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1.0 Starting E.Time

After launch E.WIN Manager, you may see there is an ‘Attendance’ button at the
command bar as shown:
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2.0 Attendance

The Aftendance could be viewed by date or by employee.
(a) By Date
e view attendance on a particular date
e can be filtered by department, by department and section, or by group

Attendance @ 8

View Attendance

| T mer

01/04/2008

LEOW SUM HUAT
STEFAN BLOECHIMGER,
Filter By YOOM KW AT CHEE

PHUMN FOO Oh

MANCY So LYE I

CHEMG KaH CHEN

LIM HUAT CHYE

ONG KIM SONG

KOAY SHIK MIONG

CHUT E5WAT CHUAMN
CHEWY PET YEE

LIM LAIL KIN

MNORAZIZAH

ROHAYATI BTE OTHMAN
MAK PIK LAL

Attendance Eétegory

JULTAMA LIM

CHAN LAT LAL
SHAMALA DEVI BALAKRI

(b) By Employee
e view attendance of a particular employee
e can be filtered by Date
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Attendance @ Q

¥iew Attendance

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

From E Monday

01042008 =l ": Tuesday

Wednesday
To

31/05/2005 |

Thursdary

Friday

Saturday

= . 3 Sunday
Attendance Category

Mondary

Tuesday

Wednesday

Thursdary

Friday

Absent _

The aftendance view also can be filtered by attendance category (lateness, early out,
overtime, and incomplete, on leave and absent) by clicking on the check box under the
Afttendance Category.

Edit Attendance
The attendance (Work In time, Meal Out time, Meal In time, Work Out time, OT In time &
OT Out time) can be edited.

Steps:
i Click on "Edit" button

i. Select avalue from the drop down list or key in the value
iii. Click on “Save” button

Note: The time inserted must be in the format of HH:MM, if not, the edited time will not be
saved.

Add Comment/Note
You may add remark/note to a particular attendance record. For example: forget to
bring card, outstation, lost card, etc.

Steps:
i Click on “Edit" button

i. Select column "Comment/Note” (the last column) on attendance screen
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ii. Keyinthe remark or note
iv.  Click on “Save”

Attendance

rite Early Dt

irg Hour:

[Absent] Forget to bring car
[&bsert]
[Absent]

i FiI__ter By

the Filkering bvpe: [Absent]
[absent]
[Absent]

Leave
Leave taken by employee could be added by clicking on “Leave” button. The following
screen will be displayed:

Leave Taken

AMMUAL LEAVE
AMMUAL LEAVE
AMNUAL LEAVE
AMMUAL LEAVE
AMMUAL LEAVE
AMNUAL LEAVE
18/112/20028 MEDICAL LEAVE

View Leave Taken

To view leaves that have been taken by employee, please select one of the employees
from the drop down list. To view leave taken at previous year, please select year from the
drop down list.
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Add Leave Taken

Steps:
i.  Select Employee
ii. Select Date From and Date To
ii. Selectleave type

iv.  Clickon @ button
v. The leave added will be shown on leave taken list immediately

Remove Leave Taken

Steps:
i.  Select Employee

ii. Select leave taken from the leave taken list
iii. Click on @ button

Add Leave Taken By Batch
Leave taken could be added by batch to a group of employees, departments, sections
or employee groups.

Steps:
i.  Click on “By Batch”

i. The following screen will be displayed:

O By Employes @ By Department @ By Sectio @ By Group

From: CNO22945 | KEN v| . |cmosTO6E | J0HM -

Date: 10/02/2003 el Ta:
L e ]

fpply

ii. Select By Employee, By Department, By Section or by group
iv.  Select the range of Employee/Department/Section/Group
v.  Select the range of the date
vi.  Select leave type
vii.  Click on “Apply”

Add/Edit Leave Type
Click on E
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3.0 Employee

Employee screen will synchronize all employees’ details from E.WIN. You may edit or
delete employee information on this screen.

: Depart!'nent Section zible: dng Hour
LEOW SUM HUAT 000001 DIRECTOR DIRECTOR
000002 | STEFAN BLOECHIMGER |oooooz  DIRECTOR DIRECTOR
000003 | YOOM KWAT CHEE D003 PERSOMMEL |
Joooood | PHUM FOO QN 000004 ACCOUNTS  MGT ACCTANT GO
000005 | MANCY SAW LYE M (000005 MARKETING  PRODUCT MGR GO
000005 | CHEMG KAH CHEN 000009 | MARKETING SR PRODMGR |GO

nooo1z LIM HUAT CHYE nooo1z ACCOUNTS ACCSEREC G0 -
! } ! ! (=, fdd Photo
000013 QNG EIM SCHNG 000013 ACCOUNTS PC AMALYST

