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Introduction

Time and Attendance is the process of:

« Recording employee arrival and departure times
« Recording and calculating actual hours worked
o Maintaining other time off or work overages

eClockPro software is generally used to generate reports ( after capturing punching data) on daily
basis , monthly basis , yearly basis etc in excel, word and text format. With the help of this eClockPro
software we can calculate over time of those employees who stay after their working hours and also
can calculate out work.
After installing eClockPro , you just double click on eClockPro and you will see login window as
below and ask the valid user name and password with license detail:

UserlD

Licence No. : 2012073101

Licenced To : AY TECHNO SOFT INDIA {F)
LTD.
MAHIFAL PUR
NEYY DELHI
INDIA

Figure : Login Window eClockPro

Enter a user name and password that you can set for open eClockPro .

After Successfully login you will find the main screen like below.
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anagement  Administialor  Payioll Transaction  Payroll Prucess  Repuils Abuul Us  Exit
 Welcome:Admin,Good Mornin Login Time:06 Sep 2012 11:46 Diamond Version (Payroll

cClockPro Attendance & Paproll Management Spatem Licenee Mo 2012072101 | Compary Mame : A% TECHMO SOFT INDIA (P LT D CAPS 11:46 AM 0e/09/2012

Figure : Main Screen for eClockPro

12.General
12.1. Change Password

You can set password to restrict unauthorized user for access the time office software. If you
are giving password first time then you have to leave blank the old password textbox and
enter password which you want to give in the new password textbox then confirm it in the
confirm new password textbox Press "Ok" button to activate the new password.
You can change password through this option. Enter old password in the old password
textbox and continue the same process as new password creation and press "Ok". The new
password will activate after pressing "Ok" button.

To cancel the new password creation process press "Cancel" button.

I1zer Hame

0ld Paszword ||

Mew Passwaord |

Canfirn Mew Passwaord |

Figure : Change Password window
12.2. Switch User
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You can use this option for switch user for change the user.

Iol Are You Sure You Want To Switch User

To cancel the switch user press "No" button
12.3. Calculator

You can do any mathematical calculation through this calculator as you do through the
pocket calculator.

Figure: Calculator

12.4. Calender

You can see calendar and set date from this option.
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- september2012 -

26 21 28 29 30 31 1
2 3 4 5761 8
9 10 1 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 21 28 29
30 1 2 3 4 5 6
7 Teday: 06/09/2012

Figure : Calendar
12.5. NotePad

You Can Use it for creating notepad as in system.

2 Untitled - Notepad |:||E|fz|
File Edit Format Wiew Help

12.6. Machine Setting
You have to do machine setting for downloading and uploading data from
machine (Attendance Machine)
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Machine Master

bd ach ame

I R

To create a new machine master just click on add then you will find the below form.

-
Machin Master

Machine Mame : |

Machine IP : | |

Machine ID : |1 ;I

Port Ho. - [5005

You have to put machine name,machine IP ,Machine ID and Port No. then click on save button to
create the master
You can also edit and delete the machine master after selecting the desired machine.

12.7. BioTime 4/5

You can use this option to download data from BioTime4 or BioTime5 Model Machine.
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~Connect

Machine Number - I 1 v| Connect DisConnect

—* Network Device
Machine Name | =] Port Number -

Ip Address:  |192.168.1.224 Password -

~ " Serial Device ~Management Group

ComPort - USBE Enroll Data Management

Bandrate 115200 Log Data Management

Select the connectivity option, if you have selected network device the select the desired
machine to download the machine data. Then click on connect. When the machine connected then
“Enroll Data Management” and ”Log Data Management” buttons will highlight. For downloading
punch data click on log data management then you will find the following screen.
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& Download Attendance Log

Log Data : Total : Remove All Data from Machine

From D ate |23£11£2IJ12 vI Download | Get DeviceIDl
ToDate |23£11£2IJ12 v| Exit |

Fig: Data Download
You can select the date range and click on download to get the punch data .
Remove All Data : To remove all punch data from machine.
Get Device ID : To get the machine serial No.

12.8. BioTime 4/5 (Text File)

You can also get the machine punch data through SD Card ,You can just insert the SD card in
machine and select the option to get the punch data the data will saved in SD card in text format.

Copy the text file from SD Card and insert it into folder named “PenDrive” Which in application
folder. Then go to data download option through text file and select the date rage and click on
download.
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Fram Date |oB/m3i2m2 - |

ToDate [oe/0g/2012 ]

|z Encrypted Data [

[5] eClockPro Attendance & Payrall Management System 11, Version 13.0.1 i — ———T o8] = J

General Master Voucher Register Process Leave Management  Administrator Payroll Transaction  Payroll Process Reports  AboutUs  Exit

Welcome:Admin,Good Mornin Login Time:06 Sep 2012 11:46 Diamond Version (Payroll

'0' DATABASE UPDATED...

eClockPro Attendance & Paproll Management System Licence No -20M12073101 | Company Mame :-4.% TECHNO SOFT INDI& [F] LTD. CAPS 1205PM | 0B/03/2012

e W0 S i

Figure : Data Download from text file

12.9. Database Backup

From this option you can take the backup of the database by single click. it create the bak file as backup. For
this first click the button "select path" and select the desired file path then click on "take backup".this will

create the €ClockPro ddmmyy.bak at the selected path.DDMMYY will be current date on which we take
backup.
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Data Base Backup Ultility

DataBase Name |eClockPro |

Change Path Take Backup ‘ Cloge ‘

selected Path - D4 aClockieClockPra

Figure : Database backup

12.10. Update Database

By using this option you can update data base.

OK

Figure: Update Database

12.11.Import Employee Master

This option is used for import data from the excel sheet. If You are doing master feeding from
the excel sheet, you have to careful of one thing ; The excel sheet is in the proper format(The
format is given in the software.). If you want to know the proper format, press "Excel file
structure" button. The proper format will shown in the excel sheet.
For import the data from the excel sheet, press "Select Excel File" button. Then "select file
dialog" box will open select the file in which you save the master data and press "Open"
button, the selected excel file path will shown in the "Select File Textbox". then press "Import
Data" button. Import data message will appear in the screen press "Ok" button. The import
data process will done successfully.

Press "Close" button to close the import data window.
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This is a Import Data Vizard. Data can Import from Excel Sheet. -
Only Employee Master Data can be import.
Data Must Be On Sheetl. As below format.
Excel File Name : (" XL5 Any file)
Column Fields Name Fields Description 3
Name
A - "ACTIVE - ¥ (Only Active Employee Can Transfer)
B : *PAYCODE - 10 Digit Alphanumeric Unique No
C : *DATE OF JOINING - Date should be in Currect Format{DD/MM/ Y YY)
D : *CARDNO - 8 Digit Alphanumeric Unique No.
E : *EMPLOYEE NAME - Name Of Employee
F GUARDIAN NAME - Father/Guardian Name
G : Date OF BIRTH - Date Of Birth If Available
H : *COMPANY CODE - 3 Digit Company Code. Which is available in Compan
I : *DEPARTMENT CODE - 3 Digit Department Code. Which is available in Depart
J - *CATEGORY CODE - 3 Digit Category Code. Which is available in Category
K . *Section Code - 3 Digit Section Code. Which is available in Section Ma
L : *Grade Code - 3 Digit Grade Code. Which is available in Grade Mast
M : *BranchfLocation Code - 4 Digit BfLocation Code. Which is available in BfLoca
N : *Designation Code - 3 Digit Desig Code. Which is available in Designation b _
1 [ 1 o P
|Select Excel Please | Select Excel File |
Close
Excel File Structure Import Data |
Figure : Import Employee Master
13.Master

You can create one company as well as many companies through this option of time
office software. Company code should be unique. It is must to enter unique company
code and company name for the company creation.When you open the Company, you will see a Company

Details window in which you see the following button like add, edit, delete, previous, find, next and close.
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tlockPra Atiendance & Payroll Management System IETT TR —— W D —

General [Master| Voucher Register Process Leave Management Administrator Payroll Transaction  Payroll Process  Reports  AboutUs  Exit

Company Login Time:06 Sep 2012 11:46 Diamond Version (Payroll
Department

Section
Grade

Category

Branch

Bank

Designation

Shift

Employee

Employee PayMaster
Piece Master

eClockPro Attendance & Payrall Management System Licence Mo :-2012073101 | Company Name 4. TECHNO SOFT INDIA (P]LTD. CAPS [1219PM 06/09/202

% 2" NE el

Figure : Master

13.1. Company Details

You can create one company as well as many companies in this master of time office
software. Company code should be unique. When you open the company master, you will
see a window in which you see the following information like Add, Edit, delete,previous, find,
next and close.
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Company Details

COMPANYCODE COMPAMYHAME COMPAMYADDRESS SHORTHAME
oo Demo

Figure : company master -1
i. ADD: Press button "Add" to add a new company. A Company Master
window will open , in the window there are some fields like company code,
company name, company address, short name of company, Company PAN No.,
Company TAN No, Company License No and Company PF No, which you will
fill to make the new company. Company code and company name are the
compulsory field to create the company ..
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Company Master

* Company Code li

* Company Mame |D )
Company Address |
Short Mame Of I:-:umpan_l,l| Cormpany PAN Ma. |
Company TAN Ma. | Company %AT Mo, |
Carmpany PF Mo, | Company ESI Ma. |
[ Update Comparny PF Mo to Al Emplopes's Compary Reg. Na |
Company Licence Mo |

()4 Cancel ‘ ]‘

Figure : Company Master-2
ii. EDIT: You can edit information in company master except company code. If you want any
modification in the existing company, press "Edit" button. After pressing edit button complete
information about company will shown in the window. Edit those options which you want to
edit and press "OK" button. All the modification will activated now.

lii. Delete: You can delete information through this option.

iv. Previous: Pressing button Previous, you can switch to previous company.

v. Find: You can use this option to search a company. For searching a company you have
to press "Find" button. A dialog box will open enter the company code which you want to find

in the textbox and press "Ok" button. The arrow will move to that company which you want to
find.

vi. Next: Pressing button Next to switch to the next company.

vii. Close: You can close this window through this button.

13.2. Department Details

You can create a number of departments as per your requirement through this option. Department code
should be unique. When you open the department, you will see a Department Details window in which you
see the following button like add, edit, delete, previous, find, next and close.
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Department Details

DepartmentCode Departmentt ame DepartmentHead

oo MNone

Figure : Department Master-1

I Add: Press button "Add" to add a new department in the company. A Department
Master window will open, in the window there are some fields like department
code, Department name, HOD (Head of Department) and Email Id, which you have
to fill to make the department in the company. Department code and department
name are the compulsory field to create the department.

Department Master

% Department Code

¥ Departrment Mame |N are

HOD |

Ermail IO |

0k, Cancel |
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Figure : Department Master-2

ii. Edit: You can edit information except department code, press button to edit.

lii.  Delete: You can delete information through this option.

iv.  Previous: Pressing button previous to switch to the previous department.

V. Find: If you can use this option to search a department.
vi.  Next: Pressing button to switch to the Next department.
vii.  Close: You can close this window through this button.

13.3. Section Details

In a company, department divides in many section. You can create sections through this option. Section code
should be unique. Section code and section name are compulsory parameter for creating sections. When you
open the section, you will see Section Details Window in which you see the following button add, edit,
previous, delete, next, find and close.
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Section Details

SectionCode SectionM ame

oo MNone

Figure : Section Master-1

Add: - Press button "Add" to add a new section in the department. A Section Master
window will open, in the window there are some fields like section code and section name,

which
you will fill to make the section in the department. Section code and section name are the
compulsory field to create the section.

Section Master
% Section Code

# Section Mame |Nu:une

k. Cancel

Figure : Section Master-2

Edit:- You can edit information except section code, If you want any modification in the
existing section then press "Edit" button .After pressing edit button complete information
about section will shown in the window. Edit that option which you want to edit and press
"OK" button. All the modification will activated now.

Delete: You can delete existing section information through this option.
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Previous: Press button "Previous", to switch to the previous section.
Find: You can use this option to search a section. For searching a section you have to

press
"Find" button. A dialog box will open enter the section code which you want to find in the
textbox and press "Ok" button. The arrow will move to that section which you want to find.

Next: Press button "Next" to switch to the next section.

Close: You can close this window through this button.
13.4. Grade Details

You can create Grades to allot the employees through this option. Grade code and Grade name are
compulsory parameter in Grade master. Grade code should be unique. When you open the Grade, you will
see a Grade Detail window in which you see the following button like add, edit, delete, find and close.

