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ABSTRACT

This document provide an in-depth understanding on Time
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1.0 Executive Summary

This document provides an in-depth understanding of functionalities from Time & Attendance
Module of HR Works.

DLI is operating throughout in Middle East with its Head Quarter located in Dubai. DLI is
specialize into catering to various industries organization need of software with respect to
Payroll and Human Resource related software ranging from Employee Self Service, Time and
Attendance System, Performance Management System, Recruitment Management System and
Training Management System.

HR Works as an application serve the purpose of small through large scale organization’s Payroll
and Human Resource Department need.

HR Works is an application developed on C# technology and are meant to serve the purpose of HR
& Payroll Department’s business process of the organization.

The data from Time & Attendance Sub Module of HR Works flows into Payroll sub module to
calculate the payroll precisely. Time and Attendance Module has further been extended to Web
domain to cover the enterprise as a whole and to provide all its employee with day to day T&A
functionality on their desktop.

1.1 Distinguishing Features
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2.0 Time & Attendance Module Overview

HR Works is an affordable and feature-rich human resource management solution designed to
meet the needs of any kinds of organizations. It provides an easy to use, intuitive interface for
HR departments, administrators and other users and comes with a set of features which
includes Employee Management, Leave Management, Payroll and Accruals, Final Settlement,
Salary Revision, Extensive coverage on Reporting, pluggable Time & Attendance module and
many more as shown in the fig below :-

HR Works is designed to help you in streamlining your employee resources and improve the HR
processes and activities in your organization, by facilitating fast, effective, and accurate HR
Management.

2.1 Functional Coverage

All the functionalities that are available in the system could be categorized in the following
order — Master Data, Transaction Processing and Reports. From a broad level user perspective
this can be used by user in the fashion as depicted through Use Case Diagram as below:-

" MasterData
Creation _

Admin
< Uses ==

" Transaction
Processing

Time & Attendance
App. User < Uses >

Reporting

Fig: High Level - Use Case Diagram representing organization of functionalities in Time & Attendance Module

These high level use cases are further explored into its low level to various system use cases as
depicted in the following use cases diagrams :-
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2.2 System Process Flow

The High Level process flow with respect to Time & Attendance Module are represented
through Activity Diagram as below :-
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2.3 Administration
1.
2.

2.1.

2.2.

2.3.

2.3.1.User Management

23.11. Roles and Users

Roles and User master screen is to create new Roles & users in the system. Roles typically are the terms
used to identify the user in the system and its role in the system. For example Leave Planner Approver,
Leave Request Approver, HR Manager, Line Manager — Production.

User will have to create role that will ultimately be assigned to a user which will enable user to use the
system based on menu authorization.

Creating Role

Program Access Rights

You can define the access of this user to various component of employee master based on the option
you select here i.e. — Add, Modify, Delete, Inquiry / Print. Based on this setting the assigned “Role”
Holder can perform these action on the respective form available in “Common” Folder of the system.

(£ HR Works- Dubai PreCast LLC BT e e T e -

File Toolbars Help

A e [Fx e

% Administration &« Reles@llUsers _
User Management = = e
£ Roles&iUsers Name [Timekeeper |

& Connected Users

System Management S

All Company Access Rights
All Program Access Rights

[

All Entity Access Rights =

£& Application Parameters
i Set Employee Field Access Rights

¥ Application Parameters(Multiple Entity
Card Types

P Action Form Types

2lL Sort Order Settings

&P Custom Report Designer

511 Autes Program Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights
24l Rules Master

@ Approval Workflow Settings [E_| Common
P Alerts Configuration £ Employes [ -
RP User Alerts Setup @ CardMast: T
R rts R —_—
= @ Organi Chart [ -]
|- Custom Reports
Sequence Control -
|| Employee Hierarchy Report & seq &
Weeldy Off Ty (Select Ally
Organization Chart & [ | || @ Weekdy Off Types
PublicHolid: DAdd
&P Organization Chart Types & Publicolidays [ Modify
&P Entity Managers u P Alerts [E] Delete
..... 2] Custom Reports [ tnquiry/Print
[5_] Commen — [ ok |[cament| ==
Common =
G Peyroll Mensgement S
B Leave & Accrusl
& - || | UserRoleList | Timekeeper x (2] -
User: admin
p— el —— e —— ™
. = @ Inbox - TG ot o | A Componert.. | e erh s U | Boen wd Whitepaper ... | w3 HRW_Secti... @Wndnws A W mz ol ) B 547TPM

Data Access Rights

You can define the access of a user to various component which forms the foundation of system. For
example, in the below mention screen the Role “Timekeeper” can be assigned with Location,
Nationality, Title / Designation from personal tab from Card Master form.

9
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-2 HR Wors- Dube recas 1~ 1 5

File Toolbars Help

All Entity Access Rights

@ s Flx @

%Mmimsﬂaﬁun « | | Rolesawsers x |

User Management NE

£ RolesBilsers Name [Timekeeper |
8 Connected Users All Company Access Rights

System Managemsnt = All Program Access Rights 1

a

& Application Parameters

LF Application Parameters(Multiple Entity
& Card Types

&P Action Form Types

211 Sort Order Settings

&P Custom Report Designer

540 Rules Master

(@ Approval Workflow Settings

®P Alerts Configuration

P User Alerts Setup

Set Employee Field Access Rights

Program Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights

‘Card Master’ Access &

All Access[[]

Reperts 2 Personal | Positional | Other
|| Custom Reports
=] Employes Hierarchy Report Entity Type Access Right
Organization Chart py | ' Location &
National
P Crganization Chart Types lationality =
Title/Designation =
R Entity Managers
= Blood Type [&]
[1_] Commen
s Payroll Management
2 Leave & Accrual Management e e

'Fe3 ¥ Applying U... English

hitepaper ... | w3 HI 5:55 PM

- Employee Access Rights

You can define the access of this user to various component of employee master based on the option
you select here i.e. - Edit, View, Hide. Based on this setting the assigned “Role” Holder can Edit, View
and Hide the field level details of Employee Master.

File Toolbars Help

|3 [P x ® &
% Administration « | | Rolesawsers x | ~
User Management A (2
& Roles8Users Name [Timekeeper |
& Connected Users All Company Access Rights
e = All Pragram Access Rights -
All Entity Access Rights ]

£ Application Parameters
£F Application Parameters(Multiple Entity
& Card Types
P
&P Action Form Types
P

211 Sort Order Settings
§ 9
& Custom Report Designer
210 Rules Master

Approval Warkflow Settings

PP g
&P Alerts Configuration
9

&P User Alerts Setup
Reports. A

Custom Reports

P
Employee Hierarchy Report
ploy y Rep

Set Employee Field Access Rights

Program Access Rights | Entity Access Rights | Data Access Rights | Employes Access Rights

Employee Details Header 2

Name

Date of Birth

Hire Date

Separation Date | Edit

o View
Organization Chart 2 (S ote Mide

Grganization Chart T
& Organization Chart Types Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records
P Entity Managers
..... Description Value

[ Commen S .
& Payroll Management T Applicable -

Line Manager -
B Leove L Accrual 1t

User/Role List | iyappan x | Timekeeper x -

. || e Applying ...

Vlecca un... |\ Harvest Si... W ol HR
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Creating User
Once the role is created in the system, user can be defined and this role can be assigned to him as
shown below:-

Role Access Rights

Once the role is created in the system, user can be defined and this role can be assigned to him as
shown below:-

) HR Works- Dubai PreCast LLC . X -_— . W N . e | 6 o

File Toclbars Help
i@ S Px eE

94 Administration

User Management ~

2 Roles&Users Name [igppan ]
&, Connected Users Password sssssssases
System Management A Assigned To 000001 -

Roles&users | -

A

£F Application Parameters All Company Access Rights
£ Application Parameters(Multiple Entity All Pragram Access Rights [Add ModifyDeletelngu - |
& Card Types All Entity Access Rights =
®P Action Form Types Set Employee Field Access Rights

2L Sort Order Settings
&9 Custom Report Designer
2L Rules Master

Role Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights

(3 Approval Workflow Settings Hol Allonfeces
& Alerts Configuration - prrover g
HR Data ent
&P User Alerts Setup ata entery
Payrall for worker-o ]
Reports. ES - X
P ]
|| Custom Reparts. 2ppoval-2 [&]
Employee Hierarchy Report -
ploy y Rep: [&]
Organization Chart 2 = IT-Admin ]

P Organization Chart Types
&P Entity Managers

| Common.
& Payroll Management

B2 Leave & Accrual Management

@ & - || | UserRoletist | Timekeeper x‘ iyappan x | 2] ~

User: admin
=N

7 =3 M o - PP | 06. W -H. [T el S N men i @) 11:40 AM i
Bt — | A e s | G _alE - |

Entity Access Rights

Entity access right tab enables the assignment (restriction) of entity from position entity tab to this user
as shown below:-

1
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() HR Works- NewD'S

File Toolbars Help
B9 P~ wEg

% Administration « | | Roles@iUsers * .