00001 KOAY SHIK MIONG 000015 ACCOUMTS | ACCS EXEC L=+ Delete Photo
000020 | CHUI KWAAT CHUAN D000Z0  |MARKETING  MKTG ASST
00021 | CHEW PEL YEE 000021 | SALES PRODUCT MGR. GO

|oooozz LIM LAI KIN 000022 SOP ACCS CLE el
000023 MORAZIZAH 000023 PERSOMMEL &0

Q00025 ROHBYATL BTE OTHMAN Q00025 S0P ACCSCLE G0
0000z& MAK PIK LAT 000026 ACCOUNTS ACCS SUPYR GO
Qoooz7 lJULIF\NP. LIM .DDDD2? lSOF‘ lP.CCS SUPYR
ooaozs CHAM LAT LAT Jula]uuee] |BCCOUNTS |ACCS SUPYR
000031 SHAMALA DEVI BALAKRI ] 000031 .SOF‘ . ACCSCLE

O0003Z  |LIEW TWY looomsz  ACCOUNTS  ACCSEXEC |

|ooooz3 KIM SHU HEMS 000033 ACCOUNTS \ASST ACCTANT GO F
000035 | CHOMS SO0 HACK 000035 |SALES SR SALES EXEC GO
MNnn=27 WEIH CHEF THMWA nnrn—=27 SAIFS Al FS FYF™ =N —

Edit Employee
Steps:
i.  Edit particular employee’s details on the employee list
i. Clickon "Save”
If the employee ID is changed, the following screen will be displayed:

P J Are wou sure o change the employvee ID? It may kake some kime to update the database.
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Click “Yes" to update the database

Delete Employee

Steps:
i. Select employee record from the employee list
i. Clickon "Delete”
ii.  The following screen will be displayed:

9 , Delete Selected Recard?
\_‘

iv. Click "Yes” to delete the record

Photo of Employee
Add Photo
i. Clickon "Add Photo”

ii. Browse to the photo file. File format allowed: GIF, PCX, JPG, JPEG and BMP

ii.  Clickon"Open”

Delete Photo
i Click on “Delete Photo”
i. The following screen will be displayed:

Confirm Pz

D Delete Photo?

iii. Click on "Yes” to delete the photo

Group

Every employee will be assigned to a group. The default group is GO. The purpose of
assigning every employee to a group is to enable the employee to be assigned to
different shifts. If a company only has a single shift, all employees will be assigned the
same group (GO). If the employee’s shift pattern is different from others, this employee
could be assigned to group “NONE" where the employee can have his/her own duty

roster.

By default, E.Time provides 10 groups (GO to G9). If the groups provided are not sufficient,

you may add the group to the system.




ELID SDN BHD E.Time (E.WIN Integrated)

User Manual

Add Group
Steps:
R Click on "Add Group”
i. The following screen will be displayed:

Group ID

Group IC:

ii.  Keyingroupid (maximum 4 characters)
iv.  Clickon %]

Delete Group
Steps:
i.  Clickon“Add Group”
i. The following screen will be displayed:

Group 1D

Group ID:

ii. Select groulo from the group list
iv.  Clickon €

10
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Employee View Filtering

The Employee view can be filtered by employee ID and Department. To view all
employees, one needs to blank the ‘Employee ID From' and ‘Employee ID To' text box
and select the department from the first to the last. Thereafter, click on *Refresh” button.

Flexible Working Hour
Flexible Working Hour refers to employee can work anyfime from 00:00 to 23:59. The
Flexible Meal Time is automatically enabled once Flexible Working Hour is enabled.

To enable the Flexible Working Hour, please tick on the “Flexible Working Hour” check
box.

For employee who is entitled to Flexible Working Hour, overtime will not be calculated.
The attendance will only show the total working hour of employee.
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4.0 Report

Summarizing Report

Details Report

Other Report

E.Time provides numerous reports on employees’ attendance status. The reports can be
filtered by department, employees and date.

List of reports:

i)

Summarized Report:

e Aftendance Summary (by Employee)

¢ Daily Atftendance Analysis (by Day)

e Monthly Attendance Analysis(by Month)

Detailed Report:

¢ Daily Attendance Details

e Attendance Details by Employee
e Monthly Attendance Details

e Lateness report

e Early Out report

e Incomplete report

e Absenteeism report

e Overtime report

¢ Edited Attendance report

12
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ii)

Attendance Sheet
Meal Time Report
Activity Report

Others:

Leave report

Individual Duty Calendar
Monthly Duty Calendar
Department List

Section List

Employee List

Holiday List

Audit Trail

Job Tracking Report

Job Code Activity Report

Export Reports to Excel file
Steps:

i

ii.
iii.
iv.
V.
Vi.

Select one of the report

Select the range of deparfment, employee and date

Click on “Export to excel” button

Browse to the directory where you would like to save the file
Click on “OK™

Wait until you see the message "Done”

Save report to ndr file, pdf file, hitml file, rif file or txt file
Steps:

i
ii.
iii.
iv.
V.
Vi.
Vii.
viii.

Select one of the report

Select the range of deparfment, employee and date

Click on “View" button

Click on "File”

Click on “Save As”

Browse to the directory where you would like to save the file
Key in the file name

Select the file type (.ndr, .pdf, .html, .rif, or .ixt)

Click on "Save” button
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5.0 Settings

Settings menu consists of the configuration functions which allow you to configure the
software according to your requirements.

