ETT| TIMEPRINT

CLOUD CLOCK:'NG)

USER MANUAL

(Company Login)

ECO CLOUD CLOCKING is an online mobile attendance clock system with GPS and QR ¢
clocking functions. By using this system, employers able to médageJt 2 @alyS Q &
attendance and also leave applications.

Through more parameter settings, employers caamnage employees mobile clocking
and collect employee's attendance.

All records are stored in the cloud, and employees can view their historical attendance
records or submit éeave for approval by the head of the department.
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1.0Company Login

1.1 Sign Up
1 Frstt 22dzQff ySSR G2 aAady dad by +002dzyd G GKS &/ z

[ECTTIMEPRINT

CLOUD CLOCK!NG_)

Eﬂ [IMEPRINT

CLOUD CLOCKJNG‘)

Company Login

Company Code

ﬁ Company Login

FORGOT PASSWORD

3 Employee Login

Don't have an account?

G GKS &/ 2 Y Lhese ®o signdngve atcount LJ

Sign U
gn=p The Company Code will be use §

the Company Login

Company Code

Company Name Please Noted t@company Code
is CannotBe Changence done
Person In Charge the Sign up.

Contact No.

Address

e You will receive aemail to this email

address after submit later

2 KSYy {A3IYyAYy3 dz2LJ I ySg 02 YL} yeCompayZady, CampanyNRd, Persdilnlj dzA NJ
Charge Contact No. &Email Addresso proceed to the next step.



After entry all theinfo, and tapSubmit @ 2 dzQf f NBad& jodr 3Ril boxy

ECOTIMEPRINT <cnline@ecotimeprint.com=

tome ~

Dear ADMIN

You now may use this temporary password to login into ECOTIMEPRINT Web Viewer. Please be careful that the login information is important and confidential.
Therefore, please keep it in a safe place and it is advisable not to reveal or share your password with anyone:

Company Code: Testing
User ID: admin
Password: adminpass

-- This message is automatically generated by ECOTIMEPRINT.COM

Theemail willcontain theCompany Codelemporary User ID & Passwotd login you company account

1.2 Login

On theCompany Logia ONB Sy > Sy (G SNJ G KS8lex®DYLI y& O2RS 3 (L) a4

Select theUser ID(Default will beadmin), and enter theaemporary passwordo login the Company account

Eﬂ [IMEPRINT [ECOTIMEFRINT

cLOUD r:r.ocmns_) cLoup cr.omm;_)

Company Login Company Login

{St SO0 «al
o X

&
LOGIN
FORGOT PASSWORD E ntry theTe m po rary
Password
Enter theCompany
Code




ECO P

N o~
8. 8
WHO'SIN WHO'S OFF

Advance Search

*Home Screen of the Company Account

Forget Password

1 If you forgot your login password, click forgot password.
1 Key in your Company Code & Employee No., then click Submit.

1 The password will be sent to the email setup from employee master on company login.

*If mail does not show up on your email inbox, plegsar check spam or junk mail folder.

[ECTTIHEERINT, [ECTTIMEPRINT.

CLOUD CLOCKING)

Company Login Forgot Password

Company Code

ECOM

Employee No.

1234

FORGOT PASSWORD




2.0SYSTENMETUP

1 Tap theMenu at the right top corner of the account home screemgétothe System Setupo open the
systemsetupmenu.

ECO ez

SYSTEM SETUP

Attendance

Leave Application ]
Clocking Terminal B @

Company Profile Department  Payroll Station

WHO'SIN WHO'S OFF

Employee Master

Employee Parameter g @ D

Advance Search

Work Code GPS Location Leave Type
Messages

{S System Setup 8 E

System Parameter User Profile  Terminal Setup

3 a8 &
Log Out

2020 ECO SOLUTION TECHNOLOK Al rights reserved

Company Account home screen Find the System Setup System Setup Menu

2.1 COMPANY PROFILE

Company Profile
1 TheCompany Profileetup will allow you edit the company detail includirggmpany Name, Person in
Charge, Contact No., Email Address & Company Addielesmse noted that Company Cadesannot be

change once done the sigIp step.

COMPANY PROFILE

The Company
code cannot
be changed

Company Code

Company Name

ECO SCLUTION TECHNOLOGY

Person In Charge

Contact No.