Grade Details

GradeCode GradeM ame
ool None

Figure : Grade Master —1

Add: Press button "Add" to add a new Grade in the department. A Grade Master window
will open, in the window there are some fields like grade code and grade name, which you
will fill to make the grade .Grade code and Grade name are the compulsory field to create the
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Grade.

Grade Master
% Grade Code

* Grade Mame |Nune

] LCancel

Figure : Grade Master-2

Edit: You can edit information except Grade code, If you want any modification in the
existing Grade then press "Edit" button .After pressing edit button complete information
about Grade will shown in the window. Edit that option which you want to edit and press "Ok" button. All the
modification will activated now.

Delete: You can delete existing Grade information through this option.
Previous: Press button "Previous", to switch to the previous Grade.
Find: You can use this option to search a Grade. For searching a Grade you have to press

"Find" button. A dialog box will open enter the Grade code which you want to find in the
textbox and press "Ok" button. The arrow will move to that Grade which you want to find.

Next: Press button "Next" to switch to the next Grade.

Close: You can close this window through this button.

13.5. Category Details

You can create category to categorize the employees as per your requirement through this option.Category

code and Category name are compulsory in master. Category code should be unique.When you open the
Category, you will see a Category details window in which you see the following button like add, edit, delete,
find and close.
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Category Details

Catagorpt ame
None

Figure: Category Master -1

Add: Press button "Add" to add a new Category for the employee. A Category Master
window will open, in the window there are some fields like Category code and

Category name, which you will fill to make the Category .Category code and Category name
are the compulsory field to create the Category.

Category Master

% Categary Code

# Category Marne |N|:|ne

k. Cancel

Figure: Category Master-2
Edit: You can edit information except Category code, If you want any modification in the
existing Category then press "Edit" button .After pressing edit button complete information
about Category will shown in the window. Edit that option which you want to edit and press
"OK" button. All the modification will activate now.
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Delete: You can delete existing Category information through this option.
Previous: Press button "Previous", to switch to the previous Category.

Find: You can use this option to search a Category. For searching a Category you have to
press "Find" button. A dialog box will open enter the Category code which you want to find in
the textbox and press "Ok" button. The arrow will move to that Category which you want to
find.

Next: Press button "Next" to switch to the next Category.

Close: You can close this window through this button.
13.6. Bank Details

You can create bank master to assign it to employee. And you can also generate any report bank
wise.When you open bank master it will show you bank code, bank name and bank IFSC code.

Bank Master

BMame IFSCCODE
MNone MNone

HDFC Bank 235689

When you click on add bank you will find the below box to enter bank detail .
Here bank code and bank name it compulsory field.
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Bank Master Information

# BankCode |:|

* Bank Mame |

IFSC Code | |

LCancel |

Figure : Bank Master
13.7. Branch/Location Details

You can create many Branches of the company as per requirement through this option. Branch code and
Branch name are compulsory in master. Branch code should be unique. When you open the Branch, you

will see a Branch Details window in which you see the
following button like add, edit, delete, find and close.

Location Master
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Figure : Branch/Location Master-1

Add: Press button "Add" to add a new Branch for the Company. A Branch/Location
Master window will open, in the window there are some fields like B/Location code and
B/Location name, which you will fill to make the Branch .B/Location code and B/Location
name are the compulsory field to create the Branch.

Location Master
Branch { Location Master

% B/ Location Code

#* B / Location Hame |N|:une

E Cancel |

Figure : Branch/Location Master-2
Edit: You can edit information except B/Location code, If you want any modification in
the existing Branch then press "Edit" button .After pressing edit button complete information
about Branch will shown in the window. Edit those option which you want to edit and press
"OK" button. All the modification will activated now.
Delete: You can delete existing Branch information through this option.
Previous: Press button "Previous", to switch to the previous Branch.
Find: You can use this option to search a Branch. For searching a Branch you have to
press "Find" button. A dialog box will open enter the Branch code which you want to find in
the textbox and press "Ok" button. The arrow will move to that Branch which you want to find.

Next: Press button "Next" to switch to the next Branch.

Close: You can close this window through this button.

13.8. Designation Details

You can create many Designation of the company as per requirement through this option.
Designation code and Designation name are compulsory in master. D€Signation code should

be unique. When you open the Designation, you will see a Designation Details window in which
you see the following button like add, edit, delete, find and close.
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Designation Master

Dezigoode Dezigh ame

oo MNone

Figure: Designation Master-1

Add: Press button "Add" to add a new Designation for the Company. A Designation Master
window will open, in the window there are some fields like Designation Code code and Designation name,
which you will fill to make the Designation. Designation code and Designation name are the compulsory field
to create the Designation.

Designation Master,

Designation Master

# Dezignation Code

# Designation Hame |N|:|ne

[f*'ou want Designation wise shart Listing then
Dezignation code should be All in Sequence

=N

Figure : Designation Master-2

Edit: You can edit information except Designation code, If you want any modification in the
existing Designation then press "Edit" button .After pressing edit button complete information
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about Branch will shown in the window. Edit those option which you want to edit and press
"Ok" button. All the modification will activated now.

Delete: You can delete existing Designation information through this option.
Previous: Press button "Previous", to switch to the previous Designation.

Find: You can use this option to search a Designation. For searching a Designation you
have to press "Find" button. A dialog box will open enter the Designation code which you
want to find in the textbox and press "Ok" button. The arrow will move to that Designation
which you want to find.

Next: Press button "Next" to switch to the next Designation.

Close: You can close this window through this button.

13.9. Shift Details

So many company works 24 hours like production companies, for that purpose they make shift for the
employee, for the working of 24 hours. You can create shift through this option. Shift code should be unique.
When you open the Shift, you will see Shift Details Window in which you see the following button add, edit,
previous, delete, next, find and close.

Shift Details

Start T ime EndTime LunchStartTime LunchE ndT ime LunchCiuration T Starkéfrer
09:30 18:00 13:00 13:30 30 0

4 3
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Figure : Shift Master-1
Shifts are identified by their unique codes. There are three type of shift fixed, rotational and ignore shift. You
can enter any valid 3 character code for shift except OFF and IGN because OFF is reserved for weekly off and
IGN is reserved for ignorable shift employees. IGN is used to allot for senior employees whose attendance is
not compulsory.

Shift Master

Shift Master

Shift Setup
# Shift Code

Shift Start Time Lunch Start Time ~ [13.00

Shift End Time Lunch Duration 0030

Shift Haurs LunchEnd Time  |1200
Advanced Setup
Overtime Deduct After lﬁ Lunch D eduction W
Overtime Start After W Shift Pogition Dy -
Overtime Deduction W OT Remove After Late 0000 Howr

Mark Abzent After Late (00:00  Hawr
] Cancel |

Figure : Shift Master-2
There are following option you can use to make a shift.
Shift code : Add the new shift code.
Shift Start Time : This is the shift starting time.
Shift End Time : This is the shift end time.
Shift Hours : This is the total working hours
Lunch Start Time : This is lunch’s starting time.
Lunch Duration : This is the duration of lunch.
Lunch End Time : This is lunch’s end time.
Lunch deduction : This is the time period that will be deducted from the working hours.

Overtime deduct after: This is the limit of period after which the OT won’t be
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considered e.g. If OT deduct after is initialized as 3.00 hrs and employee having OT 5.00 hrs.
Then it would consider 3.00 hrs. Only If you want to give actual overtime, set 23.59 in this
option.

Overtime start after : This is the time period after which OT will be considered. If

you set 30 minute in this option, between this duration OT will not calculate, But if employee
stays till 31st minute in the company, he/her will get OT 31 min.

Overtime deduction : This is the time period that will deduct from the

overtime hours. Example : if over time is 4 hours and overtime deduction is 30 min , total
over time will be 3 hours and 30 min.

Shift Position : Three types of shift as Day, Night and Half day.

13.10. Employee Details

You can do entry of new employee of the company through this option of time office software.
Paycode and card no. should be unique. It must to enter unique Paycode, unique card no. and
name and date of join for the employee creation. When you open the Employee master, you will
see three type of parameter; All, Active and Nonactive.

All —see all (active & nonactive) employees of company

Active — see all active employees of company

Nonactive — see all nonactive employees who have left job from that Company.
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Employee Details

PaYCODE PRESEMTCARDMO EMPMHAME GUARDIANMAME
ooo1 ooooooo

oon2 oooooooz
oon3 ooooooo3
oon4 oooooooA4

oons ooooooos

Figure: Employee Master -1

Add: Press button "Add" to add a new employee in the company.
There are five type of information which used to complete the whole information regarding
employee master.

2.8.1. Office details
2.8.2. Personal details
2.8.3. Time Office policy
2.8.4. Shift/WO policy
2.8.5. Extra details

2.8.1 Office Detail: There are information’s about official details of an employee like
active, card No, Name of employee, guardian name, pay code, company, department,
category, section, grade, photograph, and signature, PF No, ESI No. and Dispensary.
1 You can decide that employee is on roll or not.

2 Pay code and card no should be unique.

3 You can add name of employee, guardian name, etc.

4 You can assign the respective company, department and category, etc to each employee,
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which he/she belongs to. You can even include the scanned photographs of employee and
employee signature.

5 You can add PF No. of employee.

6 You can add ESI No. of employee.

["] Employee Personal Entry Screen

Emploes Type  [PadON v Compary  [001 Demo x|PrNe ] |
Aclive ,ﬁ Department |DD1 Hone j ESI No ,7
# Card Mo, ,7 Catagaory | 001 None | Dispensary |
# Pay Code Section |UU'| Hone ﬂ
* Name | B / Location |DD'| Heone ﬂ
Guardian MName | Grade |DD‘I Mone j
Dezignation |DD1 Nong j

Personal Detail

# Date of Join 44 e & Mal 8 Eenel
* hiale emale

Dateof Bith [/ Bank Name |BOT None =
Married Mo ¥ BankA/cNo |

Blood Graup [ /4 = Email |

Qualfication | BusRoute |

Experience | Wehicle Mo. |

Desighation |

Figure : Official Detail in Employee Master
There are only three parameters are compulsory which are card no., name and pay code.

2.8.2. Personal Detail: There are much information regarding personal detail of a
Employee like date of joining, date of birth, married status, blood group, qualification,
Experience, permanent address & phone no, temporary address & phone no, designation, sex, email id, bus
route and vehicle No.

_ You can add date of joining of employee.

_ You can add date of birth of employee.

_ You can add married status of employee.

_ You can add blood group and sex of employee.

_ You can add qualification and experience of employee.

_ You can add permanent address and temporary address with contact no of

employee.

_ You can add bus route and vehicle no. of employee.

Date of joining is the compulsory parameter in personal details.
2.8.3. Time office policy: There are information regarding time office policy of a particular
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employee like permissible late arrival, permissible early departure, maximum working hours in a day, round
the clock work, Time loss, half day marking, short leave marking, present marking.

duration, maximum working hours for half day, maximum absent for short leave, punches,
over

time and over stay.

1.Permissible late arrival :You can set time which you give to employee who

comes late without marking as late.

2.Permissible early departure: You can set time which you give to employee who goes
early without show early.

3. Maximum working hours in a day : If there is a shift and employee

wants to continue next sift then you can set this

24:00.after 24 hours, employee has to punch again.

4. Round the clock work : If a employee wants to continue next shift, in

that case you have to tick out this option.

5.Consider Time loss: If you want to activate feature like time loss, half day and

short leave, just tick out these option in the window.

6. Present marking duration: If working hour is less than this present marking duration,
employee will show absent. If working hour is equal to

& greater then system check his half day/short day.

Employee Personal Entry Screen

Emplopee Type m Company |nm Demo LJ PF Ho | |
Aclive m Department |UU‘| Mahe j ESINa ,7
# Card No. ,7 Catagary | 001 None | Dispensary |
# Pay Code ,7 Section lﬂm Hone ﬂ
# Name | B / Location |DD1 Mane ﬂ
Guardian Name | Grade [0t Nene ~|
Designation 001 Mene ~|
Perzonal Detail Shift Policy Other Detail Leave fecural Address Detail Wi /Punch Policy

Time Office Policy

Punches Required in a Day

Permizsible Late Arival 0010 Present Marking Duration 04.00 © NaPunch
Permizsible E arly Deapriure 00 M awirum Warking Hours for half day (0800 (" Single Pumch Only
Mawimum Working Hours ina Day  |24:00 Mauirum Absent Haurs for Short day (02400 @ Twa Purches
r
Round The Clock ‘wWoarking I Late Plan | j Four Punches
e " Multiple Punch
Consider Time Loss 3 0T Plan | j

<]

Half Day marking : :
B el [™ Dverstap Applicable (" Fized Out Time

Overtime Fate Per Hour (000 Fr B

-

Short leave marking

Figure: Time shift policy in Employee Master

7. Maximum working hour for half day: If employee working hours is between
present working hour and max working hour for half day then he is half day present. If
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working hour is greater than it, he is full day present.
8. Maximum absent hours for short day:
Absent hour= shift hour — working hour

If absent hour is greater than this max absent hour, he is marked SRT.
9. Punches required in a day:
No punch: This punch is used for senior employees whose
attendance is not required.
Single punch : This punch is used for single punch to mark present. Out Punch will
be taken automatically from the machine as shift out time whether out punch is
existing or not.
Two punch: This option is for 2 punches like IN punch and out punch.
Four punches: This option is for 4 punches —IN, OUT, Lunch IN & Lunch OUT.
Multiple punch: This option is work for max 20 punches.
10. Overtime and overstay: When an employee works after his working hour, that
works will count in overtime but if company don’t want to give over time then it will show as

overstay.

