Consulting
Time Attendance System

Program Features




Table of Gontents

Introduction

Time Attendance System
System menu

System setup

Organization structure
Organization data

Employee setup data

Shift setup data

System calendar

Reasons of ahsence and penalties
Un signed register

Employee shift setup - Roster -
Read time machine

View time machine file
System processing

System reports

Sample reports



Dewan Gonsulting Time Attendance System

Dewan Time Attendance System is one of the systems that can be work as standalone or
integrated system. The system can worked integrated with Human Resource system and get most
of its setup data (employee setup data, company organizational structure data and each individual
structure data) directly from HR system. On the other hand, when the system is work as standalone
system the user can fill all setup data directly to the system.

The system can linked to any type of attendance machine and read all employee attendance data
directly from the files output from attendance machine, whether the machines use fingerprint or
proximity cards or normal magnetic cards.

The system provide flexible shifts for employees or standard shifts with predefined time in and
time out, in addition the system allow to calculate shifts hours with or without overtime and also
differentiate between day and night hours for each shift.

The system provide flexible reporting system to control and evaluate the employee attendance

during certain period including all types of vacations and number of working hours and late or un
attended hours.
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Dewan Gonsulting

Time Attendance System

Time Attendance System

The system show an organized menu divided into main
menus with dim gray color, and sub menus with gray
color. The system main menus divided into setup,
transaction, processing, reports and historical reports
menus.

With the system setup you can define, the performance
of how the system can work and the way of calculate all
the system variables.

The system offers two types of document serial code
either automatic serial or user-defined serial.

The system allow to define weekend for each employee
or global weekend with shift, and all employees woke
with the shift will be get the same weekend.

The system allow getting official holidays directly from
system calendar, or from the roster of the employee.

In addition, the system allow adjusting the overtime
hours and calculation rates. The system allows to setup
night shift hours globally or per shifts.

The system allow building up the company organization
according to the way that each company classifying its
structure.

For example, we build an organization shown in the
screen image with departments, sections, jobs and
sectors. The system allows building up to seven
different organizations. By checking the active check
box, the system allows to enter each organization data.
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Dewan Consulting Time Attendance System

Organization Data

ﬂ Exit -& Save ." Language

The system display separate screen to enter each

organization data. For each organization, you can enter Code Descri
. g >

code and description. 102 HR

103 Finance

104 I

Procurement

106 Sales & Marketing

107 Office Administration

Airline Service

Employee Setup Data T
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This is the basic employee data, the system either
collectemployee basic data from integrated HR system,

or direct from the employee’s setup data screen. As we .
. . Empiayee ID oo pntho. [ 0
discussed before we can assign each employee to a = “o
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specific weekend days. v MAGH
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The system allow entering unlimited number of shifts, XS M & KT
for each shift you define the standard time in and time oo wm] ww T
out. In addition, you assign the shift working days of the H R e.,e”ért
week, number of night shift and working hours per shift. s St ork oy
One of the greatest feature of the shift setup is to define e O oo [
. . . . . . . . Description Curfew
if the shift is day split shift - that is define for the shifts :—j T |
started in day and ended in the next day - also we can gl s G iy
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define the behavior of shift calculation of different types e :
Of WOI’kIng hours. Calculations Fields
Caleulate Diff. Hours W Hold shift Processing [
Calculate Night Hours
Calaiate Over Tme
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Time Attendance System

System Calendar

You can define all the year public holidays with the
system calendar. With the setup parameters, the system
use the calendar and assign the public holidays with
each employee within the employee roster.

The system allows defining reasons of absence and
penalties with code and description for each reason.
The system uses the reasons of absence to define the
reason for each un-singed employee. The system read
the time in and out from time attendance machine and
display the un-signed employees and let you put reason
for each un-signed.
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Dewan Gonsulting Time Attendance System

Hﬂl et Zasove X elete &I And 4F Language & prnt

Date Em| Name Reason | Start Date | End Date

For the employees provide annual, sick and unpaid
leave forms, the system allow entering the leave form
with its vacation type or un signed register and the start
and end date. Automatically the system display the un
signed reason with the attendance of the employee. . v

Employee Shift Setup - Roster -

Employee roster allow assigning for each employee his
working shift during month per day.

The screen view or select employees by selecting the
one of the company organization structure (for ex.
Departments) and select each organization single item
to select the employees within the selected item.

On the other hand, you can view and edit the employee
shifts by month display or by day display.

In addition to that, you can select form shift list that
display all the predefined shifts to prevent any data

entry errors.

Read Time Machine File
This is a periodically process, that allow the user to read Promn Cominarror e animso v

the time in and out for each employee if the system is “’:‘,+ B o
link with time machine. The process allow the user to

define the start and end date for the reading procedure.

This is the preparation process for the employee

attendance screen.
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Time Attendance System

View Time Machine File

This is the main transaction screen, as we discussed
before the system can work stand alone, so you should
enter the time in and out per day for each employee you
can do that from this screen. In addition, if the system
linked with time machine, the screen shows the time in
and out per day for each employee.

Within this screen, you can select the employees by one
of its company organization and within certain period,
you can select the un signed only or delayed or all
transactions.

The system detect the signed errors like employees
signed before or after their shift time with certain
number of hours, also the employees signed with time
different from their setup shifts. Finally, you can change,
track, adjust and view all the employee transactions. In
addition to print employee time sheet.

Changes in shift code reflect to the roster screen
directly as the changes in roster reflected to this screen.
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Dewan Gonsulting

Time Attendance System

System processing provides functions to handle the
control of time attendance working and performance.
The following is a list of system processing functions:

Update Shift Sheet File (Roster]

The function updates the roster file from using
weekends provided from shift setup or employee
master data. Read and apply official holidays from
system calendar and apply unsigned register according
to current month and transaction date.

Attend With Standard Hours

We use this function to set time in and out equal to
standard shift time in and out for those employees in
managerial level and not use the time machine to
record their time in and out.

Recalculate Time Sheets

Using this function to let the system calculate all values
of employees time sheets based on the shift code and
actual time in and out.

Export Reports

The system allow users to select from a predefined list
of reports, the reports needed to export to excel format
with specified period.

That help users to extract the required data from the
system with regular bases and accurate values.

End of Month and End 0f Year

The system provide standard procedures with
processing end of month or year, to keep the data
integrity and system functionality working in proper
way. In addition, the system prevent any updates with
employee transactions after end of month.
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Time Attendance System

The system report manager provides a screen with
report selector side to select the required report and
range selection side to enter the report query values.

Emnlnvees Data Reports
Data Setup
- Data By Department
- Data With Hiring
- Data With Contract
- Data Without Contract
- Employees Ages

Transaction Reports

- Shifts Data

- Shifts Sheets

- Un Signed Register

- Monthly Report

- Management Summary
- Miss Printing Report

- Absence By Department
- Delay By Department

- Terminated

- Vacation Balance

Time Sheet Reports

- Time Sheet

- CheckList

- Lateln

- LateIn After

- Early Out

- Net Hours By Department

- Net Hours By Employee

- Extra Hours By Department
- Details Sheet

- Details Sheet With Differences
- Night Hours By Department
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