Email Address

Address

To save after edit the detalil
Save




2.2 DEPARTMENT

3 8

Department

1 Onthe Departmentsetting, you carcreate& edityour company department.

1 Tocreatenew department, firstly tap on thdlew button, after finish input the detail information, tapave
to save the detail.

1 Toedit the department detailgo to the department list and tap on tHedit button. After the edit, tapSave
to save the edited detail.

i Todeletethe department, find & tap théeletebutton and tap at Confirm Delete to delete the department
profile.

Tap to dit the Departmentdetail

Department Name

Person in Charge Name

Person in Charge
Contact No.

TapNewto create a
new department

DEPARTMENT

Department

Head of Department (Person In Charge)
Contact No.

Email Address

Cc.

Remark
MNew

Department

New Confirm Delete

Department

Tap to ctlete Department

Person in Charge
Email Address

Cc.to another email
address Qptional)

TapSaveto save a
new department
profile or edited

department detalil

Theexisting
Department




2.3 Payroll Station

i

Payroll Station

G GKS tlFeNeftf {dF A2 yedityGkicompgny payrdll tateonf £ 6S | 6f S
9 Tocreatea new payroll stationtap on theNew button, enter the Payroll Station name and the remark
(Optional). After that, tapSaveto save the new payroll statio
1 Toedit the payroll station detail, go to the existing payroll station list and tap orEtliebutton. After the
edit, tapSaveto save the edited etail.
1 Todeletethe payroll station, find & tap th®eletebutton and tap atConfirm Deleteto delete the payroll
station profile.

=

New Confirm Delete

New

Payroll Station

Payroll Station

Tap toEdit the Payroll Stationdetail Tap to celete Payroll Station

PAYROLL STATION

Payroll Station
Name Payroll Station

S (Optonal
TapSaveto save a

profile or edited

Remark

TapNewto create

a new payroll — Save payroll station
station Payroll Station
TheexistingPayroll
Station

(



2.4Work Code

=

Work Code

1 The work code can hgsedwhen employee do their clocking, employee will be able to

At the work code setting, you can settipe work code ffom 1-99)

1 Tocreatea new work code, tap on thidew button select a work code number and entry the work code
description. After that, tafsaveto save the new payroll station profile.

1 Toedit a workcode, go to the existing workcode list and tap onEllg button. After the edit, tapSaveto
save the editd workcode.

1 Todeletethe workcode, find & tap th®eletebutton and tap atConfirm Deleteto delete the workcode.

=

Workcode number

WORKCODE (Available from 1 to 99)

Workcode Description

WorkCode

)

Description

New Save

Description
TRAINING
New Confirm Delete

Description

Description

TRAINING ‘ Delete I Edit
TRAINING Delete l Edit I '
SERVICE Delete ﬂ

Emergency Delete ﬂ

mereEney ﬂ

Existing Workcode
List




2.5 GP3.ocation

1 TheGPS Locatiors use for allow employee can orggrform attendanceclockingat specific location/area.

9 GPS Locatiosettingis requiredto use the device with GPS function to record kbeation coordinate, thus
it isrecommended using thensartphone (Please allow the GPS permission as well) to get the most accurate
GPS&oordinate.

1 The recorded GPS Location can be assignedngioyee Parametefto allow employee can only clocking at
specific location or nofiixed location).

1 Tocreatea new GPS Location, tap on tRew button and tapStart Collect GP® start record the GPS
coordinaterange,tap Stop Collect GP® complete the GPS coordinate record.

1 Toeditthe GPS locationgo to theGPS locatiolist and tap on theeditbutton. After the edit, tapSaveto
save the edited5PS location

1 Todeletethe GPS locatiarfind & tap theDelete button and tap atConfirm Deleteto delete theGPS
location

GPS LOCATION

GPS Location Code

GPS Location Code

- R GPS Location Description

Location Description

Tap to active or deactivate
using the GPS Location

MNEAREST LATITUDE (FROM | TO)

