WatchNET Access Integrated Security Management Software

Simple Time & Attendance Report




Date Author Description of Changes
Revision

1.0 04/11/2018 | Peter Punzalan Manual Created.

Simple Time & Attendance Report is available on the Watchnet Access software and can be use to
determin the working hours for the employees using a Standalone Biometric or Single Door Keypad

Reader.
==
-
To configure the schedule for each department click “Departments” icon LPEPaMENS | oot the
department and modify schedule on the right side.
Regular Work Time
Start Time In Out Day O Lunch Break
tMaonday 00:00:00 03:00:00  18:00:00 [ =
Tuesday 00:00:00 03:00:00  18:00:00 [ =
Wednesday  00:00:00 03:00:00  18:00:00 [ =
Thursday 00:00:00 03:00:00  18:00:00 [ =
Friday 00:00:00 03:00:00  18:00:00 [ =
Saturday 00:00:00 03:00:00  18:00:00 =
Sunday 00:00:00 03:00:00  18:00:00 =
Policies
Late In Allowance 0 Minutes
Early Out Allowance 055 Minutes
[ First Irn will be rounded
[ Last Out will be rounded
Apply Overtime for Ower 0 Minutes
Cut-off Paint/Lunch Break 0% Minutes
Ovwertime [ Inworkday )
(@) Late Out
() Late Out + Early In
() Taotal warkHours - Reqular WorkHours
Total work Hours
(@) Last Out - First In - Lunch Break
0[Ot - In1) + (D2 - In2] + .. - Lunch Break
Late Out = Last Out - Work, Out
Late In = First In - Work In
Early Out ="work, Out - Lazt Out
Early In ="wfork In - Frigt In
Owertime [In Day OFf) = Tatal WaorkHours
Policies
e late In Allowance - Setup allowance for late In time
e Early Out Allowance - Setup allowance for early Out time
e First In will be rounded - First In will be rounded to nearest time
e last Out will be rounded- Last out will be rounded to nearest time
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e Apply Overtime for Over-
count as overtime

e  Cut-off Point/Lunch Break-

Overtime (In Workday)

e late Out -

e late Out + Early In -
hours

[ ]

regular work hours
Total Work Hours

lunch break

minues lunch break

Total Work Hours — Regular Work Hours

Last Out — First In — Lunch Break

(Out 1inIn1) + (Out2 — In2) +... - Lunch break

If the actual Out time is over the out time for this setting it will

Automatically deducts lunch break

Automatically counts the overtime hour base on late out
Late out will plus the early In time will calculate the overtime

Calculate the total hour minus the

Calculates total work hours with minus

Calculates all In and Out time with

To get the report go to Report — Time Attendance and select all the credential for needed report

Check ListBox

Aiﬂ Al Departments
i -Z Head Office
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] R&D Department

[] Human Resource Department
[] Financial Diepartment [ Management
] Testing Department ] Logistics

[ Technical Support Department [ test

[ Custarmer Service Departrment [ testtt

[] Sales Department

[ Marketing Departrnent

[[] Administration
[ arehouse

rzelect Al

[ Manufacturing
J

[ Include Persons of Sub-Depa

[ Selectan | [

&l Doors

] Main Eritry In

[C1 Mair Eritry Ot

[ Carference Roarm In

[] Conference Roann Out
[ Office Room In

Date
From 01/04/2018 « To

30/04/2018 -

Al Events

[] Balance Iz Mot Erough
[ Bark card open doar
[] Card + PIM Break In
[ Card + PIM Braak Out

System
Al ltems
Repart Title
Print D ate

Recard Type Sequence

(2) Daily Report ® Department

() Personnel Code

@ 'Weekly Report () Mame

Temp MHormal rgual

() Card Mumber

(1 Last Name

) Maonthly Repart

[¥| Card Ma.
[ Day
[¥] Personnel Code

Fage # [ First Mame
[ Last Hame

Colurnn Marme "V Depatmant
Daily/w/eekly/Morthly | ] In
Dallp/weeklyMonthy | 2 Vork Ot

[ Late In
Summary [/ Early Out

Card Events for T & &

@ Does nat distinguish In/0ut

(71 0dd Daoor &z |m, Even Door as Out

(71 Even Door as In, Odd Door as Out

=

I ak. Cancel

J
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Click OK and Report Preview will show up, this report can be save as the following extensions listed

below.

Time Attendance Weekly Report PintDate  11/04/2018 22513 PM
test 0000000123 Head Office
| Date InTime OutTime Total OverTime LateIn  Early Out Week Day Remark l
26/03/2018 ---> 01/04/2018
01/04/2018  00:00 00:00 00:00 00:00 00:00 00:00 Sunday Sat & Sun
Weekly Summary
Total Work Time 0000
Total Over Time 00:00
Total Late In Time 0000
Total Early Out Time 0000
Total No. of Overtime day 0
Total No. of Absence day 0
Total No. of Late IN day 0
Total No. of Early OUT day 0
Date InTime OutTime Total OverTime Late In Early Out Week Day Remark
02/04/2018 ---> 08/04/2018
02/04/2018  00:00 00:00 00:00 00:00 00:00 00:00 Monday Absence
03/04/2018  00:00 00.00 00.00 00:.00 00:00 00:00 Tuesday Absence
04/04/2018  00:00 00:00 00:00 00:00 00:00 0000 Wednesday  Absence
05/04/2018  00:00 0000 00:00 00:00 00:00 0000 Thursday Absence
06/04/2018  00:00 00:00 00:00 00:00 00:00 00:00 Friday Absence
| N7/N4/2mR 0NN An-nn NN an-nn AN nn-an Sahadau Sat & Sun
195% Page1of6
Extensions available
“QRP -
|.GRP -
QGRP
Guick Repaort file(™ QRF)
Text file {*.THET)
iﬂnmma Separated (*.C5V)
POF document (~.POF)

HTML documert (" HTM
Excel spreadshest (. XL5)
RTF File (*.RTF)

WMF File (*. WMF)
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