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Chapter 1 Introduction 
1.1 Time and Attendance  

Time and Attendance feature for WatchNET Access Integrated Security System 

software that managed the time and attendance of personnel and extract reports. 

WatchNET Access Integrated Security System software must be installed first in order to 

use time and attendance feature.  

 

1.2 Computer Requirements 

 The WatchNET Access Integrated Security System software must be installed on 

the Server. 

 License for Guard Tour feature 

To Purchase the license call WatchNET at 1-866-843-6865 or email at 

accesscontrolsupport@watchnetinc.com  

 

1.3 License Checking 

To check license dongle, Click Help (Figure 1-1) in the main menu and select License 

information (Figure 1-2) 

  

 

Figure 1-1 

mailto:accesscontrolsupport@watchnetinc.com
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1.4 Features 

 Time and Attendance Point 

 Work Time 

 Schedule / Work Table 

 Reports 

 
 

 

Reserved Time 

Attendance Clients 

Figure 1-2 



 

Page 6 of 41                                      351 Ferrier Street • Markham, ON • L3R 5Z2 

PHONE: 416-410-6865 TOLL FREE: 1-866-331-3341 • FAX: 905-752-0186 
www.watchnetaccess.com / info@watchnetinc.com 

Chapter 2 Main Operating Screen 
2.1 Logon 

To Log onto the Time and Attendance configuration, run “Attendance” (Figure 2-1) icon 

under WatchNET folder go to C: -> Program Files(x86) -> WatchNET -> WatchNET Access 

Integrated Security Systems. 

 
 

Login User: Administrator , Password: watchnet (Figure 2-2) 

WatchNET Access Security Integrated Systems allows multiple users (software 

operators) simultaneously depending on the license dongle purchased, and give each 

user different level of access, only Administrator account can add or delete users and 

modify the permissions of users. 

 
 

Once logged in, the Attendance Management windows will appear (Figure 2-3). This 

window has a Menu Bar, Personnel Info’s, Shortcut Menu, Event Records 

Figure 2-1 

Figure 2-2 
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2.2 Menu Bar 

The Menu Bar allows access to the entire program via a series of Sub-Menus. The Main Menu Consist of 

the following: (Figure 2-4). 

 
 

 

 

2.3 Tool Bar 

The tool or icon bar contains the most common icons, as follows: (Figure 2-5) 

 Department List 

 Personnel List 

 Work Settings 

 Scheduling 

 Holiday Settings 

 Daily Affair 

 Data Processing 

 Exit 

Figure 2-3 

Records and Personnel 

Info’s 

Shortcut Menu 

Menu Bar 

Figure 2-4 
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Chapter 3 Management Sub-Menu 
Click “Management” from the menu bar 

 
 

3.1 Change Password 

User can change their desire password to login 

 
 

 

 

3.2 Department List 

Click Department List to manage Departments 

Figure 2-5 
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3.2.1 Menu Bar 

3.2.1.1 File 

User Can Create, Edit & Delete New Department, Sub Department and manage 

Department’s Access Level 

 
 

 

 

 

 

 

Department Details 

Department List 

Attendance Settings 

Shortcut Menu 
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3.2.1.2 View 

View Menu Consist of the following option. 

 View Fields(view fields by)  

 Refresh Data 

 Filter 

 Cancel Filter 

 Locate Value 

 Page Setup 

 Preview 

 Print 

 Export to a file 

 
 

3.3 Group Management 

Click Group Management to manage group property 
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3.4 Glossary 

Click Glossary to setup system glossary 

In Glossary you can add, edit or delete new fields for basic information of a personnel 

 
 

Add a group 

Edit a group 

Delete a group 

System Glossary 

Menu Bar 

Shortcut Bar 

Detailed System 

Glossary 
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3.5 System Management 

Click the System Management for system Management configuration 

 
 

3.6 Change Database 

Click Change Database if you want to change the database, but normally it is done on 

WatchNET Access Integrated Security System  
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Chapter 4 Setup Sub-Menu 
Select ``Setup`` from the main Menu Bar 

 
 

4.1 Communication Configuration 

In Communication Configuration you can setup server settings, Clock, Desktop Reader & 

Card Number Format 
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4.2 Parameters Settings  

In Parameters Settings you can configure Basic Parameters, Attendance Point, Overtime 

Parameters and Attendance Symbol 

 
 

4.2.1 Basic Parameters Settings 

Click Basic Parameters tab to setup Basic Parameters  

 

4.2.2 Attendance Point 
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You can select the following Attendance point: 

  
 

Can also set the Attendance Point (Door, Reader you wish to use for T&A point 

 
 

 

4.2.3 Overtime Parameters 

Click Overtime Parameters tab to configure Overtime schedules 
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4.2.4 Attendance Symbol 

Click Attendance Symbol Tab to modify the Symbol Type 
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4.3 Affairs Type 

Click Affairs Type to manage attendance dots. 