R S e || Select User/Role User -
£ Roles&uUsers "
Name sini
£ Connected Users
Passward aese
System Management
Assigned T TEIL002 -
&% Application Parameters igneate

£¥ Application Parameters(Multiple Entity) Windows Authentication O

& Card Types All Company Access Rights
P Action Form Types All Program Access Rights te:Approvelnquiry/Print ~
&b Sort Order Settings All Entity Access Rights =
&P Custom Report Designer Set Employee Field Access Rights [0

%L Rules Master

Set Employee Access Rights =
&P Alerts Configuration

&P User Alerts Setup Role Access Rights | Entity Access Rights | Data Access Rights

P Email Settings Entity Type Entity Type Access Ri.. Selected Values

P EmailTemplate Department Select HR & Administration;

|| Report Template Design Designation Select HR & Office Administratar:

Settings + Grade Select =

jo Settings
Loga Setting;
{7 Header Footer Designer

Reports -
« i »

Common
& payroll Management

B Leave & Accrual Management

SEE & ) S - | [vermoeis [ vevver [[5] :

—_—
what.... -~ @ Untit... ' @@ Untit.

Data Access Rights

One can assign master level data access to the user in subject for the following level master — Card
Master, Action Form and Custom Reports.

9 10 Wk b Pt 1€ . W b U Y -_ s W 5

File Toolbars Help
Qs Fx @@

|| Common « | | Rolesawsers | Card Master | .

£ Employee
#® Card Master Name iyappan

&P Organization Chart Password ssssssssses

@ Sequence Control Assigned To [ooooor -]

& Weekly Off Types All Company Access Rights

& Public Holidays All Program Access Rights Add;Modify;Deletednqu ~
Alert

&P Alerts All Entity Access Rights ]

=] Custom Reports Set Employee Field Access Rights

Role Access Rights | Entity Access Rights | Data Access Rights | Employes Access Rights

Action Form Type Access Right &
Position Change -
Personal Data Change -
Employes Separation -
Salary Revision -
# New Joiner -
[T (select Ay
[ Add
*Custom Reports’ Access, [7] Modify
All Access[T] B Delete
[] Apprave
»»»»» ReportName - .
[ 1nquiry/Print
Common + APPLICATION FOR RELEASE OF P...
s Payrall Management Employee Details
Employee List =
E Leave & Accrual Management L eave Annlication Farm C

=
% @ & . User/Role List | Timekeeper x | iyappan x -

3'Whitepaper on HR ..

- Employee Access Rights
Just like role, for user also, you can define the access of this user to various component of employee
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master based on the option you select here i.e. - Edit, View, Hide. Based on this setting the assigned

“Role” Holder can Edit, View and Hide the field level details of Employee Master.
9 R Works Dubs Precas LLE — -— . MR - W i

File Toolbars Help
Qs Flx a

1] Commeon « | | Rolesasers > | Card Master x|

£ Employee
© Card Master Name [bappan ]
@P Organization Chart Password [eosecnsecss |

& Sequence Control Assigned To 000001 -

&P Weekly Off Types All Company Accass Rights

&P Public Holidays Al Program Access Rights Add;Modify;Deletelngu ~
&P Alerts Al Entity Access Rights =

|2 Custom Reports Set Employee Field Access Rights

Role Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights
gl gl g ployt gl

Employee Details Header

Name ]
Date of Birth -
Hire Date -
Separation Date | View -
Photo -

Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records,

..... Description Value
Commen + | Email
@ Payroll Management OT Applicable
Line Manager

E Leave 8 Accrual

% @ & . User/Role List | Timekeeper x‘ iyappan x -

User: admin
=N

] = 3 UML Diagrams for H... o = [ & i 06. W ~H... ‘ il o (@ 1209 PM :

2.3.1.2. Email Template
HR works provides a user friendly creation of email template for the purpose of email alert with respect to
Time and Attendance transactions. This facility is provided through “Email Templates” as explained
below:-
1. Email template instance can be created

2 R ot Newd Syrerms_ 0 0 I+ o P v« T |

File Toclbars Help
H 9 Bx rEg

% Administration « EmailTemplate >

User Management = Description
+ Add New Record
é Roles&lsers
T In/ Out Aler{ Create
£ Connected Users
Sample Create

System Management

'n' Application Parameters.

'n' Application Parameters(Multiple Entity)
& Card Types

&P Action Form Types

2. User can use system field as an information in email. This can be configured through selecting
Data field as shown.

13
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() HR Warks- NewD Systems

o

File Toolbars Help

T - —
9l xeEy ) Email Template i
%Mmims{minn i M
User Management I
& Roles8Users )
Ked b
£ Connected Users a 2
Show AllField Show All Field Previous Nedt Lot Mall
System Management odes Resul Record Record Merge
& Application Parameters Attendance Date Preview Results
£ Application Parameters(Multiple Enti Gurrent Date: BN L B
& Card Types Employee Code
00 Action Form Types - tmplyee Nome
41, Sort Order Settings - )
. InTime
9 Custom Report Designer .
. Out Time
£44 Rules Master -
89 Alets Configuration . Remarks
9 User Alerts Setup - Shortage Hour
&9 Email Settings URL
& EmailTemplate N Base Area
] Report Template Design : Department
Setings N Department Head
B Logo Settings . Department Head ( Do Not Use )
[ Header Footer Designer N Designation
. Employes E-mail
N Employment Status
Grade
Line Manager 7
Location
Maital Status
Mabile

Nationality

o ’_—’—— ;
Woerr. "Woaw... | wiRove.. "wIWhite.. |G HRW. T'Cam... |['0@ nbox. ol o

)]

@ whati

@ HRW.

@) Until.. ") Untitl

Email template will thus be ready :-

@) HR Works- NewD Systems

=8|

File Toolbars Help

$Bx wEy

7 Email Tunplate

User Management

% Administration Il

v
@ Home  Insert \ManMerge\

3 RolesBilsers
£ Connected Users

S N 5

System Management

Insert Melg:
Field ™

Show All Field Show AllField Fist Previous Net Last  Mal
ts Record Record Merge

$¥ Application Parameters

@ Card Typss

&9 Action Form Types

&1, Sort Order Settings

&9 Custom Report Designer
&1L Rules Master

&P Alerts Configuration

&P User Alerts Setup

&P Ema Settings

@) EmaiTemplate

|| Report Template Design
Settings

£} Logo Settings

Header Footer Designer
Reparts

] ——|

Common

@ Payroll Management

¥ Application Parameters(Multiple Entifil .

Wiite & Insert Fields Preview Results

—

EEERE

>

R Ny

To The User,
N The below transaction has been executed recently in the system, This is just for your information.

Employee \ Transaction \
<<Empl d E

[ <antime>» /<<OutTime>] |

B teove & Accusl Management

2.3.1.3.

Email Settings

HR works provides a user exhaustive criteria for setting the emailing facility. These setting could be done
through “Email settings” functionality in HR Works.
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¢ HRWors NewDSysters | . 2@ TSRS 0 HEEEE. 00O WS W W el

File Toolbars Help

‘B3 Bx eEg

%Mrﬂinistmtiun « | | Emailsettings * | B
s

izsghMezoement || Email Type Description | IN_CUT_ALERT Email Sending Period [ current Day

& Roles&Users Emailing Category | Attendance Exception - Emailing Criteria | Late INAbsent

£ Connected Users

Email Sending Frequency | Daily Emailing Mode for Current Day Email | till Email Sending Time ~

System Management

\
|
|
|
Organization Roles [ Line Manager -]
\
|
\

£ Aoplcaton Parameters Email Sending Timing | 12144:29:02:0000 Recipient | Organizational Role

L Application Parameters(Multiple Entity] Email Template (In/ Out Aler

& Card Types 3 Enable Mailing Email Sending Selection | Designation

&P Action Form Types iantTechnolagy Officer =
¢/ Sort Order Settings CCEmail Sending Selection | Department

&9 Custom Report Designer

&L Rules Master Exclusion Employees | Entity Email

&P Alerts Configuration L
&P User Alerts Setup Employee Code Name
@ Email Settings [ Tenoo1 Javed Anwar P
&P EmailTemplate O |Tenoo2 Sini Tenjin %
i O |Tec03 Barbara Samardzija
| Report Template Design i
Settings [ Tenoos4 Vishnu Ranjan
£ Logo set [F] | Tei100s Rethesh Babu
0 Settings

? N TEJL006 Praveen Mohanan

[ Header Footer Designer
O |Tenc07 Test User 7
:‘E’—'P“‘S . - ¥ T TEJ1008 Alicia
..... [ Tes009 Vishnu Rajan

| Common O |Teno10 Khushwant Singh Sansowa ||

& Poyroll Management
B Leave & Accrual Management
& @ & =) Ry - (| | Emaitist | new Email x | (4] .

User: dli
v

Sy — — — — - - | T s F — — | - (a
- = @ Toast.. ' @ whati.. ' G HRW.. w3 Rove ... w3 White... Eﬂ RW... l'-,amm 0G Inbox... | (@8 Untitl... "é@) Untitl..  « ul o [™ @ 0 1246pPMm

Following are the highlights of this functionality :-
= Email sending Frequency : It could be set as — Daily, Weekly or Monthly

Email Sending Frequency | Daily -
| Daily

Weekly

Monthhy

= Email Sending Time : HR Works provides exception functionality of choosing multiple user
defined timings for sending email alert to the user. Thus by alerting the user on multiple
instances in case of skipping action taken.

Email Sending Timing 12:44:28:02:00:00 :

Time
Add New Record
12:44 PM -
02:00 AM

ol e

= Emailing Criteria : Email can be sent on various scenarios based on event happening in the
system. HR Works has facility of creatin infinite criteria as per user wish for considering a
scenario for email alert.