2.8.4. Shift/WQO Policy: There are many information regarding shift/WO policy of a
particular employee like shift type, shift, run auto shift, weekly off details and second weekly

off.
Employee Personal Entn : [P
Emplapes Type  |Paid ON - Carmpany | 001 Demo ~| PFNo | |
Active Tre Departrent |DD1 Hone j ES| Nao
# Card No. Catagony {Um Mone ﬂ Dispensary |
# Pay Code Section 1001 Mone j
# Mame | B / Location |DD1 Hone ﬂ
Guardian Name | Grade |DD1 Mate j
Designation {Dm Mane ﬂ

Persanal Detall TimeDfficePalicy icy: Other Detai Leave Accural Address Detall | Ww0/Punch Polizy
Shiftt WO Policy
= Weekly Off Deltails
ShitType  [Fed  ~] o v g Liihuntide st Fist Waskly OFf - |SUNDAY T
tart Time nd Time Add Shift = El}
S it GEM | mEm a0 N 4 Sezond Weekly O |NOME -
Sesond Wo T Full
Shift Pattem HZrD;ay S;m 2 —
,7
Remave Pattem Remave Shift - ]':,I} Second weekly Off Days
[ -
Shift Remaining Days o7 B u
Shitt Change After How Mary Days |07 [

Figure : Shift/WQO Policy in Employee Master
There are three type of shifts ---Fixed , Rotational and Ignore
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1. Fixed shift: If a employee comes in a single shift, it means his shift will be fixed.

2. Rotational shift: In the rotational, employee’s shift will change after a duration of
time. Even you can set a number of days after which shift will change. Shift
remaining days specifies the number of days that are remaining in the first
allocated shift. If you are not interested in entering each employee's shift
details, the system can be used for automatically changing the shifts. For this
purpose all the possible shifts in which an employee can come should be
entered in the authorized shift field.

2.8.5 Extra Details: In the extra details you can add Father's name, Emergency contact
no,Anniversary date, Insurance No., Employee’s location, Nominee’s Name, Nominee’s
relation and email address.

S

Ef] Employee Perzonal En

Employes Type ,m Compary |DD1 Demao j FF Na | |
Active m Department 1001 Mong j ESI Mo li
# Card Mo, [ ] Catagor {001 Mone | Dispensary |
# Pay Code ,7 Section |DD1 Mane j
# Name | B/Losation |01 Nane |
Guardian Mame | Grads |DD1 Hong j
Designation 1001 Hene j

[ Persanal Detal T TimefoicePolic_vT Shift Palicy T Leave Azcural T Address Detal T'W'Da’Punch F‘olic_l,l]

Other Details

fnniversary Date ; B Irsurance Ho | I Photograph ™,
DB of Nomines SR ey A Employes's Location |
Nomines's Hame : E Mail Address: |

Sianature

Marmines's Relation

Emergency Contact Person ;

|
|
Father's Mame : |
|
|

L. 4

Select Signature. .. ‘ Remove Sign... ‘ Select Photo...

Ermergency Contact Mo

Remove Photo...

Figure: Extra Details in Employee Master

13.11. Employee PayMaster

Like time office Master, you have to do master feeding of all active employees in payroll
software. There are following button in employee setup:

Add: By using this button, you have to create new employee setup.
Enter payroll code in this setup. This payroll code should be unique.
_ You have to set Basic salary for an employee.
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__ Enter PF No., ESI No and PAN No.
_ You can select payment to employee by cash or by cheque or by Bank.

_ Enter employee‘s account no.
_ You can set employee’s working on daily wages or on roll or piece rate.
__You can set DA, Conveyance, medical and HRA on per day basis or fixed for month.

Pay Master Maintenance

E mpM ame Departmentt ame Pay'CODE
ABHISHEE MNone o010

4 3

Figure : Employee Setup-1
_ You can set earnings and deductions in the employee setup.
_ You can set P& GS code, GGS code and LIC ID to employee.
_ You can tick on professional tax, ESI, VPF, Gratuity for activate these options.
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'] Master Information ==

| Paycode: I:I Card Mo I:I Mame :
Find:  [-] I Gross Salar I:l ﬁ Departmernt :

Allowed
Basic 000000000 [[FDays -] DA 0000000.00 ||PDays = | [~ Prof. Ta oK,
PFNo | | | Comveyarce 000000000 |[FDays | |~ PP PFEaty | .
- [~ ESI T Mo Limit =038
ESINa | | Medical 0000000.00 |[PDays =] | — o J—
PAN No. | | HRA 000000000 |[FDays  +] | [ Bonus[oo.00 |
Payrnent by IEheque LI E;:LrHatE Per 000,00 IN:::ne LI [T Gratuity
[T Late Amival
Bark Name [B0T Nane | TD5 0000000.00 |[Nore | — Atndsnce
ﬁa”k'ﬂ"'“’c | | GES Code | | Incentive
u}
Type OF ~| PGS Code | |
gl |OnRal -] L | |
Grosz Salary ||] |
Deduction1to5 | DeducionEto10 ||  Eaminglte5 |  EamingGto10
Dezcription Rate /Amt Formula Dezcription Fate / Amt Formula

==y

|[0000000.00 | [Hare | Q‘!S{PAQESH |

|

| 000000000 | [Nore ]

| [0000000.00 | [Nene =] | | |52 |
|

|

| 000000000 | [Nore ]
| 000000000 | [Nore ]
| 000000000 | [None ]
|
|

([0000000.00 | |Nane |
|[0000000.00 | [Nore |

M &= L3 [

||nnnnnnn.nn| |N.an |
|0000000.00 | [None |

M = L Bk =

Figure : Employee Setup-2
_ If you want to activate PF, tick on it and you have to feed PF information of employee.
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PF Details Entry
Amount on Which PF will Deducted
Lirnit of PF D'eduction 00R500.00 W Fived v i asic
Employver's PF Deduction 12.00 | On'woark Days | HRA
. v D,
Employer's EPF Deduction
H 04.67 [ Conveyance
Employver's FPF Deduction 0833 [ Medical
Employes's PF Deduction 12.00 [ Earning 0
. . | Earning 02
Employee's WPF Deduction 00,00 W]
Rounding with Decimal Place of I:I | Earning 04
FF 4/C 02 01100 [ Earning 05
| Earning 06
00.500 [ Earning 07
FFA/C 22 00.010 ™ Eaming 08
[ Earning 09
[ Penzion | Earning 10
_ Apply
Ernplover's EPF Deduction |00.00
Ernplover's FPF Deduction [00.00

Figure : PF Setup

13.12.Piece Master

This option is used in Export houses. You can set piece code and what type of work an employee did (name of
work) and per rate a employer want to give on that piece. You can create new piece master and edit to edit in
existing Piece master and delete to delete in existing piece master, etc.
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Piece Master

Piece Type Master

Piece Type Code

D ezcription |

Rate 000,00

Figure : Piece Master-2
14.Voucher

Voucher is used for enter some data directly like manual attendance, overstay to overtime,shift change,
punch entry for over time & canteen and holiday entry. Whenever you will change anything in shift, over time
, etc, you have to use back date entry for generate the reports.

14.1. Manually Punch

When an employee forgot his card, in that case you can mark his attendance present through thisoption in
time office software. But when you will generate report, present will show with Manual.There are two
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options in this punch entry for attendance window. One is punching posting and second is cancel.

[-] Manual Punch For Attendanc [ S
* Paycode || % Process From| ¢ ¢ Ernp Mame :
Card Mo ¥ PunchDate | ¢ ¢ # Punch Time (000 Department :
Reazon | ;
[ Delete fram machine also
|F'n:u:essed Data |Un proceszed punches
[ ‘ Punch Posting LCloze

Figure: Punch Entry for Attendance

Punch Posting:-Press button Punch posting to make a punch of any employee for the
attendance who left the card. For punch entry enter the unique pay code of employee and
press tab button of keyboard then card no and employee name and department will
automatically show in their respective text boxes. Then enter date for process from then all
processed and unprocessed punches will show in the respective grid. Enter date for which
date you want punch entry and enter his coming time of office on that day. After all data
will filled then press button "Punch posting" then the punch of the employee will save in
the system. When you see the attendance report of that employee present will show
manual.

Close:-Press button close to close the punch entry for attendance window.

14.2. Manual Punch Entry By Range

When an employee forgot his card, in that case you can mark his attendance present through this
option for a selected range of employee in eClockPro software. And when you will generate
report, present will show without Manual punch option. You can also specify the machine IP. Any
one can not find the this punch is from machine and or through manual punch.There are four option in this
punch entry for attendance window. Delete,Punch,Close and selection.
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" Selective [Range) " Selective [Advance)

Branch 001 -Mone | Machine IP I:I

Punch Date 06/09/2012 = | Punch Time 12:48

Allow Random Punch [~ Range Parameter

-

Delete | Punch | Cloze |

Figure : Punch Entry for Attendance By Range

Delete:- If you delete want to delete a selected range of punch then you can use this option.

Punch:- If you do any punch with selected range of employee or for full company then it is better to use this
option.

Close:- From this option you can close the window "Punch Entry for Attendance By Range".

Selection:- If you select selective (Advance) then this option will highlight and you can select the company,
department, dessination, branch or employee .

14.3. Extra Reliving Shift

If any employee do the releaving shift and you want to get the releaving shift report then you can enter the
releaving shift with datewise and paycode wise and get it's report in daily >Extra /Releaving Shift .There is four
buttons add, Delete, Save, Close.
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[] Extra / Releaving Shi X

Date [E/09:2002 -
Pay Code 1

Employee Mame j

Department Mame 1

Grade Mame ]

Extra/Releaving Shift |GEM |

Note :- If you enter any extra shift of any employee it will
anly show in daily report= Extra/Releaving shift repart.

Save Cloze

Add ‘ Delete

Figure : Releaving Shift Voucher

Add : To Enter a new record.

Delete : To delete a particular entry.

Save : To save a new record.

Close : To close the window "Extra / Releaving Shift ".

14.4. Multiple Voucher

From this option you can do multiple work from the same window. you can put the paycode and
select the date range the it will show you the whole month data and after that you can do manual
punch, shift punch, gate pass, backdate processing, leave application, daily report, monthly report.
And for all this option you don't need to select date and employee paycode ,the paycode which you
have entered will select automatically.
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(] Multiple Vouche

Multiple Youcher
Empluyee Delails

Paycode || From Date  |06/09/2012 | ToDate |06/03/2012 - _ Chow Dala

NS | Carnpany | Cmpbpes Master

ek Departracmt
Designation | P | Manal Punch
Cechon ‘ Gradc ]

Changs Shift
Card No I Catagory ]
- Rate P
Uatelthce shitt |ind oyt hourgmwarked) U | durabe kb

Back Date Processing

Leav: Apphcation

DailpR eport

Morthly Report

Cluze

Prezent

Mbzent

Figure : Multiple Voucher

14.5. OverStay To OverTime

If an employee stays in company after working hours and company want to give him over time, you can give
over time through OS to OT conversion voucher . There are two buttons in this window "Ok" and "Cancel".
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[-] ©5 to OT Conversatio

05 to OT Conversion Youcher

[* Paycode || ¥ Date | &7 ]
Shift Lunch

Kl #Code I— Farrm I—
Card Mo From l— Ta l—
Designation To l_ Hourg I_
Compary Hows [ Deduction | =

Department
Catagary
Sechion
Grade
Shift [n Shift Out Lunch Out Lunch In Actual Dverstay li
Date | / / | /7 | /¢ EE

QwverTime Granted :
Dvertimne Amont

Time|: |: l— I—

Cancel

Figure: Overstay to Overtime Voucher

OK: - Press button ok to set the over time. Before press "ok" first enter unique paycode of the employee and
press tab button of the keyboard. Then all detail of the employee like name, card no., designation, company,
department, category, section etc will show automatically enter the date for which you want to convert
overstay to overtime then actual overstay will show in the actual overstay textbox, enter the overtime
granted time in the overtime granted textbox for which you want overstay to overtime conversion and
press "ok" button, overstay will converted into overtime now.