5.1 Working Schedule
Working Schedule function allows user to configure the working hour according to

company working hour and policy.

14
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Working Schedule

: required ko punch in and out for OVERTIME[DT:
: beal Hour:

g hour:

ik Meal In 0 i QT End

-lmmm

Clocking Range————————Hest Day————
Frarm

In Time 230 : [ Sunday

[ Monday
Out Time € : L] Tuesday

. " - [ 'wednesday
I Time g : (] Thursday
Out Time : : E Er‘laclljr}::lay
T Time

~Additional
ied Late-in minutes £ ninLtes OT Minimurn

Jed E arly-out minutes nifLtes 0T Rounding

Calculation Formula:

N E—| T

Total Schedules
E.Time provides unlimited schedules/shifts. By default, E.Time provides 26 working
schedules. User may add as many schedules as they need.

Add Schedule
Steps:

i Click on

i. The following screen will be displayed:

15
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Schedule 10;

Pt |

M x Ef<CoTW—-o00DO33 —m——T0

ii.  KeyinscheduleID (maximum 4 characters)
iv.  Click on =

Delete Schedule
Steps:

i Click on

i. The following screen will be displayed:

Schedule ID:

= X E<CTwSoDO o033 & T

1

iii. Select sclh_eldule id from schedule ID list
iv. Clickon @

Attendance Processing Mode

There are 2 processing modes available:
a) Based on time frame
b) Based on session code

Based on time frame
Every fime slot will have a clocking range and attendance will be processed based on
the “First In Last Out” concept.

16
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Work In: take the first transaction in the work in range
Meal Out: take the first fransaction in the meal out range
Meal In: take the last transaction in the meal in range
Work Out: take the last fransaction in the work ouf range
OT in: take the first fransaction in the OT range

OT out: take the last transaction in the OT range

Note: Please make sure the Work In/Out range is not overlapping with the OT range.

Based on session code (not applicable)

Employees are required fo select the session (Work In/Out, Meal In/Out, OT in/Out) on the
fime clock before badge their cards or verify their fingerprint. The aftendance will be
processed based on the session which is selected by employees.

Note: Clocking range is required in this mode as well, but the overlapping between Work
In/Out range and OT range is allowed.

How to change processing mode?
Steps:
i Click on “Advance”
i. The following screen will be displayed:

| Advance Settings e@

Processing

Session Code: =
fooo_|
i
CYERTIME

@ Eased on time frame

O Based on 1 Code

rirzd OT out Eime

minukes

minukes

ii. Select “Based on time frame" or “Based on session code”

iv. If select “Based on session code”, please key in the session code of WORK, MEAL
and OT according fo the clock terminal setftings.

v.  Clickon “Save”

vi.  This sefting will only take effect after the software is restarted

17
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Clocking range

Clocking range is the time frame that is used to determine which time slot a particular
clocking data falls info.

For example,

Work In range: from 06:00 to 12:00

If an employee punches for work in at 12:30, this clocking data is not going to be
recorded as work in time. In order to have the work in time, employees are required to
badge their card within the work in range (06:00 to 12:00).

Punch in and out for OVERTIME
If “Yes” is selected, employees are required to badge their card for work in, work out, OT
In and OT out.

If “"No" is selected, overtime calculation will be started from the OT start fime. Employees
are only required to badge their card for work in and OT Out.

This setting is common settings and it would be applied to all schedules.

Flexible Meal Hour

Employees are allowed to go for lunch anytime. By default, the meal time will start at one
hour after Work In time and end at one hour before Work Out time. The one hour offset is
configurable.

Steps:
R Click on “<<Advance”
i. The following screen will be displayed:

 Advance Settings e@

Processing

efined OT out time

lexible Meal Time Settinos

Meal in kimi £: minutes

Meal out time

18
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ii.  Change the value of meal in fime offset and meal out time offset
iv.  Click on “Save”
v.  This setting will only take effect after the software is restarted.

Off day and Rest day
Each schedule could have it's own off day and rest day setfings.

Allowed Late-in minutes
Employee comes late within a certain fime would not be considered as late in.

Allowed Early-out minutes
Employee leaves early within a certain time would not be considered as early out.

OT minimum
Employees are required to work OT more than the OT minimum in order to have the
overtime calculation.

OT Rounding

Employee’s overtime will be rounded down to the nearest value.
For example, OT rounding is 30 minutes.

Overtime 40 minutes will be rounded down to 30 minutes
Overtime 75 minutes will be rounded down to 60 minutes

Deduct Meal Hour
There is an option to deduct total meal hours from total working hours when the software
calculates the total working hours.