Emailing Criteria | Late IN;Absent |;|
(Select All

Late IN

Abzent

= Recipient : An email recipient could be selected as a specific Employee or certain entiy based

15



on Organization Role.

Recipient QOrganizational Role ™

Employee
Organizational Role

A== e

HR Works provides the facility of selecting the entity such as — Designation, Department etc to
be selected under as email sending list.

Email Sending Selection Designation

[=]

Cepartment
Cesignation

Employment Status

Approval Crganization Structure

Thus by allowing the flexible, bulk and generic approach to set the conditio of emailings.
= Employee Exclusion : Having set the condition for emailing, none the less, HR Works provides
exception to be considered . In this regard, certain employee or email could be skipped from

emailing list.
Exclusion Employees | Entity Email
Employee Code Name
[ Tenoo1 Javed Anwar
[ Tenooz Sini Tenjin
[ Tenoo3 Barbara Samardzija
[ TE)004 Vishnu Ranjan
[ Tenoos Rethesh Babu
TEJL006 Praveen Mohanan
[  TE)L007 Test User 7
TEJ1008 Alicia
[ Tenoos Vishnu Rajan
[ Tenoio Khushwant Singh Sansowa

2.3.1.4. Approval Workflow Settings

HR Works distinguishing feature of flexible approval workflow setting allows user to set desired
approval hierarchy with Multiple Levels and multiple approver at these levels.

HR Works system allows the user to create approval workflow setting as per the desired hierarchy. The
entity thus by set as an approver will receive alert on each request put up by the subordinate.

In the below example, approval workflow has been set and “Line Manager” as approver authority has
been configured.

16
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MR WorkNews yvtrm S oo

File Toclbars Help

ES P x| @B

Ry £55 Configuration « | | Approval Workdiow Settings | -
—— = AppriorkFlowCode Description Include in Employee Master Show in Team View
£2 £55 Application Parameters APWF002 Role D-Elegat\on - Approval Workflow O I}
APWFO03 Appraisal Plan - Approval Workfiow ] B
(3 Approval Warkflow Settings.
APWF004 Performance Appraisal - Approval Workflow = =}
& Distence And Rate Chart APWFO05 Final Rating - Approval Workflow ] (]
89 Travel Allowsnce Configurstion APWFO06 Edit Info - Appraval Workflow [ [}
& Performance Plan APWFOO7 Letters & Certificates- Appraval Workflow B [a]
&P PES Rating Scale Setup APWFO08 Benefit Claim - Approval Workflow =] B
Reports. * APWF009 Leave Return - Approval Workflow [}
] Approval Workflow Settings Report APWFO10 Expense Claim - Approval Workflow ] ]
APWFO11 Business Travel Claim - Approval Workflow (= =
 APWF012 Overtime Request - Approval Workflow O i} ‘
APWF013 Time Request - Approval Workflow ] | =]
LRWF Leave Request - Approval Workflow

Overtime Request - Approval Workflow [APWF012]
ApprAuthority

Line Manager

L T —

Common

@ Payroll Management

B Leave & Accrual Management

&G &L

Get AEEr\wal Authorities

In real tme scenario, these line manager wil be identified for each employee and approval alert will be
sent to the same.

User can also see the real time approver hierarchy with individuals at various level. These could be

| Get Approval Authonties |

viewed through “Get Approval Authority” button —

Approval Workflow Settings
ApprWorkFlowCode Description Include in Employee Master Show in Team View

APWF002 Role Delegation - Approval Workflow [m]
APWF003 Appraisal Plan - Approval Workflow =) [}
APWFOO4/ ]
APWFO0S| [}
APWFO0Q  Employee ingh Sansowa - TEJ1010 - 0
APWFOOT|  pporoval Work Flow [epwroz | 0
APWFOO: [}
APWFOOG ok Close
APWFOL ]
Apwro11 Approval Level Code Name [}

» APWFO1Z| *  Line Manager TE1011 Thomas Antony (=]
APWFO13] ]
LRWF

‘Overtime

Get Approval Authorities
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2.4 Time and Attendance Management
3.
4.
5.
5.1.

N —

2.1.

2.2.

2.3.

2.4.
2.4.1.Master Data

2.411. Time Round Off Codes

Time round off code can be defined in system and can be used to apply the rounding off of time in duty
time calculation.

For example, if an employee has worked for 40 min then, as per organization standard it can be round
down to 30 min i.e. half an hour.
. T . S L TR R

File Toolbars Help
EIENE Yo

@ Time & Attendance Management < | | Time Round Off Cades | h

= Code Description

Masters bl
- * RUOOL Round Up 001
&9 Time Round Off Codes

&P Special Seasons

&P Policy Codes

&P shift Codes

&P Weekly Shift Schedule
&P Weekly Schedule Settings
&P Daily Schedule Settings

Transactions

@ Time Bookings.

@ Non Attendance Bookings
& Attendance Calculation
&P Manage Attendance

& Attendance Monitoring Round Up 001 [RUO01]
& Delete Terminal User NOT - Normal Overtime Minutes <= Round OFf Method Time Round Off Unit
& Employee Break Permission HOT - Holiday Overtime =] 30 Next 30
Reports NTOT - Weekend Overtime = 60 Mext 50
) Time Card IHR
) Booking Report NHR - Normal Hour
|| Consolidated attendance report - SOT- Special Over Time
‘ Il »
] common
& Poyroll Management
B Leave & Accrual Management
EREES DR
User: dli
. R | y_—— [ P P
w E 3 3 ® @ || vi E] X . ol @ asTPM

241.2. Policy Codes

Policy for shift will be defined in the system. Various policies with respect to tolerance, overtime
related, etc. can be defined in this screen. The objective of defining these policies is to assign to shift
ultimately. The shift will turn be assigned to employees.

18



white P iper Document

1 HR Works- NewD Systems [T T ————— - e, W TEEE. EoRfadt ]

File Toolbars Help
= A x BEg

@ Time & Attendance Management 4 Policy Codes >

- Code Description

R Special Seasons
SPO01 Shift Policy 001

RP Policy Codes
&P Shift Codes =
RP Weekly Shift Schedule
@P Weekly Schedule Settings
R Daily Schedule Settings

Transactions
@P Time Bookings

®P Attendance Calculation
Reports

Tirne Card

Booking Repart Shift Policy 001[SP001]

Conselidated attendance report General | OT Related | Exception Criteria

Exception Report —_—
Reguler Time NHR - Normal H —_— =

Custom Reports. - Weelkdly Off/Public Holiday Break Setup | Use Shift Break Timings

Late Arrival Report ToleranceonEarlyStart 15

Early Departure Report ToleranceonLateStart 15 Expected Maximum Start Time(Mins) | 15

Period Summary Report TeleranceonEarlyEnd 15 Expected Maximum End Time (Mins) | 15

Muster Roll Report | ]l|| ToleranceontateEnd 15 Transaction criteria Consider Only First IN and Last OUT
Monthiy Time And Attendance Report

= o . Flexible Timing Threshold 0 Link Open shift Nearest To IN Time
»»»»» Time Round Gff None Time type for shartage NHR - Normal H
EMLE
ommon Strict Shift Timing Enable Total Hours Caleulation (RF)

=
% Payroll Management - R

r" Leave & Accrual Management

KOS % -

General Tab

Regular Time : Mark the regular time for the organization.

Tolerance Early Start : Tolerance that will not be considered for OT if early start.

Tolerance Late Start : Tolerance that will not be considered for deduction if early start.
Tolerance Early End : Tolerance that will not be considered for deduction if early end.
Tolerance Late End : Tolerance that will not be considered for overtime if late end.

Flexible Timing Threshold :

Time Round Off : Link a time rounding off code that will be applied to this policy.

Strict Shift Timing : Through this system enforce consideration of attendance record strictly
between the shift timing. It ignore any time spent (if any) in work beyond shift timing. So , for
example , if the shift timing is 9am to 6pm , and an employee working from 9.30 am to 6.30pm;
In this scenario, system will show the shortage hour by .5 hr and considered the employee
attendance from 9.30am to 6pm.

. Ignore IN / OUT in working hours : System will ignore all the intermediate transactions.

10. Weekly Off / Public Holiday Breakup setup : This would define how the break will be considered
for time calculation. Two options are available :

© N ok ON =

Weelkly Off/Public Holiday Break Setup | Use Shift Break Timings =

| Use Shift Break Timings
Fixed Break Timing

e Use Shift Break Timing: he break time will be define for each shift in the shift
code master.

e Fixed Break Timing: If fixed break timing is defined in this screen then, each
employee irrespective of the shift will necessarily have to work for the fixed
duration.

Woeekly Off/Public Holiday Break Setup | Fixed Break Timing -
Work Hours

Break Duration (Mins)
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11. Link Open Shift: Open shift are mostly used for such person which doesnnot have any fixed
timing or place. For example sales people. If the open shift is such defined :-
a. Start—8 am, End 4pm : Then if an employee punches in at 8.30, then next in time ie
9am will be considered.
b. Start—9am, End 5 pm
Start — 10 am, End 6 pm

Link Open shift Mearest To IN Time -

Mearest To IN Time
Mext To IN Time

=

e Nearest to IN Time: Shift the punch in to the nearest In Time.
e Next to IN Time: Shift the punch in to the next In Time.