Cancel:-Press button cancel to cancel the overstay to overtime conversion or close the window.

14.6. Shift ChangeVoucher

You can directly change shift for a particular day through this window. There are two buttons in the shift
change window "Change" and "Close".
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Shift Change Voucher
# Paycode | *#vear [2012 ¥ Month to Change the Shift | September

Employee Details

Mame | Department| Catagary |
D esignation | Compary | Card Ma |
S ection | Grade |
Date Shaft Shift ATtended  Status
# DateOffice | Y
* Shift |
Shift Start Time |
Shift End Time |

Lunch Start Time |
Lunch End Time |
o Shift Dluration |

Cloze |

Figure : Shift Change Voucher

Change:- For change the shift of the employee, click on the change button. Before clicking
on the change button you have to fill some information. Enter the Unique paycode of the
employee and press tab button of the keyboard, then all the information of the employee
will automatically in the related fields, then enter the year in which you want to shift
change and select the month from the dropdown list then a list will generate in the left side
of the window, in the list date, shift, shift attended, and status will show. Choose the date
from the list which you want to change. After clicking on the date of the list the date will
show in the date office textbox. Then select the shift in which employee will work from the
dropdown list. After selecting the shift the shift information will show in the related
textboxes. Then press button change to change the shift.

Close:-Press button close to close the shift change window.

14.7. Shift Change By Range

You can change shift for a particular time duration by this shift change voucher of multiple
employee at once.
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Shift Change Youcher By Bange

[ Shift Change Youcher ]

Date From || / / Shift | -
Date To A

LCloze |

Selection |

Figure : Shift Change Voucher by Range

14.8. Shift Replacement Voucher

By shift replacement voucher you can interchange the shift of two date and also copy change the from date
shift to “TO” Date shift .

Shift Replacement Youcher

{# Shift Beplacement Youcher © Shift Copy Youcher ]

Date Fram A
Date Ta la".-"i

........................

g|c.se| 0K |

Figure : Shift Replacement Voucher
14.9. Punch entry for overtime

You can manually mark entry for over time through this option. There are two button in this manual punch
voucher for the overtime calculation: one is update and second is close. You have to check “ for over time
addition” checkbox and enter over time( in hour) and then press button update to update in over time.
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Manual Punch Youcher For GatePass Calculation

¥ Paycode | * Gate Pass fom | 01 /09/2012 - | To |30/09/2012 =

Employee Details

Gate Pass

M | o | * Perzonal  © Official
arne rade
C | | Date Office | 0R/09/2012
OInpLaf) Cateqgary ;

Dlesigriation | s | PGP Count TDT.TII‘I‘lE-
Department | I Time [ OuTine — OGP Count TDT.TII‘I‘lE-
Sechion | Working Hrs [ 0T His. l':'— ate Paszs Start Time (D000
Shift Start Time | Shift Attended Total GF Duration —100:00
Shift End Tirme | Shift Azzighed Dieduct From Working Hrs

Add Inwarking Hrs ("
* Deduct Fram Owertime

~
Add In OwerTime Hrs ("
MHa Deduction (s

Gate pasz End

oo

t anual

Ipdate | LCloze |

Total PGP Count
Total OGF Count

Figure : Manual Entry for Overtime

Update :-Press button update to update the overtime of the employee for a particular day.
Before pressing update button you have to fill some information. Enter the Unique pay
code of the employee and press tab button of the keyboard, All the information of the
employee will automatically in the related fields. Enter the year and select the month to
change for OT from the dropdown list, a list will generate in the left side of the window, in
the list date, shift, in, out, hours work, OT duration, maximum OT duration, OT

addition and status will show. Choose the date from the list which you want to change.
After clicking on the date of the list the date will show in the date office textbox, enter over
time in hour. After selecting the date, information of that day like in time and out time
status and present value of that date will show in the related textboxes. Then press button
update to update the overtime of the employee.

Close :-Press button close to close the "Manual punch voucher for the overtime
calculation" window.
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14.10. Gate Pass Voucher

You can manually do entry for gatepass through this option. There are two button in
this manual punch voucher for the Gatepass calculation one is update and second is
close. In this two option Persona and Official,select one of them and then select date
and fill time ,and deduction option also avalible in this.

Manual Punch Youcher For GatePass Calculation

¥ Paycode | * Gate Pass fom | 01 /09/2012 - | To |30/09/2012 =

Employee Details

Gate Pass
* Perzonal Official

Mame | Grade |
C | | Date Office | 0E/09/2012
OInpLaf) Cateqgary ;

Dlesigriation | s | PGP Count TDT.TII‘I‘lE-
Department | I Time [ OuTine — OGP Count TDT.TII‘I‘lE-
Sechion | ‘working Hrs ID— 0T His. l':'— ate Paszs Start Time (D000
Shift Start Time | Shift Attended Total GF Duration —100:00
Shift End Tirme | Shift Azzighed Dieduct From Working Hrs

Add Inwarking Hrs ("
il Deduct From Owertime

~
Add In OwerTime Hrs ("
MHa Deduction (s

Date Time

t anual

Ipdate | LCloze |

Total PGP Count
Total OGF Count

Figure: Punch entry for gate pass

Update :-Press button update to update the Gatepass entry of the employee fro a particular
day.Before pressing update button you have to fill some information. Enter the Unique pay
code of the employee and press tab button of the keyboard, then all the information of the
employee will automatically in the related fields, then enter the date,and enter gatepass start
time and total duration and select ducet option accordingly .Then press button update to
update the GatePass entry of the employee.

Close :- Press button close to close the "Punch Entry for Gate Pass" window.
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14.11.Holiday Voucher

You can add all holidays from this option.

HOATE

HOLIDAY

Holiday Details

0240572012

Holi

Figure : Holiday Detalil

If you work on this holiday and you will get OT, tick on OT factor option.Do not forget to select Company,

Department and branch selection to declare Holiday.

Holiday Entry

ST

¥

*

Drate

Reazon

OT Factar

Adjusted against | 4/

|
—

Ok

Cancel |

Selection

Figure : Holiday Entry
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15.Register Process
15.1. Register Creation

The Attendance Register is used to create for one year. Selecting option all will create
Attendance Register for each & every employee of the organization.

Duty Roster of Full Year

Date |[{l/01/202 -

f+ Al

" Selective

Create

Figure : Register Creation-1

For creating Attendance Register of a particular employee, you have to tick on selective and
then enter pay code of the employee. _
X

Duty Roster of Full Year
Date |01/01./2012 ~

& e Selection >>

Exit

A

Create

Figure : Register Creation-2

15.2. Register Updation

If the shift policies of all employees or selective employees have changed and that will be
affective for the remaining year, you must use this option.First make all changes in the
masters of a particular date and then use this option.
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Duty Roster of Full Year

Date |06/09/2012 -

" Selective
| Take Shift Rotation From Last vear

e

Figure : Register Updating-1

For a particular employee, you have to tick on selective and enter a paycode of that
employee and then press update.

Duty Roster of Full Year

Date | 0E/09/2M2

+ Selechve Selection »> |
[ Take Shift Rotation From Last vear
L -

Exit

Update

Figure : Register Updating-2

15.3. BackDay Processing

If you manually mark in attendance , overtime, shift change window then you have to run this
process.
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Back Day Processing

Fram Date II:IEHEIEL’EEHE vI
ok I Cancel | Selection »» |

Figure: Back Date Processing

15.4. Re Process

If Time office software is running and you want to generate report after capturing punching data , you have to
run re-processing and punching data will automatically set at their places.

Process for All Employee..,

Figure: ReProcessing

16.Leave Management
5.7 Leave Master

You can create all possible leaves by using this option. You can create maximum twenty types of leave in the
leave master. For create a new leave use Add. Edit in existing leave and use delete to delete existing leave,
previous to switch to previous and find to search a leave in many leave , next to switch to next leave and
finally use button to close the leave window.
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Leave Master

LeaveField |l eaveCode | Leavelescription WwhieeklyOHlnclude) Holidaylnolude| LeaveT vpe

L0 Al AUTHORISED LEAVE Mo Mo L
LO2 UA UNAUTHORISED LEAYE |No Mo L

Figure: Leave Master
In leave master, there are following field which you have to fill them:
_ Leave Field: Leave field will automatically generate from the software & compulsory
parameter.i.e.L01, L02, etc.
_ Leave Code: Leave code is unique & compulsory parameter.
_ Leave Description: This is also compulsory parameter.
__ Weekly Off include (Yes/No): if weekly off is coming between leaves will be considered when you tick on
“weekly off include”. Else will not include.
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Leave Master

% Leave Field
Sanction Limnit

Min|ppoo  Max|on.oo

% Leave Code

% Leave Description
Wieekly Off Inchude [Yez/Mao]
Holiday Include [vesz/Ma)
|2 Accrual [vesMa)

—I—I—I_“E‘

Leave Type Leave -

|z Accrual On Days[res/Mao) [
Current 'ear

[k, Cancel |

Figure: Weekly Off Include (Yes/No)
_ Holiday Include (Yes/No): If holiday is coming between leaves will be considered when you tick on
“holiday include”. Else will not include.

Is accrual (Yes/No): This option is used for carry balance leaves for next year or lapse in this year .
When you click on this option, sanction limit (min & max) window will open in the same window of
leave master. If you enter min limit is 3 and max limit is 20, in that case you can’t take less than 3
leave and more than 20 leaves at a time.

Leave Master

% Leave Field

Loz
# Leave Code Sanction Limit
|
[
[
[w

# Leave Description Minjonoo  Max o000

Wheekly Off Inclide [Yesz/Mao]
Holiday Include [v'ez/Ma) * Carried " Fized

|z Accrual [YezdMo) Present |noon Leave (oooon

Leave Type Legve = Max Accrual Limnit 000,00

W .
|z Accrual On Dayslrez/Mao) ~ ¥ Present |7 Absent ¥ Holiday [ Leave

Current v'ear
D-EI_'.-'S |:||:||:||:| Leave |:|1 |:||:|
Ok Cancel |
|  — -——

Figure : Accrual
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_ Carried and Fixed- This option can be used for carry forward leave to the next year.

_ Leave Type: You can specify either Leave or Present or absent by using this option i.e. It
will be Leave in case of CL or SL or EL and it will be Present in case of On duty and it will
be Absent in case of Leave without pay.

5.8 Leave Application

You can use this voucher to enter any type leaves or tours for a single or group of employees
for a single or multiple days. Before using this voucher, you should make sure that, all possible leaves are
defined in the leave master.

(-] Leave & Tour Viouche !

Leave & Tour Application

¥ Faycode From % To % Date from [08/03/2012  +| 4 Date TD|UEFD9.-’2E|12 j
Leave Duration
Youcher Mo, Q000000002 " Quarker
N arne " Half Day
Cordto " Three Faurth
D ezignation
(+ FullDay
Company
Department
Catagary
Section
Grade
Leave Code | j
Reazon |
Approved Date [06/03/2012
Ok Cancel ‘ ]

Figure : Leave Application
Once you give the pay code (single or range) and date you will select for leave then you have to select leave
duration of quarter, half day, three fourth and full day. You have to select leave code, reason and also enter
approved date

5.9 Leave Accural

You can put opening balance in the starting of the year by using this option. Enter paycode of that employee
you want to put opening balance.
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Leave Accural Entry Form

% Papcode From % Pavcode Ta % “fear: 202

=

Card Mo,

Ok
Designation

Company Lloze

Department

Catagaory

Opening Balance ]

CL

Figure: Leave Accrual
5.10 Yearly Leave Accural

This Option is used to automatic calculation of Leave of previous year and set as opening balance for current

year. By using this option you can calculate auto leave opening. When you tick on LO1, window will show three
option old balances, opening balance and max accrual limit.
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[] Auto Leave Accural ¥

Auto Leave Opening Calculation

Balahce Leave Of | 2011 - 2012 - ]
Leave LO1 to L10 T Leawve L11 to LZ0
Leave Field Leave Code Old Balance Opening Balance Max Accrual Limit
Lo
Cancel | Exit | Selection ]

Figure: Yearly Leave Accrual

Window will also show carried for that leave carried for next year or will be lapse. In the opening balance, you
can enter limit of present and limit of leave on this present .You can enter max accrual limit.

