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Case Study

Company ABC has 10 employees. Everyday, 4 employees work on morning shift and 4
employees work on afternoon shift. Another 2 employees are guards and their working
hours are different from other employees.

The following are the working hours of Company ABC:
d) morning shift

WORK IN MEAL OUT MEAL IN WORK OUT OTIN OT1 OuUtT
08:30 13:00 14:00 17:30 18:00 23:00
b) afternoon shift

WORK IN MEAL OUT MEAL IN WORK OUT OTIN o1 OUT
13:00 18:00 19:00 23:00 23:30 03:00
c) half day shift (Saturday)

WORK IN MEAL OUT MEAL IN WORK OUT OTIN o1 OoUT
08:30 - - 13:00 13:30 17:30

Employees are divided into two groups. Each group is required to work on Saturday
alternately.

The following are the working hours of Guards:
a) Guard morning shift

WORK IN MEAL OUT MEAL IN WORK OUT OT IN o1 OUT

08:00 13:00 14:00 20:00 20:30 23:00

b) Guard night shift

WORK IN MEAL OUT MEAL IN WORK OUT OT IN o1 OUT

20:00 02:00 03:00 08:00 08:30 11:00
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Duty roster on July 2009:

July 2009 Duty Eoster

Wed Thurs Fri Bat Sun Mon Tue Wed Thurs Fri Bat Bun
Tuly 1 2 3 4 5 [ 7 B 2 10 11 12
Telly Tlorng | Moting | Motng | Har OFF ETEInO0N | GITGIMOOT | AIIN0on | AIEIoot | SISO | LEF OFF
Shift Shift Shift Day Shift Shift Shift Shift Shift
Shift
Alice Motning | Motning | Moming | Half CFF Afternoon | Aftemmoon | Afternoon | Afternoon | Afternoon | OFF OFF
Shift Shift Shift Day Shift Shift Shift Shift Shift
Shift
Royce Motning | Motning | Moming | Half CFF Afternoon | Aftemmoon | Afternoon | Afternoon | Afternoon | OFF OFF
Shift Shift Shift Day Shift Shift Shift Shift Shift
Mandy | Afternoon | Afternoon | Afternoon % w3 Morning | Motung | Moming | Mormang | Morung | Half Day W
Tessy Afternoon | Afternoon | Afternoon | OFF CFF Moning | Moting | Moming | Motning | Motning | Half Day | OFF
Eenneth | Afternoon | Afternoon | Afternoon | OFF CFF Moning | Moting | Moming | Motning | Motning | Half Day | OFF
Eelvin | Afternoon | Afternoon | Afternoon | OFF CFF Momning | Motning | Moming | Motning | Motning | Half Day | OFF
John mmmg mmmg mmmg Half [®33 DILEITO0r | MIEInOnn | MILEIo ot | GIEEnoon | GIEnoot | Onn OFF
Shift Shift Shift Day Shift Shift Shift Shift Shift
Shift
Ken Guard Guard Guard Guard Guard Guard Guard Guard Guard Guard Guard Guard
Motning | Motning | Moming | Mothing | Moming | Night MNight Night Night Night Night Night
Tack Guard Guard Guard Guard Guard CGuard Guard Guard Guard Guard Guard Guard
Hight Hight Hight Hight Night Motning | Motning | Moming | Motning | Motning | Moming | Moming

Kelly, Alice, Royce and John have the same working shift pattern:
1st week of July: morning shift, Saturday: half day shift

2nd week of July: afternoon shift, Saturday: OFF

3rd week of July: morning shift, Saturday: half day shift

4 week of July: afternoon shift, Saturday: OFF

5t week of July: morning shift, Saturday: half day shift

Mandy, Jessy, Kenneth and Kelvin have the same working shift pattern:
1st week of July: afternoon shift, Saturday: OFF

2nd week of July: morning shift, Saturday: half day shift

3rd week of July: afternoon shift, Saturday: OFF

4 week of July: morning shift, Saturday: half day shift

5t week of July: afternoon shift, Saturday: OFF

Thus, Kelly, Alice, Royce and John could be grouped together as ‘G0’ and Mandy, Jessy,
Kenneth and Kelvin could be grouped together as ‘G1’ to simplify the process of
assigning duty roster.