OT Related

2 R Wors- w0 syres 5 T s . T |

File Toolbars Help
B SIPx FEg

@ Time & Attendance Management & | | Special Seasons | Policy Codes * | Shift Codes | -

Code Description
» SPOOL Shift Policy 001

J»

Masters

&P Time Round Off Codes
P Special Seasons

®P Policy Codes

& Shift Codes

RP Weekly Shift Schedule
®P Weeldy Schedule Settings
P Daily Schedule Settings

Transactions

ime Bookings
&P Time Booking
on Attendance Bookings
Non Attendance Booking
&P Attendance Calculation
&P Manage Attendance General | OT Related | Exception Criteria |

|| shift Policy 001[SPO01]

&P Attendance Monitoring 3

&P Delete Terminal User OT Applicable

®P Employes Break Permission Special OT Start Time | 04 |

Reports. Special OT End Time | 06:00 A |

=) Time Card

2] Booking Report OT Description OT Type OT Time Type Required Minimum OT Required Maximum OT OT Applicable Days

) Consolidated attendance report = » Normal_OT_All_Days Normal OT NOT - Normal Overtime ) 60 Sunday:Monday:Tuesday: W...

) — — Weekend_OT_All_Days Weekend OT NTOT - Weekend Cvertime o 60 | Sunday:Monday;Tuesday:W...
""" Public_Holiday_OT_All_Days _ Holiday OT HOT - Holiday Overtime o 60 | Sunday:Monday;Tuesday: W...

[E] Common

@ Payroll Management

B2 Leave & Accrual Management

FHKES L) % -

User. dii
BN

B B (1] E =y g R — R g———— = =
B [ozinb. =¥ cCa. 09. . 09.1... 06. . % HR.. | w3 Rov.. w3 Whi.. '@ Unti. @8 Unti...| [Rx Mic.. VEHR.. | = i o ™ @ @) 1226PMm

1. One can set if OT is applicable to this shift or not.
2. Special OT can also be set in the system.The speacial overtime will override all the overtime
policies defined elsewhere in the system.
3. If overtiime is set as applicable then, it is mandatory to define various overtime and its
applicability.
a. One can set various overtime defined in the system as

Shift Policy 001[SPO01]
General | OT Related | Exception Criteria |

OT Applicable

Special OT Start Time | |
Special OT End Time | |

OT Description OT Type OT Time Type Required Minimum OT | Required Maximum OT OT Applicable Days

» Normal_OT_All_Days Normal OT NOT - Normal Qvertime [ 60 Sunday;Monday:Tuesday,Wednesday;Th...

Weekend_OT_All_Days Weekend OT NTOT - Weekend Cvertime 0 60 ' Sunday;Monday:Tuesday;Wednesday;Th...

Public_Holiday_OT_All_Days | Holiday OT HOT - Holiday Overtime 0 60 | Sunday:Monday:Tuesday;Wednesday:Th...
|

b. Minimum Required OT and Maximum required OT can be defined.
20
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OT applicability Days can also be defined while setting policies

Shift Policy 001[SP001]

General | OT Related | Exception Criteria

OT Applicable
Special OT Start Time |

Special OT End Time |

Ex ion Criteri

OT Description OT Type OT Time Type Required Minimum OT | Required Maximum OT OT Applicable Days

b Mormal_OT_All_Days MNormal OT MNOT - Normal Overtime 0 60 | Sunday:Monday;Tuesday; Wednesday:Th...
Weekend_OT_All_Days Weekend OT MNTOT - Weekend Cvertime 0 60 | Sunday:Monday:Tuesday, WednesdayTh...
Public_Holiday_OT_All_Days  Holiday OT HOT - Holiday Overtime 0 60 | Sunday;Monday, Tuesday,Wednesday Th...

Exception criteria for a shift can be defined here. These exceptions will overpower all other setting of
exceptions defined elesewhere. For example the following things can be defined here :-

e Min and Max Total working hours

e Late & Early Arrival

e Late & Early Departure

MR Worka- D Sywer:_ . T TS T el e

File Toolbars Help

HETE = o

@ Time & Attendance Management <

Policy Codes * |

Masters

P Time Round Off Codes
&P special Seasons

&P Policy Codes

RP Shift Codes

R Weekly Shift Schedule
@P Weekly Schedule Settings
&P Daily Schedule Settings

Transactions

&P Time Bookings

@P Non Attendance Bookings
P Attendance Calculation
&P Manage Attendance

&P Attendance Monitoring
P Delete Terminal User

&P Employee Break Permission

Code

Description

» SPOOL

Shift Policy 001

Shift Policy 001[SPO01]

General | OT Related | Exception Criteria ‘

Total Working Hours (Max) | 12
Total Working Hours (Min) | 2

Reports Late Arrival [30
[-) Time Card Early Arrival (20
£ Booking Report Late Departure [0
T\] Consolidated a;lt‘endan:ereporl‘ R - EarlyDeparture [30
(I ] Commen

@ Payroll Management

B2 Leave & Accrual Management

ESREE L)%

User: dlli

2.4.13.

Shift Codes

Various Shift codes will be defined in the system for defining the shift timing of a particular shift. The
policy rules that is defined in “Policy Code” can be linked to various shift created in this master. Thus,
whereby policy are defined in “Policy Code”, Shifts are defined and policy are assigned to the shift in this

master.

Defining Shift Data
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ke e Sy T T e

File Toolbars Help
B9 Px By

{55 Time & Atiendance Management <

Shift Codes * | -

Masters < ||| shift Codes

&P Time Round Off Cades

Shift Codes | SHIFTOL | Description | 9am to 6pm : Regular Hours
&P Special Seasons

& Policy Codes Regular Effective Date Shift Type Shift Duration Minimum Work Durat...

& shift Codes =] 010116 - NormalShift 9 [
&P Weekly Shift Schedule

&P Weekly Schedule Settings
®P Daily Schedule Settings

Transactions
& Time Bookings

&P Non Attendance Bookings
P Attendance Calculation
P Manage Attendance

&P Attendance Manitoring
&P Delete Terminal User Shift Timing Break Timing

&P Employee Break Permission Start Time Start Day Type End Time End Day Type Shift Policy Type
Reports [ 02:00 AM Today 06:00 PM Today Shift Policy 001
=) Time Card

=) Booking Report

|=] Consclidated attendance report -
4 I L

[Z] Commen
@ Payroll Management
B2 Leave 8 Accrual Management

&= % & ) By - || | swifetist | sHFTo1 x | 4] -

User: dii
TN

-y = = ¥ < J = = o ™
'g g MgN.. Bens C.. |[w3Ro w...| @ U.. @ U.. & U.. "-_- M... |[¥§ H... ‘..H”. a i W = @ 0 327PMm

In the above screenshot, the shift SHIFTO1 is defined for 9 hr , minimum work duration is O hr. That
means only and only if an employee has not worked at all ( Minimum Work Duration = 0) then he will be
marked as absent.

Three types of shift can be defined in the system. They are :-

Shift Type

| -

|MormalShift
SplitShift
OpenShift

1. Normal Shift : For normal shift creation
Split Shift : A working shift comprising two or more separate periods of duty in a day. A split shift
is a type of shift-work schedule where a person's work day is split into two or more parts.For
example, a person may work from 05:00 to 09:00, take a break until 2:00 and then return to
work until 7:00. This kind of pattern is especially common for people such as public transport
employees (where it is advantageous to have additional staff working during traditional rush
hour times) or bar staff that work at lunchtimes and during the evening.

3. Open Shift : Open shift also known as nested shift are for those who work for a definate timing
irrespective of a pre defined shift.
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O HRorks- NewD Sytems « N, T i e W W T e i)

File Toolbars Help
BBl s

@ Time & Attendance

| Time Round Off Cades | Policy Cades | Shift Codes | =

I3

e Shift Codes

&P Time Round Off Codes Shift Codes | SHIFTOL Description | am to 6pm : Regular Hours

RP Special Seasons

R Policy Codes Regular Effective Date Shift Type Shift Duration Minimum Werk Durat...
R Shift Codes dd New Record

P WeeKly Shift Schedule 01/04/16 - OpenShift - 9 [
RP Weelkly Schedule Settings x| 01/04/16 = SplitShift - 10 o
P Daily Schedule Settings * | 01/01/16 - NormalShift = El 0

Transactions.