5.11 Current Year Leave Accural

This option is given so that if employee wants that if he is working for 20 days and after that if he wants to get
one leave then with the help of clicking "Proceed" option his leave balance will be obtained every after 20
days. The figure of Leave Accural on current year is shown below :-
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Leave Calculation For Current Year

Year |2012 -

Proceed

Figure : Leave Accrual On Current Year
Proceed : Proceed button will make leave calculation for current year alongwith maintaining
leave balance of employees

Exit : Exit button will close this page.

Selection : Selection button will make help you to select employee department wise, compnaywise,branchwise
etc..

5.12 Monthly Leave Accural

This Option is used to automatic calculation of Leave month wise . You can select the month and year to
proceed the leave accural. Once you have run the accural you can not run it for the same month. There is also
an option to rollback the month leave accural. There is five buttons cancel, proceed, exit, Rollback, Selection.
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. LYl |'|."lcrr‘+t3||r Leave Accruz

Monthly Leave Accural

Financial ‘Y'ear |2072 Month For Opering Balance Addition | Sep 2012 vl

Leave LO1to L10 | Leawve L11 to L20

Leave Field Leave Code Opening Balance Max Accrual Limit

Lo

LCancel Proceed Exit RollE ack.

Figure : Monthly Leave Accural

Proceed : To run the monthly accural.
Exit: To close the application.
Rollback : If you run the monthly leave accural and want to remove it's effect then you can

use this option.
Selection : You can use this option to run the monthly accural for a selected company, Department,

Category, Branch , Employee etc..

5.13 Leave Synchronization.

Leave synchronization will help you to update your leave balance. Lets understand this concept through
example- If an employee's leave balance of particular leave is 20 and he take that leave for 2 days then his
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leave balance would be 18 after taking huis leave. But in case if he cancel his leave then his still leave balance
would be 18. But with the help of leave synchronization option his leave balance will be updated and his
balance would be 20. But he will will have to click on "Maintain Leave" button and "Update Leave" button.

Leave Balance Maintenance Process

From Date |[E/03/2012 «| To |EIE.-"I:IE£2EI12 -

b aintain Balanu:e| Ipdate Leave | Selection |

Cloze |

Figure : Leave Balance Maintenance
5.14 Leave Balance Import
By Using this option you can import the leave opening balance through excel.To import leave balance

first generate excel file structure and fill the excel file as the structure then after selecting the file you
can import the leave balance.

LEAVE BALANCE IMPORT

|EEIE|:t Excel File To Import Select File

E el File Structure

Import Leave Cancel

Figure : Leave Balance Import

17.Administrator
17.1. TimeOYffice Setup
17.1.1. Corporate Setup

Each company has its own policy for time office setup. This time office setup will work for all employee.
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Corporate Policies
SETUPID PERMISLATEARR| PERMISEARLYDEP] DUPLICATECHE CEMIN] ISOVERS TAY
10 10 5 N 28/04/2012 5:00
10 10 5 1440542012 5:00
10 10 5 1440542012 5:00
10 10 5 1440542012 5:00

4 3

Figure : time office setup-1

There are following parameters which each company has to set for all employees:

_ Setup Register No.: This will automatically generate on every time when you edit in time
office setup.

_ Duplicate check min: This is a time duration in which if a employee punch his/her card at
many time, software will take first punch. Default time is 5 minute.

_ Four Punch in Night shift: By clicking on this option, you can allow maximum 4 punches in
the night shift.

__End time to IN Punch & End time for End Punch: this option is used for RTC employees
only for the duration of more than 24 hours.

_ Maximum Late Arrival Duration: You can set maximum duration for late arrival
(240minutes).

_ Maximum Early Departure Duration: You can set maximum duration for early departure
(240minutes).

_ Half Day Making: If you want to allow to half day to all employees, click on this option.
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'-'ﬂ Solic =X

l Corporate Policy
General T Time Office Policy T Dwer Time Policy )
Setlp Register Mo Iz T igduto Abzent Allowed
For Mizzing and Revenfication Report Mark Alw/a a5 A3 (W) Ll
b axirnurn whorking Min o Yerify I1 020 Mark A as 284 [HLD] r
Max Late Arrival Duration I24EI b ark ‘WO az Abzent when Ma of r
MArESIoiD e W Fregent<Mo of Present for ‘w0
bl il Mo af Present for Wil |3—
|z Megative Leave Allow [ e E el e v
i#Smark Machine v Lines Per Page |58
izHelp Applicable 1
Four dita Shift &llowed ]
PermizE arlybdinditaS hift l24|:|
PermisLatetindutas hift |24EI

Cancel |

Figure: time office setup-2
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I. ] Corporate Policy = - |

Corporate Policy

RTC Employes with Multiple Punch Qver Time allowed
Cut ' ark, Allowed
OwverStay Allovwed

|
General T Time Office Policy T Ower Time Palicy
Duplicate Check Min |5— b &l D uration 1440
MEr e TN oo 500 Permisable Late frival Mo
Permizzable Early D
End Time for Dut punchiMest Date] for - {0500 phlie e bt 10
-
r
r

Four Punch in Night Shift

Half Diay marking |2 Pregent on Second Half Mark Half Dray B
Shart leave marking And Overtime after shift End Time

\ERieserk b=riing Tt 240 Deduct Out Wark From ‘Warking Hours [
L s el W “wheek O include o nat in Duty Boster [

“"}?l—l

iz tO 0P t []
b amimumm Abzent Hours for Short day |1 20 :EP::EZ:H} EH LD Fr:::ennt n
[ Ok | Cancel |

Figure: time office setup-3

| vl Corpurate Policy e bl -
Corporate Policy
- | |
Gerneral T Tine Dffice Policy T Over Time Policy:
OT Options OT Durations
0T = OutTime - SHfERdTime 0T Early Coming Dur 0
% OT =Warking Hrs - ShiftHrs 0T Late Coming Dur i
i 0T = Early Coming + Late Dep OT Restrict End Dur 1]
OT Parameter Options OT Deductions (WO & Holiday)
: Deduct OT in HLD 1|:|
[ ‘whether OT inMinuz [ -] Figures B
t 1

[ Round Over Time Shefeed u

Deduct OT if 1M

Punch Between iDE:DD k2359

[ ak. | LCancel | ]
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Figure: time office setup-4

_ Short Leave Marking: If you want to allow to short leave to all employees, click on this
option.
_ Present Marking Duration: You can set min time for mark present.
_ Maximum Working Hours for Half Day: You can set maximum hours for half day.
_ Maximum Absent Hours for Short Day: You can set maximum absent hours for short day.
Auto Shift allowed: By clicking this option, software will pick up shift
automatlcally
PremisEarly min auto shift: By setting this time duration, if an employee is coming earlier,
that employee will belong to which shift.
_ Weekly Day include or not in Duty Roster: If you want to include weekly off in duty roster,
click this option.
_ Present on WO present: If you are present on weekly off, click on this option.
_ Present on HLD present: If you are present on holiday, click on this option.
__ Maximum Working Duration: You can set maximum working hours for working in a month.

Permissible Late Arrival: You can set time which you give to employee who comes late
without marking as late.

Permissible Early Departure: You can set time which you give to employee who goes early
without marking early departure.

_ Over Time Allowed: By clicking on this option, you can activate this option.
_ Out Work Allowed: By clicking on this option, you can activate this option.
_ Overstay Allowed: By clicking on this option, you can activate over stay.

Mark AWA as AAA: If an employee is absent on Saturday and also absent on Monday. By
cllckmg this option, Sunday will also count as absent.

_ No of present for WO: You can set no of days for weekly off.

Is Auto absent Allowed: If an employee is absent on Saturday, software will show his
absent automatically by clicking this option.

Mark WO as Absent when no of present < no of present of WO: if no of weekly off is
greater than no of present, weekly off will count as weekly off by clicking on this option.
_There are some formulas for Over Time:

OT=0ut Time-Shift End Time
OT=Working hours — shift hours
OT=Early coming + Late Departure

OT parameter options:
1. check on “OT is allowed incase of early coming” : Over time will count on early
coming.
2. check “round OT” to count OT round figure.

a. General Round Off

In general round off there is two option "15" and "30" minutes
on 15 minutes if ot fractional point is between 0 to 15 it becomes 0 minutes

A V Techno Soft (I) Pvt. Ltd.




on 15 minutes if ot fractional point is between 15 to 45 it becomes 30 minutes
on 15 minutes if ot fractional point is between 45 to 60 it becomes 60 minutes
on 30 minutes if ot fractional point is between 0 to 30 it becomes 0 minutes

on 30 minutes if ot fractional point is between 30 to 60 it becomes 60 minutes

b. On minutes basis.
On minutes basis if you enter 10 in the text box then if ot fractional point is less than 10 then
it becomes 0 and if it is greater than 10 then it becomes 60 minutes.You can change the text
box option.

OT Durations:

1. OT Early Coming Duration: In this you have to enter time duration before that if an
employee is coming, OT will not count. OT will count after that time.

2. OT Late Departure Duration: By setting this time duration, if an employee stay
after working hours, after this duration OT will not count.

3. OT restrict End Duration: You have to set maximum over time.

17.1.2. TimeOffice setting

If you want to change in time shift policy for all employees or selected employees in employee master, use this
option. If you change in permissible late arrival, permissible early departure and maximum working hours in a
day and press button save to save these information only.
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Time Office Policy Setup

Time Office Policy Shift/Aw0 Policy
Permizzible Late Arrival ] PIETES HE IR G
~
Permizzible E arly Deaprture 010 Ho Punch

" Single Punch Only
b asirnm Yforking Hours inoa Day 24:00
* Twao Punches

Save " Four Punches

" Multiple Punch
Round The Clock ‘woarking [

Save

" Fiwed Out Time

) ) f* Ovenarte
Consider Time Loss v
Half Oray marking [v Save
Shart leave marking B ™ Dvertime Applicable

Prezsent Marking Duration 0400 Overtime Fate Per Hour (000,00

b asirnum Yaforking Hours for half day  |06:00
d g [ Overstay Applicable

b asirnum Abzent Hours for Short day (0200

Save ] | Save

Selection Cloze Clear Selection |

Figure: Time Office Setting

Same as above you can change in time office policy of employee master and save them
to all or selected employees.

17.1.3. OT Adjustment Setup

From this option you can create multiple OT plan and apply this to employee. In a single plan you can create
multile serial no. . there is many buttons the detail will be as below.
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WP-YOT Adjustment set
OT Adjustment Setup

Flan Code Plan Mame

OT Minutes From OT Minutes To

Serial Mo. 0T Becomes

Applicable on weekly OF Only | |

l Eq ool b Emn | Save | Eancell Cloze

Figure : OT Adjustment Setup
New : to create a new plan.
Edit : To make changes in the existing plan.

Apply to Emp: For this first click on edit and select any serial no of desired plan then click on
apply to emp it will give you a selection option ,you can select the desired employee to apply
the plan.

Add detail : If you want to make more serial no in existing plan then edit a plan and click on
"adddetail".

Close : To exit from late arrival deduction window.
17.1.4. Late Deduction Plan

From this option you can create multiple late plan and apply this to employee. in a single plan you can create
multile serial no. . there is many buttons the detail will be as below.
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[ Cate i policy

Late Arrival Deduction Plan

Flan Code Plan M ame

Serial Mo, Late Exempt Dapz
Late Minutes Fram Late Minutez Ta

Ewvery Late Days Leave Walue

Leave

| Save | Cancel | Cloze |

Figure : Late Deduction Setup
New : to create a new plan.

Edit : To make changes in the existing plan.

Apply to Emp: For this first click on edit and select any serial no of desired plan then click on
apply to emp it will give you a selection option ,you can select the desired employee to apply
the plan.

Add detail : If you want to make more serial no in existing plan then edit a plan and click on
"adddetail".

Close : To exit from late arrival deduction window.
17.2. Payroll Setting
17.2.1. Formula Setup

You can create Formula for the further calculation of earnings and deduction's over the salary
through this option of the payroll software. You can also do modification in the existing
formula and search the formula and delete the existing formula. When you press the Formula
setup tab of setup window menu, you will see a Formula setting window in which you see the following
button's like add, edit, delete, previous, find, next and close.
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Formula Setting

Formula

T e [ e

Figure : Formula Setup-1

A V Techno Soft (I) Pvt. Ltd.




