jun-2017
5.Ho Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function
Date- 04-Jun-2017
5.MNo Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Functicn
Date- 05-Jun-2017
5.Mo Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Functicn

(6) Outdoor Entries Report:This Report Shows the outdoor entries of Employee.
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Employee Out Door Entries X
— Employee Out Door Entries

From Date| 08-Jun-2017 8 To Date| 08-Jun-2017 B Status[all v ]
I_! Filter Company || Filter Department
. . Biomax Default
I Filter Employee - -
Ry Default TSE
Employee Code | Exact
Employee Mame |
Employee Category | All v
Employee Designation | All T
Employee Location [ All T
EmploymentType [all v
- w
Select All Deselect All Select All Desalect All

) Recalculate Attendance

4 Jofr boe [ Jeines Wr @
Biomax Security

Employee Out Door Entries
01-Jun-2017 To 08-Jun-2017

Generated On: 08-Jun-2017 03:59 PM

Date- 02-Jun-2017
S5Mo  Employee Code Employee Mame  Department Duration  IsApproved ApprovedBy Out Door Remarks

1 1412 Hiral TSE T20 fes essl igit Site(0B:00:00,20:00:00)

(7) Restricted Holiday Entries Report:This Report Shows the Restricted holiday entries of
Employee.

Page 86 of 103



[=] Employee Restricted Holidays Entries

— Employee Restricted Helidays Entries

From Date | 01-Jun-2017 | & ToDate| 08-Jun-2017

— [ Filter Employee

Employee Code | Exact
Employee Mame |
Employee Category | All v |
Employee Designation| All v |
Employee Location | All v |
EmploymentType [Al v |

| status[Al__ ¥ ]leave Type
[ Filter Company [l Filter Department
Biomax Default
Default TSE
Select All Deszelect Al Select All Dezelect All

¥ Recalculate Attendance

Generate || & Close |

(8) Comp-Off Entries Reports:This Report Shows the company off entries of employee .

[=] employee CompOff Entries

— Employee CompOff Entries
From Date| 01-Jun-2017 | B To Date| 08-Jun-2017 | & status[Al_ ¥ |leave Type
[ Filter Company [ Filter Department
— [ Filter Empl Biomax Default
er tmployee Default TSE
Employee Code | Exact
Employee Mame |
Employee Category | All v |
Employee Designation| All v |
Employee Location | all v |
EmploymentType [All v |
Select All Deselect All Select All Deselect All

[# Recalculate Attendance

Generate | A Closs |
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(9) Weekly off/Holiday Present Report (for Comp-off):This Report is used to generate
weekly off/Holiday present (For com-off )Which have assigned to employee

[=] WeeklyOff\Holiday Present Report S

WeeklyOff\Holiday Present Report
From Date| 01-Jun-2017 B To Date| 06-Jun-2017 B
! Filter Company ! Filter Department
— ! Filter Employee Biomax & | | Default -~
Employee Code | Exact Defoult T5E
Employee Name |
Employes Category | All v
Employes Designation [ All v
Employes Location [ All v
EmploymentType [l v B .
Select All Deselect All Select All Deselect All

|| Recalculate Attendance

Generate || M Close |
_

(10)Leave Summary Report:This Report is used to get Employee Leave History. l.e. Leave
Type, Yearly Limit, Leave Taken & Total Leave Balance.