LAT FROM

GPS3.ocation Area

NEAREST LONGITUDE (FROM | TO) (Away from thiS area emp|oyee
62yQli 0SS | 0f S

Tao to start collect the GPS




2.6 LeaveType

Leave Type

1 Leave Typean create new or delete the leave such as Annual Leave, Sick Leave & etc.

LeaveType LEAVE TYPE
Leave Type
(Optional) To Save the Leave

Remark Type Detail

Tap to create a new

leave type

Tap to create aew
leave type

Existing Leave Type
List

UMPAID LEAVE




2.7 SystemParameter

{a;{&

System Parameter

1 At System Parameteryou can change theefaultsetting ofGeneral ParametetGPS Pameter & QR/Face
Parameter

Allowinput alphabet at
GENERAL PARAMETER Employee ID.

Allow Alphanumeric Employee Mo.

Allow employee clocking using other
SYLX 28SSQa Y20

YES &2

Witness Clocking

NO

Must Select Workcode after
Must Select Work Code punch QWFACE PARAMETER

MO Must Select Status After Punch

Allow employee login with
multiple device

Manage Device Login

YES

Allow Only One Device to Login ¥

Clock Option

Enable Transfer to New Device Allow emp|0yee |ogin with new
YES ~ device

OR-Code

Allow Head of Department Submit
Leave Application on Behalf Allow head of department submit Must select clock status after

NO v leaveapplication for employee 5t 201 Ay3aY {AdTy

Duplicate Punch Peniod (Minutes)

Time period consider as Duplicate

/Double Punch Enable or Disable Clocking using
QR Code
GPS PARAMETER . . .
Enable or Disable Clocking with Gl

Enable GPS Clocking

‘ES Must take photo after Clocking
Must Take Photo After Punch
— ¥ Can onlyclocking at registered GPS
Must Punch at the Registered Location Location

YES W@ Enable or disable employee clocking as [None] stat

Usually this option will be use for example: Salesma

Enable None Status Punch

YES Setdefault GPS Location

Default GPS Location

OFFICE

Clock Option
GPs L

Enable or Disable Clocking with GPS 10




2.8 User Profile

User Profile

1 User Profile is use for create or delete theer of companyoginaccount.

User Login ID R FRO

Admin

Enroller

Terminal Device
Enroller + Terminal Device

Different account type will have
different account access & A

function User v

Aaare

Account User Name

User Login Passwor(

User Email address

' ASNRa 5851 All Department w

All Payrall Station hd
Tap to creatdNew User

Differencesbetween each User Type

Admin : Grantfull control of the Company Account.

Tap to savéNew User
Or

EditedUser Profile

User : Cannot accesSystem Setupall otherthe other function can access as well
Enroller. Can only accegamployee Paramete& Employee Masterfor register new employee ananage

employee detail.




U Terminal Turn the device as@ocking terminalfor employee to clocking.

U Enroller + TerminalCombineEnroller and Terminal function, access.

2.9 Terminal Setup

Terminal Setup

N You can addedit or deletethe terminal in terminal setup

TERMINAL SETUP

Serial No. / Company
Code Senal No.

ECOM

Terminal Description Description

Corporate

Remark Remark

Tap to refresh the page
and add new terminal

Description

Corporate

Tap to delete the terminal

Tap to savehe Terminal

Tapto edit the terminal

12



3.0 Employee Master

1 The Employee Master allow you teanage the employee profile detaihcludingcreatenew
employee profilegdit employee detail, &elete employeeprofile.

3.1 New Employee

EMPLOYEE MASTER

Yaad Count : 24

MNew Employes Import Employee

Tap to Create New EMPLOYEE - ADD NEW

Employee Profile

Jo

Employee Mo.

Employes Name

I l

Entry the employee detail

&

I

Payroll Station

Saveto done create a new
employee profile

I

Contact Mo.