/ Select Formula Values
BASIC s DEDLCT_1 EARM_1
D, 5.L. DEDUCT_2 EARM_2
HFi, PL EL DEDUCT_3 EARMN_3
MED OTHER_LY DEDUCT_4 EARMN_4
COMNY LEAVE DEDUCT_5 EARN_G
FRE TD&YS DEDUCT_G EARM_E
ABS T_LATE DEDUCT_? EARMN_7

Hid T_EARLY DEDUCT_8 EARMN_8
L&TE OT_RATE DEDUCT_9 EARMN_9
EARLY MON_DaY DEDUCT_10 EARN_10

IN_COUNMT T_HOUR_OT TDS

WEEKLY _OFF Manual _0OT T_LATE_MIN

Formula Code I,&. vi

Clear Formula

Figure : Formula Setup-2
17.2.2. Payroll Policy Setup

In this payroll setup, you can feed information about all employees by using general setup, bonus
setup, allowed, PF setup, ESI setup and extra setup.There are 6 parameters in payroll setup:
i. General Setup: In general set you can set earnings and deductions on rate per amount by
using formulas which you made in formula setup. You can allot these earnings and deductions
and TDS to selective employees.
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Allowed Extra Setup
FF Setup ES| Setup

-Earnings 1 Deductions

D escription Rate / Amt Formula Rnd 5 Description Rate / Amt Formula  Rnd S
| [0000000.00 | [Mane ~ T | |0000000.00 | [Nane ~ |1 I

| [0000000.00 | [None ~| T | |0000000.00 | [None ~ |1 T
| [0000000.00 | [None |1 | [0000000.00 | [More + |1 T
| [o000000.00 | [None | | [0000000.00 | [More ~ 1™ T
| [0000000.00 |{None ~ |1~ | |0000000.00 | [None ~ | T
| [0000000.00 | [Mone |1 | |0000000.00 | [None «|I™ T
| [0000000.00 | [Mone = |1 | [0000000.00 | [More + |1 I
| [o000000.00 | [None | | [0000000.00 | [More ~ 1™ [
| [0000000.00 | [Nane |1 | 0000000.00 | fNane ¥ [
| [0000000.00 | [Mane |1 | [0000000.00 | [Mone + |1 I

¥ Basic Round W Conveyance Found TDS: |0000000.00 INDHE _TJ [ 1|
¥ Hra Round ¥ Medical Round

Iv DA Round v OT Amount Round

Ly

L TS I 1 N L 5 T

L = I 1 e L S L

—_
=

LI T BT D B I I

i. Bonus/Gratuity Setup: You can give bonus to employee on wages or on basic
pay.
_ You have to enter minimum working days on which you want to give bonus.
_ You can set bonus wages limit.
__You can set bonus amount limit.
_ You can set bonus rate.
_You can allow bonus on arrear by ticking on this box.
__You can set minimum year for gratuity but it will apply when an employee work more than 5 years.
_ By tick on the box show “bonus on salary slip”, you can add this option in salary slip
and can also set for 6 months for which you are giving bonus.Gratuity will
automatically calculate through formula
( (BASIC + DA )*15/26 * YEAR)

A V Techno Soft (I) Pvt. Lid.




Gen Setup FF Setup ES| Setup
Bonus Wage Limit T Allowed Extra Setup

| Bonus On'wage Limt ¢ Bonus On Basic Pay o ]
"' e —_— Minimum vears For Gratuity

kinirum “warking Days for Bonus _|:||:||:|_|:||:|
Gratuity Formula
Bonus Wage Limi 00000000 |[BASIC+DAJ15/26VEAR]

Bonus Armount Limit 00000000 Gratuity b awirum Amourt Lirit |0000000.00

Bonuz Rate 000,00
Tatal b axinurn Bonus Limit Q00000.00

Apply To Selected Employees ]

Bonus Allowed an Amer Alza [

— Bonuz Setup Yith Salary Slip
Shiow Borus On Salary Slip [ ]

Barws Duration Fram (171 ,/04/2012 :J To |31,.*|:|3£2EI12 :J

ii. Allowed: This option is used for activating reimbursement and leave incash on.
_ In General if you tick on options Prof. Tax, PF, ESI, VPF, Bonus, Gratuity, and then
ticks will automatically generate in employee setup.
__If you want to give reimbursement but don’t want to show on salary slip but want to maintain in
software, you have to tick on boxes in reimbursement. If you want to leave incash on basic ,HRA, DA, earnings
then you have to tick on boxes in Leave Incash on. and if you want to deduct PF on leave incash, tick on “PF

allowed on leave incash on”.
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Gen Setup FF Setup ESI Setup
Eonus “wWage Limit T A Exhra Setup

General -  Reimburzement Allowed - — Leave Incazh On - Leave Type For InCazh -

caic
HR.A

D,
Corwveyance
Medical
Earning 01
Earning 02

[ Praf. Tax | Conveyance
ml [ Medical

I Earning 01
[” Eaming 02
[ Earning 03
I Eaming 04
[ Gratuity [ Earning 05
[ Earning OF
[™ Eaming 07
[ Earning 09
™ Eaming 09
[ Earning 10

[ ES|
[ WPF

[ Bonus
Earning 03

Earning 04
Earning 05
E arning 06
Earning 07
Earning 03
E arning 09
Earning 10

PF Allowed on
Leave Incash

I o o {0

ii. PF Setup: In PF setup, employer can set limit of basic salary on which PF from the
employee salary.

_ By tick on fixed on limit of basic salary will be fixed.

_ You can set percentage of PF deduction will be deducted from employer’s account.

This PF will be deducting into 2 parts.

1. Percentage of Employee PF (EPF) will deduct from employer’s account.

2. Percentage of Family PF (FPF) will deduct from employer’s account.

_ Employee’s PF deduction: This percentage of amount will be deduct from
employee’s salary.

_ PF A/C 02, PF A/C 21, and PF A/C 22: Some amount of PF will be deposited in
government’s account.

_ Amount on which PF will deduct: you can select option on which you want to deduct

PF.
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Bonus "W age Limit Allowed Eutra Setup
Gen Setup T _ ES| Setup

Lirnit of PF D eduction Q0E500.00 W Fixed Amount on Which PF will Deducted

Employer's PF Deduction 12.00 ™ On'work Days v Basic

. [ HR&
Emplover's EPF Deduction 3E7 V DA

Employer's FPF Deduction =Rl [ Conveyance
[T Medical

[ Earning 071
Employee's WPF Deduction .00 [ Earhing 02

Emplopee's PF Deduction 200

R ounding with Decimal Place of [~ Earning 03
PF &/C 02 [ Eaming 04

[ Earning 05
FRAL A [ Earning 0B
PF &/C 22 [ Eaming 07
[ Earning 02
[ Eaming 09
[~ Eaming 10

Fix EDIL on PF Lirit D eduction

iv. ESI Setup: This option is used for ESI setup.

_ Limit of ESI deduction: You can set a amount of salary on which you can deduct
ESI.

_ Employer’s ESI deduction: Percentage of ESI which will be deducted from
employer’s account.

_ Employee’s ESI deduction: Percentage of ESI which will be deducted from
employee’s account.

__Allow ESI on Over Time: Check on this box and allow ESI on overtime.

__Allow ESI on Arrear: check on this box and allow ESI on arrear. Amount on which
ESI will be deducted: By check selective boxes on which you want to deduct ESI.
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I (-] General Setup

Bonuz Wage Limit Allovwed
Gen Setup T PF Setup

Amount on Which E5S| will Deducted

Lirnit of ES| Dreduction 01 5000.00 [+ Basic
Employer's ES| Deduction 04.75 ;‘:ﬂ EE'&
Employess ESI Deduction 01.75 ¥ Corvevance

: : ; v Medical
Founding with Decimal Place of ICI P o
[+ Earning 02
¥ Earning 03
v Allow ESI [Emnplaves] on Fractional point upper Lirnit ¥ Earring 04

[~ &llow ESI On Over Time ¥ Earning 05
¥ Earning 0
[ Al ESI On Aarear B
¥ Earning 08
¥ Earning 09
¥ Earning 10

[ Allow ESI [Ernplaver] on Fractional point upper Limit

v. Extra Setup: This option is used to create financial year in the starting of the year and
attendance incentive calculation setting . You can also set here the percentage of salary
heads for doing master feeding.
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Gen Setup

PF Setup

ES| Setup

Bonus W age Limit

[

Allowed

v Show Arear On Salary Slip

~Welfare Fund Contribution —

Employer's Share |00.00
Employes Share 00,00

— Financial Year Duration ——

Year Fram

]'IEIHEEIEI? v!
I'IEI#:ZEIEI? vl

Year To

Attendance Incentive
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[~ Preszent
[T wiD

[ Abzent
[ Holiday

[ Leave
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HFR&,
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E arning 08
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17.2.3. Payroll Late Plan Setup

From this window you can create multiple late plan to deduct from salary.You can create multiple plan and
assign it to selected employee according to company or branch or grade or employee etc.
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PlanCode | | PlanMame | Select Salary Heads | Paycode  Ermplopeeh ame

0On which Late

[~ Basic
[ Hra
[ Da

: [ Coreevance
Total Exemt Days. (00,00 Seral Mo.
| [poo0] | [ ] =
Late Minutes Fram (00000 Late Minutes To (00000 | Eamingl

Salary Percentane IW‘ Add Delailsl Cancel | [~ Eaming?
[~ Eaming3
[~ Eamingd
[~ Eamings
[~ Eamingb
[~ Eaming?
[~ Eaming®
[~ Eamingd
[~ Eamingll

SINo.|PlanCode  [SerialNo |Exemt Days |LateMinutes From |LateMs

Add | Edit I savel Deletel Ear‘u:ell |:|DSE!|

17.3. User Privilege

Through this option you can give right to selective employee. When you will open user privilege from the main
menu, you will get a browse window like below for existing user.
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User Previleges

USERDESCRIPRION AutoProcess| DataProcess Y Transactid
Administrator No Yes

4 3

Figure: User Privilege-1

Pressing button add you will create a new user with password and you can give
proper rights for which option he/she can access in time office software.
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i

[] User Previlege

User Privileges

User Name | Password

Izer Description I

|Jzer Type I.-“-‘-.-:Iministratl:nr - I

[ FPayrall Tranzaction T Repaort T Data Processz/Others T [rata Capture T "igikar
Previleges T b azter T Tranzaction T Leave T Adrmin
[~ Main Application v Administration
[~ Tranzaction Application [T Auto Processing
[T DataProcess [T Reports
[ Leave Management [T Data Capture
[ Payrall Transaction

] Cancel

Figure: User Privilege
17.4. Verification

Before taking any general report you have to run this option for marking absent on weekly Off / Holiday if the
employee is absent before and after the weekly Off / Holiday and this will effect only if you will tick on time

office policy like No of weekly off is 3,Is auto absent allowed Yes, mark AWA (Absent Weekly off Absent) as
AAA.

Proceszing Month and vear (MY Iuagm 2 - I

ok | Selection |

Figure: Verification

17.5. Late Deduction Process

If you want to make deduct the late accordin to plan you have apply to the employee then you can select the
period and you can also select the employee then run the process,it will deduct the late according to apply
plan.
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Late Arrival Process Update

From Date o1/09/20$12

To Date 3040942012

Selection

Figure : Late Arrival Process

17.6. Query Analyser
You can run your MS SQL Query form this windowto view ,update record,Delete Records etc. directly
form database.You can select the table name from available table name detail.

QUERY ANALYZER

Mumber of Fiecard Affected Execute

Available Table Query OutPut -
Table List

p |tbIB ankMaster
thiCalander
tblCatagary
tblICarmpany

tblD epartment

tblD &zigration
tblDivizion
tblDynanicReparthd 2
THIEmployee

tblE mployeeShiftkd as
Thlexrtrashift

tbllG atePazz
thiGrade
TEBLHISTORY
tbIHODremarks

-

Ba

thllakz arrivealivfn

17.7. Mail Setting

If you have a machine at different location and by this setting when they will capture the data,
a text report will automatically deliver to you.

_ Give that server's IP address.

_ Mail of that person from mail will come.

_ Mail id of that person when mail will automatically come.
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_ Mail subject.
_ Mail sending option from which option you can to send the mail.
_ Mail text which you want to write.

[] Mail Informatio —)

Server IP || |

Smtp Port

From [Mail 1d] | |

To [(Mail 1d) | |

Mail Sending Opt. I ;I

User ID |

Mail Text

Ilpdate Drefault Gmail Cloze

Figure: Mail Setting
17.8. Auto Mail (Report)

If you want to send mail automatically of Late Arrival ,Absenteeism,Attendance, Early Departure and Daily
performance register of a particular day, you have to tick on send mail in department master.

17.9. Mail Reports

If you want to send mail automatically with subject and text message of Late Arrival Absenteeism,Attendance
and Early Departure of a particular day to the H.O.D of the related department the you will use this option of
the time office software.
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Auto Mail Reports

Feport Mame | Abzentesizm Fegister ;I Subject

Dretailz

Edit | zave | Deletel Cloze |

17.10.Send Mail

By this option you fill information Multiple Email ID. With Selection Option. of deparment ,and etc.