SmartOffice
Biomatrics and HRMS Solution
Admin Master Leave Management Device Management Utilities | Reports | Help
N I Recalculate Attend: -, - a
| =9 New ‘ e Employses % Memo Settings 4} Master Settings | ﬂ.-_\ - sealcuiEte Anandence tecalculate Attendance (¥ Attendance Register T3 Attendance Logs [ Reporis
I’ Daily Attendance Reports .
£ Monthly Attendance Reports . View Dashboard by Company:- Al M

§ Weekly Attendance Reports

Il Leave Entries Reports Employee PresentAbsent Count
fachine Connected Status = . ploy
I ©Out Door Entries Reporis
Device Name Location Last Download Date . . .
¥ Restricted Holidays Entries Reports
|Yw |YI IYI E Compoff Entries Reports
Ne reconds to display. §  WeeklyOff\Holiday Present Reportifor Comp-Off)
Page size: -
ok L] 7 [ o age size: | 10 T’ Leave Summary Reperts
g Yearly Summary Report
Machine Dis-Connected Status . . W Present
I Classified Aggregate Report W Apsent
Device Name Location Last Download Date N
E Generate Memo
|7 [RS] 18] E  Log Report
Biomax Gujrat 01-Jan-1900 12:00 AM ¥  Graphic Reports
||| ||T|| k| |M| Pagesize: |10 = I I Daily Detailed Status Report

Daily Log Report Matrix

Employee Details Report

40utOf 4

¥ Random Check Report
§ Abnormality Report
§ CustomizeReport
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Employee Leave Summary.

4 41 Jofr b b @ [ |rindine - |

4 %)

Biomax Security

Employee Leave Summary

Generated On: 06-Jun-2017 03:29 PM

Department:- TSE

Employee Code:- 1412 Employee Hame:- Hiral
Leave Type Yearly Limit Leave Taken Total Leave Balance
RHO 5 1] 10
COFF 1] 1] 1]
CL 10 1] 22
PL 10 1] 10
SL 10 1] 10

(11)Yearly Summary Report: This Report is used to get Summary Report of Employee by
Yearly.

SmartOffice

and HEMS Solution

Admin Master Leave Management Device Management Utilities | Reports | Help

. § Recalculate Attendance - - "
| 9 New - | 4 Employees M Memo Settings 4 Master Settings ‘ HL\S 8 A “ Recalculate Attendance 03 Attendance Register (¥ Attendance Logs | Reports -

§ Daily Attendance Reports

§ Monthly Attendance Reports . View Dashboard by Company-- Al M

§ Weekly Attendance Reports

¥ Leave Entries Reports
IMachine Connected Status ) Employee PresentAbsent Count

§ Out Door Entries Reports

Device Name Location Last Download Date
§ Restricted Helidays Entries Reports
Le) Le) [ § Compoff Entries Reports
Mo records to display. ¥ WeeklyOff\Holiday Present Report(for Comp-Off)

P, izer
LA m AL age sla= 'i il § Leave Summary Reports

§ Yearly Summary Report

Machine Dis-Connected Status . W Present

I Uassified Aggregate Report W Absent

Device Name Location Last Download Date
E Generate Memo

| ) | ) |

§ LogReport

Bicmax Gujrat 01-Jan-1900 12:00 AM 2  Graphic Reports

|||« ‘|_|‘I k| |#{ Page size: [10 = L Daily Detailed Status Report

§ Daily Log Report Matrix
I Employee Details Report

4 Out Of 4

§ Random Check Report
§ Abnormality Report

E CustomizeReport

Go to Report —Yearly Summary Report-select Year —Group by (i) Category Wise (ii)
DepartmentWise (ii) Grade Wise (iv) Team Wise & (v) Location Wise.
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Check Filter Employee, check Exactand click on Generate.

Yearly Summary Report

Yearly Summary Report

Select Year | 2017 | Group By | Category Wise ~

) Filter Company Filter Department
Filter Employes

Biomax Default

Employee Code Exact Default TSE

Employee Mame

Employee Category | All

Ermployee Designation  All

Employee Location All

EmploymentType All
Select All Deselect All Select All Deselect All

Generate || A Close
Yearly Summary Report.
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o4 [t Jofr b bl ¢ [ rndines E- @
Biomax Security