Email Address

No.: 413

- 413

E I
<

_/\
Take Photo

( >7 Here to take photo

v




3.2 Take Photo

EMPLOYEE PHOTO

Tapto take photo

Photo 1 Photo 2 BioPhoto

A

Delete Delete Delete

Submit

Tap submit after take
photo

1 Make sure the face detectioiname is appeared in order to takshoto.

1 Must take 3 photosPhoto 1, Photo 2& BioPhota
1 BioPhotowill be used for Face Clocking verification

14



3.3 Import Employee

EMPLOYEE MASTER

Q Tap to Import Employee

Head Count : 24 from Excel file

MNew Employee Import Employee
~—

IMPORT EMPLOYEE VIA EXCE

To import employee,
X % must using the excel

Download the template here template WeprOVIded

No file chosen
Tap here to download the
Upload template
After entry the data, tap choose file Entry the Employee detail in the
to upload the Excel file & Tap Uploa excel file
After tap the 1 Employee}?o ‘Employee}?ame Ypaseword : ‘Depammi ‘pa,mnsE:aﬁm ‘Con‘lact;o EmailAgdfess e :
2 5001 Test 1 abcl23 0128337065 test@zmail. com
upload, -

Tickthe :nplnyee 'Eulllplnyee Pacword :aymll
o ame tation
employee
& 501 Test 1 abc123 0128337065 test@gmail.com o
to Login
tap I m port 20210121120000.xIsx
EI
button

15



3.4 Employee Info

Here to edit the Employee Details

\No.: Al4 Yy
- A13 W

y
EMPLOYEE DETAILS

Taks Photo Take Photo

Jo

Employes Mo.

Ta
I

Employes hlame

Paszword

II

Payroll Station

I

Contact Ma.

Ernail Address

Tap Show Additional Info for
more employee info

After edit, tap save




3.5 Suspend/DeleteEmployee

At Employee Detailsfind
the SuspendField to select
Suspendor delete the
employee

Suspend

NO

YES
NO

DELETE

17



4.0 Employee Parameter

1 TheEmployee Parameteallow you to manage the setting about employee clocking, suatitagss
clocking multiple device clockingand etc.

EMPLOYEE PARAMETER

Search employee by Employee ID or

--Department-- W
--Payroll Station-- b

Filter Employee by Department

Filter Employee by Payroll Station

General Parameter
GP5 Parameter

TheEmployee Parameter settings . .

| OFFICE1 v |

|GPS v
QR/Face Parametar

| QR-Code v

At Emplqyee Parameter *Eunction isDisable*

you can just change the

function settingby simply
tapping it

*Function isEmable*



4.1 General Parameter

General Parameter
GP5 Parameter

@
E T

| OFFICET v |

|GPs v |
OR/Face Parameter

| QR-Code v

Enable/Disable Witnes€locking

Enable/Disable Must Select Work Cod

Enable/Disable Multiple Device to Logir

Enable/Disable Transfer to New Devic

19



4.2 GPS Parameter

General Parameter
___GPS Parameter | OFFICE1 b
--GPS Location--
// QFFICE
| OFFICE1
|GPS v
QR/Face Parametes Select theGPS Location Code
r- for employee to clocking in
-l
IQR-Code v
v

Enable/Disable Must Take Photo After
Punch

Enable/Disable Must Punch at Register
Location

Enable/Disable [None] Status Punch

20



4.3 QR/Face Parameter

General Parameter

GPS Parameter

| OFFICE1
|GPS v
QR/Face Parameter
| QR-Code p |
\ 4
Enable/Disabléust select $tatug| after

21



5.0 Clocking Terminal

1 TheClocking Terminaselection at the menu witlirn the device to a clocking terminal which allow

QRCode ClockingndFace Clocking

Attendance

Leave Application

Clocking Terminal

Employee Master
Employee Parameter
Messages

System Setup

Log Out

5.1 QRCode Clocking

CLOCKING TERMINAL

1 The QRcode clocking will generate a €®de for employee to clocking in.

e! TIMEPRINT
ECOTIMEPRINT QR-CODE

Fri 22-01-2021 08:58:06 AM

Scarno clocking

22



5.2 Face Clocking

91 For face clocking, it will allow the device using front camera or webcam for employee to clocking in.

f When using the face clocking, be sure the empldgge Ry QG ¢ S| NJ Y I &1 .EohvidohrgeSiNI i K
please ensure that havirgyfficient lightingfor more accurate and smooth clocking experience

1 The quality of the mobile device front camera wil@affect the clocking experience.

1 Noted thatBioPhotowill be used for Face Clocking verification, please refer to page 16, 3.2.

Fri 22-01-2021 09:37:48
AM

ttSrasS Sy adzN
face is fully shows at this
area

Will show employee name if
done clocking

23



6.0 Attendance

9 ¢KS

lGGdSYyRIyOS
GPS Location, Work Code and etc.