R Time Bookings

&P Non Attendance Bookings.
%P Attendance Calculation
RP Manage Attendance

&P Attendance Monitoring
&P Delete Terminal User Applicable | Code Description
» (] NIGHT_SHIFT Night Shift

@ Employee Break Permission

Reports.
=) Time Card
Booking Report
g Rep

| Consolidated attendance report -
4 [ »

[ ] cCommen
B Payrol Management

B Leove & Accrual Management

Shift List | SHIFTOL x | [a] -

_—
He."B Wo.-"W1-"R "R wl

Defining Break Timings

File Toolbars Help
B9 Px FE

@ Time & Attendance Management < | | Shift Codes ‘ -

= 2 ||| shift Codes

&P Time Round Off Codes Shift Codes | SHIFTO1 Description | 9am to 6pm : Regular Hours

&P Special Seasons

&P Policy Cades Regular Effective Date Shift Type Shift Duration Minimum Work Durat..
&P Shift Codes 01/01/16 - NormalShift 9 0
P Weekly Shift Schedule

&P Weekly Schedule Settings
&P Daily Schedule Settings

Transactions

& Time Bookings

& Nen Attendance Bookings
&P Attendance Calculation
&P Manage Attendance

&P Attendance Monitoring
& Delete Terminal User Shift Timing Break Timing

& Employes Break Permission Start Time Start Day Type End Time End Day Type Paid Break | Break Duration

Reports [ ] 01:00 PM Today 0200 PM Taday 1
] Time Card

|| Boaking Report

|=| Consolidated attendance report -
I 3

{1 Common

s Payroll Management

2 Leove & Accrual Management

FBES ) S| ] som < [[F] '

Fig : Shift Code master displaying how break times can be mainatained for a given shift

Following are the highlights of Break Timing features :-
= Start Time and End time can be defined
= |f start and ends in the same / previous or next day, accordingly setting can be defined

Start Day Type End Day Type

Today = Tnday{ -
PreviousDay PreviousDay

Today | Today

Mext Day MNext Day

= Paid Break — If it is a paid break , it could be excluded from exception reporting
23
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= Break Duration can be defined

241.4. Weekly Shift Schedule

Weekly shift schedule master is for defining the days in week wise working shift. Shift are ultimately
assigned day wise in a week. This master is an intermediate and is used further in “Weekly Shift

Setting” master setting.

froeaeemepe e TR 2020 2 e = weaa N ey

File Toclbars Help
B9 Px FE

@ Time & Attendance Management <

Weekly Shift Schedule |

= Code Description

Masters E
» WSS001
&P Time Round Off Codes

&P Special Seasons

&P Policy Codes

P Shift Codes

&P Weekly Shift Schedule
&P Weekly Schedule Settings
&P Daily Schedule Settings

Transactions

& Time Bookings

& Nen Attendance Bookings
&P Attendance Calculation

‘Weskly Shift Schedule - Jan menth

& Manage Attendance Weekly Shift Schedule - Jan month [WSS001]

&P Attendance Monitoring

Sunday Monday

Tuesday Wednesday Thursday Friday Saturday Weekly Off Types

&P Delete Terminal User
&P Employee Break Permission

Sam to 5pm: Regular Hours

Reports
2] Time Card
-] Booking Report

|=] Conselidated attendance report -
4 I 3

[E_] comman
@ Payroll Management

2 Leove & Accrual Management

EREEL% -

Sam to 6pm : Regular Hours  9am to Spm : Regular Hours  9am to 5pm : R.. Sam to6pm:R.. Jam to 6pm:R.. %amto&pm:R.. FRI-SAT

User. dli
E—

@ Dato Ge..

@ Toastm..

2.4.1.5.

Weekly Schedule Settings

Rostering in bulk is enabled in HR Works through this screen. A “Weekly Shift Schedule” as described
above can be allocated to various entity( Company, Employee, Department, etc) through this screen.
HR Works provides a facility to allocate the weekly shift schedule to the following levels of entities:-

1. Company Level

Weekly Schedule Settings

2. Employee Level

Waskdy Sehaduls Sattinge =

Companywise Settings | Employeewise Settings | Department Wise Settings | Designation\Wise Settings | GradeWise Settings | Employment StatusWise Settings
Effective Date Weekly Schedule Scheme | Remarks
b | 01/01/16 WS55001 weekly schedule setting

Comparywna Srttngs  Empicvers fatbngy Departeart dow Seitngy. Descratcedion Sesre Oecwivos Seftres Empoyrees Statunios Settm

Emzizpea Lot

B
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3. Department Level

‘Weekly Schedule Settings *

Companywise Settings | Employeewise Settings | Department Wise Settings | DesignationWise Settings | GradeWise Settings | Employment StatusWise Settings

Department List |

Description Weekly Schedule
Account Management Default
E Customer Support { Supplier Relat... Default
] Customer Support { Market Opera... Default
E Customer Support { Supplier Enga... Default
] Technology Default
1 HR & Administration Default
D Finance Default

4. Designation Level

‘Weekly Schedule Settings *

| Companywise Settings | Employeewise Settings | Department Wise Settings | DesignationWise Settings | GradeWise Settings | Employment StatusWise Settings
Designation List
Description ‘Weekly Schedule
Account Director Default
Account Manager Default
Analyst Default
] Account Principal Default
I Consultant Default
D Client Services Coordinator Default
D Finance Manager Default
B General Manager Default
] Government Relations Director Default

5. Grade Wise

Weekly Schedule Settings *

| Companywise Settings | Employeewise Settings | Department Wise Settings | DesignationWise Settings | GradeWise Settings | Employment StatusWise Settings

J Grade List ‘

Description Weekly Schedule

24.1.6. Daily Schedule Settings

Rostering on a daily basis is enabled through this screen. Shift Codes defined in the “Shift Codes”
screen can be used to assign to various employee on daily basis through this screen.

If some employee is on a rotational or variable shift, then, Day wise shift data can be uploaded into the
system HR Works system provides the facility of bulk upload shift data for employees.

One can generate template for shift data to be uploaded from the system from :-
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21 HR Works- Newl Sysems. = T S T W e e e

File Toolbars Help

S Px eEy
@ Time & Attendance Management < | | Daily Schedule Settings | N
Masters =
&P Time Round OFf Codes From Data - 7o Date|
& Special Seasons Employeewise Settings
&P Policy Codes Ermploges Lt
@ Shift Codes
&P Weekiy Shift Schedule iCade liame
= v
@ Weeky Schedule Settings Te/00L Javed Anwer
TEN002 Sini Tenji
&P Daily Schedule Settings Shlicii
[} TEI003 Barbara Samardzija
Transacti
fensacions TE/1004 Vishnu Ranjan
& Time Sockings TEIL005 Rethesh Babu
& Non Attendance Bookings ] TEIL006 Praveen Mohanan
&P Attendance Calculation il = TE00T Test User 7
@ Manage Attendance @] TE)1008 =
&P Attendance Monitoring =] TEI1009 Vishnu Rajan
@ Delete Terminal User TEJL010 Khushwant Singh Sansowa
Employee Break Permission TEI011 Thomas Anton
ploy y
Reports (=] TEI012 Afan P
£ Time Card TEIL013 Yaser Muhammad
£ Booking Report ] TEI1014 Karthika P Kiniman
L) Consolidated attendance report - ] Ten0s Mohanan A
« i » 0 TENO16 Rashid
""" b TEI017 Mansoor
] Commen @] TEN018 Negin Joharian
$ Bayroll Management ] TENO19 Syed Salman Ahmed Gillani
A TEL020 Nabeels Rasheed =
B Leave & Accrual — =
= | Set Daily Schedule || ITempl | wpiosdrmea
BAEEE L % -

User: dli
=0

The excel template can be filled up as per the shift assignment for the employee such as :-

Employee Code |[Name 31—Mar|
TEJ1001 Javed Anwar SHIFTOL
TEJ1002 Sini Tenjin SHIFTOL
TEJ1005 Rethesh Babu SHIFTOL
TEJ1009 Vishnu Rajan SHIFTOL
TEJ1010 Khushwant Singh Sansowa |SHIFTO1
TEJ1011 Thomas Antony SHIFTO1
TEJ1013 ‘Yaser Muhammad SHIFTO1
TEJ1017 Mansoor SHIFTO1

| IblUploadFrmExl |

And the final execution can be enabled through upload option - button.

241.7. Special Seasons

For special season, shift timings will be defined in the system through this screen. Special season rule
over the regular shift defined in the system.

For example, one can define Ramadan timing in this screen; and system will consider special season
timings instead of regular timings.
Special Seasons 3

Code Description

* | 5501 Ramadan Timing

Ramadan Timing [5501]
Start Date End Date Description Season Type
01/06/16 ~ 30/06/16 ~ Ramadan Timings -
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2.4.2.Transactions
24.21. Time Bookings

Time records for all the employee will come from time and attendance terminal and will be displayed in
this menu. It will display In and Out time of the employee based on the swiping in and swiping out of
proximity card.

Timekeeper still have provision to overwrite these data based on the requirement.