Yearly Summary Report
Jan, 2017 To Dec, 2017

Generated On: 06-Jun-2017 03:33 PM

Category Default

Employee Code: 1412 P Employee Hame: Hiral

MONTH P A L H HF WO WOP PL CL SL  OtherLeave  Total Leave Total Present
January o i) ] i) i) o i) 1] ] i) 1] 0
February ] ] ] o o ] ] o ] o o ]
March 1] 1] 1] 1] 1] 1] 1] ] 1] 1] ] i]
April 1] 1] 1] 1] 1] 1] 1] ] 1] 1] ] 0
May M0 0 0 0 0 i} 0 0 0 0 M
June 2 20 o ] 5 2 o o o 1 1 4
July 1] 1] 1] 1] 1] 1] 1] ] 1] 1] ] ]
August o o o o o o o o o o o o
September o ] o o o o ] o o o o o
Cctober 1] 1] 1] 1] 1] 1] 1] ] 1] 1] ] ]
November 0 0 0 o o 0 0 0 0 o 0 o
December o ] o o o o ] o o o o o

(12) Classified Aggregate Report:This Report is used to get employee report in the form of
late by, early by, leave, holiday entries classified in one report.

(=] Classified Aggregate Report X

From Date| 06-Jun-2017

E EH

To Date 06-Jun-2017

Department Wise ¥
Depariment Wise

GroupBy

- Rl Location Wise
Shift Wise | Generate || X close |
Grade Wise
Team Wise
Category Wise

Designation Wise

Classified Aggregate Report

06-Jun-2017 To 06-Jun-2017
Default 0 2 0 0 0 0
TSE 0 1 0 0 0 0
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(13)Log Report: This Report is used to get Log Details History of Particular Employee.

Log Report
—Log Report
From Diate | 06-Jun-2017 [ ToDate 06-Jun-2017 = Status| Device Wise vl
ClFilter Company ClFilter Department Ol Filter Device
r Filter Employee - -
Biomax Default Biomax
Employee Code |1412 | M Exact Default TSE ME({Attendance)
Employee Mame | |
Employee Category |AII v|
Employee Designation |AII v|
Employee Location |AII v|
EmploymentType | All ~ |
Select All Deselect All Select All Deselect All Select All Deselect All
Generate | |A Close

Go to Report —Log Report give From Date, To Date

Check Filter Employee & Exact. And click on Generate.
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4 4 of1 [ [ @ |:| Find | Next LE!, (it

Biomax Security
Log Report
01-Jun-2017 To 05-Jun-2017
Generated On: 06-Jun-2017 03:40 PM

Department- TSE

Device Name ME(Attendance)

S.Ho Employee Code Employee Name Log Date Direction Remarks
1 1412 Hiral 01-Jun-2017 09:30 in
2 1412 Hiral 01-Jun-2017 18:30 out
31412 Hiral 02-Jun-2017 09:30 in
4 1412 Hiral 02-Jun-2017 18:30 out
512 Hiral 03-Jun-2017 09:30 in
8 1412 Hiral 03-Jun-2017 18:30 out
T 1412 Hiral 04-Jun-2017 09:30 in
& 1412 Hiral 04-Jun-2017 1830 out
9 1412 Hiral 05-Jun-2017 09:30 in
10 1412 Hiral 05-Jun-2017 18:30 out

(14)Graphic Report: This Report is used to get Employee Report, Company Report &
Department Report in term of Pie Graph.

(a)Employee Graph:
4 4 of1 [ [ 4 |:| Find | Next b~ (@)

Biomax Security

Employee Graph Report
01-May-2017 To 31-May-2017

Generated On: 06-Jun-2017 03:42 PM

Department.- TSE
Employee Code:- 1412 Employee Name:- Hiral

Present

<
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(b)Department Graph:

Biomax Security

Department Graph Report
01-May-2017 To 31-May-2017

Generated On: 06-Jun-2017 03:44 PM

Department:- TSE

00 Present

(c)Company Graph:

Company Graph Report
01-May-2017 To 31-May-2017
Generated On: 06-Jun-2017 03:45 PM

Company:- Biomax

00 Present

Note: This Report can be generated for Maximum 31 Days.
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(15)Employee Details Report: This Report is used to get Employee Status Report i.e.
Working or Resigned

(a)Working Report.