Enter Mail Id
Enter kail Id
Selection
Add Havre Edit Delete Close Selection

Fingure : Send Mail

18.Payroll Transaction
18.1. Attendance Analysis
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By using this window you can maintain an employee’s data. You can set how many days that employee
worked? His absent, his OT hours, Late hours, Early hours, WO, CL,SL,PL/EL, Other leave, Late days, Early
days,Holiday.

iﬂata Mﬂliiié!l e S

=
kanth 022012 - ] Departrment :

Card Ma. |:| Dresignation

.

/_ Cays worked [

Absent / L'wP sL

0.7. Hours FL/EL

Late Hours Other Leave

Early Hours Late Days

i Early Daps

Halidays Total Payablelays _/)

ok Tioee |

Figure: Attendance Analysis
18.2. Arrear Entry

By using this option, you can set arrear for a month or multiple months.You can also set
basic salary, DA, HRA, Conveyance, medical andincentive on which you want to give arrear.
You can give arrear to employee by two types: 1- as per actual paid days, paid days by user.
When you will tick on paid day user, a window of “number of paid days will show and you can enter days.
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Kindly Fill up following Earning fields with their respective Increased By

Fay Code Mo. |:I Fayable |n the month of JEIE.-"IZEI'I 2 v; For month iEIEI.-"EEI'I > .,1

Rates Calculated Amaount ﬁ“ Onetanth O Multiple Mu:unths__.

: I .F'-aj,.ll:-lé Eié_l.,lsnﬁelé&ti.nn
ﬁasm [000000.00 | (90000000
0.4 [00000.00 | [00000.00

I Az Per Actual Paid Days
H.R.4 [oo000.00 | [oo000.00 |

|

|

Onan.on " Paid Days by Uzer
Conveyance [00000.00 | [00000.00
Medical [00000.00 | [00000.00

FF
Y.P.F 0000000
ESI 000,00 — Manth Arear Days -

f+ Remaining Days

" Increment D ays

APPLY Settings |

Cancel ]]

Figure : Arrear Entry
18.3. Salary Lock

By using this option you can lock and unlock the salary of the previous month. For locking

you can directly do it after doing selection but for unlock you have to gave it's password to

unlock the salary. You can also change it's password. You can also generate the history of
lock ,unlock and password change.
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— Unlock Lack

Morth & ear |na;2mz vI All previous |na;2mz vI

month zalary
will lack,

befare thiz
Inlock, | otk Lok |
— Repart
kanth IEIE;"EIE;"EEHE vI To IEIE;"DS;"EEI'IE vI Repart |

— Change Pazzword
Old Pazzword

Mew Paszwaord

Confirm Password

Change Pazsword

18.4. Hold Salary

By using this option you can hold the employee salary for particular period and when you want to unhold this
employee salary then you can also remove the check mark from there.
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[f *'ou want to Hold Salary of Particular Employes or &y
Department then select the departrment from the Department List
Then Uncheck that employee from the List Box then Press

Diepartment List: HOME |

[ Select Al

Paycode  Employeet ame

Hald Salar |

Figure : Hold Salary

18.5. Reimburshment
7.5.4 Reimb Description

You can give name of Reimbursement which you are giving to employee like incentive, OW, etc but you don’t

want to show this reimbursement on salary slip but want to maintain it in software.
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@scriptium

Description £

Description 3

Description 4

Description &

Description &

Descriptian ¢

Description &

Description 9

Qscriptiun 10 ] j;

.: Save Cloze | ] ..

Figure : Reimbursement Description

7.5.5 Reimb Setup

In this setup, you can see reimbursement description will automatically show. Just enter payroll code and
press “tab” and details of that employee will automatically generate. You can set financial year. Now you feed
opening balance for these reimbursement and then save this setup.
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Pay Code |:| Financial Year From |10/2007 | Financial Year To |10/2007 «

Mame Labelt Card Ho Label9

Department Label? Dezignation Labell12

| |o0o0o.00 \

| |o0o00.00
| [oooon.00
| |oooon.0o
| [oooon.00
| |oooon.oo
| |oooon.oo
| |oooon.oo
| |o0o0o.00
| |oooon.00

Total |E|EIEIEIEIEI.EIEI _/

Cloze

Figure : Reimbursement Setup
7.5.6 Reimb Transaction

After completing reimbursement setup, you open reimb transaction. Just enter paycode and press “tab” and
opening balance of reimbursement will automatically show in employee monthly reimbursement paid
window. Now you can give values of these reimbursements on monthly basis and this total amount should not
exceed more than total amount of opening balance.
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Reimbu

Employee Monthly Reimbursement Paid ]

Pay Code Month 09/202 -
Mame : Card Mo -

Department : Designation :

/_ ﬁutal Amaunt Upening Eal-x

T
T
Goooooa
Goomooa
Goooooa
Gooooma
T
T
T
Goooooa

K Total IW \\ /

Cloze Save

Figure : Reimbursement Transaction

18.6. Loan Setup

You can make entries of advance or Loan through this option. First you have to enter payroll
number of a employee and press button tab to details of that employee like card no,
company, employee name, department and category will automatically come on the screen.

|. Entries about Advance:
_ If you want to take advance, tick on advance.
_ Company ID number will automatically generate in the case of advance.
_ If you want to deduct that advance from salary, tick on box (deduct from salary).
_ You have to select on advance type by option advance/loan type.

_ If you can see entry of existing advance, just tick on box (view).

_ By clicking on new to create new window for advance. You can enter month in which
employer is giving advance, total advance, you can make amount in installment and number
of installment will be generated automatically.
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_ By clicking on delete, you can delete existing window for advance.

o View O Mew © Delete

Pay Code : Deduct From Salany W

Loans&dy Type | Advance j

ID Mo.

Card Ho.
Company
& Advance  Loan
Employvee Mame:

Departpment

Cateqgory

Advance Month |09/2012 - Tranzaction From Month |09/2012 -
Total Advance |:| Installment Amount I:I Humber Of Installmentl:l

Save | Cancel | ‘

ll. Entries for loan:

_ If you want to take loan, tick on box (loan).

_ If you want to deduct that loan from salary, tick on box (deduct from salary).

_ You have to select on Loan type(personal loan, home loan, vehicle loan, other loan)
by option advance/loan type.

_ If You can see existing loan, just tick on box (View).

_ By clicking on new to create new window for Loan. You can enter month in which bank is approved
loan, totalloan, you can make amount in installment and number of installment will be
generated automatically.

_ by clicking on delete, you can delete existing window for loan.

18.7. Loan Adjustment
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S

Card Ho.
Company
Employee Mame:

Departyment
Category

* Adwvance © Loan {¢ Salary 7 Cash || & Adjust Installment ¢ Add Mew Instaliment

Adjustment Month | Sep/2012 - Adjustment Amount ICI

\L )

Cancel |

Figure : Loan/Advance Adjustment

If an employee took some loan or advance and he want to return it as soon as possible, he will use this option.

18.8. Piece Entry

In this piece entry, you enter paycode and press “tab” and detail of that employee will automatically show on
screen. You can select date on which you want to give salary. And select piece type and enter no of piece you
that employee have made and then save, total amount will be calculated automatically.
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Date : 1.-’EIE|£2EI1 2 -

Employes Mame:

Departurnent;
Compary:

Categony:

Select Fiece Type [ 101-ghyit v |Rate [100.00

LCancel

Figure : Piece Entry

18.9. Leave Encashment

This option is related to leave accrual of time office software. You can see how many leaves are balanced in
leave accrual and when you will enter paycode in Leave Encash Entry window and press “tab”, information of
that employee will automatically show on that window. And balance leaves will show with leave description
will show in leave encash window. You have to enter number of leaves you want to encash.
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el e
L Leave Encash Entry

Pay Code Mo. |:| For *fear 2mz Favable In the Month of  |g9/2012 -

M ame

Card Mo,

Dezignation

Comparny

Department

Catagorny kanth D ays

Leave Description Balance Encash Leave Description Balance Encash

Figure : Leave Encashment

18.10. Full and Final

This option is used for full and final entry for an employee. If an employee is leaving his job,
enter paycode and enter resign date and enter payable month in which you give him all
amount.

_ Tick on box Net Salary with previous month’s salary.

_ You can enter Gratuity’s amount.

__You can select leaves for incash.

_ If an employee has resigned one month before, employer has to pay for 30 days in
Notice Days Paid.

_ This full n final window will show pending loan/advance.

__If you tick on PF on leave encash in option allowed on payroll setup, pressing apply setting, amount
will automatically come in PF on leave in cash portion in full & final window.
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Fay Code Mo, : |:| Leaving Date:  |ogsn9/2m1z «|  Fulldnd Final Date: 1|:||3m9;2|:|12 vi

Calculated Amount

R eibursment D etails
/ ijEt Salary [ Previous Month Alzo [000000.00 Y !
1] ;

[aratuity

Leave for Incash [000.00 | [o00000.00 |

Bazic / Dapz

Motice Days Paid ¢ (000 Q00a00. 00
Motice Daysless ¢ (000,00 Qo0000.a0

Bazic / Dayps a0

Pending Loan Q00000.00
Fending Advance Qo000

FF on Leave In Cash & Motice Days Paid [ Pf on MoticeD ays

FF Amaount Q000000 YPF Amaolnt ICI

EFF Amount  (000000.00
FPF Amount 000000, 00

[ Bonus Allowed
From Date |11,/03/200C »| ToDate |11/03/2000 -

k Bonus Amount | D00000.00 /\ /

APPLY Settings | Cancel |]

Figure: Full & Final Entry

19.Payroll Process
8.5 Salary Process

By using this option, you can process for attendance data. There is three types of data, you can process:
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Employpee Paycode from ;| Q000000000 Ta:

From Date: [m1/08/2012 =) To:|31/08/2002_~ |

(" Capture D'ata From Time office and Frocess
* Process On Current Master Setup

" Process as previous setup

Capture Cloze Selection

Figure : Pay Processing

l. Capture Data from Time Office and process: If you want to give salary to employee for
actual days, you have to run this process.

Il. Process on Current Master Setup: if you have made entry on performance
analysis and process this option, report will generate on this captured data.

1. Process on Previous Data: If you want to see report for previous month, run
this process.

8.6 Attendance Incentive

By using this option you can calculate attendance incentive for each month. Each
month you have to run this setup before running salary process. You can make the
attendance incentive setup according to your requirement.
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'[] Attendance Incentiv

[ Attendance Incentive

Sernal Mo,

Daps Bebween I:I
Incentive Amt. ] Save |

IEI'I A0as2ma2 vI |31 A8/20 2 vI

Process Selection

Figure : Attendance Incentive

8.7 Bonus Process

Using this option if you have not done the bonus setup previously and you want to calculate the bonus
for previous month data then you can use this option.

[ Bonus Process

From Date IEIEHEIEIHEEHE "I To Date |n5m9x2n12 "I

Process

8.8  Gratuity Process

In gratuity process, you have to enter that date till that you want to process for gratuity.
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Gratuity Processing

Az on Date IEIE;"EIEIJEEHE vI
ok i

Figure : Gratuity Processing

20.Reports

eClockPro Attendai
General  Master inistrator Payroll Transaction Payroll Process |Reports] About Us  Exit
Login Time:06 Sep 2012 14:43 Diamond Ve TimeOffice Report Daily
Payroll Report Monthly

Yearly
Memao
Leave
Master
Chart
Extra

eClockPro Attendance & Paproll Management System Licence No -20M12073101 | Company Mame :-4.% TECHNO SOFT INDI& [F] LTD. CAPS | 244PM | 08/03/2012

» 8B el

After capturing punching data, you can generate time office reports and canteen report.

20.1. Time Office Report

Time office report generate on daily basis, monthly basis, yearly basis , memo, etc in text, excel and word
format.

9.1.9 Daily

There are following types of reports you can generate on daily basis like late arrival, absenteeism, attendance,
department summary, early departure, shift wise presence, machine raw punch, reason card punch, daily
performance, early departure, time loss, etc.
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M) Daﬂl.r Attendance Repor

06/09/2012 -

0

Late Arival D aily Performance Continuous Latedirival

Abhzentesism Early Departure Continuous Early Departure

Attendance Time Loz= Continuous Abzentesizm

Cepartment S ummary Ovwver Time Prezent

E arly &rrival Ower Time Summary Lunch Duration Report

S hift YWize Presence Shift Change Statement Tirne Slat Punch Audit

M aching Baw Punch Ot "Work Releaving / Extra Shift Repart

Mizzing And Reverficatan

&
=
=
=
=
~
i
X

Location Wize Punch

M arual Punch Audit

Daily Prezent M anagement R eport

Lines Per Page |55 Department Wise Skip

Generate | Selections...