A sample screen is displayed below:-

(') HR Works- Duba

File Toolbars Help

B9 Plx @

@ Time & Attendance Management ~ « | | Time Bookings * ‘ h
. a =~ criteria Selection | Selected Values |
@ Time Round Off Codes ‘ ’ i poyecond il |
&P special Seasons From Date | 01/04/14 - | To Date [30/00/14 -] List Employees.
P Policy Codes
@ Shift Codes Code Name |
P Weakly Shift Schedule 000001 Veli Matti Johannes Mikkola -
@ Weskly Schedule Settings. + | 000002 Henrik Bondrup Jensen 0
% Daily Schedule Settings 000005 Moosa Shah Basha Sheik
|2 Email Settings E 000006 Mylene Atienza Manalo
Transactions e 000010 Arumugam Arumugam Pillai
RP Time Bookings. 000011 Latheesh Cheroota
& Non Attendance Bookings 000020 Francisco Barba Octavo
@ Attendsnce Calculation 000030 Mohammed Alamgir Mohammed Nur Baks
Reports = 000033 Biju Varghese
I8 Tene Cord 000034 Lakhwinder Singh
000036 Rajesh Puthiyottu Kizhakkayil
|- Booking Report
|] Consolidated attendance report = oopos7 Janeesh Nany Keloth
! 000038 Maneesh Kumar Kolorot Meethal
& Exception Report 000043 Paramasivam Ovarasu Pillai
5 Custom Reports 000047 Vineesh Kamalan
|2 Late Arrivel Report || 000048 Philip Mathlunkal John
L1 Earhs Denariure Renort 000050 Rijo Chelakkadan Cuseph
Commen 000052 Stalin Augustine
000054 Sherin Palatty Poulose

@ poyrot Management 000051 Dinesh Cheruparambil Chandran
B Leove & Accrual Management 000064 Denny Puthussery Pappachan B

Employes List | 000001 - Veli Matti Johannes Mikkols x | 000002 - Henrik Bondrup Jensen x -

LUCIU W e T S . W o

(') HR Works- Dubai

File Toolbars Help
B9 Plx w@
@nme&memame Management  « | | Time Bookings x

Masters. 2| 2[|/| From Date [01/04/14 -|

@@ Time Round Off Codes To Date 30/09/14

P Special Seasons

P Policy Codes

&P Shift Codes

®P Weskly Shift Schedule
P Weekly Schedule Settings
R Daily Schedule Settings
|=) Email Settings

| -

Transaction DateTime Transaction Type Machine ID Remarks

. Add
30/09/14 11:59:59 PM N Checked In
30/09/14 11:59:50 PM out Checked Ouf

Transactions. £
& Time Bookings

@9 Non Attendance Bookings

&P Attendance Calculation

Reports A
|2 Time Card

|2 Booking Report

|2 Consclidated attendance report

|] Exception Report

|-] Custom Reports

|Z Late Arrival Report

[ Early Denarh

Commen
G5 Payroll Management

. Leave & Accrual Management

Employee List | 000002 - Henrik Bondrup Jensen x -
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24.2.2. Non Attendance Bookings

If an employee is moving out of the premises for non-working hour, the same can be recorded in the
system based on logic defined for the same. These non-working hour will come from the Time and
attendance terminal and will be displayed in this menu.

Timekeeper will have the right to overwrite the date in it based on the requirement.

A sample screen is displayed below:-

@ HR Works- Dubai Precast L1c T TR )

File Toolbars Help

sSSP x BE

@ Time & Attendance « P x| -
Masters. 1~ criteria Selection | Selected Values |
&P Time Round Off Codes | ' Erri= it el |
R Special Seasons From Date /W\ To Date W‘ Category | Meal Types -| List Employees
@ Policy Codes
P Shift Codes T — |
5 Wesidy Shift Schedule » 000001 Veli Matti Johannes Mikkola -
% Weekly Schedule Settings 000002 Henrik Bondrup Jensen O
@ Daily Schedule Settings 000005 Moosa Shah Basha Sheik
|2 Email Settings =i 000006 Wylene Atienza Manalo
Transactions. A 000010 Arumugam Arumugam Pillai
P Time Bookings 000011 Latheesh Cheroota
R Non Attendance Bookings 000020 Francisco Barba Octavo
@ Attendance Calculation 000030 Mohammed Alamgir Mohammed Nur Baks
Reports = 000032 Biju Varghese
8 Teme Corc 000034 Lakhwinder Singh
; 000035 Rajesh Puthiyottu Kizhakkayil
=) Booking Report 000037 Janeesh Nanu Keloth
|| Consolidated attendance report —
| 000039 Maneesh Kumar Kolorot Meethal
fJ Exception Report 000043 Paramasivam Ovarasu Pillai
B Custom Reports 000047 Vinessh Kamalan
) Late Amival Report B 000048 Philip Mathlunkal John
L= Earhe Denarture Rennrt 000050 Rijo Chelakkadan Cuseph
[E_] Common 000052 Stalin Augustine
000054 Sherin Palatty Poulose
s Payroll Management
000061 Dinesh Cheruparambil Chandran

2 Leave & Accrual Management 000064 Denny Puthussery Pappachan B

X & ||| Employee List -

¢ HRWorks- DubsipreCastic. 0. R, 0 T v il TR R W et

File Toolbars Help

B e Fx e

@ Time & Attendance « P * ‘

Masters 2 From Date (0104124 -]

P Time Round Off Codes To Date 30/09/14 -

RP Special Seasons

1

P Policy Codes
@ Shift Codes Transaction DateTime  ~ | Transaction Type Machine ID Remarks
RP Weekly Shift Schedule ‘ Add Hew Record
@ Weekly Schedle Settings 30/09/14 1:58:59 AM Break Fast ACCO01
T [x] 30/09/1425859AM - Lunch ACC001

RP Daily Schedule Settings
|- Email Settings.

Transactions. ES

P Time Bookings
Non Attendance Bookings
g
RP Attendance Calculation
Reports. A
|=] Time Card
|2 Booking Report
Consolidated attendance report —
P
|| Exception Report
|2 Custom Reports
|- Late Arrival Report
|- Farbe Denarture Renart =

[E_] common
4 Payrolt Management

. Leave & Accrual Management

% & ||| Employee List | 000001 - veli Matti Johannes Mikkola x -

User: admin

s . . . WIFRD - ! itled - .. g (@ saem | |

2.4.2.3. Attendance Calculation

For a selected window period, based on the inputs of various Masters from Time and attendance
Module viz Employee Master, holidays and weekly off days, policy codes, shift, etc Attendance could be
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calculated. This transaction allows user to calculate attendance for selected employees.
These attendance data will then be displayed in “Consolidated Attendance Report “.

A sample screen of the transaction is displayed below:-
2 MR Works-Duba recost 1c T T T T T e

File Toolbars Help

B3P e

& Employee Relationship Manageme <« | | Attendance Caleulation > ‘ hd
Setup 2 criteria Selection  Selected Values
@ Document Templates r Employee Code Al
@ Generate Documents. From Date | 01/11/14 -|ToDate |20711/14 -] [ ListEmployees
(] Code MName
000048 Philip Mathlunkal John -
S 000050 Rijo Chelakkadan Quseph o
[&] 000052 Stalin Augustine
[&] 000054 Sherin Palatty Poulose
[&] 000051 Dinesh Cheruparambil Chandran
[&] 000064 Denny Puthussery Pappachan
[&] 000065 Thomas Choolissery Rappai
[&] 000066 Joby Joby
[&] 000067 Kallullathil Raveendran Raghavan
[&] 000071 Vibeesh Kozhunnantavida
[&] 000074 Renato Samonte Esquerra
[&] 000081 Mathew Cherian Pallakatharayil
[&] 000082 Pulikkal Ayyappankutty Chami
[&] 000083 Kunhi Raman Valiya Parambath
[&] 000088 Vijay Kumar Sempla
[&] 000096 Renish Regi
vvvvv [&] 000101 Lakshmanan Maruthan
[E] Common ] 000106 Mohandas Janardhan Mestha
(=] nontng Bin Babadiie The =
s Payroll Management [ Calculte
alcula
B Leave & Accrual Management
% @ = ||| empioyee List | =

User: admin
S

-

L] il i 5:52 PM
Ll

24.24. Employee Break Permission

In such cases, where an employee has requested for a break and management is interested in giving
away the break to the employee without affecting its attendance data, “Employee Break Permission”
facility could be used.

It allows a user to capture the break timing for an employee without highlighting it as an exception in
the reporting.

In the below screen, user can select employee:-
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e e e« T, R — . T W et

File Toolbars Help
I ER L o1

@ Time & Attendance « | | Employes Break Permission x | -
Masters - Criteria Selection | Selected Values

& Time Round Off Codes Employee Code Select TEI1010 Add || Clear Selection

& Special Seasons v Separated Employees Print Criteria  Selact Include Separated Employees also

&P Policy Cades From Date | 01/02/16 - | ToDate |04/04/16 - List Employess

P shift Codes

P Weekly Shift Schedule
@9 Weekly Schedule Settings
&P Daily Schedule Settings

Code Name
» TEJ1010 Khushwant Singh Sansowa

Transactions

&P Time Bookings

@ Non Attendance Bookings
P Attendance Calculation

&P Manage Attendance

&P Attendance Monitoring

P Delete Terminal User

&P Employes Break Permission

Reports.
|| Time Card
|2 Boaking Report

|| Consolidated attendance report -
4 [ »

% Payroll Management
B2 Leave & Accrual Management

Employes List -

User can enter break timings as below :-

File Toolbars Help

9B~ wEg
@ Time & Attendance. « | | Employes Break Permission x | .
Masters =1 Erom Date|01/02/16 - | To Date [ 04/04/16 - [ Display l

&P Time Round OF Codes
&P Special Seasons

From Dat= To Date Break StartTime | Start Day Type Break End Time End Day Type Break Duration Remarks

& Policy Cades T 15/03/16 15/03/16 3:00 PM Today 5:00 PM None [)
&P Shift Codes

&P Weekly Shift Schedule
&P Weekly Schedule Settings
&P Daily Schedule Settings

Transactions
&P Time Bookings

&P Men Attendance Bookings
&P Attendance Calculation

&P Manage Attendance

&P Attendance Monitoring

&P Delete Terminal User

&P Employee Break Permission

Reports
[] Time Card
Booking Report
g Rep

|| Consclidated attendance report -
4 ] »

@ Payroll Management

B Leave & Accrual Management

Employee List | TEJ1010 - Singh Sansowa x | =

R — —_—
what i @) Untitl.. | @8 Untitl

2.4.3.Reports

Reports from Time and Attendance module are detailed in this section.
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24.31. Time Card

The “Time Card” report publishes the information of attendance in raw format. As such, it shows initial in
and final out transaction in the system.
1 HR Works Dubs et 1 TS R TR W W =

File Toolbars Help

idlSP x| kB

{5) Time & Attendance Management | | Time Card < ‘ -
& Shift Codes | || Report Options criteria Selection | Selected Values |
P Weskiy Shift Schedule From Date | 01/03/14 - | » Employee Cade All +Add|[ Breview ‘
&P Weekly Schedule Settings To Date 30/06/14 -
@ Dul Scrsie st

|=] Email Settings M

Transactions AR
&P Time Bookings

@ Non Attendance Bookings

P Attendance Calculation

Reports A GroupPane
|=] Time Card
2] Baoking Report Employee Code  TrdNDateTime IbITrdNTime TrOutDateTime | IbTrOUTTime
£} Consolidated attendance report =| ||+ 000030 Employes.. 0103714 630 AM 01/03/14 6:30PM =]
2] Exception Report 000030 Employee...  02/03/14 530 AM 02/03/14 530 PM
‘_] Custom Reports 000030 Employee.. 03/03/14 6:30 AM 03/03/14 9:30 PM
000030 Employee.. 04/03/14 6:30 AM 04/03/14 630 PM
=] Late Arival Report 000030 Employee..  05/03/14 6:30 AM 05703714 630 PM
:—] Eerly Departure Report 000030 Employee...  06/03/14 5:30 AM 06/03/14 &30 PM
|2 Period Summary Report 000030 Employes...  07/03/14 6:30 AM 07/03/14 630 PM
g—] Muster Roll Report 000030 Employee... | 08/03/14 6:30 AM 08/03/14. 930PM
=) Monthly Time And Attendance Report 000030 Employes... 09/03/14 5:20 AM 09/03/14 630 PM
=] TASC Reports ~ 000030 Employee...  10/03/14 5:30 AM 10/03/14 6:30 PM
— 000030 Employee.. 11/03/14 5:30 AM 11/03/14 6:30 PM
E ceman 000030 Employes...  12/03/14 5:30 AM 12/03/14 230PM
G Payroll Management 000030 Emplayes...  13/03/14 530 AM 13/03/14 230 PM
000030 Employee...  14/03/14 530 AM 14/03/14 630 PM

B Leave & Accrual Management

2.4.3.2. Booking Report

It process the attendance data and segregates it to present the data based on the utilization of swiping
card. For example a swiping card may be used for marking attendance, while going for lunch and may

well could be used to just to get an access into the company premises.

File Tooloars Help
== x| @ E
T3 Time & Attendance « | | Time Card * | Booking Report x | -
& shift Codes ||| Report Options I criteria Selection | Selected Values |
R WeeKly Shift Schedule From Date | 01/03/14 N ‘ » Employee Code All B Praview ‘
&P Weekly Schedule Settings To Date By
@ Daily Schedule Settings Category :al TypesiAccess Contral ~
L e serings M

Transactions. A

@ Time Bookings.

@ Non Attendance Bookings
@ Attendance Caleulation
TR N BF/Entry Time BF/Entry Device LN/Exit Time LI/Exit Device

=1 Time Card " (& Employee Code: 000030 : Mohammed Alamgir Mohammed Nur Baks =
|| Booking Report.

onsolidated attendance report

Consolidated attend p

|2 Exception Report = Date: 12/03/14
|2 Custom Reports 6:00 AM TS-A 3:00 PM TS-A
|2 Late Arrival Repert
|2 Early Departure Report =)

(3 Employee Code: 000034 : Lakhwinder Singh

(=) Date: 13/03/14

| Period Summary Report 600 AM TS-A 3:00 PM TS-A
|2 Muster Roll Report (= Date: 15/03/14
|=) Monthly Time And Attendance Report [ 6:00 AM TS-A 3:00 PM TS-A

Al

|2 TASC Reports

..... @ Date: 16/03/14
] Common 6:00 AM TS-A 2:00 PM T5-A
s Payroll Management (& Date: 17/03/14

E PO — 6:00 AM TS-A 6:00 PM TS-A

X4d - £

2.4.3.3. Consolidate Attendance Report

The “Time Card” report publishes the information of attendance in raw format. As such, it shows initial
in and final out transaction in the system. However it does not highlight the numerous transaction
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happen in-between for example —an employee might have swiped out to go for meal, or he may go out
for some business meeting and could have come back after some time.

To get to know the exact time spent on work or on a project for that matter, all the intermediate datas
required to be processed based on the behavior defined in the system. This report cover this
shortcomings in the previous report and present the data after due processing.

i Worts- vt Pecasn i T . T

File Toolbars Help
E &SP x e E@

{50 Time &Attenda < | | Time Cord | Booking Report | Consoliated Attendance x | _

& Shift Codes ||| Report Options [ criteria Selection | Selected Values |
@P Weekly Shift Sched: From Date | 01/03/14 N | » Employee Code Al T Preview ‘
®P Weekly Schedule S¢ To Date 31/03/14 -

P Daily Schedule Setti
|55 Email Settings w

Group By (@) Employee Wise () Date Wise

Transactions 2
&P Time Bookings Preview
&P Non Attendance Bo
RP Attendance Caleula

Reparts 2 Date
12) Time Card Shift Scheduled | Ti Scheduled | Ti Regular | Total | Normal | Ext Holidk
i chedule ime cheduled | Time -gular | Total ormal ra oliday
£ Booking Report L Employee Code = Status ey = LateComing | ' Ot~ | EarlyDeparture | (29050 98 | e T g
|=] Consolidated attenc ||| -
' & Date: 01/03/14 Regul.. Tot.. Norm... Ext. Holiday OT: 3|

|25 Exception Report

000034 Employee Name : Lakhwinder Sin.. PRDOPEN  Unpaid Leave 05:0000  00:00:00
|- Custom Reports ployt P
) Late Avrivel Report 000033 Employee Name : Maneesh Kuma... PRDOPEN  Annual Leave 05:0000  00:00:00
5 Eary Departure Rer 000052 Employee Name : Stalin Augustine  PRDOPEN  Annual Leave 050000 00:00:00
5 beriod s e 000086 Employee Name : Joby Joby PRDOPEN  Unpaid Leave 05:0000 | 00:00:00
eriod Summary Re
i 000109 Employee Name : Min Bahadur Th... PRDOPEN  Annual Leave 05:00:00 00:00:00
|5 Muster Roll Report plex:
uster Roll Repor
P 000155 Employee Name : Hom Bahadur R... PRDOPEN  Annual Leave 05:00:00 00:00:00
|5 Monthly Time And ploy:
th '
lonthly Time L 000156 Employee Name : Gaya Prasad Ahir | PRDOPEN | Annual Leave 05:0000  00:00:00
= ploy y:
TASC R rts.
P = 000157 Employee Name : Govind Bahadur.. PRDGPEN  Unpaid Leave 05:00:00 000000
= 000162 Employee Name : Nir Bahadur Bu.. PRDOPEN  Annual Leave 050000 00:00:00
£ common
000172 Employee Name : Bhim Raj Kadan... PRDOPEN  Unpaid Leave 05:00:00 00:00:00
@ Payroll Management 000213 Employee Name : Rafiqul Sattar PRDOPEN  Annual Leave
E 8 Accrual Man: 000217 Employee Name : Morsed Kasim PRDOPEN  Annual Leave

24.34. Exception Report
If there is some mispunch it will be highlighted in this report.

2.4.3.5. Late Arrival Reports

Based on the late coming to the work area, this report option will show the records of all such
exception where user comes late than the scheduled time.
EreaeIee G WS . S S WS .

File Toolbars Help
iBdSP x|kE

{5 Time & Atienda < | | Time Card | Booking Report * | Consolidated Attendance | Exception Report | Late Arrival Report * | -

&P Shift Codes a ||| Report Options I criteria Selection | Selected Values |
P Weskly Shift Sched: From Date | 01/03/14 N ‘ » B ple o A T Proview ‘
@P Weekly Schedule Se To Date 31/03/15 -

&P Daily Schedule Setti

Preview
|=5] Email Settings
Transactions ES
&P Time Bookings
& Mon Attendance Bo
@P Attendance Calcula
Reports = Date Shift Code Status Scheduled N Time In LateComing
[£] Time Card * (& Employee Code: 000030 Employee Name : Mohammed Alamgir Mohammed Nur Baks
|| Booking Report 3
) Consol reene| |7 (= Employee Code: 000116 Employee Name : Madhu Nelliparambath Pavithran
) Exception Report 01/03/14 DRVL PR 5:00 AM 7:30 AM 013000
08/03/14 DRVL PR 6:00 AM 7:30 AM 013000
|3 Custom Reports
- 15/03/14 DRVL PR 6:00 AM 7:30 AM 013000
|_] Late Amival Report
2 coty N 22/03/14 DRVL PR 6:00 AM 7:30 AM 013000
irty
= rly Departure Reg 29/03/14 DRV PR 500 AM 730 AM 01:3000
P d St Re
sried summany Fe 05/04/14 DRVL PR 6:00 AM 7:30 AM 013000
5} Muster Roll Report 12/04/14 DRVL PR 6:00 AM 730 AM 01:30:00
[E) Monthly Time And. 19/04/14 DRV PR 500 AM 730 AM 01:3000
|| TASC Reports |
vvvvv = Employee Code: 000117 Employee Name : Royreno Flores Agcopra
[E] commen 21/04/14 WRKS PR 9:00 AM 10:00 AM 01:00:00
s Payroll Management (3 Employee Code: 000173 Employee Name : Ani Kumar Sreedharan

g JeaveBsAcenabiMan: 07/03/14 DRV1 Weekly Off 6:00 AM 7:00 AM
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2.4.3.6. Early Departure Reports

Based on the early departure from the work area, this report option will show the records of all such
exception where user departed earlier than scheduled time.