Biomax Security

Employee Details Report{Working)

Generated On: 06-Jun-2017 03:46 PM

Department TSE

Employee : 1412: Hiral (Female}

Email: hiral@rhythmbiometrics.com
Contact No: 7227044252

00J: 01-5ep-2018
DoC: 01-Sep-2018
DOR: 01-Jan-3000

Employement Type: Permanent

Location: Ahmedabad ll
Company Biomax Department TSE

Category Default Designation Support Engineer

Place of Birth Ahmedabad noB DE-Jan-1553

FatherName Chiraj Bhai MotherMame

Residential Address

Permanent Address

Nomenee1 Momenee2

(16)Random Check Report: This Report is used to get Employee Punch like In/outpunch in
day and Time.
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Biomax Security

Random Check Report
01-May-2017 To 31-May-2017

Generated On: 06-Jun-2017 03:49 PM

Attendance Date- 01-May-2017
5.No Employee Code Employee Hame Department Punch Records
11412 Hiral TSE 09:00(in}, 18:00(out),
Attendance Date- 02-May-2017
5.No Employee Code Employee Hame Department Punch Records
11412 Hiral TSE 08:00{in},18:00(out),
Attendance Date- 03-May-2017
5.No Employee Code Employee Hame Department Punch Records
1 1412 Hiral TSE 08:00(in}, 18:00(out),
Attendance Date- 04-May-2017
5.No Employee Code Employee Hame Department Punch Records
1 1412 Hiral TSE 09:00{in}, 18:00(out),
Attendance Date- 05-May-2017
3.No Employee Code Employee Hame Department Punch Records

1 1412 Hiral TSE 09:00(in},18:00{out),
Attendance Date- 06-May-2017

5.No Employee Code Employee Hame Department Punch Records
1 1412 Hiral TSE 05:00(in},1&:00(out},
Attendance Date- 07-May-2017

(17)Abnormality Report: This Report is used to get the Employee who are Continuous
Absent/Late Coming/Early Going.
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% Continuous Abnormality Report x

r— Continuous Abnormality Report
From Date| 06-Jun-2017 B To Date| 06-Jun-2017 & Mo of continuous Absent days | 2
| Filter Absent - || Filter Department
- Late Coming
— [ Filter Empl Biomax . Default -
! Filter Employes Defaule | E@rly Going TSE
Employee Code | Exact
Employee Name |
Employee Category | All v |
Employee Designation| All v
Employee Location [ All v
EmplaymentType [l v
- -
Select All Deselect All Select All Deszelect All

! Recalculate Attendance

(18)Client customize daily report:This Report is used to get individual daily detail of employee
in customize format.

x
— Daily Attendance Report
From Date | 01-Jun-2017 To Date | 06-Jun-2017 Report Type | Daiy Indiviual Attendance ~ |
r Filter Employee CIFilter Com pany O Filter Department
Biomax Default
Employee Code 1412 Exact Default TSE

Employee Name |

Employee Category Al
Employee Designation | Al

Location Al

EmploymentType All

Select All Deselect All Select All Deselect All

Recalculate Attendance

Generate || A Close |
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Device Location Emp Code Emp Name Designation Category Attendance Date Normal Hours  Total Hours Overtime Hours  Work Status Activity Group Sub Activity Name