Ken and Jack have a working shift pattern which is totally different from others.
Thus, Ken and Jack could have their individual duty roster by assigning them to group
‘NONE’.

The following is the simplified duty roster:
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July 2009 Duty Roster

Wed Thuts Fri Sat Sun Mon Tue Wied Thurs Fri Sat Sun
Tuly 1 2 3 4 5 fi 7 g 9 10 11 12
G0 Motning | Moring | Motning | Half OFF Afternoon | Afternoon | Afternoon | Afternoon | Afternoon | OFF OFF

Shift Shift Shift Day Shift Shift Shift Shift Shift

Shift

31 Afternoon | Afternoon | Afternoon | OFF OFF Motning | Moming | Moring | Motning | Morning | Half Day | OFF
Ken Cuard Cuaard Cuard Cuaard Cuard Gruard Cuaard Guard Cuaard Cuard Cuard Cuard

Motning | Moming | Moming | Morning | Morning | Night Hight Might Hight Might Hight Might
Jack Cuard Cuard Cuard Cuard Cuard Guard Cuard Caard Cuard Caard Cuard Chaard

Hight Hight Hight Hight Hight Moming | Moming | Moming | Moming | Moming | Moming | Moming
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Now let’s us try to configure the working schedule of Company ABC.

1. Click on Clock Terminal > Clock Terminal Setup
2. The following screen will be displayed:

CLOCE1L

3. Keyin Clock ID, Clock Description, Unit No and clock type
4. There are two communication methods:
a) Serial Communication
If you are using serial communication, make sure the “Link to Terminal Server”

check box is not ficked.
Select the baud rate and COM port according to your clock terminal setfting

b) TCP/IP Communication
If you are using TCP/IP communication, please make sure the “Link to

Terminal Server” check box is ficked.
Key in the IP address and Port number.
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5. Click on “Save” button

Company ABC has 3 departments which are Administration, Guard and Sales And
Marketing.

1. Go to Settings > Department
2. Keyin the department ID, Department description and click on “Save”

Dreparkment Lisk:

ADMINISTRATION
GUARD
MONE

SALE AND MARKETING

Company ABC has 10 employees: 2 employees from Administration Department, 6

employees from Sales and Marketing department and 2 employees from Guard
Department.

1. Go to Employee

2. Key in the employee details (Emp. ID, Name, Card No, Department, Group and
Joined date) as the following screen: (NOTE: If you leave the section column and

Resigned date blank, the system will automatically assign section as “NONE"” and
resigned datfe as “31/12/2089")
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Employee Details

000001 |SALE AND MARKETING |MONE 10/07/2009 31j12j2089

000002 ADMIMISTRATION — MONE 10/07/2009 | 31/12j2089

000003 |SALE AND MARKETING |MONE 10/07/2009 | 31/12j2089

000004 |SALE AND MARKETING | NONE 10/07/2009 | 31/12/2089

000005 ADMIMISTRATION — NONE 10/07/2009 | 31/12{2089

kenmeth 000006 SALE AND MARKETING |NONE 10/07/2009 | 31/12{2089

kelvin 000007 SALE AND MARKETING [NONE (GBS 10/07/2009 31/122089 b, Audd Phato
John 000003 SALE AND MARKETING |NONE 10/07/2009 | 31/12j2089

ken 000009 GUARD NONE 10/07/2009 | 31/12j2089

Jack 000010 GUARD NONE 10/07/2009 | 31/12j2089

PHOTO

As the screen shown, employees are divided into two groups which are ‘G0’ and ‘G1".
Guards are grouped to ‘NONE’ because their working hours are totally different from
other employees.