Calculation Formula
User could define the calculation formula of working hour and overtime. The following
are the default formulas:

If deduct meal hour is selected:
Working hour = Work out time — work in time — (meal in fime- meal out time)
Overtime = OT out fime - OT in time

If deduct meal hour is not selected:
Working hour = Work out fime — work in time
Overtime = OT out time - OT in time

How to define your own calculation formula:
Steps:

i Click on “Define”

i. The following screen will be displayed:
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Formula ID: M m
1ar SR ]

armula Para _— al
Iinimum g Hour (FULL DA minutes
Minirnurn ding Hour (HALF Didy): minukzs

mirukes

Total Working Hour Formul

0T - W - $42

Total Waorking Hour Formul

WED - WET - $YE

Total rtime FormulaiBadge K IN
WD - WD - $¥2 4+ OTO - OTL- $

CTC - WHT - $42 - $41
a4

Total

ii.  Add Formula ID: click on E]
The following screen will be displayed:

Add Formula LD,

Formula ID: Formula 4|

Key in the Formula ID and click on “Add”

Delete Formula ID: click on @
The following screen will be displayed:

20
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Delete Formula ID @

Formula ID List:

Formula A

Select formula ID from formula ID list and click on “Delete”
iv. ~ Key in the value of parameters: Minimum working hour (FULL DAY), minimum
working hour (HALF DAY), total meal hour (FULL DAY), and total meal hour (HALF).
v.  You are required to add 6 formulas for each schedule ID. To add formula, please
click on the parameters list and click on arrow button.

Total working hour is calculated after the defined work in time
If employees come to work earlier than the defined work in time, total working hour will
only be calculated start from the Work in time which is defined in working schedule.
For example:
Working Hour is:
WORK IN =08:30
WORK OUT = 17:30
One of the employees comes to work at 08:00 and left af 17:45, his/her total working hour
will be 555 minutes instead of 585 minutes.

Total overtime is calculated after the defined OT in time and before the defined OT out
time

Total overtime will be calculated start from the OT start time until OT end time which is
defined in the working schedule.

For example:

Working Hour is:
OT Start = 18:00
OT End =23:00

One of the employees badge for OT in at 18:00 and badge for OT out at 23:30, his/her
total overtime will be 300 minutes instead of 330 minutes.

Pre-Overtime
If Pre-overtime is ticked, total early work in minutes will be calculated as overtime.
For example:
Working hour is:
WORK IN =08:30
WORK OUT = 17:30
OT Start = 18:00
OT End =23:00

21
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One of the employee badges for:
Work in = 08:00
Work out = 17:35
OTin=18:05
OT out = 20:00

Total working hour will be 545 minutes if “Total working hour is calculated after the
defined work in fime” is ticked.

Total working hour will be 575 minutes if “Total working hour is calculated after the
defined work in fime” is not ficked.

Total overtime will be 145 minutes.

Notes: Please make sure the “Total overtime is calculated after the defined OT in time
and before the defined OT out time” is not ticked in order to implement the pre-overtime.

5.2 Duty Roster
Duty Roster function allows user to assign every day's schedule to employees. The
schedule could be assigned to employee by group or by individual.

Assign schedule by group

Employees with the same schedule are grouped together. Thus, the working schedule
could be assigned to employees group by group instead of one by one employee.

Duty Roster e@

aup @ By Individual

Month |_| Decemberl Year |_| DDS |

o] | OT In: | |

22
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i. Select By Group
i. Select month and year
ii.  Select schedule from a drop down list
iv.  The schedule will be saved automatically once the selection is done.

Assign schedule by individual

Employees who have different schedule pattern from others will be grouped to “NONE”",
so that they could have their own working schedule.

Duty Roster e@

June

James

Jeff

i.  Select "By Individual”

i. Select month and year

ii. Select schedule from a drop down list
iv.  The schedule will be saved automatically once the selection is done.

Assign Schedule by Batch
Batch scheduling will allocate a weekly schedule to a particular group/Employee for a
date range.

Steps:
i.  Clickon "By Batch”

i. The following screen will be displayed:

23
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Batch Scheduling

‘horking Hour———
wo  E|

OFF  OFf Day -

From: 010 ]

To: 017042008 15

Manday

Sunday —
a

Tuesday

Wednesday

Thursday

Friday

Saturday

ii.  Select Group or employee

iv.  Select date range

v.  Assign schedule from Sunday to Saturday
vi.  Click on “Save”

Erase Roster

Steps:
i Click on “Erase Roster”

i. The following screen will be displayed:

From zsindizons B

To 75104 {200 15

ii.  Select Group/Employee
iv.  Select date range
v.  Click on “Erase”

NOTE:

If do not have any schedule assigned, the attendance will be processed based on the
default schedule. The default schedule is created at the startup wizard and you may view

or change it by clicking on the “Default Schedule” button.

24
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5.3 Holiday

Holiday function allows user to add public holiday fo the system.

Holiday

Date e

0./01/2008
06/07/2008
1040120028
13/01/2008
16/07/2008
2040120028
23/01/2008
27/01/2008
03/02/20028
06/02/2008
07/02/2008
0a/02/20028
1040272008
17/02/2008
24/02/2008
02/03/2008
03/03/2008
1R N3NN8

View Holiday

MEW YEAR'S DAY
REST D&y

AwaL MUHARAM
REST D&y

REST D&y

REST D&Y
THAIPUSAM

REST D&y

REST D&Y
SCHEDULE AMN. LEAYE
CHIMESE NEW YEAR
CHIMESE NEW YEAR
REST D&y

REST D&y

REST D&Y

REST D&y

REST D&y

RFEST MY

i.  Select year from the drop down list
ii. The list of holiday will be displayed on the screen.