Ahmedabad 1412 Hiral Support Engineer Default 01-Jun-2017 08:00 00:00 00:00 P
Ahmedabad 1412 Hiral Support Engineer Default 02-Jun-2017 12:00 00:00 00:00 P(OD)
Ahmedabad 1412 Hiral Support Engineer Default 03-Jun-2017 09:00 00:00 oo:00 P{CL}
Ahmedabad 1412 Hiral Support Engineer Default 04-Jun-2017 09:00 00:00 oo:00 wWop
Ahmedabad 1412 Hiral Support Engineer Default 05-Jun-2017 09:00 00:00 oo:00 WoP
Ahmedabad 1412 Hiral Support Engineer Default 06-Jun-2017 00:00 00:00 00:00 A

(19)Client customize Monthly report:This Report is used to get individual monthly detail of
employee in customize format.

x

From Date| 01-Jun-2017 B To Date| 06-Jun-2017 [E Report Type| Staff Monthly Attendance ¥
Staff Monthly Attendance
Filter Compary Payroll Labour nt
[~ = Filter Employee Biomax Labour Summary by Site -
Employee Code Exact | |Default Staff Labour
Employee Mame
Employee Category All v
Employes Designation | All r
Location All T
EmploymeniType All T . _
Select All Deselect All Select All Deselect All

Recalculate Attendance

Generate ||#A Close |

(20)Export employee attendance report:This Report is used to get employee attendance log
report in the customized format.
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E Employee Attendance Logs Report

No of Digit in Employee code I:I Prefix Text

Employee Customize Report

From Date | 06-Jun-2017

|:| Filter Employee

B To Date | 06-Jun-2017 =

I:l Filter Company

I:l Filter Department

Employee Code Biomax Default
Exact Default TSE
Employee Name |
Employee Category Al
Em;:!lnyetf all
Designation
Employee Location  All
Employeement Type | All Select Al Desalect All Select All  Deselect All
Select Field
|:| | Report Value | Report Header
|:| SerialMumber | 51 Mo &
AttendanceDate | Attendance Date
EmployeeCode | Employee Code
EmployeeMame | Employee Name
DepartmentsMame | Department
1 Phom ok | Fincimmabinm
Select Field
] | Report Value | Report Header
S
|:| EmployementType | EmployementType
[]  Location | Location
|:| Grade | Grade
|:| Team | Team
(] shiftName | Shift Name
ShiftCode | Shift Code
BeginTime | Eegin Time
EndTime | End Time
— - [, - <

D Recalculate Attendance

Generate | | # Close |
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LeaveType | LeaveType |
LeaveStatus | Leave Status |
LeaveRemarks | Leave Remarks |
Py [temmnrinimes | ¥~

D Recalculate Attendance

Iﬁ' |K Close I

lsonSpecialOff | IsonspecialOff | ”
PunchRecords | Punch Records |
P1Status | Pistatus |
P25tatus | P2Status |
P3Status | P3status |

Status Code

1'E & EOOOOO

D Recalculate Attendance

lm |K Close I
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(21)Export employee device logs report:This Report is used to get employee device log report
in the customized format.(User can tick usually which option he/she required)

E Employee Device Logs Report X

| | | iy ceprator <o :
File Mame Format yyyy-MM-dd |Pref|xText I:IExtensinn 5V Sepratar comma |
No of Digit in Employee I:I Prefix

S

code Text

Employee Device Logs Customize Report

From Date | 06-Jun-2017 Hi To Date  06-Jun-2017 H
D Filter Employee D Filter Company D Filter Department
Biomax Default
Employee Code Exact  |pafault TSE

Employee Name

Employee Category All
Employee Designation | All

Employee Location All
Employeement Type All
Salect All Desealact All Selact All Desealact All