Company ABC has a total of é working shifts which are morning shift (a), afternoon shift
(b). Saturday half day shift (c), guard morning shift (d) and guard night shift (e).

1. Go to Settings > Working Schedule

2. Select "Yes” for employees are required to punch in and out for OT: This is a globall
settings which will be applied to all schedules.
If “Yes is selected, employees are required to badge their cards for work in, work out,
OTin and OT out.
If “No" is selected, overtime calculation will be started from the OT start time.
Employees are only required to badge their cards for work in and OT Out only. Work
out time and OT in time will take the WORK OUT Time and OT Start time which have
been set in the working schedule.

3. Select "No" for flexible meal hour: This is also a global settings.
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Flexible meal hour means employees are allowed to go for lunch any fime. By

default the meal time will start at one hour after WORK IN fime and end af one hour

before WORK OUT Time. The one hour offset is configurable under “Advance” button.
4. Define morning shift — schedule ‘a’

X
Comnion Settings for all schedule __

Emplovees are required ko punch in and out

Haur:

locking Time

Please Fill in the actual warking hour:

In Meal Cuk Meal In Cut T Skart 2T End

locking Range—————————————Rest Day ff day

From

In Tire = i e
ik Time : : L] Tuesday

: : [ ] wednesday

Meal In Time : i [] Thursday

2k Time: b 3 i E FridaE

OT Time

"= —additional

Allowed Late-in minutes minukes OT Minimum minukes
A d Early-out minutes rninutes OT Rounding | minukes

Calculation Formula: Deduct Meal Hour?

T

Steps:

i. SelectSchedule D ‘a’

ii. Key in the Description as Morning shift

iii. Key in the In fime , Meal out time, Meal In time, Out time, OT Start time, and
OT End time as shown on the above screen under Clocking Time

iv. Key in the Clocking range for each time slot
Work in time range has been set from previous day 23:01 unfil 12:29. This
means that employees are required to badge for work in start from 23:01 and
end at 12:29. Whoever badges the card after 12:29 would not have work in
time in their attendance.

v.  Tick Sunday as Off day
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vi.  Set Allowed Late-in minutes as ‘15" minutes
Employee who came late for 15 minutes or less would not be considered as
late in.

vii.  Set Allowed Early-out minutes as ‘15" minutes
Employee who left early for 15 minutes or less would not be considered as
early out.

Viii. Set OT Minimum as ‘15" minutes
Employee must work OT at least 15 minutes in order to have the overtime
calculation.

ix.  Set OT Rounding as ‘0" minutes
Total Overtime will be the exact total minutes of overtime. If OT Rounding is
set to '30" minutes, the total overtime will be rounded down to the nearest
value. If employee work OT for 65 minutes, total overtime will be rounded
down to ‘60’ minutes.
x.  Select ‘No' for Deduct meal hour
If ‘No' is selected, total meal fime will be included in the total working hour.
If 'Yes' is selected, total meal time will be deducted out from the total
working hours.
xi.  Set Calculation Formula as Default
Default working hour:
a) ifselect ‘Yes' for deduct meal hour:
Total Working hour = WORK OUT - WORK IN — (MEAL IN — MEAL OUT)
Total OT=OT OUT-OTIN
b) if select ‘No’ for deduct meal hour:
Total working hour = WORK OUT - WORK IN
Total OT=OT OUT-OTIN

5. Define afternoon shift — schedule ‘b’
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X

Common Settings for all schedule

Emplovees are required ko punch in and out For OYERTIME(DT):

Flexible Meal Hour:

Settings for particular schedule

Schedule I0: _ﬂ Description:

locking Time

Flease fill in the ackual working hour:

In Teal Cuk 1eal In ik QT Skart OT End

m 100 WWWW

locking Range—————————————— Rest Day——Off day
From
I Time : : [ ] sunday Sundat
- [ Monday [ Monday
[] Tuesday [] Tuesday
. : [ wednesday [ Wednesday
Meal Ir Time ' ' [ ] Thursday [ Thursday

o [ ] Friday [] Frida
R Clsatwdey || EEEREERN.