) HR Works- Dubi

File Toolbars Help

== L ]
@ Time & Attenda < | | Time Card * | Booking Repart * | Cansolidated Attendance | Exception Report * | Late Arrival Report * | Early Departure Repart -
%P Shift Codes a ||| Report Options I criteria Selection | Selected Values |
P Weekly Shift Schedr From Date | 01/03/14 - ‘ » El G Al B Preview ‘
P Weekly Schedule Se To Date 31/03/14 -
M
|=] Email Settings m
Transactions ES
P Time Bookings
@ Mon Attendance Bo
&P Attendance Calcula
Reports A Date Shift Code Status ‘Scheduled OUT Time Out EarlyDeparture
[] Time Card * @ Employee Code: 000036 Employee Name : Rajesh Puthiyottu Kizhakkayil =
|2 Booking Report || 07/03/14 WRK3 Weskly Off 4:00 PM 3:00 PM 01:00:00
U Consolidated attenc ||| 14/03/14 WRK3 ‘Weekly Off 400 PM 12:00 PM 04:00:00
|| Exception Report 21/03/14 WRK3 Weekly Off 400 PM 200 PM 01:00:00
2] Custom Reports 28/03/14 WRK3 Weekly Off 400 PM 300 PM 010000
Late Ar Il Report
B © Arrvel Repol =) Employee Code: 000043 Employes Name : Paramasivam Ovarasu Pillai
Early D riy Re
B rly Departure Reg 07/03/14 N3 Weekly Off 400 AM 2:45 AM 01:15:00
P d St Re
e zummany e 14/03/14 N2 Weekly Off 3:00 AM 2:45 AM 00:15:00
|Z] Muster Roll Report
[E Monthly Time And. (3 Employee Code: 000050 Employee Name : Rijo Chelakkadan Ouseph
23] TASC Reports =] 21/03/14 WRKZ Weekly Off 400 PM 2:00 PM 010000
Cnmm;‘” (2 Employee Code: 000067 Employee Name : Kallullathil Raveendran Raghavan
e 4 154
$ 21/03/14 Nz Weekly Off 2:00 AM 2:45 AM 005:00
Payroll Management
(3 Employee Code: 000083 Employee Name : Kunhi Raman Valiya Parambath
2 Leave & Accruai Man: 21/03/14 WRKE Weekly Off 400 PM 1230 PM 033000

2.4.3.7.

Period Summary Reports

For a particular selected range of period, system will display employee wise, the summary of overall
number of days worked, Leave taken, Present Days, Short Hours , Regular Hours, Total Hours, Absent
Hours including various overtime hours.

File Toolbars Help

iEl S E x| Ba
@ Time & Attenda < | | Time Card x | Booking Report * | Consolidated Attendance | Exception Report % | Period Summary Report * | -
& Shift Codes ||| Report Options I criteria Selection  Selected Values |
&P Weekly Shift Schedi From Date 01/03/14 - ‘ » Employee Code All E Preview ‘
@P Weekly Schedule Se To Date /31/03/14—-|
&P Daily Schedule Setti
|| Email Settings M
Transactions. A
P Time Bookings
@P Non Attendance Bo
&P Attendance Calcula
Reports £
[-] Time Card .
|- Booking Report L E:‘g:’yee Name PresentDays g:;s g:fys g;':’“e“ :;‘;e Ezi':md :‘lz%"‘l” flt::‘s TH?::S a'::‘ Normal OT Extra OT Holiday OT
2 Censalidated attenc| 1| 00000 Mohammed Alamgir Mo... 7 0 4 0 0 216 216 0 248 0 a7 21 45 -
|2 Exception Report 000034 Lakhwinder Singh 17 o 4 o 10 136 136 0 136 0 29 2 =
|2 custom Reports 000036 Rajesh Puthiyottu Kizhak... 70 4 o o 216 216 o 245 0 101 1 29
2] Late Arrival Report 000039 Maneesh Kumar Kelorot. o o a4 o 27 0 0 [ 0 0
|2 Early Departure Rep 000043 Paramasivam Cvarasu Pil... 7 0o 4 0 0 216 216 0 2473 0 923 2 35
|--] Period Summary Re 000050 Rijo Chelakkadan Quseph 70 4 o o 216 216 o 248 0 773 243
2] Muster Roll Repert 000052 Stalin Augustine o o a4 o 27 0 o o o 0
=] Manthly Time And. 000054 Sherin Palatty Poulose 7 o 4 o o 216 216 0 248 0 48 E
|_| TASC Reports ~||| |oooos1 Dinesh Cheruparambil C.. 7 o 4 o o 216 216 0 240 0 22 2 2
""" 000064 Denny Puthussery Pappa... 7 o 4 o o 216 216 0 248 0 107 353
Sommen 000065 Thomas Choolissery Rap... 7 o 4 o o 216 216 0 248 0 29 1 E
@ Payroll Mansgement 000066 Joby Joby 10 o 4 o 17 20 g0 0 9% 0 27 13
000067 Kallullathil Raveendran R... 7 o 4 o o 216 216 0 248 0 108 353
[ teave & Acerusi Mans 0nnng> Pulikkal Avannankitty... 70 a4 0 0 216 2R o aa 0 100 83

From Thom..
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2.4.3.8. Muster Roll Reports

This reports gives a bird eye view of the employee attendance for a selected period range. It highlight
the off day entry, the mispunch entry, late in and early check out
1 R ok pusat recon uc TG . T e i

File Tooloars Help
iSSP x +E

{5 Time & Attenda < | | Time Card | Booking Report | Consolidated Attendance | Exception Report % | Muster Roll Report * | Monthly Time And Attendance Report | -

@ Shift Codes ||| Report Options I Criteria Selection | Selected Values |
@ Weekly Shift Schedh From Dste | 01/03/14 - ‘, T Praview ‘
P Weekly Schedule Se To Date 31/03/14 -

 ouy S st

|=) Email Settings m
Transactions ~
P Time Bookings

@P Non Attendance Be
@P Attendance Calcula

Employee Code Al

Days | LatelN | EarlyOut | OT

Reports S SiNo 102 /3 4|5 6|7 8 |9 (10 11|12 13 (14|15 |16 |17 18|19 20 21|22 23 |24 25 26 27 28|29 30|31

) Time Card Worked Days |Days | Hours

| Time Cars -
|| Booking Report (= Employee Code: 000030 Employee Name : Mohammed Alamgir Mohammed Nur Baks =

| Consolidated attenc 1 PR PR PR PR PR PR O PR PR PRPRPRPR O PRPR PR PR PR PR O PR PR PR PR PR PR O PR PR PR 31 15 0 143

|21 Exception Report (@ Employee Code: 000034 Employee Name : Lakhwinder Singh

5} custom Reports 2 L L L L L L L L L L L PRPRO PRPRPRPRPRPR O PRPRPR PR PR PR O PR PR PR 17 0 o 29
|=] Late Arrival Report

|=] Early Departure Rep

(3 Employee Code: 000036 Employee Name : Rajesh Puthiyottu Kizhakkayil

2 Period Summary Re 3 PR PR PR PR PR PR C PR PR PR PR PR PR C PRPRPRPRPRPR C PRPRPRPR PR PR Q PR PR PR 31 0 4 130
|] Muster Roll Report (@ Employes Code: 000039 Employes Name : Maneesh Kumar Kolorot Meethal
[E) Monttty Time ana| |57 @ L L L L L L L L L L L Lt ClCCC L0t Lt Lt Lt o o o o
|| TASC Reports |
,,,,, (3 Employee Code: 000043 Employee Name : Paramasivam Ovarasu Pillai

S PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR 31 0 2 127
g Payroll Management (=) Employee Code: 000050 Employee Name : Rijo Chelakkadan Quseph

6 PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR G PR PR PR PR PR PR O PR PR PR 31 0 1 12

B Leave & Acerual Manc

#E o - -

User: admi
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3.0 Technical Specification

3.1 Deployment / Architecture Diagram
1.

1.1.
1.2.

.2.1. Deployment Diagram for Time and Attendance Application

— ™
=
. Web Application User

A

PN
( /J -
Communication—- @
ViaPort80 7
\V/ 4
o

ime & Attendance
Terminal 1 - Office

Application Server

L P )
Database Server E HR Works Files l@
.
S HRWorks DB Hr Works _Ilme & Alttze“g:".‘ce
Web App. Files erminal ~ - Otrice

- -
i Time & Attendance

Terminal 3 - Workshop

Desktop Application User

-
{l HR Works Files i

Time & Attendance
Terminal N - Workshop
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