 
Add/Edit Delete Affair type 

 

4.4 Holiday Settings 

Click Holiday Settings to modify Holiday settings 

 
 

Affair Type 
Affair Names 
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4.4.1 Add Holiday 

Click Add to add holiday 

Enter the Code, Name, Date and type to add holiday 

 
 

4.5 Work Settings 

Click Work Settings to Configure Work schedule 
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4.5.1 Add Work 

Click Add on top left side to add work time table 

 

Work Time Table 

Period of each 

work time 
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4.5.2 Add several periods for a work 

For Example, you have a work called “Daytime Work”; and there are two periods which 

is morning and afternoon. 

(1) Add Period for “Daytime” work 

Select a “Work” and click Add button on the bottom left side 

 
(2) Add another Period for “Daytime” work 

Select a “Work” and click Add button on the bottom left side 
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Then you will see below there are two periods for daytime work 
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As above way, you can add as much as work time according to your attendance policy. 

 

4.6 Personnel List 

Click Personnel list to manage Personnel’s attendance. 

 
 

4.7 Scheduling 

Click Scheduling for schedule management 

Two periods for 

daytime work 

(morning and 

afternoon) 

Daytime 

Work 
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4.6.1 Scheduling Settings 

Click Scheduling Settings icon to setup scheduling of personnel 

 
 

Select a personnel or department or all department.  

For Example “Watchnet” Department and select scheduling type from the following: 

Scheduling 

Settings 

Department 

List 

Personnel 

List 

Scheduling 

Type 
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(1) Take week as the cycle – setup schedule for the whole week 

(2) Take month as the cycle – setup schedule for the whole month 

(3) Take year as the cycle – setup schedule for the whole year 

(4) Take two week as the cycle – setup schedule for two weeks 

 

Then Choose the work time for the department or the personnel 

 
Note: you can copy or set all personnel for fast and easyr configuration 

  - Copy schedule from a personnel 

 - Paste schedule to a personnel 

 - Set Schedule to all personnel 
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 - Set Schedule to all personnel under the department 

 

4.8 Assign work schedule to everybody 

Close the Scheduling settings and go back to Scheduling 

 
 

Click Batch Add 

Batch Add 
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Select the Department and select Date Time and click OK 

 
Click OK 
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Personnel Schedule will be added. 

 

Chapter 5 Reports Sub-Menu 

Click Report from menu bar 

 
 
5.1 All Card Events 

Select All Card Events to view all card events 

Schedule for 

Personnel 



 

Page 28 of 41                                      351 Ferrier Street • Markham, ON • L3R 5Z2 

PHONE: 416-410-6865 TOLL FREE: 1-866-331-3341 • FAX: 905-752-0186 
www.watchnetaccess.com / info@watchnetinc.com 

 
 

5.2 Card Events Filter 

Select Card Events Filter 

 
 

Department 

Selection 

Personnel 

Selection 

Record Type 

Date Time 
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5.3 Time Attendance Card Report (Horizontally) 

Select Time Attendance Card Report to view time and attendance report 

 
 

Personnel 

Selection Department 

Selection 

Card Count 

Date Time 
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5.4 Detailed 

Select Detailed to get detailed report of personnel or departments 

 
 

 

Personnel 

Selection 

Department 

Selection 

Date Time 

Attendance 

Status 
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5.5 Detailed (Horizontally) 

 

Attendance 

Status 

Personnel 

Selection 

Department 

Selection 

Date Time 
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5.6 Time Attendance Daily Report 

Select Time Attendance Daily Report to get daily attendance report 

 

Personnel 

Selection 

Department 

Selection 
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5.7 Time Attendance Monthly Report 

Select Time Attendance Monthly Report to get monthly attendance report 

 

Personnel 

Selection 

Department 

Selection 
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5.8 Summary 

Select Summary to get summary attendance report 

 

Personnel 

Selection 

Department 

Selection 
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5.9 Summary Statistics 

Select Summary Statistics to get statistic of attendance report 

 

Personnel 

Selection 

Department 

Selection 
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5.10 System Log 

Select System Log to get the log reports 
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Chapter 6 Maintenance Sub-Menu 

Click Maintenance from main menu bar 

 
 
6.1 Daily Affair 

Select Daily Affair to configure daily schedule basis 

 
Daily Attendance can be set for a daily schedule depending on personnel schedule 
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6.2 Data Processing 

Select Data Processing to deal with the data of a personnel or department 

 
Steps on getting the report 

(1) Configure Work Settings, Scheduling, Holiday Settings 

(2) Data Processing 

(3) Reports 

Note: you cannot get any report if Data Processing is not been process 

Once done message box will appear with message ``Completion Process``  

 

Personnel 

Selection 

Department 

Selection 

Date Time 

Progress bar 
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6.3 Data Delete 

Select Data Delete to delete data records. 

 
 

Chapter 7 Window Sub-Menu 

7.1 Window  

Click Window to select windows style layout 

 
 

Chapter 8 Help Sub-Menu 

Click Help from main menu bar 
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8.1 Home Page 

Select Home Page to go to Watchnet Access website 

 

8.2 About 

Select About to view the software version  

 
 

Chapter 9 Language Sub-Menu 

Click Language from main menu bar to change the language of the 

software 
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