OT Tirme

Meal Sk Time

"M —additional

Allowed Late-in minutes minukes O Minirnarn minukes
M| allowed Early-out minutes minukes 0T Rounding | minukes

|| Calculation Formula: Dieduct Meal Haur?

|

6. Define half day shift (Saturday) — schedule ‘c’
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X
Common Settings for all schedule __

Emplovees are required ko punch in and out For OYERTIME(DT):
Flexible Meal Hour

Settings for particular schedule

Schedule ID: E-ﬂ Descripkion: Half Day Shift: {Saturday)

locking Time

ease fill in the ackual warking hour;

In Teal Cuk 1eal In ik 0T Skart 2T End

0600 WWWWW

locking Range——————————————Rest Day———Off day
Frorm To

[ Sunday Sunday

[] Menday [] Monday
Meal Qut Time = = [ Tuesday | Tuesday

. : [ wednesday [ Wednesday
Meal In Time - = E Thursdal:l.- E Thursdal:l.-
S : : Friday Friday
L [] Saturday [] Saturday

QT Tirme

In Time

¥ -additional

Allowed Late-in minutes minukes QT Mininaarm minukes
P allowed Early-out minutes minukes 2T Rounding | minukes

#=  Calculation Formula: Deduct Meal Haur?

—_— e

Note: If the half day shift does not have meal time, please set the meal out and
meal in time to a time that would not have any employee badge the card. And, set
the meal out time range and meal in time range to the same time as well. '00:00’
does not mean blank the meal fime. ‘00:00' means midnight 12.00am. If set

to '00:00’, the system will assume this shift as overnight shift.

Define guard morning shift — schedule ‘d’

10
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Common Settings for all schedule

Emplovess ;
Flexible Meal Hour:

re required ko punch in and out Fo

Settings for particular schedule

Schedule ID: _ﬂ

locking Time

Please fill in the actual wo

In

Teal Cuk

ing hour:

1eal In

%

oo | auard Morning Shift

ok OT Skark

2T End

0600 WWWWW

locking Range

In Time

Meal Cut Tirme
Meal In Time
gk Time

T Time
‘"M -additional

Allowed Late-in minutes

P allowed Early-ouk minutes

== Calculation Formula;

Fram To

minukes
minukes

est Day———

[ sunday

["] Monday

[ ] Tuesday

[ wWednesday
[] Thursday

[ ] Fridary

[] Saturday

ff day

Sunday:
["] Monday
[ ] Tuesday
[ wWednesday
[] Thursday
[ ] Fridary
[] Saturday

QT Minimnurm minukes
T Rounding | minukes

Deduct Meal Hour?

@ Yes O No

8. Define guard night shift — schedule ‘e’

11
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X
Common Settings for all schedule __

Emplovees are required ko punch in and out Fo

Flexible Meal Hour:

Settings for particular schedule

Schedule 10 _ﬂ 81-e e GUard Might Shift

locking Time

Flease fill in the ackual working hour:

In Teal Cuk 1eal In ik QT Skart QT End

locking Range—————————————— Rest Day——Off day

Frorn

G : : [ sunday

In Time [ ] Manday [] Manday
Meal Cuk Time : : [ ] Tuesday [] Tuesday

: ; [ Wednesday [ wednesday

Meal In Time : i [ ] Thursday
fEiE At : [ ] Friday

2k Tirme (| Saturday

QT Time

M —additional

Allowed Late-in minutes rinutes CT Minirmum rinutes
Pl alowed Early-out minukes minukes OT Rounding | minukes

= Calculation Farmula: Dieduct Meal Haur?