Select Field
| |:| | Report Value Report Header Mo Of Char/Format Prefix Text w
Select Field

|:| Report Value Report Header Mo Of Char/Format Prefix Text

serialMumber | 5l Mo | | M

DownloadDate | Download Date | |

EmployeeCode | Employee Code | |

Employeelame | Employee Mame | |

DeviceSName | Device | |

LogDate | LagDate | |

AttDirection | AttDirection | |

[] wearkCode |WnrkCnde | |

1 vimeifiratimmBlodn |1..rnriFir=+innh.ln.-|n | I ~

Generate | | A Close |
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Select Field

|:| Report Value Report Header Mo OFf Char/Format Prefix Text

=1 COwWTod oo are | COyWTIoaa Cale | I o

EmployeeCode | Employee Code | |

EmployeeMame | Employee Name | |

DeviceSHame | Drevice | |

LogDate | LogDate | |

AttDirection | AttDirection | |

|:| WarkCode | WarkCode | |

[]| verificationMode |‘u"erificaticur1Mode | |

[]| LogDate | LogDateTime | | "

Generate || A Close |
Excel format:-
A i D E F G

1 |Depatment Employee Code Employee Date Present/Absent In Out Work Duration
2 |\ T5E 1412 Hiral 6/1/2017 Present 9:30:00 18:30:00 9:00
3 |TSE 1412 Hiral 6/2/2017 Present 9:30:00 18:30:00 12:00
4 |TSE 1412 Hiral 6/3/2017 Present On leave(CL)  9:30:00 18:30:00 5:00
5 |TSE 1412 Hiral 6/4/2017 Present On WeeklyOQff 9:30:00 18:30:00 9:00
& |TSE 1412 Hiral 6/5/2017 Present On WeeklyOff 9:30:00 18:30:00 9:00
7
8
Help

(1)About Smart office: This Option is used to knowabout smart office software version and
License Details.
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About SmartOffice

SmartOffice Smart Office Suite 8.2

Company Website | Contact Us | Terms of Use
SmartOffice Inc,, J P nagar, Bangalore

Copyright 20013-2016 © SmartOffice. All rights reserved.

Note: This software is protected by copyright law and international treaties. Unauthorized
reproduction or distribution of this program, or any portien of it, may resutlt in severe civil and
criminal penatlties, and will be prosecuted under the maximum extent possible under law.

(2)Edit License Key:This option is used to update License Key of Software.

Edit License Key X
Edit License
Activation code |I:l|:l1 122158975028405 |
License Key |[][][]1—U[]5[]—1 1001000101-10101-123457 2927970739205 |
[f Save | [X Close |

(3)Help Manual: This option is used to download user manual.

SMART OFFICE WEB 8.2 NEW USER MANUAL
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	A. OT Formula
	B. Consider only first and last punch in Att calculation:
	C. Min OT and Max OT
	D. For single punch mark out punch as: This option comes in action when an Employee makes a single into the device and miss to mark out punch. The last punch filling criteria will be considered on the basis of following options:
	Punch + 1 mins: This option marks the attendance on the basis of first punch made, followed with the next punch as out punch after one minute of the first punch.
	Shift end time: This option marks the shift end time automatically into the Report. That punch will be displayed as System entry (SE).
	No System entry (S.E) + Present:This option will mark the attendance as present without making any system entry for end time.
	No System entry (S.E) + absent:This option will mark the attendance as absent without making any system entry for end time.

	Grace Time for Late Coming:
	Grace Time for Early Going
	Weekly Off
	Consider Early Coming Punch
	Consider Late Going Punch
	Deduct Break Hours from Work Duration
	Calculate Half day if Work Duration is Less than
	Calculate Absent if Work Duration is Less than
	On Partial Day Calculate Half day if Work Duration is Less than
	On Partial Day Calculate Absent if Work Duration is Less than
	Mark Weekly Off and Holiday as absent if prefix day absent
	Mark Weekly Off and Holiday as absent if Suffix day absent
	Mark Weekly Off and Holiday as absent if both prefix and Suffix absent
	Mark Half Day\Full Day absent When Late for --- days
	Mark Half Day if Late By
	Mark Half Day if Early By
	Calculate Half Day comp off weekly off present or Holiday present work duration is less than ---- minutes:
	Calculate no comp off in weekly off present or Holiday present if work duration is less than ------- minutes:

