* 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.

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

Smart Office Online

www.smartoficesuite.in

Login Name biomax
Password =~ eeeeee
Login |

Database Settings

Copynqh! © 2016, Smartoffice pd)"t}” & Biometrics Solutions Pvt. Ltd. is a ”e—-q;de—wd Tradernark, All nths reserved

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

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

— ¥ SOL Server
Database Server |Biomax-PC\SQLEXPRESS | Database Name [SmantOffice
Authentication "u"."inl:h:;ws Authentication ¥

SQL User LoginName SQL Password

Cracle

Database Server

SQL User SQL Password
Service Name  |biomax123 | Port Number
I'Qﬁ‘? Test Conection | .@ Save | | X 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 Sgl 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.

Sl User: As per the created schemain 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----- 9Svsrem Users: This option enables default User to create another User with
different so }wart, g__\soﬁ‘: accessibility as per the role defined by the default User followed
by then ,}ﬁmame & p&ss;vord It is mandatory to select a company for enrolling a User.

I‘ B ] ‘ &j -n_u—".: e I -

N
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SmartOffice

Biometrics and HARMS Solution
|__&qT_ip_l__h_uia_s?:_e_r_I:je_a_u':-'_g__r_'t-‘_ug_nlnaQE|ﬂent Device Management Utilities Reports Help
‘ B Syctem Users
! &'  Mail Settings

l&' Memo Settings % Master Settings | @ﬁssign w | __ Device Management ~ | & Utilities » 451

Memao Settings

¥ Change Password

Device Mame Location Last Download Date LastPing

l| il| :l| ¥

Mo records to display.

ill |l| 1 ILI |l| Page size: |10 = | Oitems in 1 pages

Machine Dis-Connected Status

Device Name Location Last Download Date LastPing

Rl br | Rl Rl

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

[14]] 4 ||_ bo| |k Page size: |10 7| 1 items in 1 pages
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SmartOffice

Biometrics and HRMS Solution

Admin Master  Leave Management Device Management  Utilities Reports Help

[_!ﬁ New = | & Employees & Memo Settings Q Master Settings | agssign b | ___: Device Management = | 3 Utilities = ﬁﬁd

H = R RS A e e )

— Add\Edit System User

Login Mame |biamax | Password |
Role Name Admin | EmployeeCode 0 |
Companies Allowed Permission Allowed

Default [z Permissions

[ﬂ[:l Users

{0 MasterSettings

[ Mailsettings

E ) Companies

ED Departments
ED EmpCategories
E[:l Shifts

ED ShiftCalendars

Is 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 alows 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.

Send test , Il“. *R%ipfgrﬁéé"ﬁ aTest Mail to any Id for settings checking.
e o
. d
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SmartOffice

Biomelrics and HRMS Solution

E Master  Leave Management Mce_.Mpnag_e_ﬂmﬂt Utilities.  Reports

L ESysuem-Uws

eMail Settings
eMailld [a@a.cum
SMTP Server |SMTPHost | sMTP Port [0

User Name | SMTPUserName | [ Enable ssL
Password | |

Go to Employee-Edit —~Employee Personal Details-Email 1d: give Email Id in Personal
Mail |d box.
Send Text Mail: give Email 1d to send the Mail Automatically.

( To eMail Id | hiral rhythmbiometrics.com

|Esend || 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

Mote:-Please use the mentioned appropriate term EmployeeCode -->5%EmployesCode’s &:&
EmployeeName--> 55EmployecMameb5
Memeo Signature-

; | Administrator
Signature

I:ate.C.-::nm-f-ng\ Iééri}l Gcir‘ig. Mema .S;at-tings
Subject | LATE-COMING/EARLY-GOING NOTICE/MEMO.

Bod Early from the duty unauthorisedly i.e, without permission on below said attendance date. J
Please give an explanation to the Authorised person immediately. %

Absenteeism Memo Settings -

Subject | ABSENTEEISM NOTICE/MEMO.

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

unauthorisedly i.e. without permission on below said attendance date. Please give an =

Missed Punch Memo Settings
Subject |MISSED OUT PUNCH 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| .

|'¥ Save | |>§ .(:I.cse. |

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.
“$SEmployee Code$$”’for the particular Employee code or“$$SEmployee 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 atime and anywhere inside the body border.
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3. ADMIN----> Change password:This option alows the logged in User to change the
login password of the concerning Account.

SmartOffice

Biometrics and HRMS Solution
[Admin | Master Leave Management Device Management  Utities  Reports  Help |
W System Users .

& Mail Settings

Confirm Password |

4. ADMIN -----> SIGN OUT:This option allows an individual to log out from the running
login or UserAccount.
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Master

W System Users

Admin Leave Management

& Nemo Settings
"' & Mail Settings |

Memeo Settings

¥ Change Password

Device Management

Utilities

& Master Settings @gss-g!‘

Reports

k3

—_ Device Management

Help

.
Pt

Utilities

Device Mame Location Last Download Date LastPing
T T T T
Mo records to display.
4|4 |z| k _H_ Page size: 1'3_' 0 items in 1 pages
Machine Dis-Connected Status
Device Mame Location Last Download Date LastPing
[+TFin] [T (17¥n] (7]
Mew 01-Jan-1900 12:00 AM 02-Jun-2017 10:42 AM
L) (4[] » [ ®]  Pagesize:[20 = 1 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 Detalls.

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 bein term of minutes).

=z GUMDA, 55 | ?_:

4«% . )
* \\3"/
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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
Iscloser to hisIn 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 thelimit is not at equilibrium or more, the quarter day leave will
be not considered effective.
Outdoor entry can be applied within, option refersto 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
cal culating the attendance.
Once the limit is filled the attendance will be calculated from that day to the consistent
next month same day.
e |suse 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 individua 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

criteriathen that individual is must bounded with leave applying criteriato 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 {5 End Time | 18:30 [
Attendance Year Starts on | June 2017 ?ﬁ-
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 Er‘nployee| 5
Quarter Day Leave Duration | 1,000 |Mins
Out Door entry can be applied with in| 5 Days
Attendance Lock on 1 Ml
| I Use Push Data Collector Service
Auto Generate Emp Code EmpCodePrefix Prefix Length _I}

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

.W"? Save ”K Close

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

1.
2.

|s Smsrequired: Thisoption isused 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 alows a User to insert the Sms shooting success code
with which the User can identify that whether the Smsis triggered or not.

First in text: Thisfield 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
$$L ogDateTime$s).
e
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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:Thisfield allows a User to insert the text which will be used for the
All IN OUT punches made in aday 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:Thisfield 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: Thisfield alows 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 ismust to be inserted like $$Employee code$$ or $SEmployee Name$s$ followed with
the text body as mentioned in the First I n text example.

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

— SMS Settings
URL |http:."f59.162.1ET.SZIqi!MessageCmpnse?adwﬁmeaya’k@anptetﬂs.cm&mmﬁUsaﬂmeﬁ:ﬁP‘a&swﬂ
Success Status |sur.r.eed |

Firsin Text  S$EmployeeCode$$HasFirst Punched AtS5LogDate& Time$s |
LastOut Text | $$EmployeeCode$§Has Last Punched AtS$LogDate& Time$$ |
AllnOut Text | $SEmployeeCode$$HasPunched At§SLogDate&Time$$ |
|
|
|

NoPunch Text |$3EmployeeCode$$Has No Punched At$3LogDated Time$$
Present Text  $3EmployeeCode$$HasPresent At$SLogDate& Time$$
Absent Text ent At§§LogDate&Time$d

e

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

IVNumber 7227044252

x
=
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*Employee SM S Setting: go to EmployeePer sonal Details—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 aso capableto filter the logs on the basis
of “Success and Failure status”, date-wise, Employee code wise and Employee name wise.

SmartOffice Ferd Loacsioe €3 Jane P17 I2AE85PM 3 Wele me s
Rinmelrics and HREMS Salutinn
Admin Master Lzave Management Device Managemant Utilities Reperts Hep
| = | | | e . Pt .
=0 Mew = | g kmployces % Momo Scthngs & Master Sethngs | 57 Assign ™ | — Doace Management - | 2% Utibies = 3 Hecakulate Attendance \1/_) Attendarce dompster  §8 Attendarce Logs B Repodds =

Downioad Cate

From Datz | 03-Jur-2017 B To bate | 03-lun-2017 | [H EmpicyesEoge | | Employse M ame’| essage stanus | All i :_F!tgr
Success
Ugwnload Date Emp Lode Emplovee Mame Maoaile Mumber Lagliate Fallure Satus
|| kg |7 | |

e records o 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. 33 Employee code$$ etc.).
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Admin Master Lezve Managareni Dievicz Mznagement Utilities Fepots Hel
| |
0 few - ! o [nployees M Memo Settings 43 WMaster Setrings I a Assign ~ | __ Device Manegement - | A Udlitizs = 45 Recalculnte Attendance T8 Attendance Register 0% Attendance Logs § Reperts ~ |

Notc: Please use the mentioncd
appropriste term TmployeeCode --

“rom Date €5 Jun 2017 | B 7o Date 05 Jur 2017 E s44Fnp i nyeecadesd R Fmployesnana- -3 | Send BMS |
L Firstir 1= LactOut L= NeFurch = AllIn Out L Frasent L= Albsent = Manuall A S$Emp LoyeeNansgs ___
Ernipluyee Cusde Sirpluyee Nane Cunmpany Depailinenl Caleguy Jesik akiun —ualion Slalus Enp Type Cunilac My
& | | | || || || lor || | | L
o Hiamax S 1= Vinrang
o KYE Biomas Diefault D=zl Working
[ [ e o] pagesime| 10 ~| Zitems in | pages

Company:This option alows a Company define or add, edit and del ete 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

ableto 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 | Iﬁudd Company Logo I

eMail .sa.les@ rhytﬁmbilomet'fics. com
Website biomaxsecur.it'y. com

Address

| Anto Generate Emp Code EmpCodePrefix | Prefi  Length -.

ivﬁav& [

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 befilled.

Save Department Details = L RS = R 4
— Add Edit Department
Name Technical Suppurt En gi.n eer
Short Name TSE
Description
4
[ W Save [
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Add Location [ X |

— Add\Edit Location

Location Name Ah meda bad
Location Code 101

Leave Approval WorkFlow :-ND_FIE'.- v
OutDoor Approval WorkFlow NDH& \

Att Approval WorkFlow EJ__DHE r |

,Qﬁ’? Save ,,K 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

| [E] Save Cat Datails
egory

| Ras ¢ D=trile -"\_ Continunis | 1'9“\‘Fa"ly ‘.ﬁ-i%;: "-.‘ ate Ry\Fary Ry[‘Mins)

Name |nefn|.ll | Short Name |I'?anu|l

OT Formula | | ota Duration - Shit Hours | MinoT | 0 C baxor |20

Tork Curation Formulz | within saift worcad Duration ~ TetalDrrstiomFormo’z | WorkDurgtion+01
B2 Conridar Only First ard Laet Prmch in Att Calevlation Viane Time for T.ate Coming | 0

Far Sinele Poneh Woark oot Pameh az |T'| punch + 1 inins V| | |‘.\'Pg'ﬁ"r'|.an Pimech Grace Time for Larly Gome | O
L Wecidy OF 1 Oweddy 0£2 [sunday  ~| Higt g M Hw M

2 Cousider Barly Curming Puch B2 Cunsider Late Guing Punch [ Deduct Bresis Hows fum Work Dwebcn [ 7s Round OT 0 Nearest Hox

EZ Cousides Missed Purchs in Freseat Absent [2] Check Missed Puach i Al Pasdres

[ ronsidar WeeklyOif Present and Foliday Prezent in (7 [ nedues Rraak Howrs fovr (T for Week T Holiday Present

[T i:aloaiste Balf day 1f Wosk Uration i st than | 11 Min: [ Calculats Abeent if Work Luration 1= Jese than | 1 Bin:

[ O Parial Day Calevlate Half day i Weriz Daratisn is less then | Min [Jom Partial Day Caleulsts Atsen: day if Work Dhuratior :s less than | 0 Miza
[ wiark Weekly Off and Heliday az Ahsent if prefix day i Alsens [ ufarke With and ¥ 25 Absent iF Snffix day iz ahsent

[ Cakeulete LazeDy/ Tarly Dy for Abs=mt [ Is Mark WORIIOT E2 Merk WOATIOA [ Uss IMTamuss [ Use LaseTarly in $tarvs [ Consider Leave for Trefin Suffix
[ wiark Weekly OFf and Hrliday az Ahsent if prefie and Suffix dzy i ahaent m Adjut ’0_ days Lale voming with Ealy Guing  Fleaible S0l Type Nune ~

| Calenlzte EalfDay CoxpOf WeeklyOffPrasent or EcldayPresent WorsDuraticr. is lass than | Mz

[T Caloulzte > ComaDff in WeekhiOff Fresent or Holiday Prasent if Work Duration is lest than | 0 iz

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
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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. Consder 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 | apsed.

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

Grace Time for Early Going
The number of minutes which is alowed 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 asweekly 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 Hoursfrom Work Duration
Whether to deduct shift break hours from Employee total work duration.

Calculate Half day if Work Duration isLessthan
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 isLessthan
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 isLessthan
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 isLessthan
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
aso.

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 sent instead Week Off. Same rule is applicable for Holiday
also. F‘Q’ /\\E’@
3 G‘UMDN 55 ) 3 Page 18 of 103
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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 eigible 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 isless
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.

H Save Category Details I=

L5
[a]
»

.y

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

Iz Mark Contmuous Late

1 Is Consider Early By as well
Mark | Half Day v | Absent When Late for |1 v | Davs(Monthly Basis) [ 15 perform Same Action after every consecutive Late

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

- Is Mark Continnous Early

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

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

| W 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.

-lsmark 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.

@Savefategory[)etaiis (= L TR = R 4

| Basic Details .\:'-.,_ Continuous Late\Early Settings T Late By\Early By(Mins)

r— LateBy' EarlyBy Mms

LateComing EarlyGomg Recurring basis | Daily Basis v

— - Is Mark Deduct Leave Late By

I‘.-!arkHaL-“Daj;i:“Lateb}-iO | nfims D;.dudf'HaIf Day v | Day | None v __None ¥ || None v Lem-e‘lhml_ateforl Q | ntims

— - Is Mark Deduct Leave Early By

Mark Half Day if Earlv Going by | 0 Mms ) Deduct| Half Day v |Day None ¥ || None v |[None ¥ | Leave When Late for | 0 |Mins

| W Save

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
Employeel ogin Name& Password.
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[ ). Save Conpilsrys Betoits

— Profeszicnal Dietaals: —Comzact Details
Enployes Name Hiral Gerdar ) Male ® Female Official Phone [079-2213010 |Extenzion[141 |
EmployeeCode  [1412 OfculMinle 1227044252 |
—Fersoml Detals
Device Code 1412 et Fathar Mama |Dhiraj Bhai Comact Mumber T227044252
— T LD hial@riyhmbiometi] Blood Grom
- . Persomal ebdal L3 iral@riythmeiometrcs.com |
Depatment |TsF L Lk Howineel  |Dhiraj solanki
Cistegory [Default | Momines?  [kiran sclanki
Desiguaivy | Su;p_o;t Engireer Z_ Stats |\Working v | Date OF Brth| 03-Jan-1993 | B
EnplyvmertTrpe | Permanent - Grade |A Rirt1 Plice  |Ahmadabad |
Dite of Toining 01-Sep-2015 # Tew | software - — Ak‘“’ﬂ\hnedabad J
Dista of Fasigning 01 Jan 3000 I-E Dats of Caxfirmagtion| 01 Sep 2016
Laave Credi: FromDate | 01-Sen-2017 i Perment Nidess{ 200 O DaMVAN UpD. 01 fign t
LeginName Hiral Password
Shift Roster [None v | ShifiTipe Single Shiftin a Day v | Fassport Detalls
HalidayGromp [ Y| Shuft Grow [Nore v Tatonlity indian M
Eugvyee Lovaios | Aluncdabad » | Ml S0 Giou Duty md Respensibiliy
T 7258767 nterTiNa 5
e ﬁisﬁis‘?;s == # Contasc Euleyee CaiostTrua| 0141201 | £ Mﬂﬂvlmla*E
[# Iz Faecemwe Notifization ¥l Iz Mark Androsd Web Atterdance Passport Forpies O | 011201301 | ] FRIN Forpira O
Aud il ieMED [12358634895 7 Tbe Unilunied Leave

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

[3) save Empioyee petalls

H-s—ﬁlx|

# Is Reveive Notificaion

AndroidDevicel MEINo |1235RA34805

 Professional Detals
Ewployee Nane Hial |
Emplovee Code 1412 Gznarate
Deviee Code 1412
Compauy [Bivmax T
Tepsrtmant [TsF v
Category W
Desizuztion (Support Engincer _ [
CmploymentTyps Permanert T,'
Dk o Faising 01-Scp-D016 x|
Date of Resigring 01 Jan 3000 #
Leave Credit From Date| N1 -Sep-?M& a8
Login Name Hra
BLiN Rl [None 7]
HolidayGroup |N0 e T
Eagloyes Lovations | Alunedabad
TN TRRRTETEET
PANNe @568528?5

 Coatact Details

Gender 2 ; Oficil Phooe [079-2213010 |Extensionf121 |
Oficial Mchile 7227044252 |
—Persomal Desails
Fhoto FadorMims Dhra Brai | ComtectMusker 7227044252
Ml ID hiral@rhythmoicmetri| Blood Groww [0+
el Vit Personal eMaut 1 nral@mythmb ometrics.com |
S Husiseel  Dhra, selanki
Maninaal kiran solanki
Status Workng Y. Dite OF 3irk | 08.Jan-1923 =
Crade [a | BothZlae  |Anmedabad |
T o |
Bary | Softwerc sy ‘ﬁhmx:dabuu J
Diats of Confimustion| 01 Sep 2018 E=|
Dermment Adivess |29 LON@ DahVEN Upp. Ulc high -
court Incomtax area
FPasswaord :
Sl Type Multipe Shftsina Day v [~ Pasepert Datails
Stift Growp |None ~ r| Nationality Indian v
il 340 G Dty s Respossitly
TnterTdNa 154524

# B Mk Audioil Web Allendance
71 Take Tnlimited T eave

¥ Coul Enpluyes Couls et Fros| 01-Jan-190 | 3 Coutaact Tu| 01-dan-1901 :E
Passport Exgire Oa| 01-Jan-1301 {8 TRIN Zagise Oul

o=t
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SmartOffice

Bt s snd HAMS Soluion

Help

Admir Master  Leave Management  Device Management  Utilities Reports
| 50 New ~ | g [rnploye=s W Memro Seftirgs & Master Settings | aﬁﬁig'| = | _ Device Maragement = | & Utiities » & Recalculate Aterdance w Attendance Register \'jAhcrumc: logs. [ Reports =
B0 A e Enplures [ Dot Sebeuied B playees gty Repualing Managsr o gt Enployes Detsils | B8 bipus. Enpuyes Jeonal D 88 Enpuyee el g Snpuyee Posunal Detil
Enployee Code Employee Mzme | Compeny Deparment Category Designaton _ocatizn Satus | EmploymentTipe
iE2 [7|| fiw [ ] | ] [[%] (7] [worng [¥[[  [[¥]
1 1 =ne e
o Anc Liomaz =L Jefsut Warking Reperting Murmgers erts | Disbeaii:| 4 | @
02 XYz Eioma: Defaik Sefaut Warking LEEETP |
1312 1irat Liomaz =sC Jeisut Support Ingineer Shemedabad Warking Permarent Nspertisg Momgers | Cmployes Douments | DisDosits| 4 | B
ill‘ll‘im b || » | Pagesize:| 10 -i 3 items n | pages
3 save Empluyee Delails L IR . [
 Professional Detals Cootact Details
Lmployee Name Hra Geuden O Made ® Fenpls Oficial Phone |079-2213010 |E!Densimllf-l
S 1
Emploves Uode ’r Oficial Mehile 7227044252 |
Pre somal Deails
Devies Code 1412 oy Fahar Nams [Dhira) Bnai Comtact Nymber (7227044252
Copany | Biomax | | eMailID  |hiral@rhythmbicmetri] Blood Growp |2+
- Personal )il ID niral@mymmb ometrics.com |
Department | TSE siseeny Mamzeel  Dhra, solanki
Category | Defaul: Meminee?  |kiran solanki
Desizuation [Support tngneer status [working v .. Date Of 3irh | 08-Jan-1993 &=
EmploymentTyp: !_Per:uum:l L Grade :._ﬁ =) BirthFlace  |Ahmedabad |
Dt of Joim 01 Sep 2016 Teana | Softws -
2 mamng =] | 2o e Lz Resid lweﬁiﬁhm:dnbud
Thata of Racigring 01-J3n-2000 Tiata .—vFr‘mﬁmHm| 01-Sep. 4 4
Leavs Cradit From Dste 0]-Se0.2016 Parmnt Adive 129 LOT3 DENVAN Opp. 01c nign :
|court Incomtax area r
Lozm MName H_ra | Paszzavord
Shift Roster [None v|  ShifiType Mulip'e Shftsina Day ¥ [~ Passpart Datails
HolicayGroap v ShfGiowp | None v MNationaliny Indian b
Employee Locatica | Ahmedabad 7| Ml Shift Crop [Nene i Duty and Responsibulity |
UDNo TRRRTATAAT | VotaldNe [134574 | ' 4
PANNG [127866852878 | # Conract Emploves Contract Fram| 07 .Jan-1901 | [ Cantract To| 01-Jan-1201 | 42
L B ———u :
[# Is Receive Notification [# Is Mark Ancroid Web Attendmce Tassport Expire 0:\i_91 Jar-1501 [ FRIN Zaxpire On| 01-Jan-1921 | ]
AndridDevie METNo (12358632885 ) Take Unlimited Lesve
| 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

Biomelrics and HRMS Solution

Admur Mastar Leave Managemant Uevice Management Ukilrhies hepats Hzlp

|49 Mew ~ & Emplayse: MW Meme Settings 4J MasterSatngs | & fesgn - | __ Davice Management ~ | 2& Uities ~ 4 Fecalculaze Atendance '3 Mtendance Register ' Mtendznce Logs I Reports =
mdd Mew Shift Greup
Shif: Groug Code Shift Croup Name
Iv ]
MNew Hew

(L) ] regesis( 0 - |

1itemsin 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.

(=] Save ShiftGroup Details i - T s
— Add'Edst ShiftGroup
Name |N W i
Short Name |New |
Description
A
S - -
MS
Shift 4 EI
Apcess

12.Shift: This option allow to view Employee assign shift.

Page 23 of 103



Degree
Seal


| [E] save Shift Details Bl 5 e T X

’ . ..
‘ Basic Details Other Details '

r— Shift Basic Details
Name :_G_e_rj_er_gl_ :Code GS

Shift Scheduling Type

® Regular ' Flexible Shift Duration | 0 Mins Break Duration | g Mins [[] End Next Day End By | 00:00 ‘{Ef

Begin Time | 09:30 1 End Time | 18:30 (O]

r— Shift Break Timings

) Break 1
Begin Time | 11:30 m End Time | 12:00 ‘fE) Punch Begin Before | 0 Punch End After | 0 Min Duration | 0

—| Break 2
Begin Time 16:00 © End Time 16:30 o

|<¥‘? Save |
-

Shift List Screen: Thiswindow will show current shift of this Employee.
SmartOffice
Biomaetrics and HRME Soluton

Admin Iiaster Leave Managemani Device Management Utilities Reparts Help

| W Moy - | e Emplovecs M Moo Scttings 4 Mastor Settings | @ Assian + | _ Deviec Managemeznt = | 74 Utilitics =~ %F Focakeaate Attendance @ AHcndance Register 3% Atcrdance Logs [F Beoats =
£/ dd Mew Shift
Shifl Naine | ShiltCode Begits Time= | End Tane Is Bieakd I+ Bizas? | |
|7 Kl 7| Rl |¥ idl
Gererel a5 09:13 18:30 C 0 s |1
Marning 5hift PAS 00:02 00:00 c 0 # o]
|Il||1||:||l||N| Pageciza | 1L = | Zitersin 1 pages

In shift there istwo option Basic Detalls& Other Details

Flexible Shift: 1t 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 alow 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.

2.0ther Details.
Save Shift Details Bl G
|' Basic Details ] Other Details
— Orther Details
¥ Punch Begin Before | 240 Mms (Default value will come from Master Settmgs)
¥ Punch End After | 240 Mms (Default value is next day shift begm time — pumch begin duration)

Partial Day Seftmgs

#| Partial Dayl on |Saturday v | # 1t ®iond #3d @atm ¥ 5th

Partial Day2on [Sunday 7| [ 1st Clond D3d Cath 5t Begin Time 0930 | {5 End Toe | {EER | (5

Mark Half Day when Report to office after | 11:00 {E} ) Mark Half Day when Leave office before | 11:00 {Ej

Session | End By | 00,00 r:.) Session 2 Gracetime | 0 Mins

Grace Time | Mins (Default Value will come from Emplovee Category Settings) TimeGroupld | 0

.V Save |

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

(c)partial day 1 on: give partia day one,
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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 partia day in aweek.

(e)Mark Half day when Report to office after-------- Time: (per day basisit 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.

*Employeeis 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.

SmartOffice

Admin  Masler  Leave Managemen Device Managemen UlLiklies Fepurls  Help
— - E — e e — = - - i
| 9 e | & Swployess M Mamo Serings ) Master Settnas | a bgsign v | | Deves Manzgement ~ | & Utilities v £§ Recalculate Attendance Y Anterdance Register %X Ottendancelogs [ Reporm v |
[Z] AddiEdit Employec Shift Rester A% - gl X
Fulslion e [New BepwDiy | 00-Jun-2017 E EsdDw |[0i-un-2018 =
Rotohion Mauster Ceawrzense
? Wedly Nty
[ Ll Lol
Merday  Mone M | | | | |
Tuesday ane :
al 0z 03 04 o3
"Wednadsy  None
03 09 12 1 12 13 14
Thursday  Mone
. 15 15 17 18 19 20 21
Firday None
Salwday Nomne 2 £ = b
Sanday Mone 29 0 3
— Weeldy £
Surday v| O Seturday ¥ |[Eveny ¥

| % save |

(a)Rotation Name: give roster name.
(b)Begin Day: give begin roster day for Employee.
(c)End Day: give
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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: Thisoption alow to view Employee Multi Shift

SmartOffice
Admin Mast=r | eave hanagermant Nevire Manzgement Liilities Reparts Help
| E9 New = & Bnuluyees M Menc Setlings £ Masler Sellings | aﬁns'gn b | . Devite Maiagemenl | &8 Ulililes 43 Recaloulale Atlentane w Allerdarnie Regisler ‘;ﬁAm:r daie Logs. I Repuls
©)#dd New Shift
| Wulli Sil. Maine FulliShill Code Beyin Tiime End Tiine |
¥ ' 2 ' v ' ¥ |
| Marirg Shit | s | 0%:00 | 2000 7 |8
Nocn Shitt Hoen 15:00 2200 i "
Night Shitt Nignt 20:00 o700 # i ]
LK UK 13:00 2300 # ]
i |I1I||,|T| b M| Pagesics| 1D vl abiteint pages
How to create Multi Shift?
Update Shift [ F
— Shift Details K
Mame (Morning Shift | Cade |MS B
Begin Time | 02:00 T End Time | 18:00 (o) =
— Other Details o
I Punch Begin Before | 10 Mins (Default value will come from Master Settings) N
®! Punch End After | 15 |Mins [Default value is next day shift begin time — punch begin duration) -
¥ Grace Time | E Mins (Default Value will come from Employee Category Settings)
|@ Save || X Close [
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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
Rigwmetrics and HRMS Solurinm
Ardmir Master eave hManagement Cevice Management Utilities Reparrs Help
! 9 Maw = | 4@ Emgloyess M \lemo bathngs  &F Macter Settings I agssgr. - | — Dzvece Mansgement = : 2% Utities = &} kecalculate Mtendance %8 Mttendance Hegeter 3 Aftendance logs  § Heporis =

=) Shift Roster Details o £ e e X

= Wi 381 G onp Basae Dekals

Shatt Group Neme Shert Neme
Mukh kit Name Mubhizhitt Coda Begin mmz | tnd mme
|7 | |7 || | 7|
Meraing Shift M5 09:02 2000
Moon Shif: \con 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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Fronn Dale | 01-lun-2017 =

Ml Shilt
skift] [MS v | sniftz [Nocn v snifed | Night v shifed [UK v | shif:s [Noon v
ToDate |30 Jun 2017 i} skt | Niga v | wife7 [MS v hifra [MS v e [1% 2

Thiswindow will show assigning the Multi Shift to theEmployee.

Employee Multi Shift Assigned Successfally.

17.Department Multi Shift: this option alow to view list of Department Multi Shift.
We can Add/Edit Department Multi Shift.
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Update Department Shift | X |

— Edit Department Shift

Department |rTSE v

From Date | 01-Jun-2017 |[E To Date | 30-Jun-2017 [
Shift1 MS ¥ | shifz [MS v |

Shift3 'Noon v | Shiftd | Noon ¥ |

Shifts | Night v | Shifte UK v |

Shift7 UK | Shifts

Shift3 (Noon v |

|V? Save ||><'. Close |

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

sSmartOffice

Biometrics and HRAMS Solutian

Agdmin ‘aster Lzave Management Dzvice Managenent Utilitizs Feports Hela

| 129 Nawe = | s Crploy=es M MemoSettings &8 Master Settings | a Assign = | ___ Device Managemient = | #o Utiliti=s ~ 43 Fecalculate Attendance 43 Attendance Register 3 Actenclance legs T Reports =

i ssign Deoartmant Shift

Shill Cod= | Shifl Date | Shill Beym Time | Shufll End Titne Is Breacd |5 Break? | Depar bzl | LasL Mudiifi=d Dale |

Izl [v] | =l ] [ ez ) L = | |
GS 22-bin-2017 02:15 1330 0 n TSE A3- lur-2017 11:30 AM _f. i
G5 23-Lan-2017 0%:13 1330 ] 0 TSE 03-Jur-2017 11:30 AM Famh
GG 24-Ln-2017 0%:15 1330 0 0 T5C 03-Jur-2017 11:30 AM i |
Gh 2y-Jun-2017 (L 1430 o 0 5= Ja-Jur-2017 1730 AM /’ W
Gs 26-Lin-2017 ne:15 1330 a0 n T5F 13- ar-2017 11:30 414 _/’ i)
155 27-Jan-2017 0213 133C Q a TsE 03-Jur-2007 11:30 AP _}. i}
G5 28-Jan-2017 02:15 133C o a T5E 03-Jur-2017 11:30 404 _/’ i}
55 29-Jun-2017 08:13 1330 0 0 TSE D3-Jur-2017 11:30 40 f’ i}
GE 20 Lan 2017 0%:15 1330 0 0 TSE 05 Jur 2017 11:30 &AM |
i|u'||u-|| 2[z][r || agmsi= 10 ~| 23 iems in 3 pager

Add/Edit Department Shift.
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[ i}

Update Department Shift | ¥ |
— Edit Department Shift N
Department | Software v | fl

From Date | 01-Dec-2015 | @ To Date | 30-Dec-2015 =
Shiftl [ES 7] shiftz | NightS v |

Shiftd |NightS v | shiftd |[ES v |
Shifts ES | Shift6. |[MS v

Shift7 | NightS r__i Shiftd | NightS v |
Shifta | uk v |

|‘¥¥Save ”}{ Close |

19.Multi Shift Report: Thisoption will show Employee Multi Shift Report.

Admir Masier | Leavz Management Uewice Management Usilibizs Kaaorte Help
£F  Master Setti = +
| 20} iy | B | VATEOETEGS Master bettings | @ feegn = | _ Device Management = | 2 Unlibes = 4F Hecslculste Attendance (8 Attencarce degister (8 Attendarce logs & Heporz =
8 Cpton Settirgs
E3Ad 5 M Settngs
RAulti Sh| <7 =Milegs tishif: Crce Regin Tima | Enel Tims | |
#* | Taployee Manual SM5 |7| |f| |‘,|
L l it 1 ll__ [
PAzrain # ¥ 0803 20:00 i i}
+le | Jepartment
Maon & - n 1500 22:00 o Iif
Category
Hght s TR | O It 20:09 07:00 £ i
1 ocation
UK 1200 2300 e i}
BT npliyes
| 5hift Group
1) shift
L shiftRnster
S Muti Saifr v | bt shi
P& _eave Types &b Ml Shift Group
bl | Hohday Croup «) Emgloyze Mul Shift
| ulblic Holidays wh  Departmant Multi Shift
b Cepartrent Shit £d Repurls v | B Daily Malti Shifr Repart
| | & -mployee Shit B  Presentiahsent Count - Naily diremsin 1 pages
™ = cent, ARs=nt Caund - By Week
&  =mployes Attendance Recister i |FremneiennE oy ekl
& Imployee Shft Fegister

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

x

Group By | Department Wise ¥

— Daily Attendance Report

From Date | 01-Jun-2017

To Date | 30-Jun-2017

— ¥ Filter Employee

Employee Code |UDl

Employee Name |

Employee Category | All

Employes (&l
Designation

Employee Lacation | All
EmploymentType [all

ReportType| Daily Attendance Report A
[ Filter Company | Filker Department
| [+ Biomax Default A
Exact Default TSE
ll
T
v | .
A
| Select All Deselect All Select All Deselect All

¥ Recalculate Attendance

Generats [X Close |

20. Employee multi shift Report.
WAl eizb b

& Find et b+ )

Daily Attendancz Multi Shift Report
01-Jun-2017 To 05-Jun-2017

Generated On: 05-Jun-2017 03:.05 PW

Atterdance Date- 11-Jun-2017

Dezariment TSE

Employee Codz Employee Name Shifi

w1
ot
o
w1
ot
w1
w1
w1
o

Morring Shit
Noan Srt
highr SHift
UK

Naan SFt
highr SHift
Norring Shit
Nrring Shitt

BB EEEEEEE

Uk

5 InTime 5. OutTime A. nTme

0800
15:0C

2000

1300

1800

2000

Jos0c

000

1300

20:00
22:00

o700

2300
22:00
0700
20:00
20:00

2300

0000

ACQuTime Wori Duraior LateBy Ealy 3y Stetus ?urch Reeords
000 0 0 0 Apser
0000 a 0 a Apzerr
000 o o o Abserr
0100 i 0 0 Apser
000 0 0 1 Abzert
000 0 0 0 Abserr
000 o 0 0 Apser:
00:00 a 0 a Abserr
0000 0 o o Apsert

21.Leave Type: we can view al Type of Leave.
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EHAdd New LeaveType
Leave Type | Code Carry Fonward | Vearky Limit Gender | Allotment Type | | |
Edl | |7 |7 | || |7
Restricted Holiday RHD 2 5 All Yearly # | | ViewHistory Allot By Category
Casual Leave CL ] 10 All Yearly A | | View Histry Allul By Calegury
Paid Leave PL 5 10 All Yearly # | @ | Vizw Histeey Allot By Catagory
Sick Leave 5L 2 10 Al Vearly # | W ViewHistery Allot By Category
|N||4||T|}||N| Pagcs'ze:l‘l[l ‘| <iternsTin 1 pages
Update Leave Type

[x

Auto Leave Allotment
Master Definition

Effective From
Name Casual Leave Code CL Allotment Type

2017

Applicable to [ Allow Negative Balance Dayls) 1000 | Carry forward limit 5,00

e Increase leave month of employment
Descriptian by 000 WkiEn 9 completed
[ Leave Encashment Minimum Balance 0.00

[is Loss of P ’7
slossothy Max Avail Leave Per Month 0.00 |:| Prorated

Leave "Allotment From' Settings

OJoining Date @Confirmation Date OProbation Completion Date
® Leave Date O Confirmation Date O avail After Days of Employment Completed

| save ||#& Close |

Master Definition

(a)Name: give Holiday Name.

(b)Code: give Holiday code.

(c)Loss of pay: if Employeeis absent on selected Leave then mark as a LOP.
Auto L eave Allotment

(a)Allotment Type: we can select Monthly ,Quarterly,Half yearly or yearly.
(b)Effective from : select Date and Time.

(c)Increase By:If you aregiving 2 Leave then every month 2 CL/PL/SL will automatically
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When 6month of employment completed

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

Category | Increasel raveRy | EmploymentCompleted | | imit CarryFarwardl imit

Detzult 1.0 | 00 | 2200 | .00

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

22.Holiday Group: Thisoption alow to view Holiday group list.

SmartOffice

Biomotricos and HRMS Solution

Admin Master Leave Management Cevicz Management ilities Reports Hzlp

| =9 Hew = ags Erapluyees o8 Memo Sellings 60 Masler Szilings | W Basign T | _ . Device Mavagemenl | )t Uilities = &F Fecaloulabe Atlardance a Atlendarue Reygisle T\g Allerdane Lugs E Repurs =~
ﬁndd Mew Haliday Group
Holiday Croup Code Hcliday Group Name
v icd
PH Pubic Haliday ” i
KH Restricted Fahiday ra w

? |.I1_.| | 1|m| I| | >|_| Fayz sice: |]B = | Zilerrsin 1 pages
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Add/Edit Holiday group:

[} save HolidayGroup Details S RS
— Add Edit HolidayGroup
Name PublicHoliday |
Short Name |PH |
Description
A
|"¥" Save [

(a)Name: give Holiday name.
(b)Short Name: give short name and (c)Description: describe leave.
23.Public Holiday: this option will alow to view public holiday list.(applicable holiday)

SmartOffice

Diomelrics and HRMS Soluton

Adwin Master  Leave Management  Doviee Management  Utilities Reports.  Hzp

B9 Mew - | a8 Enployess o Moo Sellings 0 Masler Sellings | W Gasign v Devee Menagement = | 28 Ulilites -~ &8 Revalculale Atlendance T Allenidance Reyisler

T4 Allerdanie Logs B Repuils <

E¥Add New Holday ot import Holiday Dcters

Holiday Narme Company Halidzy Date Heliday Type

| = |l = |l = || Ed

Ind pendence Cey 13-Aug-2017 Mandatary # m
Fizkshabandhen 07-Aug-2017 Mandatory S
Ganesh Thanithi 23-Ang-2017 tandatory S

| (e[ LI [ peaesizer] 10 -] disems in T pages
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Add/Edit public holiday

Add Haoliday | X |

r— Public Holiday

Holiday Name* |Ir‘:dipendence Day |
Company® |.|ﬂi|| v | Date | 15-Aug-2017

Holiday Type® @ pandatory ' ' Restricted
Holiday Group |.F't|| v

Description

o

| & Save | K Close |

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

24 Department Shift: Thisoption will allow to view Department Shift.

smartOffice

Biometlrics and HRMS Solution

Admin Master Leave Managemen: Device Managemen: Jrilizizs Reports lelp

| ED New = | i bmployess P Memo Ssttrcs 68 Master Settings | & fsmgn > | __ UswiczManagemznt » | 3 Ubilihes v 4} Hecalculsts Atiendance @ Attandance Hegister ' Attandance Logs [ Heports =

E3\szign Depzriment Shift
Snft Code Shifi Date Shift Begin Tirre Shift End Time |5 Break! |5 Break2 Deoartmert Lest Modifizd Cate
B =L =1l F L L =l ] 7] 7]

G5 02-Jun-2017 0%:15 1630 0 0 TaC 05-lun-2017 11:30 AM Pl i
Gh U3-Jun-201/ 015 1830 Lt 0 Isk U5-Jun-201 1 11:30 A ,7 i |
G5 M- hn-2017 15 1&:30 0 ] T5F 05-lun-2017 11:30 APA _;J’ i §
G5 05-Jun-2017 09:15 1830 0 0 TaC 05-Jun-2017 11.30 AM | |
G5 05-Jun-2017 09:15 18:30 0 0 TsE 05-Jun-2017 11:30 AW | & |
55 07-Jun-2017 00:15 12:30 a o TsE 05-Jun-2017 11:30 AP _,i’ o
G5 03-Jun-2017 %13 1830 ] 0 T3k 02-lun-2017 1130 AM Pl |
G5 07 Jun 2017 0%:15 18:30 0 0 TsE 05 Jun 2017 11:30 AM &
39 10-Jun- 201/ o1y 18:40 u U Isk U5-Jun-2017 1120 LA . A |3
G5 M-Jun-2017 0%:15 18:30 0 0 T5E 02-Jun-2017 11:30 AM . |

Ll lTaes ] v | o] pagesirn]1a <] 2aitems i 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 [GS B v
From Date | 01-Dec-2015 &
To Date 20-Dec-2015 H
I‘-‘f Save Hx Close |

T £ . e

(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: Thisoption is alow to view Employee Shift list.

SmartOffice

BIOMEemrics and HAEMS 3olunon

Auniin Masler Leave Marnagemenl Device Manageiien! Ulililies Repurls Felo

29 New | & Employess P Memo Settings 43 Master Settings | aa;;jgn T | _ Device Managerent ¥ | A Utilities v 4§ Recalculate Attendance - 3§ Attzndance Fegister i Attendance Logs

B Feports + |

Essian Employee Shift

From Date | To Dete Shift Cede | Smplayce Codc | Empiloyoc Name | Company Departmen: Categery | Designation Locatien Shatus | |
] ke v Ed v v | | le R e | be |

0" -Jun-2017 I0-dn-2017 G5 o ADC Dioras 5L Cefault Werking |

07 -Jun-20%7 J0-An-2017 G5 332 WNE Dicrax Defaut Cefault ‘Werking # | T

2itemsin T 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.

Bt i EmlecsciShik s

5o — 3 x|
From Dete Ul-hun-201/ B To Date $U-Jur-201/ 5] St [Gs v
|- | Code | Name Company. | Deparimernt | Cet=gony | Desicration | Location | Status | CmatevmeniTyps
|7 |7 |;| |Y| || |7 i'l Wereng = |
[ ol [ AT Fileyman [ TSF [ netant [ [ [ Wintking
¢ e Wz Bioma e Defaut Working

||'||'”I|' | w | oagesize|io =

Zitemsin ! pages
Tutal Selecled Reconds-1

|+ Aszigr Faployee Shife |

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

(P)Present

Smart Oof ﬁce

plrices Aang HRMS Salabic

las | agin- 03 lor-2017 03846 P 15 Welcnme =5l |
Admin  Macter  Leave Mzrzgement

Device Marzgerent  Utilitizz  Repertz | Help
| EY pew - | & bmoloyees M Memno Sethings 4 Master Settinge | a Aszign = | __ DeviceManagement ~ | & Utlibes ~ 1) Recalculate Attendance & Attendance Regicter T Attendance Logs

i degorts =
Month Jun - |Yeer| 2017 |c7_5 Ga | I’resent WeeklyCFIIIoid:yIA:rs:n:IO\ferrde

Bl jExportToExcel
Fmplayes “ndle | Fmployes Fame Ioration | -'I'"|| ?F'I| 8% 4-§ZD| S-Wir E-TH| 7—“'4 8._.?!| I"‘-Fl|| |n.=.| ||-ﬁ{ |7.74 I’s-T\| |4-\* |5-T+ |ﬁ-F| I'.'-q |8-5| “-14 7\"-1'{ Flan :7-"{ FR-F oA 7ﬁ-i| 7&N{ 77__.{ ?B—V‘{ ?"'LT‘ m-F{ 31
7 7| el
o e EEEE e
ooz e B
14°2 Hiral Ahmedaoad - FIoD) F[CL}--
| |<||1||D||II| Pagesizes |0+ | Jtzmeon | peges
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27.Employee Attendance Logsyou can view EmployeeAttendance log and you can add
remark.

SmartOffice

Dismetrics ond HAMS Solution

Admin IWester  Leave Managerment — Device Managemert | Utlties  Nepots el

| ED e = |.¢. Froplogees 8 Merna Seltings 68 Moaler Sellngs | & Awigr =+ | . Devii e Managemen] = | 38 iilibes » 48 Recalolale 8L endance T Allendan: =Begide T8 8lendance logs. 5 Bepuls ~

Frem Date | U5-Jun-2017 [ ToDate | Us-lun-201/ [ |9, Filter |

|1 Update Attendanc= | _# Update Remarks. |

Employ
] Atbcnc}'.n((!)ah{ C:pko;ee Employee Meme | Cempany ‘ Department Shift BegnTime EndTime InTime CutTime ‘ Duratiorn LateBy EaryEy Remarss | Status =
| |+ | |+ |7
Mot
052317 | 00" ABT Biomex SE Genercl 09115 1230 om0 ) 0 0 o ME L sert

Perin: i

O 05 Jun 307 002 nz Bioman Defaut Generzl 0915 1320 00:00 00:03 (1] o a Mozert

D 05-hin-?717 47 Hral Rlnmzy TSF Generzl 15 1330 onon ey ] 1] n Arsert

How to update Employee Remark?

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

SmartOffice

Aand HAMS Salutinn

Admin lMaster  Leave Management Devee Manzgemant  Utilities Repcrts Hela

EY Mew ~ | 5 Employess emo Settings 4§ Macter bettrige | o Dss - Uevice Managerent = Utlities = ¢ decalkoula endancz & Nttendance Hegister \tendance _ogs @ Reports =
28 i tmployes: M@ MemoSettngs LF Master Settng Pecign B Managerent it ¥ decakulate At T Nttendance Hegister T Nttend 3 Kepart:

From Date | 05-Ju~-2017 B ToDate | 05-Jun-2017 1] ,Q\ Filter: |

|r.£:| Update Attencance || | # Upclate Nemarks | |

Allentiorc=Dai | Ernpiuyee Gutle | Empidyee Namie - | Curritiaig Depairmenl Shil | Beir i

EncTire: tiTiine OulTose Duielii Lty | Eariy3y | | Salis | Remna ks
[ Bl Ez |7 |7
. . . Riomas T . R . s . 3 CEn heert
wT Anmaw Tefaus SEPIA 015 &30 3533 {1 ahsent
5. Updara R s e : T

Jpdate Att=ndance Fermarks
’7F‘ema:k: Notics Period|

P4

| saue | | 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 atime.
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SmartOffice

BIOMEIrics and HEMS Solunon

Bdmin Master | eave Maragemsnt Mevire Management L itiities Reports Hep

| DA New | aga Cployees  #F Mewc Settings &3 Master Settngs |agsss'gn - |  Device Managemert - | A Utiities ~  £F Recalculete Attendarce {3 Att=ndance Register 3 Attendance locs § Reports =

Filter =mnl
=mpicyee Code | Empioyee Name | | company [Aa ¥ |epartmant (A1 1| @ hitter | [

Snow Leave
Show (2 Leave laken '© Leave Allowec © Leave kalance 'O All

year| 2017 ¥ |

|| - Import | save Ralance | [

- " RHC- FHC- CCFF- = CCFF-
Empioyee ame | Employze Coce | Company Depatment ; RHO-Taken | i COF=-Taken Cl-fliowsc | CL-Taken | CL-Zalaice | PL-Allowed | P-Taken PLBalne | SL-All
AEC a1 Biomax TIE 5 0 & a a ] o il 0 10 a 10 o
474 we Hioma Letault 5 u H] u v u w u w w u w w

[ LTI 1w ] Pagesze 10 ~|

How to Import Employee L eave?

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

SmartOffice

Blometrics and HRMS Solution

Admir Master  Leave Management Device Management Jtiities Reports Help

| O New | &k Fmployess M Mema Seftings 43 Master Settnge |a£w'gn - | __ Nevice Management  » | & Ikiities. » 43 Feralculate Attendance Q¥ Afterdatre Register 3 Attendance Ings  § Repots =

5077 Show Leaves ™ Fiter Employez
r| 2 T & ~ " - ! - e |
Year [T || @ Loos ok @ Liave Allowes @ leave Baiahis: @ A I ¥ Import Leave BAlaNGE | |- ooyee coge Empioyze Hame| | company (21 ¥ Departmant[41 v | @, Fiter |
Employse Nsme Employea Cods | Compary Department ﬁ”’ = I FHO-Taken | ot S | e | O Taker I e |mAM | CL-Taken ‘cmauam- | PL-Allowsd DLTaksn | Di-Zalance | SL-AMk
- 2] unfitted Page i s e e T X |
= S |
AEC 001 Eiorrax TIE 5 Import Employee _eavec: 10 0 10 10
Xz o0z Biorrax Default 5 Example File Format File Format 10 0 10 10
Year 2017 ¥
Pah [aEaaien

= overmide

(L ||x Cuse |

| Importemployest ezvetaiznce.aspx

FL ] ) pogesiasf 10~ |
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H - & s EmployeeleaveBalance - Excel 7?7 H - 0O %

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in i

.n.D : ;.Calibri v.i-‘H -, Rl [ == = e % ;_;;eneral _I CUnditionaIFormattingv %“Inser‘t - Z - ‘%Y H
By - ) EFormat as Table = &7 Delete - m T ]

Pafte ~ B2l z ~| &~ A- =S==E=E $ T % %+ gCellStyles' l;:__;-] Format~ | & - ?ﬁiﬁ ;I:Tedc?;
Clipboard Font P Alignment [P Mumber M Styles Cells Editing A
Al b fe EmployeeCode v

A | B c D E F G H 1 K I W A
1 | EmployeeCode _l-i;eav_ta;r;\rpel.Leave;r-vpeZILeavéT.vpe3 LeaveTyped LeaveTypeS LeaveType6 ] N | R |
2 | !
3| Il
4] |
5 | |
6 | !
7] |
B | I
9 | .
10|
1|
12 |

EmployeeleaveBalance | &) ]

READY H M -———+ w00%

29.Dashboard: You can view company wise status Report.

SmartOffice

Biomatrics and HREMS Soluton

Adrin Master Leave Managoment Dowice Management Ukilrtics keports =elp

| 20 Mew ~ !a[n:ﬂo}rees M Memno Settirgs 48 Master Settings | aAssi;n + __ Device Managerment = ! A& Utities ~ 4 Recalculete Aterdance 8 Atteadarce legister 135 Attendencelogs § Resors ~

View Dashboard by Company:- Al -
Machine Connccted Status Empluyee PresenAbsent Count
Device Mame Location Lzst Downloac Date LastPing
[ g [ ]
Mo ee s (o diapley.
LRI .Fl kLK Page size: |10 = 0 termnsin 1 pages
Machine Dis-Connected Status : :;ﬁ?
Mevice Marre I nratinn I zst Dvvnlnar Nare FastRing
[ | T |7
Mew Guprat Ul-Jan-1900 1) AW OL-Jur-201/ 1012 AM
|_I.1_||:.|m_ _P_Ilﬂ Pagzsize: |10 = 1 temsin 1 pages

Jomar:

(i)Present

(i) Absent

(iv)L eave count
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* Leave Management: Thisoption allow to Manage all Type of L eave.
(i))Employment Outdoor Entries.

(i)Employee Leave Entries.

(ii1)Employee Leave Credit History.

(iv)Employee Restricted Holiday Entries.

(v)Assign EmployeeComp Off Accrual.

SmartOffice

Ang AR 3ol

Addmiry Il e |-_|..__Eu_it_\ff:_ﬂ_9£t_lll:_lj|. Cevice Moriagerwenl  Ulililies Reourls Help

e B Dicx Eiilsy

S ew - !4.—' 2 Eumployee Oul ol -3 | ag\:'g'\ » | _ Mevicehderagemant o« | 3 Unites » &) Rerakuace attencance  §8) Attercance Tsgicter £ atencanre incs | Reparts
§ tmpinyes | aRue s
& Employee Leave Credit History View Dashbezrd by Company:- 21 -
 OvenideEmnployeeleovedalane
@ rmployee B cter Hninay Hrry Empluy=: = T )

= ~ - N mipluy=2 PressnlAbsent Counl

Machine Coonc g —— E

A ASsion Employee CompOffacarual T |
Device Hame e LastFing

an Emplovee CompOfEnty F
o) [ . |I- .T:

o raccrds Tc diplay.

B ) 1 R (M Pauesics 00 - 0 lemsir 1 ages

Machine Dis-Connzcred Srarus

L
B 2asent
Device Name Locetion cast Downicad Cate LastPing
(] | (il i
Mew Cujrat -Jar-1900 ° 2:0C AM 02-Jun- 2017 10:42 AV
|a| |- IT| k| M| Page size: 70 -l 1 temzir 1 pages

2Ot Cfd

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

Employee Outdoor EntriesList:
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sSsmartOffice

Admin  Master  Leave Managemen:  Device Management  Utifties  Feporis  Help

| =9 New - | &l Empioyess MK Memo Settings &) Master Settings | &l Assign ~ | _ Device Management = | A utliies ~  &F Recalculate Attencance (Y Atterdance Register {8 Artencarce Logs:. § Reports » |
) Assign Emaleyss Out Door Entry
“rcm Date To Date Employee Code | Employee Nane Compary | Department Category Cesgration Is &pproved Approved By | |
Kdl || | K4l K4l | ¥ |5 | || | 7| ||
1-lun-2017 2-lur-2017 1412 Hiral Eiomax T Demlt Supacrt Engineer 1 ess Pl |
[t ad[1]f»||®| Pogesize|10 =| ! itemsin 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 TypeOfficia,Persona or Out of Station.
(f)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 L eave Entries.

Employee can Assi
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SmartOfﬁce

SIFICE AN0 MEMS 301U

Addmin Master | eave Managsment Navire Managamert L Filities Iennrts Heip

| EQ New v  aEmpoyess M Memo Selings £ Masle S=Uings | aﬁmig.’l L | — Device Managemenl. « | A Uliities » & Aeidliuiale Alleradane a Allendenie Reysler WA[-.«:HG«H(:‘ Luys

£ Repurls |

Ay Brpluyes Leavs Eaip

From Date | To Date | Employee Code | Empoyze Name | Ccmpany | Department | Category | eveStanus | Status.

Leave Code | Session Is Approved | Approved By | |
— : : — = - - —k - —
Ir|| [ ] 7| || [ [ Kd [ [ [ [ |f [
0My20IT | 2-n20iT | (01 I | asc | it | T | peaute 1o | an | Werkng 1 esel V3K
Ud-lun-2uts Us=lun-201 ¢ 1 w Hral Bioma sE Detaulr i) Al Warkng 1 essl Fal

|M||I:F||b||l|i Pagesize: [1C = |

2 iems n | pages

How to assign Employee leave entry?

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

SmartOf fice

s and HAMS Soluton

Admin Mazter Leave Management Device Management Utilities Raports Help
| ¥ hew = | @ Emplcysss M Memo Settings 4} Master Ssttings | @ fssign = | _ Device Management = | A utilitics oR = Register 3 Attandancelogs | Reports - |
[7] Assign Emplayes Leave Entry e B
Leave Status @ Full © Half O Quarter From Date| 034un-2017 E Tooate| 03-un-2017 | teave[CL V| ClicApproved Approved Byfessl | Reman ks!PE“D"al 2
Sesson | Session 1Y | | :
i | Cods | Hame | Company Ceparment Carsgary | Designation Location | St | EmploymentTyps
| =] || IE7 | [ | =] | IE7 | [ | [#] | [working [] | [v]
oot AR | e | e | Dtaue | | j Working
o2 Xz Bicmnax Default Default Working
o Mz Hirzt Bicmax i3 Ustauft Support Enginesr anmadzoad Viorking Fermanent

(o m] « [[1][» || » |- Pagesieiio | 3 items in 1 pages

Total Selected Records-1
|9 Assign Emaloyee Leave Entry |

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).

Leave Eo pply (PL,SL OR CL).

MUMBAI-55
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(E)Remark: give Reason for Apply Leave.

(fYEmployee: select particular Employee for Assign Leave.

Note: (i) Remark: you have to writein remark BOX.

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

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

SmartOffice

and HRMS Solutio

Acmir  Master  LeaveManagement  Device Managemert  Utilitiss  Reports  Heip
| A New - | & Employees M Memo Settings 4 Master Setiings | ﬂ Assign = | _ Device Managemznt » | & Utilites + 4J Recalculate Attendance ¥ Attendance Fegister 0 Atterdance logs | Reporis »
[~ Credited Date . o
I I 1 2
trom Uate| 05-un-2017 | B 10 Jate| 05-Ju-2m7 | B Empleyss Coda | Emaloyss Nama | 1if Filter
Credited Jate Credited Cycle Emp Code Employee Namz LeaveTypeName LeaveTypeCode Creditec
| ¥ |7 || |7 ||

05 Jun 2017 10:79:55 AM 001 MBC Restricted Holiday RHO 5

05-Jun-2017 10:79:53 AM 001 4BC Comp Off COFF 0

05-Jun-2017 10:79:55 AM 001 ABC Casual Leave ClL 10

05-Jun-2017 10:75:55 AM 001 A0C Paid Leave PL 10

05-Jun-2017 10:79:55 Ak 001 ABC Sick Leave SL 10

05-Jun-2017 10:21:40 AM 002 WYZ Restricted Holiday RHO 5

Us-JUn-207/ TU0LT:40 AM o2 wYL Lomp Ot LUt u

05-Jun-2017 10:21:40 Ak 002 ¥YL Casual Leave ClL 0

05-Jus-2017 10:21:40 AM oo2 HYZ Paid Leave BL 10

05-Jun-2017 10:21:40 Ab 01-Jen-2017 002 LA Sidk Leave SL 0

||i||< |T|2 | Pagesize: [ 10~ | 15 items ir 2 pages

(4)Override Employee L eave Balance:Employee can Override hisher leave balance from
this leave management option.
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§mr_{1‘a.rt0 ffi ce

clre and HERS Saola

Admin haste- Leave Management Device Management Utilities Reports Help

| 59 New | & Emoloyees M Memo Settings L} Master Settings | aﬁm’gn v | __ Device Management | A Utiities +  4) Recslculate Attendance 3 Attendancs Register QY Attendancelogs § Reports

ED0veride Leave Balance
Employ=eCode Employ=eMName CrecitedCycle . LeaveTypeCode LaveTypehlame LeaveBalance
x] I [¥] |l ; [¥] Jiv] sl
1412 Hiral 01-Apr-2017 cL Casuel Lesve 12 j’ b |
001 ABC 01-Apr-2017 cL Casuzl Leave 15 Vi i}

| [ [ af1] » | n - Pagesize:f10 | 2 itemsin 1 pages

(4)Employee Restricted Holiday: Employee can Assign Restricted Holiday
IfRestrictedHoliday is there.

sSmartOffice

Biometrics and HRME Solution

Admir Mastcr Leave Management Uewcc Management Ubilitscs Repots Help

| =¥ New - | e [mployee: ¥ Memo Settings  &F Mester Szctings | E Aszsign ~ | _ Device Management ~ | & Utilities = £8 Becalculare Attendance '35 Attendance Tegister 2 Atendance Logs I Reports ~

Wcsign Evployee Hesticted Holiday Entry

Haldzy Tiate Frpioyee Cade Frnpinyes Mame Campary “epadment Categary nesignatian | aeation S I Bnwerd appred By

| =] [ 1E2 01 (4 [=] K32 K32 I Jeill =l = =]

Eoun-2 on Ercem: Listaut: ettt Jzzuit Wierkng 1 bicmex e |
Le U2 itz EBL Lirauis etz Jezuit Weriang 1 olomax A m

e [T) v 0] ragesif 10 -]

Titerns in | pages

*How to Assign Employee Restricted Holiday?

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

Page 46 of 103



Degree
Seal


' [&] Assign Employees Restricted Holiday x

4 Restricted Holiday Assigned Successfully for Employee-166.

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

mairics and HRMS Soluiic

Admin Master | pave Management Devire Managament Litilities Reprrts Help
| B New - | s Employess M Memo Settings 43 Master Settings | ﬂAs& an - | __ DevceMenagement = | A Jtiitiess » 4 Fecalculate Attendence T3 Attendance Regisier 0 Attencance logs [ Repcris »
From Date| 05-1un-2017 ER 7o Dste 05-Jun-2017 FH [ is Aporovec Approved By | @55 Fermarks|
| Code Pame Company | Cepartmen: | Caegary Designation Location Status EmploymentType
| || | il || | % || | [working || &l
oo ABC Biunias TSE Defauit Wonking
o002 Xz Biomax Default Defaut Working
1412 Hral Blomat TSE Defaut suppen Engineer Ahmedabacd Wworking Permanant
[ «|[1}f»| »| Pogesie: 10 | 3items in 1 pages

Total Selected Rzcords-
| & credit Comp Of |

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

Biometrics ang HRMS Soluton

Admin Mastar

Leave Management  Device Management

Uelties Reports

Hela

| hg Mewn - | 9 Emnoloyees o Memo Settirgs {') Master Setbngs | ﬁ@;igr:l - | . Device Managemert = 2 Utilities = 4 Recalculate Nzendance @.‘\nendan:e Fegicter @!\L—.enda'\oe Legs ; Beports =

= Assign Fmployee Camp 0ff i T o T X
brom Date 05-Jun-2017 [E ovats| 05-Jur-2017 ] eavestatus @ py) OHaf O3 Ocuater (e Approved BpEroved By sz Kemari:
D Lodz Mame _ompany Uepartment Lztegory beiignztion Lacation status Employmznt ype
[ [Ed T [EZ || =] [Edl | | Werking = [7]
M o ADC Diomane T5C Drefavl: Working
O o xrL Stamax Letauiz Letauiz v/orking
O 1217 Hiral Slamay T5F netanir suppart =aginear anmedahar winrking Ferrznent

L[] o] Pagesizm{-0 |

Jitem=ir | pages

Tolal Selecled Reworis-

*Device M anagement:-

|+ Asgign Empleyee Zemp Cff Ertry |

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

1.Add New Device: Thisoption will allow to Add New Device.

SmartOffice

Biomatrics and HRMS Sojution

Admin Iaster

Leave Management

Levice Management

Unities  Heports

Heip

| 59 Hew > |&Eu:p.upn:—:; o Moo Sellings £ Masier Sellings | aﬁnigl * . Device Managemsnt. » | A Uiillilies »  £F Aecaculale Alledarce. T Alendaree Register 38 Allendance tugs I Repurls =

£34dd New Device {2 Refresn Device lis: @¥Fupart Nevice |ist
| Device hame SetidMumber DireL.itn Localion Cunpery Lest Dusiiued Dele LaslPiny
i ¥ E E ' [El E
@ | Biomax DINTO" D05 TO10BCRE 12 gﬁrg:m CNE Cujrat 0 -hr-19C0 1200 AM | <2017 1042 AM | offine | & | @ | Wiew Users n Device

= ——
I|I(| 1|ﬂ|b||b| Page size: |10 *I

1 emsir | pages

Add/Edit Devi

Management —Device and select Add new Device.
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=] Update Device Details Gt Gy = El e X

— Add'Edit Device -

Device Name |Bi-:rrna>< |

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

Serial Number |DH‘-I}"I31I:II:ISFEI1I:IBI32212 |

Comnection Type | TCP/IP v | 1P Address [192.168.1.203 |

DeviceTvpe @ Attendance () Access () Canteen

2

Company | Al ~

ez (330 | admstas30_|

Location Gujrat iy

;‘%ﬁ? Save | W

(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 al 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 P for Deviceie.(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 = % = O X
— Add Edit Device =
Device Name |Bi|:rrr1 ax |
Short Name  |Biomax | Direction | Alternate In\Out Device v|
Serial Number |OIN7010057010802212 |
Connection Type | TCP/IP | 1P Address [192.168.1.203 |
DeviceTvpe ® Attendance O Access (U Canteen
Company | Al v] 2
Time Zone Adminld
Location Gujrat |v |
I‘f Save | y

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

g.-'\dd Mew Davics  AUpdate Selected Devices Push Dezails

:@ Refresh Device lis: E‘!mport Devize List g&Export Device List

] | Device Hame Direction Lozation Company | Last Download Date | LastPing | | |
K kd d kd K 7|
v x90 Alternate In\Dut Device Ba"lgalore 01-lar-190C 12:00 AM offline / it View Users in Device
fif Delete Selected Users @ Refresh Device Users 3@: Block Users @.UnBiock Users | |
Employee Device Code Employeshame Privilege | FP Count | IsPassword CardNumber
Kd Kd Kd kd Kd

| - 1 . 1 Common User 6 - Mo - f

= 100 Meetbhai Hareshbhai Sclar Common User 3 Mo 5731113 _/4
| 1001 SUVEER KUMAR GUPTA, Common User 0 MNo 5742125 &
[ 1002 1002 Common User 0 Mo 5742186 &

< 1004 SULEKH CHAMND Commeon User 3 Mo 5754057 p 4

(a)Delete SelectedUser: This option alow to Delete UserFromDevice.
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fif Delete Selected Users :’;‘: Refresh Device Users 3: Block Users :’(_?UnBlock Users | |
Employee Device Code EmployeeMName Privilege | FP Count ‘ IsPassword CardMumber
|| |5 | [+ | [ ¥ [ | | |
4 1 1 Common User il Mo f
. 100 . Meetbhai Hareshbhai Sclall Common User . 3 l Mo 5731113 l &
1001 SUVEER KUMAR GUPTA | Common User 0 MNo 5742125 g
1002 1002 Common User ] Mo 5742186 >
1004 SULEKH CHAND Common User & Mo 5754967 P
1006 1006 Common User 0 Mo 5742278 f
Device User X

g Command has been submitted to Device Successfully.

v

e

(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 alow to Block UserFrom Device.

fif Delete Selected Users ,;?" Refresh Device Users @ Block Users '@UnB!cck Users | |
| Employee Device Code ‘ EmployesMName ‘ Privilege | FP Count | IsPassword CardMumber
| V| |V R4l il | V| Rl
1 Pk . Common User - ] - Mo - - ./9
4l 100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 ./’
1001 SUVEER KUMAR GUPTA Commen User 0 Mo 5742125 &
1002 1002 Commeaon lser n Mo 2742186 7

Y ou 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,

ow to UnblockUser from Device.

Page 51 of 103



Degree
Seal


fif Delete Selected Users @ Refresh Device Users 3 Block Users (Z3UnElock Users |

|

Employee Device Code EmployeeMName Privilege | FP Count IsPassword ‘ CardMumber |

|| |7 | || 1| |7 | |7 |
=) 1 i Common User . ] l MNo . ./’
100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 /o
L] 1001 SUVEER KUMAR GUPTA Common User 0 No 5742125 i
1002 1002 . Common User - 0 . Mo . 5742186 - _/’
1004 SULEKH CHAND Common User 3 Mo 5754967 /
1006 1006 Common User 0 No 5742278 &

You sdect an Employee which you want to
UnBlockUser.

Device User X

Command has been submitted to Device Successfully.

@|DK

T TR T T T T T I T T R

Unblock from Device and click on

(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.

a.-'\dd Mew Device  MUpcate Selected Devices Push Details ':’2, Refrech Device lict ﬁf!mper{ Cevice Lizt @Export Device Lict

Device Mams Diraction Location | Zompany Laz: Download Date | LactPing | | |
|| |7 || v | || |7 |
1] APOLLO Alternate InVOut Device  yderabad 15-0c-2015 03:05 PM 15-0¢t-2015 03:10 PM offfine _/’ i Wiew Usersin Device
A Alternate InVOut Device | Ahmedabad 01-Jan-1900 12:00 AM 19-0ct-2015 10:58 AM offine | W | View Usersin Device
Smarty Alternate In\Out Device | Ahmedabad 0%-Jan-1900 12:00 AM 20-MNov-2015 0543 PM offline # T | Wiew Users in Device
com Alternate InvOut Device 01 Jan 1900 12:00 AM 23 Nov 2015 01:07 PM offine | 4 | I | View Usersin Device

Go to view user in device
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fif Delete Selected Users @ Refresh Device Users @ Block Users @;Unﬁlock Users | |

[ Employee Device Code EmployeeMame Privilege FP Count IsPassword CardMumber
' =L B2 - | |2 2 ]
@ 1 1 Common User B Mo ey"
1| 100 Meetbhai Hareshbhai Solar Common User . 3 Mo l 5731113 )"
& 1001 SUVEER KUMAR GUPTA Commen User - 0 MNe | 5742125 rd
7] 1002 1002 Common User 0 MNe 5742186 F
@ 1004 SULEKH CHAND Common User 3 Mo 5754867 £
] 1006 1006 Common User - 0 Mo . 5742278 f
= 101 BUCHI BABU Commaon User 3 Mo 5734453 /"
&= 1011 1011 Common User 0 Mo 5754965 a"
@ 1012 1012 Common User - 0 Mo . 5746754 ..;f’
@ 1013 1013 Common User 0 No 5755047 P
Select Employee and go to Edit.
{i] Delete Selected Users (7% Refresh Device Users (7 Block Users (Z4UnBlack Users | |
(] Employee Device Code Employeehame Privilege FP Count IsPassword CardNumber
|2 | 2 (2 | el el ]

7 1 1 Common User [ Mo i
el 100 Meetbhai Hareshbhai Solar Common User 3 Mo 5731113 f
= 1001 SUVEER KUMAR GUPTA | Commeon User 0 Mo 5742125 P
&= 1002 1002 Common User 0 Mo 5742188 f
7] 1004 SULEKH CHAND Common User . 3 Neo - 5754067 _.;"’
7| 1006 1006 Common User 0 Ne 5742278 P
] 101 BUCHI BABU Commeoen User 3 No 5734453 &
= 1011 1011 Common User l 0 Mo . 5754965 f
= 1012 1012 Common User 0 Mo 5746754 f
£ 1013 1013 Common User (4] Mo 3755047 d'?

You will get User Update.

Page 53 of 103


Degree
Seal


Update User

[x

— Update Device User
Employee Device Code 1
Employee Device Mame

Employee Application 1
Name

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: Thisoption will alow 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.

(f)Card Number: If you want to enroll card

\)d
o A

(3)DeviceL ogs. This option will alow to view Employee LogsLogs Detallg/Edit Logs &
Delete Logs
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Assign Manual Entry
Employee Manual Entry.

(a)From Date: select Start Date to Employee for Manual Entry.

(c)Time: givetimeie. 09:15

€ () 1392.156.1.107:9055,Mzin.azpx

SmartOffice

Biometrios and H

RME Salution

Q4 Fzarch

wa 4 & 9

Sudrran Master Lezve Managemznt Lewice Manzgement Utilibes Heportc Hepp
| ] New = s Employees M Momo Sctings 40 Master Scttings @ Assign = | _ DeviceManagement = | #% Utilitics = 4 Recalculate Attendance (3 AttendanceFecistr '8 AHendancelogs T Reports -
Morta[un ~ vear[2007 || 9 a0 |
oamgn Fmploy== Manual ntry @ Ketrash Liance 1605 E Fup ot o kel
| LogDzte . Device SerialMumker Mt Direction E Davice Code | Evgloyee Code | Employee Hame Company Departrert LogPRecordLocati
7| 7| [+] | || | T || T

05-lun-2017 0G IGO0 P MO[Attzndance) out oo oM ADT Diomex T5L F |7
05 Jun 2017 0&30:00 P ME(Attendance) aut ooz 02 0z Biomzx Defaulz _ﬁ' i ]
A-N-AT R0 F | ME[ATrennanre) nr 141, 1418 Hra Hiomzy sk R
05-Jun-2017 0X30CI0 AN ME(ALLzndanLe) ir oo on ABC Bivmex TSE f i1
05-lun-2017 03000 AN MEGALLzndance) ir ooz 032 0z Bivmex Drefeull F b |
05-lun-2017 G 3000 AN MEAlLEndanLe) ir 12 141z Hira Bivmex TSE _./4 1§
C4-Jun-2017 063000 P MEALLzndance) uul oo on ABC Bivmex T5E ‘!A it
U4Iun-200  UB 00 M| ME[AtE2ndance) ot [ii7 57 e Biomax RN Pl |
U4-Jun 200/ DB 3U:00 FW | ME[Att2ndance) out 1412 1412 Hra Biomzax 13 & |’
(4-Jun-201 7 U000 AN ME[AtEzndante) " wn N ABL Blomzx sk PR |

i [ afl1fesfn|[n] vpagesee|td ~

AUkemsin : pages

[5] Assiun Employee Manual Entry

: go to Device

Management-Device Logs and click

on Assign

From Date

Cwnzi T

TaCate | 05-lun-2017

E Time ..

|

Dredtion El Device | ME(Attendance) WarkCode Remarks
[ | Employee Cede Employee Hame Company | Departmert Cztagory Dezignation Location Status EmploymentType
' =l I#] I7 7 ¥ I (¥ Woiing__ ][] [+
1 1
|+ o0 ALC Diomex TSC Default Werking
[ | o0z I Diomezx Default Default Werking
C |4z Firzl Blomzx T5E Drefault suppotErginesr AFmedabzc Werelng Permanent

LT ] pagesae 10 <

Jitemsin 1 pages

(d)Direction : In/Out
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E Employee Manual Entry x

v Employee Manual Entry Assigned Successfully.

(4)Upload User to Devices. Thisoption allow to Upload User to device .

# | SenalMumber Uewice | Direction Location | LeztPing ) | Dewesooe | smocyse Lode  EvployseName | Lompary | ULenartment | Emp. Levics Nara | i &
I =l 7] 2 I = ¥] . I | L K [E I+ [l Il |
?. 025626764625 %20 System Dirccsionidr Bangzlorc W 1622 1623 Ciwakar essl Safware =

v 1 1625 i Srigrakash Default Saftrare
1 ] ¥
! [ [ «][z] » [[» | Pagesizer|10 ~| *itewsin 1 pages [ [ |[z]l > o | Fagesizer| 100 -] 2items in 1 peges

[ Hingerprnt [ Card | & Uplead |
How to Upload User to Device?

Go to Device Management —Upload User to Device- selectDevice serial number and
selectEmpl oyeewhich u want to upload to particulars devices &click on Upload.

11

Upload Users to Device x

Command has been submitted to Device Successfully.

v
ek ]

[

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 | Al +|From Date | 05-Jun-2017 [E To Date 05-Jun-2017 B

] | | Direction Location LastPing
|7 | kd id
[ Mew Alternate In\Out Device Gujrat 02-Jun-2017 10:42 AM
||| e ||T|| » || M| Pagesier|10 | 1 items in 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

g Command has been submitted to Device Successfully.

~ [

(6)Sear ch User in Device: Thisoption will allow to search Employeein Device.

Search User In Devices

la Download |

Employee  Hiral-1412] [+](@ Fitter |

| Direction | Location LastPing

gl |7 | Rd

Mo records to display.
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(7)Delete User to device: This option allow to Delete User from Device.

:J he__na_leber Javice Dirachion Lozatien ias_th_g Cl oy Mame Fruiege kP Lount Jsvzsmur: Lardhumber
[ I=il E2j! | 277 | ; I¥] = =l s = =
o) | E740153100678 ATET Altemate IriCut De Celhi 21 MNow 2015 1227 TM [55]) 459 HRMGR Common User o No
-t . TC . Alternate IrhCut De Delhi . "] 5377 . 5777 . Common Uscr o | MNe
Bl | 3157152400317 TM Alternale ISul De Chiennal Bl | 2% 233C Comrion User o No
Tl | 6316152400314 avimicja In Device . 05-Cat-2015 12:56 2™ B oo . SUVEER EUMAR CLPTA . Cutmrion User o . Nu
7] "!'zﬁﬁ]??d.'.'ﬂﬂf:. ™m . Alremate TFTur N . @ 1pos . GAURAY KUMAR. GUP'_A. Comrion User 3 . HNa
O | 4151504548 . MC . In Device (] i W) . bl . Lomrion User 3 [ Mo
7] 29265125‘_06—1§. Surya | In Device Tast | @ | iz | AMTT DA SR | Common User 4 | Mo
[~ ] E42615250052(‘ cquned . Altemate IriJut De Mumba i 7| . s . SUSHIL KUMAR . Common Uscr 3 No
Ol | E42515265000¢ CQURD2 Altermate IriZut De Mumba (7] 3. ANIL KUMAR CHALUHAN | Common Uscr 3 Mo
T | £4261331003€3 APCULO Alternale IIul De hydeigbiod 15-Cal-2C15 03:20 PM (] it40 ClIANDRA FRAKASIEAGA Common User 3 No
W a[z)zo v || magesiz10 - W items in I pages: — e p—
e — — | [ul[+| )23 45678010 o|r|[Hn| paesizer 10 -] 1337 items in 134 pages
| @ valate |
Select Employee which you want to Delete and click on Del ete.
] | SeriaMuinszt | Deviie Dinealiorn Lutelion LaxlPimg ] Crployee Code Cmoayze Name 2rivilzge 2 Count IsFassward CardHurber
T I=] I I7] ! ] 0 N 2 I 2 I 2 I =
¥ £74015310067¢ A TST Atzmate Ir\Out De Dehi 21-Nov-201512.27 FM vl 4 HR MGR, Comruils 0 hy
E |1 e Atemate [r\Out De Dehi ¥ 57T 5777 ot No.
B . J15/15240041) CM Atzrnate r\Jut L\e: chenna it et AME- i nmman L ssr [t} Mn
[7] | €31515240031¢ zvitaloja In Device 03-0ct-2015 12:56 2 el 1001 SIVEERKUMAR GUPTA  Comtunisss 0 Mu
O | 2165172470062 TD Atemate IrOut De 7] 102 GAURAY KUMAR GUPTA. | Common Usar 3 Mo
O | 3154543545 LM In Device o [ I s 17 Common Lszr 3 Mo
=] . 2925342510645 Surya In Device . Test | @ o022 . ANTT GOTAL SR Coirrnon Lsan 4 MNu
O | e42515250052( CQURIL Atermate IrhOut De Mumbai @ a0z SJSHLL KUMAR Common Uszcr 3 Mo
(=] . EA2615265000¢ CQURDI2 Mtzmate Ir\Out Ds‘ Mumbai @ 103 . ANIL KUMAR CHAIHAN . Common Lszr 3 Mo
B . (425135100387 APOLLOD Atzmate Ir\out DE. Tyderabad . 153-Cct-2015 02:10 W 1 140 . CHANDRA PRAYASH AGA. Cuirenon Lser 3 Mu
| 1‘ |L|M2 3 |L| |i| ‘Pagesize | = 30 ez n 3 pages = e —
— | (1o eft]zaaseraoana|r|{n] pugesel - 1302ikemsiv 134 pages
e Delzte

Ters] = pyrars

' Delete Users to Device

5

v

Command has been submitted to Device Successfully.



Degree
Seal


=\ Diraction Lcu:ation LastPing L__l Frpioyee Cone =r|rlny|_=p NamE Frmp. Nevice Mame Priviege FF Count TePFRTWONT CAraklEmner
b= (L = id | b=l || 1| 5. . . {2 A
B | ATST Mtzrnatz In\Out Devce Delhi 21-Mov-2015 12:27 BM @ 45 HRMG2 Cormon Use: 0 o
(] [ e | Atencte IniOut Jevad Delki . @ 57 Eren) | commen sz 0 [ o
L . ™ . Ate-nets In\Out vau: chennai [ 23% . 2396 . Common Usc" [ [ Mo
] avi Laluja In Devics 05-Oul-20153 12:56 PM B 100 SUMVILR KUMAR G Cormon Use 0 No
B . i) . Atzenztz InwOut JEVCE. . 1 1008 . G'\.RA\’KLMARG. . T 'IrulUx. 3 . Mo
B . LA . In Dizvics . @ w7 | 1m7 | . l’ﬂl’flr‘milqﬂ" 3 . Ma
@ . Surya In Usince lest @ s . LAV oy 7T Cormon tiee) 4 T
[T} . CQURDZ Atoonets In\Qut vaoc. Murzai @ 12z . SUSHIL KLMAR Cormon Uses 3 Mo
" | . CURD2 Atzrnats In'Out Dcva(. Mumazai ) 103¢ . AMIL KUM-’\RGU\L‘ Corvmon User 3 Mo
7] . APOLLO . Atznets In\Out vao& hyderabad . 15-0ct-2015 0320 °M £ 1040 . THANCRA Pru‘mg. . Common Usc" 3 . Neo
D« o [ n |omegesaes 0~ e R O e T

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.

& Elack || & UnBlock

D Dm__eq_:uon I.u‘_almn i__;_'sgpmg l brplo;_eel_me Empicyes !\:zne Emp. Uevice Mama Priviege -p Lount £Hasswond LardMumker
=] |l I7] || Ed | [Ed el f=] =] 2N EIN {7
2l ATET Alternate In\Out Devie: Delhi 21 Mow 2015 1227 IM |#| 459 HRMER Commer User 3. o
= Alterrate In'Out Devicz Delhi B s 5777 Commer User 2 No
| cm Aleernate InvOul Devics dhennial 1 2% 23%0 Commer User 3 No
1| awitalojz In Device 03-0c1-2013 12:56 P l:l 100- &JVEER <UMAR &L Comrner User 9 o
B |m Alrernare Tn\Ourt Th=virs [¢] 108 GAURAY KUMAR G Commcr User 3 NO
B | Mo 1n Device @ aw 611l Lommer User 3 o
7] Surya In Device Test B 1024 AMIT ZOYALER Commer User 4 No
W | cqurct Altermate In"Out Devic: Mumbai [ 1oz SUSHIL KUMAY Commer User 3 No
(7] CQURECZ Alesrmate In\Out Davic: Mumbai @ a0 AMIL EUMAR CHAL Commicr User 3 o
E | ApoLLO IL e InYOul Devics hyderabad 15-001-2015 0320 P 1 1040 CIIANDRA PRAKAT Commer User 3 No
| [w][4)[t]zaf» v | eagesizer[20 ~ NS s 1]z 34 ser8e10u|r|[n] psgesze 10 - TR e
& Dlock | | UnBlock
L | T . a0 B o W Tt W BTSN W F W

' [Z] Block_UnBlock Users to Device

x5

il &
e

Command has been submitted to Device Successfully.

=
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(9 Device Commands: This option alow to view Status of Command which you have
execute recently in smart office software.

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

il Delete Selected Device Cemmands ’:-'E:F’eflesh

| Title | DeviceShame Status | CreationDate ExecutionDats
| ] 1L 7] ] | ] | ] |
@ Block User GAURAY KUMAR GUPTA aTsT ”Pending 20151124 12:25¢9  1800-01-01 @

[#|  Dlock User SUVICR KUMAR GUPTA ATST Pending 2015-11-24 12:25:09 1900-01-01 ]
¥ Block User HR MGR ATST Pending 2015 11 24 12:25:09 1900 01 0L o
O | Block User 5777 ATST Panding 2015-11-24 12:18:13 1900-01-0L o
]| Rlack User HR MGR ATST Pending 2015-11-24 12:19:13 1900-01-01 @
"] | Delte User 1001 ATST Pending 2015-11-24 12:17:21 1500-01-01 @
Ll | Delte User 2396 ATST Pending 2015-11-24 12:17:21 1900-01-01 i}
L] | Delte User 5777 ATST Pending 2015-11-24 12:17:21 1500-01-01 il
[0 | Delte User450 ATST Panding 2015-11-24 12:17:31 1900-01-01 ]
8 E:‘;;‘J;::_A“ logsfor Do TEand TF Pending 7015-11-73 16:57:57 1900-01-01 ]

i|4||||i|23¢5 6780910 | »|[b] oagesizm|io ~| 243G iterme in 244 pages

(10)Import Device Log: Thisoption alow to Import Device Logs.

Import Device Logs

b4

— Import Device Logs

Example File Format File Format

Device | Biomax *
Path
[]Create Em ployee

Select |

| Impaort ||x Close |

How to Import Device Logs?

Go to Device Management —Import Device Logs

Download file format for Employeei.e.
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UserId LogDate Dewviceld Direction VerifyMode korkCode

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

InwlﬂeuiceLngs X

— Import Device Logs

Example File Format File Format

Device | Biomax e

Path @ 1_attlog.dat =Remove

Create Employee

| Import ||><. Close |

Click on Import.
*UTILITIES:

(1)Import Employee Shift: Thisoption will alow to Import Employee Shift.
(5 import Employee shitt x
i Import EmployeeShift

Example File Format File Format

Path e

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

ld \ ﬁ,:u-'l.'ll.
§ i susisanee | 2)
[} f' )

-
o
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Total 1Records Imporied Successfully.

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

Import EmployeeShift
Example File Format File Format
Manth [Jun ¥ |Year[2017 v |

Psth @ |mportEmployeeShiftMonthWise.csy  xRemove

MNote-Comma should not be used in any of the cells.
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(3)Import EmployeeDetails: Thisoption will allow to Import EmployeeDetails.

ImportEmployeeDetails X

Import Employee Details
Example File Format File Format

Path [ Select |

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

Impeort Employee Details
Example File Format File Fermat

Path @ EmployeeDetails.csv  xRemove

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

Click on Import for File Import Employee.

ImportEmployeeDetails X

il Total 1 Employees Imported Successfully.

iR

T el

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

Go to Utilities and
EmployeeDetails.
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SmartOffice

Biometrics and HRMS Solution

Admin Macter | eave Mznagement Mevic= Management Likilities Repnorts Help

| K9 New ~ i@ Employees @ Memo Settings 46 Maser Settr

z Import Employee Shit

v | A Utilites v 4 Fecalculate Atterdence ﬁ Attendance Register @ Attendancelogs ‘f Re
& ImporEmployeesShift-MonthWise
1 Delete Selecte Device Commanes  (*Refresh & Import Fmployes Netails
O | Title

B Export Employee Detaile Slalus CrzaliunDal

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

ImportEmployeeOtherDetails

.4

Import Employee Details

Example File Format File Format

Path | Select |

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

| Impert | |><'. Close |

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

ImportEmployeeOtherDetails

x
Import Employee Details

Example File Format File Format

path @ EmployeeDetails.csv =Remove

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

| Import | |>C Close |

Click on Import

ImportEmployeeOtherDetails

|
A

I Total 3 Employees Imported Successfully.
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(6)Export Employee Other Details: This Option alow to Export Employee Other Details.
Y ou can download Employee Other Detalls.

Go to Utilities select Export Employee Other Detalls.

_Sm_art Office

and HREMMS Soalutin

Adrmin Master Leave Management Device Managemert | Lkilities | Reports Help
Irrport Frployee Saift .
| =0 New = |$tr‘1plo}rees ﬁl\f’emobettlngs W N’asterbettr:"" DAL HMEPERE i | /% Utiites » 4§ Hecalculate Attencarce \’-:;j Attendance Register \’-,}S Attendencelogs & R
| -

'& I portEmployesShift-MonthWize

7 Delete Selected Nevice Commards @Rﬁm:h '”-" Irport Employee Details
] | TiLle | 2 Export Employee Details | Slalus CrealionDale ExeculivnDale
|\(i "“, Irport Employee other Details || || || |Yi
1 - - | Exoort Employee other Details | | = = % | = |
1 Resct Transaction Stamp for Device Now 10202212 Mending 2017 06 05 17:21:08 1900 01 01 offline i}

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

Import Employee Leaves X

— Import Employee Leaves

Exarnple File Format File Format

Path | Select

[ override

| Import | |4 Close |

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

Click on Import to ImportEmployee Leave.
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@ Import Employee Leaves E

— Import Employes Leaves

Example File Format File Format
Year[2017 ¥ |
Path Select

| Owerride

Total 1 Employees Leave Balance Imported Successtully.

| Import | (A& Clese |

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

Go to Utilities and select Export Employee Leave Balance.

SmartOf‘ﬁ ce

inmetrics arnd HEMS Solutinn

Adrrin Master  Leave Managerent  Device Mznagement U’t_thtle;l Reparte  Help |

a. |mportEmployvee Shift

| |29 New = agé Employces M Memo Scttines 4 Master Scitir " ol Ut=|itics| = % Recaleulcte Attendarce \':}}P.ttcnd:ln(.c Register \‘;ﬁmtcrdmcc Logs E Fepots =
1 |

ImpotimployesShift-ManthWise

Import Emplavee Details

082 B WY

Export cmployes Letails
- Import Emplovee otner Details
Export Employes other Dezile

Impat Frplayes | eave Ralance

B ER

Export Employes Leave Ealznce

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

(=) Import Leave Entries :

Import Leave Entries
Example File Format File Format

Path | Select

Mote-Comma should not be used in any of the cells. All Date column should be in dd/MMiyyyy Format
| Import | ,)r. Close |
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Download File Format give Leave Entries Details and select path File Format.

Import Leave Entries x

Import Leave Entries
Exarnple File Format 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 | |-K Close

Click on Import to Import Leave Entries.

% Import Employee Leave Entries x

Total O Leaves Imported Successfully and below error
occured for the remaining leave.

Leave Type is not exists.

oK |

(10)import  EmployeeOutdoor  Entries: This option will adlow to Import
EmployeeOutdoorEntries.

[=] import OutDoor Entries x

Import QutDoor 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 and Time
Should be in HH:mm Format

| import | |#M Close |
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[=] import OutDoor Entries

Import QutDoor Entries

Example File Format File Format

Path @ OutDoorEntries.csy = Remove

Note-Comma should not be used in amy 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

Total 0 OutDoor Entries Importad Successfully and below
error occured for the remaining OutDoor. f

Employee 1622 is not exists

(o]

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

I Import Manual Entries

Import QutDoor 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/MMlyyyy

| Import | | & Close |

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

Import QutDoor 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 alow to backup Employee Log Records
from Database.

Backup Log Records from DB X

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

 Clear Log Records from DB

| Export ||}< Close |

(a)From Date: select backup start 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.

Y ou can able to Restore Device Log Records.

Restore Device Log Records X

Restore Device Log Records

Path [

| 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  xRemave

| Import || A Close |

Click on Import to Restore Logs.
Restore Device Logs X

Total 25 Log Restored Successfully.

4 N

ok ]

someone Employee is telling that punch is there in the
ou 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 ¥

Path [ |

| Import | | A Close

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

% Import Employee Details x

Import Employee Reporiing Manager Details
Example File Format File Format

Path Select

Note-Comma should not be used in any of the cells.
import. | | M Close

Select path Employee reporting manager Record.

[=] Import Employee Details X

Import Employes Reparting Manager Details
Example File Format File Format

Path ¢ EmployesReportingManagerDetails.csw  xRemove

NDt&uComlna should not be used in any of the cells.
Import | | M Close

Click on Import
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Import Employee Shift x

Import EmployeeShift

Example File Format File Format

Month [Jun’ ¥ |Year ED 17

Fath |ﬂ Import Holiday X

MNote-Cor
Total 4Records Imported Successfully. T

b

| oK |

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

H - & s EmployeeReportingManagerDetails (1) - Excel ? EH - O X
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in .
s r T S e = - ] o7 = = =
I__LI % Calibri s oA == £ % Po— = %CDﬂdltIDnﬂ Formatting iﬁ“lnsert E éY H
. Eg -~ ) ) gFormatasTable' i Delete - ' o s
aste Pl o S £l T e e e e 1= i €0 00 it ort n
- ~ B 1zl - O A S==sE 4 $ % 00,0 GCE” Styles~ B Format = &~ Filter = Select =
Clipboard Font [P Alignment Pl Mumber [Pl Styles Cells Editing ~
Do . I w
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
o
6 |
? 1
8
g 1
10 |
11
12
13 | ]
| EmployeeReportingManagerDetails *® 1 | [»]

(15)Carry Forward Employee Leave: This option will alow to cary forward
Employeeleave. IfEmployee have 6 leave in previous year then you can forward 6 leave for
next year/current year.
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SsmartOffice

ametrics and HRMS Solutdon

Admin Master Leave Management Levice Manzgemant Utiiies Heperts Heip

| 0 New - | & Enployees M vermu Sellings G Masier Sellings | &l Ay v | _ Devite Monagement w04 Ulililies v £ Revalulale Allerdarne §3§ Allendanue Registe: 53 Aller darce Logs

E Rapuris w
Lesvz Iype| Casaal Leava-CL v [vear| 2016 7 | [ Creccrorthistear
|
i g T. Year Mext Year Ooening
L 2 J E = g 6
L ‘ Errp Tode Emaloyee Mame Compary Categery TotalBalance T Credited In ¥ear | T.Taken In Year T. f=ar Jaarce s T Year Leavelapse Bana
|| Ed | ¥| |l | & Ed || Ed || |+ i
1 ene= | — + = Ty = St B = S + B = o A A S = o M x = -
1o 1412 ABC Bomax Duefzult J i} (s} o [t} a o
=] 002 bA s Bomax Drefoult 12 48 o 48 L 43 o

[ [4|[1][»}[n] Pagesee|a -] 2itemsin 1 pages

| Carmry Forvard |

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

Employee Leave Carry Forward X

4 Employee Leave Carry Forwarded successfully.

[

(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

— [ Is Parallel Database Export

Database Type |SQL Server v |

Authentication Type | Windows Authentication v

Database Server | LocalHost Diatabase Mame
User Mame identix Password
Service Mame |KE Port Mumber 1521

r—Data Fields Mapping

Talde Mame | |

Emp Device Code | | [ 1s Unique [ Prefix Text Length| I| |

Employee Code | | E1s unigue [ Prefix Text Length| 1 I| |

Log Date [0 is Unique Format

Log Time [ 1s Unique Format

Log Date Time [ 15 Unique Format
RFID= [0 15 Unique Device Mame

RFIDWithissueNo | [ 1s Unique RFIDIssueNo |

Work Code | | Device 1a |tengtn| 1 |PremxText| |
Punch Direction | | in| |out| |
Download Date Format |

Reserved Field 1 Default Value

Reserved Field 2 Default Value

Reserved Field 3 Default Value |

| Test Connection. | | -Sawe | | Close |

(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

r—eTimeTracklite Database Settings
Database Type :SIQLEEWE.J . -
Authentication | Windows Authentication
Database Server|

Database Mame _

User Name | Password

Service Mame

Empiloyee Device Logs Out 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 Sart
SmartOfficeNonPushDataCollector —Automatically (From Run--services.msc)

® pata collector service

¥ |sExportlogs W [sCollectDevicelogs  Schedule At ﬁ M Interval 5 Last Run m ! CustomizeForma:
Export Device Logs Path | 1 FieNameFormat | IsFTPUplead FTP Device Logs Path | Fre attendanze Logs Path [
|=ProwyEnable FI'PFrcyylSe'\'er | FTFProwyPor: 1 | FTPUsarMame [ | F:';Fa:s'«:or.:' | i
IsArenx  Premcled ) i gl et:-:e"‘.s:or: | | Felgseparaor | None Bl LTEBT_;riELECLD'n\'W'DE’J Lleaﬂ_ogskté'uc-.f.'r‘lcau LheckMissedLogsUays |

™ Send SMS Setting
& TrstinsSMS5 1405 f_"\ LastRun | 31-lan-1900 | LastOut5MS5| 0000 O Last Run |0'I-Jan-'l900 iy MNopunches5M3 000 (@ LastPun pl-Jan-1900 |ER AII.‘O:ESMSfU a5t F{"~-|"‘| Jdan-1920 |

ExciudesMSDays

[ Send Mail Settng

Send Email for Late Coming /Ezrly Going Scheduled at | oo:o0 © Last Run | 01-Jzn-1000 | B Send Mctifications for Absentees Scheduled 3t | 00:00 o LastRun |pi-an-1900 B

Uevice Name | SerialNumber | Lirection Location | Lampay
IR |7 Il &l |7
Eiomax [ QINTO10057010802212 [ Altemate InOut Device Gujrat
||4|i4|i_I||h||lI| Pagesizer| 10 = | 1 iteme-n 1 pages

| % save | X Closz |
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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)IsCollectDeviceLogs:-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 thislist 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.

@ Customize Format

]
8-

| O Select Format

FileName Format | dd-MM-yyyy A Prefix Text e File Extensionicsv File Seperator| Tab A

Data Field No. 1|EmployeeCode v |No Of Char g Prefix Text Header EmployeeCode

Data Field No. 2[LogDate v |Format yyyMMdd Prefix Text| Header Log}ljate

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|None ¥ |No Of Char |0 Prefix Text Header None

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

Data Field No. 9[None ¥ |No Of Char |0 Prefix Text| Heaclerll\.lone
Is Consider First Last Punch @ Show Header Show File As Per Last Download  Reset Last Run01-01-1300 B
Additonal Direction Suffix Text Setting

|7 Additonal Direction Value  Break In 2 Break Out |3 |7 Employee Code Emplovee Code In Device

Note — PrefixText should be exactly one character long except the Fields None,LogDate,DownloadDate| & Save || A& 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.
////“6’ of CO’?}O)’(3
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08'\( /_\%QO \ Page 76 of 103
J

MUMBAI-55 |
03

£
©



Degree
Seal


(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:
1/192.168.10.1/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 SM S sending setup

(I11) Send Notifications for Absentees Scheduled at :For absent SM'S sending setup

file Netion  View  Hzp

e MEGLER Bm >80 n

2 Servicee jLocal) | Seryices iLoza)
Siman OHTie eNomPushiDat alolles low Flamz : D=szription Stetus— " ——= S s
-.‘,‘.'\,Seccndir:.r Logar Enatiles dtar. smartOfficcMenlFushDataCollector Propertics (Local Computer! -
Stop the zervice . = 3 2 : £
Ractait the sanice -_"?ESchrc Sacket Tunreling Protocal Service Providessu.  Runrit -0y R e S
5k Securnity Accounts Menager Thestaruo .. Runril
& Security Center ThaWSCSY.. Runril Seracerame:  Smatlfficever PuehDatalalactor
D riplitore: £ Sersor Data Service Delivers dat. . :
The szivice » uszd [ o pull lhe .r\‘-’: ST i ttaoes
data B Mo Bk i e o \..,_‘;Sersor Manitoring Service IMontors vau
£y Sersor Szrvice A ogervice fo. Deseiplion [Thel SErvee g ue_edfor:o pul thz datz froT han
- 3 [Mush versio devices
B Servar Suppertsfil.  Runril
Siaservce kMSELD Pl lex maecaabilee
& Shel Hardware Detection Providesnc..  Runril "2 ogram Fles (e38e 5 503mart Office SatesSmar(rfeeloFusk Daz
L".';Sk e Lpdale: Enatles L., "
ot il g Statup ypc: Atometic -
s snart Card Konages acu.
..'.‘-"',Sman Zarc Cevice Enumeration Servicz Creates soft..
S Cand Rerowval Palicy Al L .
ﬁ;bﬂun(}l"lch)ﬂl'ushJ:tn(.oII::to' hs szrvice . Bunrn Serdce ootua: Hunning
£ SHIMP Tra Reczvertrz...
b F = 3
: Sty FaLse Rezume
SN Pt licw (TR TR £ e
sbpet vortier Wertics pote. You car speciy the stat parmeters thal assty when you stat the senice
£, 501 Active Directory Heloer Senvice Enasles inze... i
A0 Serie (501 FXFRFS3) Puwiddes o, Runei
501 Server Agert (SQLEXDRESS) Exccuzes jou
;,{-:.',SQL Server Browser Provides 50...
65501 Server V55 Wriler Piwvides Lthe.  Rurrit =
b [ ok | =
£455DP Discovery D Runri x Ced et
[+ sCovery scovers . Runril
‘& Staze Repostory Service Providesre.. Runring  Manual Loczl Syste..
ERR g Arquisil on Frenis [P . Manial Frel Sysle..
-L;:)St:rn;e Service Provides en,. Manual (Trig..  Locel Syste...
'.‘;;'-_.SLperfet:ﬂ IMzintainz a..  Runring  Jwtomatic Loczl Syste,.
Sy em Fuenl Mo ific clinn Srvice Moty Runciog Auloemalic Lo el Syl "
\\ Lrterded ((I_Stnndurd‘,f

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

(1) Send Notifications for Absentees Scheduled at :This option for absent Mail setup (automatic
send mail on this time for absent)
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(I1)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.

| B Add new row |

Main Status Code Customize Status Code

P | Present i

| kP | HP 0|

| woe | wop

| A | Absent |

| corr | coFF @

| RH | RH i

| | Casual Leave i
| % Save |

(20)Custom Header Text:Customer Header Text is used to change the Header of the Columin
any Reporti.e. Instead of Employee Name they can Modify to Student Name.
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Main5StatusCode | Customize Status Code

EmployeelustomText | Employee |
EmployeeCodeCustomText | | Employee Code |
EmployeeNameCustomText | Employvee Name !
CompanyCustomText | Company |
DepartmentCustomText | | Department |
CategoryCustomText | | Category |
DesigrationCustamTaxt | Designation |
EmploymentTypeCustomText | EmploymentType |
GradeCustomText | | Grade |
TeamCustom Text | | Team |
UIDNoCustomText | uiDNe |
PANNoCUstomText | PANNo |
VoteridNoCustomText | | VoterlgNo I

| % Save |

(21)Fetch controller Log: Thisoption is used to fetch datain door Controller software.

| (=] Parallel Database Export

— Fetch Controler Logs

Database Type |SQL Server ¥ | Authentication Type | Windows Authentication ¥ |

Database Server iﬁigmg_x_] [ Database Mame |Smartﬂfﬁ ce |
User Narne | | Password | |
Service Name | | Port Number | |
Fetch Controller Logs
From Date To Date g. . | Fetch Controller Logs |

| Test Connection |

Mote-DeviceSMame 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 Recal culate one time then you will get fresh Report.

Go to Report —Recalculate

' Recalculate Attendance X

— Recalculate Attendance i

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

Companies Departments

Biomax Crefault
Default TSE

Select All Deselect All Select All Deselect All

| Calculate | | X Close |

Click on Cdaculate.
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Recalculate Attendance X

— Recalculate Attendance o
From Date 01-Jun-2017 ToDate  06-Jun-2017
Companies Departments

Biomax Drefault
Drefault TSE

Select All Deselect All Select All Deselect All

Attendance Recalculated Successfully. | Calculate Iix Close | ,

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

W 4L Jofa b bl @ [ |endinNex H- @
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 5hift 5. InTime 5. QutTime A. InTime A.OQutTime Work Duration OT T Duration LateBy EarlyGeing By Status Punch Records

11412 Hiral M1 09:30 18:30 09:30:00  18:30:00 0900 00:00 0000 000 0000 P 09:30:00(in)ME, 18:30:00{out}ME,

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

11412 Hiral GS  00:00 00:00 02:00:00  20:00:00 12:00 00:00  00:00 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.No  Employee Code  Employee Name Shift 5. Inhme 5. Uuthme A.Inlime  AUuthime  Work Luraton U | Uuration  Lateby Earlylioing By “Status  Funch Hecords

11412 Hiral GS  00:00 00:00 08:30:00  18:30:00 08:00 00:00  00:00 00:00  00:00 P(CL})  0%:30{in},18:30({out},

Attendance Date 04 Jun 2047
Department:- TSE
5Ho Employee Code  Employee Name Shift 5. InTime 5. OufTime A. InTime A.OutTime Work Duration OT T Duration LateBy EarlyGeing By Status Punch Records

11412 Hiral GS | 00:00 00:00 08:30:00  18:30:00 05:00 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 HAMS Solution

Admir “aster Leave Wanagement Device Management Utilities __R_n_apo_n:_;_ _I_-_|§!|:_|

dzcalculztz Attendance

| T | 1 —
| 58 Maw = | & Employees 8% Memc Settings  F Master Settings aﬁs = |eezlzulate Attercance @ Mtercarce Pegister 08 Mtendanceloge T Rzpos ~

T Daily Allendence Repuils L

i Monthly Atter dance Reparts +| ¥ BasicPeport

I Weekly Attencance Reports i Summary Report
rave Fntres Repors | Deteiled Report

Go to Report-Monthly Details Report-Details Report.

A Jet b owl g [ redinest -

Eiomax Security
Monthly Detailed Attendance Report
M-May-2017 Tu 31-May-2017
Cenerated On: 06-Jun-2017 02:58 PN

Cay Deyf  Day2 Dayd Dard Doyt Dayd  Day? Doyl Doyd  Day#D Doyl Deyl? Daydd Doyf4 Dayd5 DayiG Dayt? Deydl Doyl Dey2) Cayif Dayl? Dey2d Day2d Dxy25 Day26 Doyi? Day2l Day2d Daydd Dar

Cays HMay $2May My M-May 05May 06-May 07-May M-Mey DS-lay 10May HMay 12May 13-May 1d-May 153May 6May TMay 18-May 18-Mzy 20-May HM-May 22May 13May MMay 25y 25-May 2TMay I8May I9-May 30-May 31-May

Mo Tue Wed T Fri Jal Fun Mo Tue Wed  Tha Fri el Fan Hun Tue Wed Thu =i Bal Aur L T Weed Thu Fri Ba. Jun W Tuee Wed

Lepartment: | 5=
Employce Code:- 1412 Emgloyce Hame:- Hiral

Ietal Brasent - 31 lotal Absent - 11 I0tzl | eave 1aker - lotal Weakly [ Present -0 1okal Haranon - 27400 lotal (ver Dime - (0400 108z1 | ateky - (00 (Hrs.) 1otal F2ryHy - (0 (Hrs.)

Shift 65 |85 |5 ©5 (o5 |85 85 |55 5 G5 65 85 35 55 2G5 58 |65 |5 |53 G5 G5 65 (85 65 55 G5 |65 (65 |65 G5 (G
InTimes|$5.00.00 85,00 00 05.50.00 03.00.00 05.04.00 05 00.09 95.00 00 09.90,00 35.00.00 £5.00.60 §5.00.00 05.00.09 0500 00 05.60.00 05.00.50 05.00.00:05 02,00/ #5.00.00|35.00.00 05.00.00 05,0900 05 00.00 95.00.07 05.00 03(25.00.00109.00.0005.09.03 03 00.09 #5.00 03(09.40.00/0.00.00
Out Time | 19:00:00 18:00 00 18:00:00 12:00:00 18:09:00 18 00:D9 18:00 00 16:00:00 18:00:00 12:0:00 18:00:00 18:00:00 18:00 00 18:00:00 12:00:00 18:00:00 12 00:30 15:00:00 1£:00:00 12:00:00 18:00:0 18 00:D4) 18:00:0 18:00 03 15:00:00)12:00:00 12:00:00 12 00:09 18:00 00 15:00100 13:00:00
VTV LTI I T I (R T T TR T e VIS TR T T BT RO TR T TR TN TR VT T P TS T T I T T TP T - T T T I T TR T TR T T
Eafy By |BXOD 0000 (D000 0000 (0DXM ODO0 G0N0 OO0 DD 00O (0000 (0000 0000 DD 000 (G0N0 (0000 (000D 000 OO0 009 (000D (POOD 00D DOD OO0 (009 (0DO0 00D DO OO0
TomlCT  (00:00 [80:00 D000 0000 0009 0000 8GO0 (D080 DO:6C 0000 (0000 (0000 (0000 D90 OO (0000 (000D (000D (00:00 D900 0009 (000D [SROD PO:OO D080 OO0 0DDY 0DOD 000D D060 00:00
Tursfion 0500 0500 1980 A0 0BOM  (ROD 85O0 W80 SO0 ORD MAM0 SO0 SO0 DSA0 0RO MSO0 0900 60D 0RO0 (800 0BT SO0 8RO ASOD B0 090 0RDA  0RMN 85D neAn  0an

Htats ¥ ¥ P o E ¥ ¥ P P = v ¥ e P ¥ ¥ v ¥ P o ¥ v ¥ ¥ P » E ¥ ¥ P v

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

SmartOffice

Biomeatrics and HRMS Solution

Bdrin Master  Leave Mzragement  Device Mzragement  Utilities | Reports | Help

Recaleulate Attendance

| =8 New ~  as Cploy=es #% Memo Settings 40 Master Sttirgs a.ﬁs' " |eczlculaze Atendance T3 Attercance Fegistsr T3 Attercancelogs  § Repots ~

Draiy Attzndance Reports .

Monthly Attendzrce Repors 3

Weekly /ittendzrce Repere

Go to Report-Weekly Attendance Report

Page 82 of 103



Degree
Seal


' =] Weekly Attendance Report

Group By | Department Wise

Mo of Digit in Employee code I:l

—Weekly Attendance Report

Month | Jun-2017

E Week

— D Filter Employee [IFilter Campany CFitter Department

Biomax Default

Employee Code

i Exact | | pefault TSE

Ermployee Name |

Employee Category All

Employee Designation | All

Employee Location All

EmploymentType All
Select All Deselect All Select All Deselect All

[ rRecalculate Attendance

4 4 1 Jof1 b ki

Generate |x Close |

Weekly Status Report (Detailed Work Duration)

Jun 1st Week 2017

Company: Biomax Security Printed On: Jun-06-2017 03:04 PM
Days 01-Thu 02-Fri 03-Sat 04-5un D5-Mon 08-Tue O7-Wed
Employee:- 1412 Hiral Total Duration: 48:0 Hrs Total OT: 00:00 Hrs. Present 5 Absent: 2 WeeklyOff: 0 Holidays:

Status F

In Time 0 30:00
Cut Time 18: 20000
Late By 00 00
Early By 0D: 00
Late Going By 0D
Earhy Coming By 0D
Druration 09:00
aT 00:00
Shift MS1

0 Leaves Taken: 1 Late By Hrs: 00:00 Late By Days: 0 Early By Hrs:00:00 Early Going By

Days: O

P{OC) P{CL} WOP WOP A A :

0 00D 005 30000 005 3000 05 30:00 00: 00 10D: 0
20:00:00 18:20000 18: 20000 18: 30000 00.00 100: 00
00:00 00:00 00:00 00:00 00:00 100:00
00:00 00:00 00:00 00:00 00:00 00:00
2000 18:30 18:30 18:30 0000 100:00
D00 0D D 0D D 00: 00 0000 0D D
12:00 09:00 09:00 09:00 00:00 00:00
00:00 00:00 00:00 00:00 00:00 00:00
G5 G5 G5 G5 G5 G5
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(5)Leave Entries Report:This Report Shows Applied Leave Entries Reports of employee.

Employee Leave Entries X

—Employee Leave Entries

From Date | 01-Jun-2017 |[E To Date | 08-Jun-2017 | B8 status [Al ¥ | Leave Type [All v
B [l Filter Company [ Filter Department
[ ¥ Filter Employee Biomax a | |Default -
Employee Code |1413 | ¥ Exact Datguk RE
Employee Name | |
Employee Category |J‘-\II A |
Employee Designation |AII i |
Employee Location | All T
EmploymentType |ﬁ\|l hd |
Select All Deselect All Select All Deselect All
Recalculate Attendance

Generate |>( Close |
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4 4 1 of 1 I & Find | Next B~ (%
Biomax Security
Employee Leave Entries
01-Jun-2017 To 08-Jun-2017
Generated On: 08-Jun-2017 03:25 PM
Date- 01-Jun-2017
S.No Employee Code Employee Name Department LeaveType IsApproved ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Functicn
Date- 02-Jun-2017
S5.Mo Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function
Date- 03-Jun-2017
5.No Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function
Date- 04-Jun-2017
S.Mo Employee Code Employee Name Department LeaveType lsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function
Date- 05-Jun-2017
5.No Employee Code Employee Name Department LeaveType IsApproved  ApprovedBy Remarks
1413 ABC TSE Casual Leave Mo Marriage Function

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

r— Employee Out Door Entries

From Date| 0B-Jun-2017 & To Date| 08-Jun-2017 B Status[All ¥ |

I} Filter Company |2 Filter Departrment
H |
— [ Filter Employvee g::';j: B _?;Eh”lt B
Employee Code | Exact

Employee Mame

Employee Category | A&l v |
Employee Designation| All ¥ |
Employee Location | all v
EmploymentType [all ¥ |
w w
Select All Deselact All Select All Deselect All
[C] Recalculate Attendance
oAt Jefr b M e | | Find | Next bl - @

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 Employes Name  Department Duration  |sApproved ApprovedBy Out Door Remarks

1 1412 Hiral TSE 720 Yes essl \isit Site(0B:00:00,20:00:00)

(7) Restricted Holiday Entries Report:This Report Shows the Restricted holiday entries of
Employee.
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— Employee Restricted Holidays Entries
I |
From Date| 01-bun-2017 | ﬁ To Datei 08-Jun-2017 |E_E 5tatus|A|| ¥ | Leave Type | RHO ¥
[ Filter Company [Z! Filter Department
7 Biomax Default
— L Filter Employee = =
e Default TSE
Employee Code | Exact
Employee Mame |
Employee Category | All v |
Employee Designation| All v |
Empioyee Location Al v |
EmploymentType fan v |
- -
Select All Deselect All Select All Deselect All

I# Recalculate Attendance

Generate || A Close |

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

— Employee CompOff Entries
From Date| 01-Jun-2017 |E T Date | 08-Jun-2017 | B8 status[All ¥ | Leave Type [COFF v
[ Filter Company [T Filter Department
T Biomax Default
— L Filter Empl i e
T ETRcyEs Default TSE
Smployee Code | O Exact
Employee Mame |
Employee Category | All T |
Employee Designation | All v |
Employee Location  [All v |
Employment Type [an v |
- -
Select All Deselect All Select All Deselect All

¥ Recalculate Attendance

Generate || & Close |
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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

 [2) WeeklyOff\Holiday Present Report

WeeklyOffyHoliday Present Report

From Date| 07-Jun-2017

B To Date| 06-Jun-2017

T

! Filter Company

! Filter Department

— L Filter Employee Bromias

Employee Code | | B Exact Default

. 1

Employee Mame |__ |

Employee Category {éll r_i

Employee Designation | Al l

Employee Location | Al r_i

EmploymentType {all v |

Select &l Deselect all

| [Defult 4]
TSE

w w
Select P;I-I_ Deselect All

|| Recalculate Attendance

(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

HIiDMarics ang HEMS Solunon

Bdwin Masl= Leave Marisyernenl Device Managemznl Ullliss

Help

Generate | |" Close |

Fecaliulale Allencanie

| QA Nen + o Fripingees M MemnSettrgs G Master Seftings ] A : ecalnlAte artendance 08 arencance Register 0 ameroance ags  § Repom w
5 Naly artendance Reports
E  Monthly Afterdance 2eports View Dzshboard by Company - 2 -
E Weekly Allendarz Repals
- E  Leave Entrics Repors Empluyee Presenlabsent Count
Lachine Connccted Status . . b
E Out Docr Entres Fepots
Device Name -ocation -ast Doanicad Datz
§  Restrcted Holicays Enfrie: Reports
'T L Y ?.Y.‘ E Compoff Entrics Rcports
No.tecorcls o cheplay B WeeklyOTHolisy Present Reuoilifo Coms-0in
P A, 110 = r
L _< '.f.-ﬁl' L ,_P___ e '1_ - I Lesve Surnna y Repurls
£ vearly SUMMATY Repor
Machine Dis-Connecrad Stams - & & ® Piesenl
I Clazc fied Aggregate Raport B Abment
Dicvice Mame _ocation wast Downicad Date e,
E Gererste Memo
| e Ll
¢ § Logfopot
Bomax Gjrat 21-Jan-1900 12:00 A\ £ Grauhic Repuils
| |4 !|T|| bW Pagesize |10 =| E | Daily Detailed Status Raport

§ CustonizeRepor

Daily Log Report Matric

Ermpluyee Delsis
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Employee Leave Summary.

4 4 ufi o Q@ |:|Find|h.lex_t = R

¥

Biomax Security

Employee Leave Summary

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

Department:- TSE

Employee Code:- 1412 Employee Name:- Hiral
Leave Type Yearly Limit Leave Taken Total Leave Balance
RHO 5 1] 10
COFF 1] 1] 1]
CL 10 1] 22
PL 10 0 10
SL 10 1] 10

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

SmartOffice

vetrles and HREME Salutian

Admin Ilaste” Lesva Manzpemant Device Vanagement Utliities | . Regorts | Hep

I Feczlcuste Aftendanc - - .
. CTE e eraliulale Allendarce  ©F Allewdance Regsle 88 Allendarie Lugs B Repulb »

& Daily Attendarce 3epots
I Merthly Attendarce eporis . Vizw Dashboard by Company:- 41 v

§ ‘'Weckly Atterdance Ropeoris

i Lesve EnTies Recorts Employee PresentAbsent Count

Machine Connected Status

Devee Mame Location Lest Dowricad Dafe s | Rt Hoiilaw Enliies B :
1 B Pesbitlec Hulideys Enbies Repuils
'Y T T | B Conpul £ Repunis
Mo reconds I display. | B WecklyDif\Hokcay Mresen: Reportifor Comp-OF)
Fage siz
ESE |1| AL Fage e la00 0| i Leave Summary Raperts
| & vearysammany Kepert
Machine Dis-Counected Statuy | i _ 8 Present
1 @ Ciessified Agpre]ats Report W Abgent
Dew e Naire Lovalion Lesl Duwrivad Dake: = | Generate Merro
| i |7 |
| # LogRepert
Diorax Gurat 07 -lan-1900 " 200 Al I

© Graphic Repors

4| f[1]0l | Fagesize |12 =| Daily

|
|
| tailed Statuc Report
£ Naily fag Repart Matri

I Hrpioyes etaiis Heport

4 Cut Of £

B FRandom Check Report

¥ AMbnonraity Pepart

[ CustomzzReport
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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 Employee

Employee Code Exact
Employee Mame

Employee Category | All

Employee Designation | All

Employee Location All

EmploymentType All

Y early Summary Report.

[ Filter Com pany

[] Filter D epartment

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

Page 9o of 103
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WA Jero i 6 [ edives B @
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 Name: Hiral

MONTH P A L H HPF WO WOP PL CL 3L Other Leave Total Leave Total Present
January L] o 0 0 0 o 0 o 0 0 o 0
February o o 1] 0 i) i) 0 ] o 0 i) o
March 0 o o o o ] o o o o o o
April ] o o o o o o 0 o o ] o
May M 1] ] 1] ] 1] 1] 1] ] 1] 1] 3
June z 20 o o 5 pid o 1] o il 1 4
July ] o o o o ] o i o o ] 0
August o o o o o o o o o o o 0
September o o 1] o o ] ] ] o o ] ]
October ] o 1] o o o o 0 o o o 0
Nowvember 0 0 0 0 o 0 0 0 0 0 0 0
December o o o o o 1] o i1 1] o ] 0

(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

@ @

To Date 06-Jun-2017

Department Wise ¥
Department Wise
Location Wise

Shift Wise
Grade Wise
Team Wise
Category Wise
Designation Wise

GroupBy

[Z] Recalc

Generate | A Close |

Classified Aggregate Report

06-Jun-2017 To 06-Jun-2017
Default 0 2 ] ] 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 Date | 06-Jun-2017 [E ToDate | 06-Jun-2017 [E Status | Device Wise B |
ClFitter Company [CIFitter Department [Iritter Device
r Filter Employee . -
Biomax Default Biomax
Employee Code |1¢12 | Exact Default TSE ME(Attendance)
Employee Mame | |
Employee Category | All ~ |
Employee Designation | All v |
Employee Location | All ~ |
EmploymentType | All v |
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 crfl Pl @ |:|Flnd|HE.Y.t u:kv 'L

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)

S5.Ho Employee Code Employee Name Log Date Direction Remarks
1 1412 Hiral 01-Jun-2017 09:30 in
2 1412 Hiral 01-Jun-2017 1830 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
0| 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:
14 41 Jofz b b &« [ FndinNes H- @)

Biomax Security

Employee Graph Report
01-May-2017 To 31-May-2017
Generated On: 06-Jun-2017 03:42 P

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

Present

L
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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@rhythmbiometricz.com
Contact No: 7227044252

0oJ: 01-Sep-2016
DOC: 01-5Sep-20156
DOR: 01-Jan-3000

Employement Type: Permanent

Location: Ahmedabad .
Company Biomax Department TSE

Category Defaut De=signation Support Engineer

Place of Birth Ahmedabad ooB 08-Jan-1993

FatherMame Dhiraj Bhai MotherMame

Residential Address

Permanent Address

Nomeneel Nomenee2

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

MUMBAI-55 |
7
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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 05:00{in},18:00({out},
Attendance Date- 03-May-2017

5.NHo Employee Code Employee Hame Department Punch Records
11412 Hiral TSE 09:00(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
5.Ho Employee Code Employee Hame Department Punch Records

11412 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 09:00(in},18:00(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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r— Continuous Abnormality Report
From Date| D6-Jun-2017 # ToDate| 06-Jun-2017 B No of continuous Absent days| 2 |
I Filter Absent y || Filter Department
- Late Coming |-
r I Filter Employee Biomax Earlv Goi a | |Default a
e Default arly oing TSE
Employee Code | Exact
Employee Name |
Employee Category | All T |
Employee Designation| All T |
Employee Location [ All v |
EmploymentType [l v |
w -
Select all Deselect All Select all Deselect All

[C) Recalculate Attendance

X close |

(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 Repart Type | Daiy Indiviual Attendance
— I Filter Employee O Fitter Com pany [ Fitter Department
Biomax Default
Employee Code 1412 MEact | |pefae TSE

Employee Mame |

Employee Category | Al
Employee Designation Al

Location Al

EmploymentType Al

Select All Deselect All Select All Deselect All

Recalculate Attendance

Generate || A Close |
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Device Lacation Emp Code Emp Hame

Ahmedabad 1412 Hiral
Ahmegabad 141z Hiral
Ahmedabad 141z Hiral
Almedabad 1412 Hiral
Ahmedabad 1412 Hiral
Ahmedabad 1412 Hiral

Cesignation Category
Support Engineer Defaut
support tigneer Uelaut
wuppor bigneer Uetaut
Suppwil Engireer Delaul
Support Cigineer Defaut

Support Cigiveer Defaut

Attzndance Date HNermal Hours
01-Jur-2017 0g:00
U-Jun-201¢ 120
Ud-Jua-201¢ ugue
Od-Ju 2017 08.00
05-Jun-2017 os:0C
00-Jur-2017 oo:0c

Tofal Fours Owvertime Hours ~ Werk Status Activity Group Sub Activity Name
1020 oo P

s ouue FiaLy}

o uuue P(LL)

0020 00.00 WOoP

000 oo:ocC WOP

00:30 oo:.0c A

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

=

x
Fram Date| 01-Jun-2017 B To Date| 06-Jun-2017 FE Report Type| Staff Manthly Attendance ¥
] Staff Monthly Attendance

= * Filter Company [ payroll Labour -
— ! Filter Employee Biomax Labour Summary by Site i

Employee Code | | Exact Default Staff Labour

Employes Mame L |

Employes Category | All v |

Employes Designation | All ¥ |

Location [All v |

= |
EmploymentType | Al T | ol .
1 1
Select All Deselect All Select All Deselact All

| Recalculate Attendance

(20)Export employee attendance report:This

report in the customized format.
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(=] Employee Attendance Logs Report

No of Digit in Employee code I:I Prefix Text

Employee Customize Report

From Date | 0&-Jun-2017

D Filter Employee

B To Date  06-Jun-2017

iz

I:l Filter Company

|:| Filter Department

Employee Code Biomax Default
BRI Default TSE
Employee Mame |
Employee Category  All
Empflcu].ret.‘ all
Designation
Employee Location | All
Employeement Type | All Select Al Desslect All Select All  Deselect All
Select Field
[-] | Report Value | Report Header
|:| SerialMumber | 51 Mo 3
AttendanceDate | Attendance Date
E| EmployeeCode | Employee Code
Employeeiame | Emplayee Mame
DepartmentSName | Department
| [ P SR | | Py s g
Select Field
|:| | Report Value | Report Header
A
|:| EmployementType | EmployementType
|:| Location | Location
|:| Grade | Grade
[] | Team | Team
[] shiftName | shift Name
] shiftcode | Shift Code
BeginTime | Begin Time
EndTime | End Time
—a - |-. 3 W

I:l Recalculate Attendance

| Generate | X Close |
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g

¥
]
]
[+

2 i
[1/| LeaveType | LeaveType |
[1| LeaveStatus | Leave Status |
[1 LeaveRemarks | Leave Remarks |
P h ooz s g P — [

D Recalculate Attendance

[ IsonspecialOff | IsonspecialOff | &
[ PunchRecords | Punch Recards |

] pistatus | Pistatus |

[]  pastatus | P2Status |_
[] P3status | P3status |_

Att Status

| status Code

D Recalculate Attendance
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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)

Employee Device Logs Report X
; File Field el
File Name Format I:I Extetisiiin sV X ki comma |" 4
No of Digit in Employee I:I Prefix
i L
Employee Device Logs Customize Report
From Date | 06-Jlun-2017 T To Date | 06-Jun-2017 B
D Filter Employee D Filter Company D Filter Department
Biomax Default
Employee Code Bxact  |pofgult TSE
Employee Name
Employee Category All
Employee Designation | All
Employee Location All
Employeement Type All
Salact All Deselect All Salact All Desalact 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
seriallumber | 51 Mo | | ~
DownloadDate | Download Date | |
EmployeeCode | Employee Code | |
EmployeeName | Employee Mame | |
DeviceSName | Device | |
LogDate | LogDate | |
AttDirection | AttDirection | |
[] workCode | WorkCode | |
I S T [varifiratinmbiinda [ [ ¥

Generate | | A Close |
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Select Field

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

=] LW m T dOCrd e | COWTIToad Cale I | "

EmployeeCode | Employee Code | | _ |

EmployeeMName | Employee Mame | |

DeviceSName | Device | |

LogDate | LogDate | |

AttDirection | AttDirection | |

(] workCode |WnrkCnde | |

|:| VerificationMode | VerificationMode | |

[]| LogDate | LogDateTime | | 7

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

1 |Depatment Employee Code Employee Date Present/Absent In Out Work Duration
2 _TSE 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 WeeklyOff 9:30:00 18:30:00 9:00
6 |TSE 1412 Hiral 6/5/2017 Present On WeeklyOff 9:30:00 18:30:00 3:00
? }
8 1
Help

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

SmartOffice Smart Office Suite 8.2

ActivationCode=001169158975668405
License Key=0001-0050-11001000101-10101-1254557651323749381

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 portion of it, may result in severe civil and
criminal penalties, 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 (001122158975028405

License Key |=IJ1'.]‘D1 -0050-11001000101-10101-123457 29279707 39205 |

[V Save | [X Close |

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

I/c Pringipal
Patuck - Gala College of
Commerce & Management
Santacruz (&), Klumbai-400 055

SMART OFFICE WEB 8.2 NEW USER MANUAL
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