|

1. Select "By Group” in order to assign schedules to Group GO and G1.

12
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@ By Individual

Month |E| | E‘ Year |E| | E‘

| Tooy oxe
In: | | MI: | Quk: | OT In: I |

If do not have any schedule assigned, the attendance will be pr d based on default Schedule. Default Schedule

E—-

There are 2 methods to assign schedules to the groups:
i) Assign schedule to groups day by day
Steps:
i. select one of the column
i. adrop down list will appear
ii. select one of the schedule from the drop down list

i) Assign weekly schedule to groups by batfch

Steps:
i.  Click on "By Batch” button

i.  The following screen will be displayed:

13
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Wwarking Hour

OFF  Off Day B4

S |oio7izoog

Inm:
To: 0510712009

Mo

Sunday

Monday

Tuesday

WWednesday

Thursday

Friday

Saturday

ii.  Selectthe group, eg: GO

iv.  Select the date range, eg: from 01/07/2009 to 05/07/2009

V. Assign the weekly schedules, eg: Sunday = OFF, Monday to Friday =
schedule ‘a’, Saturday = schedule ‘c’

Please assign the duty roster according to the following details:
GO

1st week of July: morning shift, Saturday: half day shift

2nd week of July: afternoon shift, Saturday: OFF

3rd week of July: morning shift, Saturday: half day shift

4 week of July: afternoon shift, Saturday: OFF

5t week of July: morning shift, Saturday: half day shift

Gl

1st week of July: afternoon shift, Saturday: OFF

2nd week of July: morning shift, Saturday: half day shift
3rd week of July: afternoon shift, Saturday: OFF

4th week of July: morning shift, Saturday: half day shift
5th week of July: afternoon shift, Saturday: OFF

2. Select "By Individual” in order to assign schedules to Ken and Jack.

14
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Month €] El Cpartment: m Year  [€] | 5]
’:lil—l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_l_

By Batch [ & Erase Roster
Change

S h gl e | Default Schedule

o If do not haws edule assigned, the attendance will be pr

There are 2 methods to assign schedules to employees individually:
i) Assign schedule to employees individually day by day
Steps:

select one of the column

i.
i. adrop down list will appear
select one of the schedule from the drop down list

iii.
i) Assign weekly schedule to employees individually by batch
Steps:
Click on "By Batch” button

i
i.  The following screen will be displayed:

15
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‘Warking Hour

OFF  Off Day B

Emp.

AR 000009

Ken

From: D1j07 {2003

. 0: 30
M 1230

I 13:30

Quk: 1720

05/07/2009

Sunday

18:00

Manday

Tuesday

OT Quk: 2300

Wednesday

Thursday

Friday

Saturday

ii.  Select Emp.ID, eg: 000009 (Ken)
iv.  Select the date range, eg: from 01/07/2009 to 05/07/2009
v.  Assign the weekly schedules, eg: Sunday to Saturday= schedule ‘d’

Please assign the duty roster according to the following details:

000009 Ken

1st week of July: Guard morning shift
2nd week of July: Guard night shift
3rd week of July: Guard morning shift
4th week of July: Guard night shift

5th week of July: Guard morning shift

000010 Jack

1st week of July: Guard night shift

2nd week of July: Guard morning shift
3rd week of July: Guard night shift

4th week of July: Guard morning shift
5th week of July: Guard night shift

Steps:

Now, the system is ready for processing attendance. Employees could badge their cards
on clock terminals and the system will generate the attendance report.

Download transaction from clock terminal
- Go to Utility>Download transaction
- Select download latest
- Click on "Download” button

16
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2. View attendance
- Click on "Attendance” at main menu
- The attendance screen will display employees’ attendance of
current date
3. View and print report
- Click on “Report” at main menu
- Select one of the report, eg: Daily Attendance report
- Select the date range
- Click on "View"
- Click on "Print” button to print the report

17