To checkvhich
employee done
clocking

Employee
clocking detail

chbm 2

K2 Qa

To seaewhich employee
done clocking

WHO'S IN

Ly

& &

WHO'SIN WHO'S OFF

Advance Search

1D: 991

991
2021-01-22
09:19

Tap the®¥E or Clocking Status

Fff26 dzaSNJ (2 G Nhclhding: EhgckiigB@atGsS Q a

To check which employee
KISy Qi Of

Search attendance detail
with filter

GPS Location Code
Work Code

To see the GPS Locatio
on map

24



c ®H

2 K2Qa h¥¥

& &8

WHO'SIN WHO'S OFF

Advance Search

ID: A10
al0
2021-01-22

ID: A11
A11
2021-01-22

ID: A12
A12
2021-01-22

To see which employee
KI gSy Qi Of

25



6.3 Advanced Search

1 TheAdvanced Searcfunction allow you quick search tlenployeeattendance detail/datawith filtering by

date period, department, payroll station and etc.

& &

Attendance Search

OAttendance  @Attendance Details

WHO'SIN WHO'S OFF

Advance Search

ID: 991

991
2021-01-22
09:19

Department

Payroll Station

Contact No.

Email Address

Remark

TapSubmitto input the filter

ABC

CFFICE ABC

CFFICE

Officel

Unkonwn Location

Contact No.

Email Address

Remark

Submit

Some filter such as:

Work code, GPS location is
only available for
Attendance detailssearch

26



Attendance SearclResult

& &

WHO'SIN WHO'S OFF

Advance Search

For[Attendancsd, it will

ID: 991 only show the basic detalil
991 .

5021.01.22 such aslocking date and
09:19 time

ID: 991

9291
2021-01-18
08:28 10:23

Attendance Details Search result

You can view the
2021-01-22 09:19 B CIOCkmg GPS

. r3 TRAINING location by taping

2021-01-18 08:28 E
@ -

2021-01-18 10:23

For[AttendanceDetails] it will display all the
attendance data such &@locking date & Time,
work code, GPS locatiom)ockingstatus.




6.4 Export Attendance Report

9 After search the attendance record you want to print, you can export it to excel, pdfext file

o o

WHO'SIN WHO'S OFF

Advance Search

ID: 1001

Taylor

2021-02-24

09:22 12:14 12:51 12:55 13:13
13:14 14:11  14:26

You can view thattendance
report in 3 file formats.

EXCEL

PDF

TEXT FILE

28



7.0 Leave Application

1 ThelLeave Applicatiort f f 2 &

user) to create a leave for employee.

To add Leave
Application

The Leave
Application
history

@2dz (2

Leave Application

XS ETTE Q
--All Leave Type-- hd

Test 123
SICK LEAVE
Start :
2021-01-24

12313

Test 123
SICK LEAVE
Start :
2021-01-22

123

To: Day (s)
2021-01-25 2

APPROVED

Day (s)

YIylFr3aS SyLi 2eSsSqQa fSI @S

Search the Leave
Application
history.

29
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7.1 Employer add leave for employee

Leave Application

Employes

Test 123

I

Lezve Type

Emd Date

Head of Department

Contact Mo.

Email Addresx

EPPROVED, Dobe: 2021 01 27 D513
By acimin

Employee Name

Leave Application Type

Leave Date Period

Leave Reason

9YLX 28S5SQa KSI

Employee Contact No.

EmailAddressand Cc. Field

Status othis Leave Application
Approvedor Rejected

Additional remark for leave applicatiof

30



oYL 28SSQa

[ Sdpposalor rejiiclion OF G A 2 YV

Test 123
SICK LEAVE
Start :
2021-01-24
12313

¢l L) GKS 9V

name to see the detail

E &

Test 123
SICK LEAVE
Start :
2021-01-28

Sample 123

. E_.— ToRejectLeave Application

APPEOVED
To: Day (s)
2021-01-25 2
Toapproveleave Application
BEJECTED
To: Day (s)
2021-01-29 2

31