Add Holiday
i Select date

i. Keyin holiday description

iii. Click on @

Delete Holiday

i.  Select holiday from holiday list

ii. Click on @

5.4 Leave Type

Leave Type function allows user to define the leave type such as annual leave and
medical leave according to company policy.

25
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ADVANCE LEAVE

ANMNUAL LEAYE

COMPASIOMNATE LEAVE

ExAMIMATION LEAVE

HOSPITAL LEAYE

LIME SHUT DO

MEDICAL LEAYE

MARRIAGE LEAYE

Add Leave Type
Steps:

i.  Add new row: select the last row and press ¥ on PC keyboard

ii. Keyin ID and leave type

MATERNITY LEAVE

ii.  Forleave type which allows half day leave, please select YES in the allow half day

column.
iv. Click on “Save”

Delete Leave Type
Steps:

i. Selectleave type from the leave type list

ii. Click on “Delete”

5.5 Department

Department function allows user to define departments according tfo company

organization.

26
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- Departiment

Departrment Lisk:

EE
I_ Adminiskration

esearch and Development

[ eve J[ oo |

Add Department

Steps:
i.  Add new row: select last row and press ¥ on the PC keyboard
i. KeyinID and Description of department
ii. Clickon “Save”

Delete Department

Steps:
i. Select department from the department list
ii. Click on "Delete”

5.6 Section

Section is smaller than department in an organization. Section function allows user o
define sections according to company organization.

o
o
i
o
o
7
o
5

27
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Add Section
Steps:
i.  Add new row: select last row and press ¥ on the PC keyboard.
i. Keyinthe D and description of section
ii.  Clickon "Save”

Delete Section

Steps:
i Select section from section list

ii. Click on "Delete”

5.7 Job Code (not applicable)

Job Code function allows user to define job code according to clock terminal settings.
The purpose of job code is to allow employer keeps track of the total hours which have
been spent by employees on particular job.

Job code related reports include Job Tracking report and Job Code Activity report.

Job Code e@ |

- Job Code Job Descripkion
- o0 Meeting

Testing

Training

Add Job Code
Steps:
i.  Add new row: select last row and press ¥ on the PC keyboard.
i. KeyinJob Code and Job description
ii.  Clickon "Save”

Delete Job Code

Steps:
i.  Selectjob code from job code list
ii. Click on "Delete”

28
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6.0 Utility

Utility menu consists of some additional functions.

6.1 Import Data
Import Data allows user to import employee information, clocking data and leave from
fext file or excel file to E.Time database.

29
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Irnporting Data
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o Employ nfarmation

supporks

{Emnplayee Information and Leawve data Format can be configured at U

Starting Line: |
s Import

The data format of employee information and leave is configurable. The clocking data
only allowed two formats which is ETWIN format and default format.

Clocking Data Format
i.  Default format
e Textfile

Field Name Field Length

Clocking Date 8 (yyyymmdd)

Staff No. 12

Card No. 6
Clocking Time 4 (HHmMm)
Job Code 3
Transaction Code 1

I ClockingData.txt - Notepad
File Edit Format Wiew Help

Data Format

Clocking Date - 8
staff wo. - 12

Card Mo. - &
Clocking Time - 4
Job Code - 3
Transaction Code - 1

20061213CN009112 0091121 2069001
20061213CN009112 0091121207900T
20081213CN009112 0091121207900T
20061213CN0059112 005911212155001
20081213CN009112 00911 20856500T
20081213CN009112 00911 20856%00T
20061213CN009112 00911 20856300T
20061213CN009112 0091121206%00T
20061213CN009112 00591121 206500T
20081213CN009112 0091121207900T
20081213CN009112 0091121 206%00T
20061213CN009112 0091121 206500T
20081213CN009112 0091121 207%00T
20061213CN009112 0091121 207300T
20081213CN009112 0091121207900T
200561213CN009112 00591121 207500T
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o Excelfile

1st column: Clocking Date (yyyymmdd)

2nd column: Staff No.
3rd column: Card No.

4t column: Clocking Time (HHmm)

5th column: Job code

6™ column: Transaction code

E3 Microsoft Excel - ClockingData. xls

@_1 File Edit ‘Wiew Inserk Format Tools Data  Window  Help
HRNE=N" == NN e - AN AN -%lllﬂ@ﬂinrial
K39 - o
A [ B [ C [ D [ E | F [
1 |Clocking Date |Staff Mo, Card Mo, Clocking Time Job Code  Transaction Code
2 20051213 CHOOS112 009112 206 Boo I
3 20051213 CHOOZ112 009112 f207 Boo I
4 20051213 CHOOS112 Dog112 f207 'Boo I
5 20051213 CHOOS112 009112 f219 Boo I
6 20051213 CHOOS112 009112 Das6 Boo I
7 0061213 croo211z hogi12 Das6 oo I
g 20051213 CHOog112 o911z Das6 Boo I
9 20051213 CHOOZ112 009112 A 206 Boo I
10 (20061213 CHOOS112 009112 1206 'Boo I

ii. ETWIN format

Clock unit, date, time, card no, job code, transaction code
01ddmmyyHHmm123456000<

I Untitled - Notepad

File Edit Format  Wiew Help

010101060830009112000<
01010106173 0008112000:
01020106083000911 2000+
010201061 735009112000x
01030106083 000811 2000
010301061735009112000

Configure Employee Information and Leave data format

Steps:
i Click on “Data Format” link

i. The following screen will be displayed:
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Data Format @ 9

attendance

trendance Summary
Employee Information
Clocking Ciata
n

End Ps

[rake

II
—
oo | oo
= @

Staff Mo

Card Mo,

]

Mame

— 5]

& -1 —_

o

= = [ [
~a (=) (=) =
o

Absent

—
[
o
=
I~
(=3}
=
-
—

—
I

~J w ~d
=~

—
~a

o
ra
-l

—

-l

In Time: Tatal Meal Late In

Qut Time tion code

]

OTIn Department code

=]
—
o
o

OT Ouk

-

ii.  Change the arrangement of the fields according to the format of imported file
(Please refer to section 9.10 on how to configure data format)
iv.  Click on “Save”

How to Import Data
Steps:
i.  Keyin the starting line number (Data will be imported start from this line)
i. Clickon “Import”
iii. Browse to the file
iv.  Click on *Open”

6.2 Export Data
Export Data allows user to export attendance details, attendance summary, employee
information, clocking data and leave to text file or excel file.
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Export Data

Attendance
Attendance Summary

Department | S Employes Infarmation

Clocking Data
Date 11/0z/2009  [Leave

Employves CMO00001 ﬂ e CMOST06S

4 e —

ilber fy——————

Exporting Daka: Attendance Details H
5

Export Format: OF Teok File W Excel Fi
File: Mame: Attendance Details FilE L
g | CHProgram FilesiEDak Time),

Export format
The data format of the exported file can be configured through the “>>Data Format” link.
(Please refer to section 6.10 on how to configure data format)

How to Export Data

Steps:
i
ii.
iii.

iv.
V.
Vi.

Select the Exporting Data type
Select department range, date range and employee range
Select file format: text file or excel file

If text file is selected, you may change the extension of the file. By default, the file

extension is txt. You may change it to ‘raw’, ‘dat’, etc.

Key in the file name

Browse to the directory where you would like to save the file
Click on Export

6.3 Access Right
Access Right function allows user to add user account to E.Time. Access Right helps in
preventing unauthorized users use the software.
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isk of User Account

Add User Account
Steps:
i. KeyinUser Name
ii. Key in password and re-type password
ii. Select access level
iv. ~ Clickon "Add"

Delete User Account

Steps:
i Select user account from user account list
ii. Click on “Delete”

Add/Delete Access Level
Steps:

i Click on

i. The following screen will be displayed:

Bdministrakar

Cperataor

ii. Add new row: select the last row of access level list and press ‘v’ on PC
keyboard

iv.  Add access level: Key in ID and Description. Thereafter click on “Save”

V. Delete access level: Select access level from access level list and click on
“Delete”
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Access Right Management
Access right management allows user to assign right to one particular user account to
access some functions, departments, sections and groups.

Steps:

i Click on

i. Clickon “Access Management”
ii.  The following screen will be displayed:

Access Management @ @;

Edit Attendance :J MONE
Add/EditDelete Emplow

add/EditjDelete Leave
Clock Setup

Set Clock Date Time  —
Set Double Clocking

Set Automatic Downloa
Download Transacktion
Clear Transaction
Oriline Monitoring
Upload Template
Download Template
Delete Template
Set Warking Schedule
Assign Duky Rosker

=l ! | B .

iv.  Select access level

v. Tick on the functions, departments, sections and groups which are allowed to be
accessed by particular access level

vi.  Click on “Save”

6.4 Reprocess Attendance
Reprocess Attendance function allows user to reprocess the attendance manually. You
need o reprocess attendance only if you changed the working schedule settings.
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Reprocess Attendance

B E—
/2008 &

11022009 =l

N

Steps:
i. Select Employee range
i. Select Date range
ii.  Clickon “Reprocess”

6.5 Change Company Name

Change Company Name function allows user to upload company logo and change
company name. The company name and logo will be displayed in the reports.

Chiange Company Name

Carmpaty

Upload Logo

Steps:
R Click on “Upload LOGO"
i. Browse tologo file. File format allowed includes bmp, jpg.jpeg. gif and pcx.
iii. Click on “Open”

Delete Logo

Steps:
i.  Clickon “Delete Logo™
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Change Company Name

Steps:
R Key in company name

ii. Click on “Save”

6.6 Language
E.Time supports multiple languages. Language of the software could be changed on the
fly through the Language menu.

(e ] EI'||;]|i'3h
o Malay
& Chine

& Ch
@ Thailand
@ Others

Steps:
i. Selectlanguage

i. Clickon"Apply”

Note: “Others” refers to Self-defined language. Click on “Others” and type the name of
the language.

Self-defined language

E.Time has the option for one to define language.
To define language, you must obtain langedit.exe

i.  Runlangedit.exe (Q). The following screen will be displayed:
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Q Language Editor g@
Fle Edt Search View Options Help
E mH Xht (48 W
|<AH forms= j |<AH properties= j I Embeced strings I~ Show idertical anly
Hative lanquage Editing lancuadge
Strings |FontﬂNum/Cuvrency |
Index_[Sting [~
1 iF Time s
2 User Name
3 Password
4 EOK
5 &Cancel
E LOGIN
7 LOGIN
g E.Time
iE] E.Time
20 Version:
21 Copyright 2006 ELID Sdn. Bhd.
22 About |
[trrLogin. caption Def. font: Tahoma Size: &

L Z

i. Go fo File>Working Directory. Set the Working Directory to the E.Time roof

directory. By default, the root directory of E.Time is C:\Program Files\EDotTime.
Click "OK” to continue.

-

ﬁ Work directory g@

Drive |E= e [] |
= T
[ Program Files
@= EDotTime 4“ Cancel
3 Database

3 Database

(C7 et2300_w101
(7 ET2300LAMN

3 Photao

3 SampleDatabaze
3 Templates

|_eft panel languane: INative ;I

ii. Go to File>Create New. Key in the language name (eg. Malay). Click "OK" to
continue.

Mew Language File

Lan guage name

iv.  The second panel on the main window will appear.
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Vi.
Vii.
viii.

® Language Editor

M=%

File Edit Search Wiew Options

B 2H XDHE  UH

Help

|<AII farms= j |<AII propeties=

Strings lFontINuerurrency ]

j [~ Embeded strings

Hative language diting langquage - Malay

e

[~ Show identical only

Strings lFontINumICurrenc:y ]

Index  |Shing |[A] Incles: |String |[A]
1 iE.Time 1= 1 E.Time (=
2 Uzer Mame 2 User Mame

3 Pazzword 3 Password

4 EOK 4 SO

5 &Cancel B ECancel

g LOGIN [ [Kelel]

7 LOGIN 7 LM

8 E.Time g E.Time

19 E.Time 19 E.Time

20 Yersian: 20 “ersion:

21 Copyright 2006 ELID Sdn. Bhd. | Copyright 2008 ELID Sdn. Bhd.

22 About [v] 22 About [v]

frmlogin. Caption Def.

font: Tahoma Size:

Translate all text of Natfive language and key in the translated words in the Editing

language columns.
Click on File>Save
Close langedit.exe

Go to the root directory of E.Time (C:\Program Files\EDotTime)

Mativelangy
Zonfiguration Setkings
31KE

Open the NativeLang.ini file.

I NativeLang. ini - Motepad
File Edit Format Wiew Help

[mMatiwe]

1=pelete selected Record?

2=Failed.

3=User ID

4=access Level

S=please 911 in all the fields!

G=Errar

7=password and re-type password not match!
B=Acministrator

9=0perator

11=Total of employees exceed Timits.
12=Clock

13=Processing. ...

14=0one

15=add Badge card

16=successtul.

17=No Badge Card is added.
18=communication Failed

19=Finish

20=Next

3l=Late

32=Early out

33=Leave

34=Remark

35=Date

36=weekday

37=Failed to save. Invalid leave type.
38=Edited

10=Please wait for a while. The program still running.
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x.  Go to Start>All Programs>Accessories>Notepad>open a new file

xi.  Copy all text from NativeLang.ini file and paste them to the new notepad file
which have been opened just now

xi.  Close NativeLang.ini file

xii.  Change [Native] fo [yourLanguageName] (eg. [Malay]) in the new notepad file
xiv.  Change all text to your defined language accordingly.
For example:
1=The E.Time Software has Expired!
Change fo:

1=Perisian E.Time telah habis tfempoh!

xv.  After finish changed all the text, go fo File>Save (file name must be same with the
language name which you created in the langedit.exe and the file extension
must be “.ini’, eg. Malay.ini

xvi.  Open E.Time software, go to Utility>language.

xvii.  Select "Others” and key in the name of the language (eg. Malay). Click on

“Apply” Button.

6.7 Backup/Restore Database
Backup and restore database function allows user backup the whole database to PC

directory. If there is any corruption on database, user could recover the database from
the backup.

iackup Database

Backup ko;

:'Program Files\EDotTimet,

Restore Database

Recover From:

C:\Program Files\EDotTime\ 20090211 Il

Backup Database

Steps:
i Browse to the directory where you would like to save the database backup

i. Clickon “Backup”

Restore Database

Steps:
i Browse to the database backup directory

ii. Click on “Restore”
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6.8 Purge/Recover

Purge and Recover function allows user to shift out some data from database and save
them to a file. The purpose of purging database is to prevent the database from growing
foo big and influence the performance of sofftware.

Data which could be purged out include clocking data and attendance data. You may
recover the data back to E.Time database from the purged files.

O Clocking Data @ Attendance Record

Lrge

S | SHProgram Files\EDotTimel20090211.od |!
0 |1ifozfzoog G| o |11y0zizo0g 5|

LECOvEr

5| i program Files\EDotTime 20090211 .cd

Purge Data
Steps:
i.  Select data type: clocking data or attendance data

ii. Browse to the directory where you would like to save the data

ii. Select data date range

iv.  Click on “Purge”

v.  Clocking data will be saved to file with extension ‘cd’ and the attendance data

will be saved to file with extension ‘ar’

Recover Data
Steps:
i. Select data type: clocking data or attendance data
i. Browse fto the data file
ii.  Clickon "“Recover”

6.9 Posting to Payroll System
Posting to Payroll System function allows user to transfer the attendance data from E.Time
to Payroll software directly. For the mean time, E.Time only supports UBS payroll system.
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Posting to Payroll e@

SO LES Payroll System ﬂ
s CiiubswpayoDidata @

& Ho

Hospital Leave:

T
e

o d
e [-]
o [-]
o [+
o [~
o [~
o [~

L1

Date: 1140242009 | (L1oziz008 =

Past to UES Payroll

i.  Browse to the data folder of UBS payroll system
i. Selectthe payment method: according days worked or hours worked
iii. Match E.Time defined leave types with UBS Payroll leave types
iv.  Select overtime rate for normal working day, off day, rest day and holiday
v.  Select employee range
vi.  Select date range
vii.  Click on “Post to UBS Payroll”

Note: Please make sure the employee No in UBS Payroll system is match with E.Time
employee ID.

6.10 Data Format
Data format function allows user to change the data format of the file for importing and
exporting.

There are 2 types of file format: text file and excel file
Text file
There are 2 types of data format for text file:
i Fixed Position
Each data field has a fixed length and fixed position.
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Data Format @ 6

Attendance Details

Tirne Farrat:

=)

Meal In

-1
o
=

~ e

= = =1
— oy
Ll [
e}

e ra
R - w
e ra
R - w
M=o
o & @

-1
-
o

In Time

ik Tirne:

QT In

-1

=gl ]
)

=]

P
[
=]

OT Ouk

Please make sure you fill in the start position and end position for each field. Put ‘0’
at the start position and end position of the fields which you do not need.

Note: Please make sure the position of each field is not overlapping.

The following is the sample of a fixed position text file:

2 Employee Information.txt - Notepad

File Edit Format Yiew Help
pata Format

staff Mo - 12

Card Mo, - 6
Mame - 50
Photo - 24

Department code - 4
section code - 4

Group - 2
CNOOOOOL  000001Ken OFR NONEGO
CHO00002 000002 John OPR MONEGO
CHO0O003 000003 Jacky SALENONEGD
CHOOO004 000004 Lee SALEMONEGD
CHO0O005 000005ETve OFR MONEGOD
CHO00008 000006wWT 1s0n SALENONEGD
1 Il N I | Ll
12 Characters 6 Characters a0 Characters 24 characters 4 4 2
ii. Delimiter

Each field is separated by a delimiter (comma, space, etc)
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Data Format @ @

Total fo

Diate Format:

Card Mo,

Mame

Department code

Please arrange the fields accordingly and make sure the field position is not
overlapping. Put ‘0’ for the field which you do notf need.

The following is the sample of a delimiter file:
File Edit Format View Help
pata Format

staff wWo,Card wo.,Name, Photo, Department code, Section code,Group,Flexible working Hour,,

Joined Dpate,Resigned Date,Department Description,Section Description

"CHOQOOOL", "00000L", "Ken", ", "OPR", "NONE", "GO", "N", ", "20090211", "20891231", "OPERATION", "NONE"

"CwoQoQoz", "ooooo2”, "1ahn™, "M, " ", 200902117, "20891231", "OPERATION", "NONE"

"CHOOOOO3", "000003", "lacky ", , U, 20090211, "208591231", "sales and Marketing”, "MOME"
"CHOOOOO4", "000004 ", "Lea", """ ", 200902117, "20891231", "Sales and Marketing", "NOME"
"CHOOOOOS", "000005", "Elve", " ', "20090211", "20891231", "OPERATION", "NONE"

"CHOOO00&", "00000E", "wilson", , U, 20090211, "20891231", "Sales and Marketing”, "MOME"

Excel file
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Data Format @ e

Attendance Surmmary
Employee Information
Clocking Data

ui ]
T
s
o

Card Mo,

Marme

Department code

Please arrange the field accordingly and make sure the field position is not overlapping.
Put ‘0’ for the field which you do notf need.

6.11 Reindex

Reindex function allows user to reindex the paradox database in order to prevent the
database corruption.
& Reindex

o AIF

B Auto rein

Reindex all database files
i Tick on the "“All Files” check box
ii. Click on "“Reindex”
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Reindex one of the database file
i Uncheck the “All Files” check box
ii. Browse to the daftabase file (EdotTime Program folder > Database folder)
ii. Click on “Reindex”

Reindex all database files when the software is launched
Software will automatically reindex all database files once the software is launched if
"Auto reindex once the software starts” is ticked.
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7.0 About

About Menu will show the software version number of E.Time and the software copyright.

E.Time
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