Figure: Daily report

1 Late Arrival : You can generate late arrival report of those employees who come late
on that day.

2 Absenteeism : You can generate absenteeism report of those employees who is
absent on the day.

3 Attendance : You can generate attendance report of all employees for IN punch only
on that day.

4 Department Summary : You can generate department wise attendance on that day.

5 Early Arrival : You can generate report of those employees who come earlier before
the shift IN time on that day.

6 Shift Wise Presence : You can generate report of those employee's who are present
in their shift on that day through shift wise report.

7 Machine Raw Punch : Through this report you can see all record of IN and OUT
punching on that day.

8 Manual Punch Audit : If there will be any manual punch on a day,this report will
show all manual punch on that day with reason which you have entered at time of manual
punch.

9 Reason Card Punch : This reports show data of reason card punch

10 Location Wise Punch : This report show punch data location wise

11 Daily Performance : You can generate daily performance report of selected
employee's.

12 Early Departure : You can generate early departure report of those Employees who
go before shift end.
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13 Time Loss : You can generate time loss report of those employee through which
employee time loss is found.

14 Over Time : You can generate over time report of all employees who done
overtime.

15 Over Time Summary : You can generate overtime report of employees who work
after shift end.

16 Shift Change Statement : When you change shift of a particular day, shift
statement
will show the shift of that employee.

17 Out Work : You can generate report of those employees who work in field.

18 Missing and Reverification : This report shows miss punch of employees but they
were working on that day.

19 Daily Present : This reports of persent employee reports

20 Continuous Late Arrival : If an employee is coming late continuously, you can
generate
his continuous late arrival report between duration of days.

21 Continuous Early Dearture : You can generate this report for employee who left
continuously before shift end time.

22 Continuous Absenteeism : If an employee is continuous absent, you can generate
this report.

23 Present : This report shows report of present employee's on that day.

24 Lunch Duration Report : This report shows lunch duration of employee's on that
day.

25 Time slot punch audit : This report shows punching data of a particular employee
who punched during a time slot.

26 Management Report : This is a dynamic report. This report shows in the excel sheet for the
management.

9.1.10Monthly

You can generate performance register, late arrival register, early departure register, absenteeism register ,etc
register on monthly basis in text, excel and word. And also can generate muster roll, form no-12, form no-25

and employee wise and department wise reports.
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[ 01/08/2012 /082012 - ] [ 3 - - ]
* Perfarmance Register (™ Emploves wise Performance - Muster Ral =
" Late Arrival Begister i Employes Wise Attendance " FormMao-12
" Early Departure Begister i Employee Attendance Detail 7 Form Mo - 12 New
" Abzentesizm Register " Department ‘Wise Attendance (" Form Mo - 25
) ] o " Form Mo - 25 New
" Owver Time Register i Shift Wize Attendance  FormMNo- 76
(" Ower Stay Register " Ower Time Summary } '{:
" Early Departure
" Shift Schedule i~ Employes Statuz
: (" Total Lozz and OverStay
" Lunch Duration Repart " Manual OT Deduction
; : ;i : (" Late and Ower Stay
(" Location Wise Punch i Might Shift Punch . v
" Employes “Wise Percentage
i GatePazz Repaorts
" Department “Wize Percentage
Lines Per Page |58 Department Wise Skip v
Cloze Generate | Selections... |

1 Performance Register : This report shows the monthly performance of each and
every employee’s.

2 Late Arrival Register : This report shows the monthly report of late arrival if any
available, of each and every employee’s

3 Early Departure Register :This report shows the monthly report of early departure if
any available, of each and every employee’s.

4 Absenteeism Register : This report shows the monthly report of absenteeism if any
available, of each and every employee’s.

5 Over Time Register : This report shows over time for one month of all employees.

6 Over Stay Register :This report shows over stay of those employees who stay in
company after his shift end.

7 Shift Schedule : This report shows shift chart of all employees for a month.This
report can be generated for all Shifts (fixed, rotational,ignorable).This chart shows shift
pattern, weekly off and theshift of each day employee wise.

8 Lunch Duration Report This report shows lunch duration of employee’s.

9 Employee Wise Attendance : This report shows the attendance details of all
employees like total present, absent, weekly off, holiday, Leave, OTand OT
amount for a month.

10 Employee Wise Performance: This report shows attendance of each employee like attendance

status, late arrival, early departure and hoursworked for every day of one month.

11 Department WiseAttendance : This report shows department wise attendance of
employees like total employees in the department, number of presents,absents, leaves and
weekly off and holiday.
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12 Shift Wise Attendance : This report shows shift wise attendance of employees.
ltshows the number of days present, absent, weekly off,leave, OT and OT amount.

13 Over Time Summary :This report shows total over time duration of One month of
each and every employee.

14 Employee Status : This report shows status of employees of one month.

15 Manual OT deduction :This report shows report of OT deduction of all employee
whose entry had done through “punch entry for OT”

16 Night Shift Punch: This report shows monthly report of employee’s who work on
night shift and punch for entry at night.

17 Location Wise Punch : This report shows monthly report of Location Wise Punch.

18 Gatepass Report : This report shows monthly report of GatePass.

19 Muster Roll : This report shows all detail like pay code, card no., employee name,
day’s work, holiday, CL, EL, total absent etc of employee and his present and absent status
in the month.

20 Form 12 : This report shows all detail like, paycode, employee name, name of adult
worker, father’'s name, nature of work, department, etc of employee and his present and
absent status in the month.

21 Form 12 New : This report shows all detail like, paycode, employee name, name of
adult worker, father’'s name, nature of work, department, etc of employee and his present and
absent status
in the month.

22 Form 25 : This report shows all detail like, paycode, employee name, name of adult
worker, father’'s name, nature of work, department, etc of employee and his present and
absent status in the month.

23 Form 25 New : This report shows all detail like, paycode, employee name,name of
adult worker, father’'s name, nature of work,department, etc of employee and his present and
absent status in the month.

24 Form 26 : This report shows all detail like pay code, card no.,employee name,
day’s work, holiday, CL, EL, total absent etc of employee and his present and absent status
in the month.

25 Employee Wise : This report shows all detail like, payroll, card no., employee
name, present %, absent %, leave %, weekly off %, holiday % employee and his present and
absent status in the month employee wise.

26 Department Wise : This report shows all detail like, payroll, card no., employee
name, present %, absent %, leave %, weekly off %, holiday % employee and his present and
absent status in the month department wise.

27 Early Departure : This report shows the monthly report of early departure if any
available, of each and every employee’s.

28 Total Loss and Overstay : This report shows the report of the employee’s who do
some time loss and overstay in the company after shift time.

29 Late and Overstay : This report shows the report of the employee’s who are coming late and
overstay in the company after shift time.

9.1.11Yearly

You can generate reports on yearly basis of every employee in form no. 14, yearly attendance details and from
B.
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[ ] Yearly Attendanc
[ Year 2012 2 r ]

% Farm Mo, 14
" Form Mo, 14 Mew
= Faorm Mo, 15
{7 Yearly &ttendance Detailz
= MNew Yearly Attendance Details

" FormB

Cloze | Generate Selections...
Figure : Yearly Attendance Report
9.1.12Memo
You can send notice and Memo to each department for late arrival, absenteeism, continuous late arrival,

continuous early departure and continuous absenteeism of employees.
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ﬂ Memo Repo
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(" Abzentesizm
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(" Continuous Absentesizm

Lines Per Page |52 Department Wise Skip v

Cloze Generate Selections...

1 Late Arrival : You can see late arrival of a particular employee and send notice to
his department head.

2 Absenteeism : You can send notice/memo of that employee who was absent without
notice.

3 Continuous Late Arrival :If a employee is coming late continuously, you can send
notice/memo to that department in which he is working.

4 Continuous Early Departure :If a employee is coming early continuously, you can
send notice/memo to that department in which he is working.

5 Continuous absenteeism : If a employee is absent continuously, you can send
notice/memo to that department in which he is working.

9.1.13Leave
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Lines Per Page |53 Department Wise Skip

Generate Selections...

1 Sanctioned leave : Reports of details of sanctioned leaves of all employees.

2 Leave Card : This is the card which can be given to Employees showing his / her
leave status (Accrued, consumed and balance) till date.

3 Accrued Leave: Reports of all accrued leaves.

4 Consumed Leave : This report show how many leaves an employee has taken till
now.

5 Balance Leave : This report show how many leave has been left to the employee till
now.

6 Leave Register : This report shows employee wise accrual, Date wise consumption
with reason and balance of each leave.

7 Leave approval : In this report you will see the approval person , leave type, total
leave.

8 Monthly Leave Accural : If you run maonthly leave accrual then you can generate this report . this
report shows leave accrual on monthly basis.

9.1.14Master

This report shows all Master information according to your selection like, declared Holiday, Company,
Department, Category, Shift, Employee setup information, employee general information, leave, Employee
joining information, employee leaving information and employee who is not on payroll.
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Company Master " Leave Master " Employee Birth Information
Department Maszter (" Declared Holiday " Tenure Repart
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=

Deszignation tazter " Employee naot in pavroll

Employee Information [Dynamic]

Lines Per Page |53 Department Wise Skip

Generate

1 DeclaredHoliday : This report show the declared holiday of the year of the company.

2 Company :This report show all the company information which is in the time office
software.

3 Department :This report show all the department in the company which is in the time
office software.

4 Category : This report show all the category information which is in the time office
software.

5 Shift : This report show all the shift information of the company which is in the time
office software.

6 Employee Setup Information: This report show all the information of the employee setup which is in
the time office software.

7 Employee General Information :This report show all the general information of the
employee like name, father's name, address, designation,department, which is in the time
office software.

8 LeaveThis report show all the leave type information which is declared by company
in the time office software.

9 Employee Joining Information : This report show all the information related to joining
of
employee which is in the time office software.

10 Employee Leaving Information: This report show all the information related to
leaving of
the employee which is in the time office software.

11 Employee not in Payroll : This report show all the employee who is not in payroll.

12 Employee Birth Information: This report show all the employee Birth information.
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13 Tenure Report : This report show all the employee six month period from
joining date.

14 Employee information(Dynamic) : This report show all the selected information of
selected employee in the excel sheet which is in the time office software.

9.1.15Chart

[Emazmz - |

f« Daily Perfformance

" Doaily Time Loss

(" Manthly Perfarmance

(" Monthly Tlme Loss_Owverstay
" Monthly Leave Statuz

" Department Wize Employees
(" wieekly prezence Statuz

Generate Selections. ..

Figure : Chart Report

1 Daily Performance : This report show the daily performance of the selected
employee in the form of Chart.

2 Daily Time Loss This report show the Daily Time Loss of selected employee in the
form of Chart.

3 Monthly Performance This report show the monthly performance of selected
employee in the form of Chart.

4 Monthly Time Loss Overstay : This report show the monthly time loss and overstay
of the selected employee in the form of chart.

5 Monthly Leave Status This report show the monthly leave status of the selected
employee in the form of chart.

6 Department wise Employee’s : This report show all the information of the
employee’s department wise in the form of chart.

7 Weekly Presence This report show presence status of the selected employee in a week in the form
of chart.

9.1.16 Extra

From this option you can generate the report when you have modified report accordning to your requirement.

20.2. Payroll Report
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In this section you can generate Salary Reports, PF reports, ESI reports, Reimbursement reports,Statuary
reports, Loan/Advance reports, Arrear & Bonus reports, Master reports, Piece information, and statement.

[] eClockPro Atte
General Master Voucher Register Process Leave Management  Administrator  Payroll Transaction  Payroll Process [ Reports | About Us  Exit

Welcome:Admin,Good Evenin i 3 2012 14:43 Diamond Ve TimeOffice Report 3
Payrall Report

....... ‘Salary Reports
....... BF Reports
ESI Reports
Reimbursement Reports
HR Reports
STATURY Reports(Blank Format)
- LoaniAdvance Reports
i Arrier & Bonus Reports
i Master Reports
- Piece Information
- Statement
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Contact Us
Thiz Product iz licensed to;
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m

[il The LICEMSEE shall uze the icensed copy of the Saftware an the
LICEMSEE's Awthonzed Site(z] and nat in any other manner whatzoewver
withiout the prior congent inowriting fram the LICENSOR.

USE LIMITATIONS _‘

[i] The LICEMSEE iz permitted to make one copy of the Software
zolely for backup or archival purposes and not othensise howsoeyer.

ii] The LICEMNSEE zhall nat reverzse enginesr, decarmpile or S
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22.Exit

You can exit from the software through this option .For exit click yes

Do you realy want to quit

GOOD BYE
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