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CLOUD CLOCK:'NG)

USER MANUAL

(Company Login)

ECO CLOUD CLOCKING is an online mobile attendance clock system with GPS and QR code
clocking functions. By using this system, employers able to manage employee’s daily
attendance and also leave applications.

Through more parameter settings, employers can manage 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 a leave for approval by the head of the department.
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1.0 Company Login

1.1 Sign Up

e First, you'll need to sign up an account at the “Company Login”.

[ECTTIMEPRINT

CLOUD CLOCK!NG_)

[ECTTIMEERINT,

Company Login

Company Code

ﬁ Company Login

FORGOT PASSWORD

3 Employee Login

Don't have an account?

At the “Company Login”, tap here to sign up a new account.

Sign Up
The Company Code will be use at
e the Company Login.
Company Name Please Noted the Company Code
is Cannot Be Change once done
Person In Charge the sign up.

Contact No.

Address

e You will receive an email to this email

address after submit later

When Signing up a new company account, you’ll required to entry the Company Code, Company Name, Person in
Charge, Contact No. & Email Address to proceed to the next step.



After entry all the info, and tap Submit, you’ll received an email at your mail box.

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

The email will contain the Company Code, Temporary User ID & Password to login your company account.

1.2 Login
On the Company Login screen, enter the company code & tap “Next”.

Select the User ID (Default will be admin), and enter the temporary password to login the Company account.

Eﬂ [IMEPRINT. TIMEPRINT

CLOUD CLOCKING L cLoup cr.omm;_)

Company Login Company Login

ECOM
Select “admin”
wexr E=N

&
LOGIN
FORGOT PASSWORD Entry the Tempora ry
Password.

Enter the Company
Code.




ECO P

WHO'SIN WHO'S OFF

Advance Search

*Home Screen of the Company Account*

Forget Password

e If you forgot your login password, click forgot password.
e Keyin your Company Code & Employee No., then click Submit.

e 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, please your check spam or junk mail folder.

[ECTTIHEERINT, [ECTTIMEPRINT.

CLOUD CLOCKING L

Company Login Forgot Password

Company Code

ECOM

Employee No.

1234

FORGOT PASSWORD




2.0 SYSTEM SETUP

e Tap the Menu at the right top corner of the account home screen & go to the System Setup to open the
system setup menu.

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

Log Out

Company Account home screen Find the System Setup System Setup Menu

2.1 COMPANY PROFILE

Company Profile

e The Company Profile setup will allow you edit the company detail including, Company Name, Person in
Charge, Contact No., Email Address & Company Address. Please noted that Company Code is cannot be
change once done the sign-up step.

COMPANY PROFILE
The Company

Company Code

code cannot
be changed

Company Name

ECO SCLUTION TECHNOLOGY

Person In Charge

Contact No.

0128337065

Email Address

Address

To save after edit the detail
Save




2.2 DEPARTMENT

Department

e On the Department setting, you can create & edit your company department.

e To create new department, firstly tap on the New button, after finish input the detail information, tap Save
to save the detail.

e To edit the department detail, go to the department list and tap on the Edit button. After the edit, tap Save
to save the edited detail.

e To delete the department, find & tap the Delete button and tap at Confirm Delete to delete the department

profile.

New Confirm Delete

Department

Tap to edit the Department detail

Tap to delete Department

DEPARTMENT

Department Person in Charge
Email Address

Department Name

Head of Department (Person In Charge)
Cc. to another email

address (Optional)

Person in Charge Name

Contact No.

Person in Charge

Email Address

Contact No. Tap Save to save a

new department
profile or edited
department detail

Remark

Tap New to create a
new department

The existing

Department




2.3 Payroll Station

i

Payroll Station

e At the Payroll Station setting, you’ll be able create & edit your company payroll station.

e To create a new payroll station, tap on the New button, enter the Payroll Station name and the remark
(Optional). After that, tap Save to save the new payroll station.

o To edit the payroll station detail, go to the existing payroll station list and tap on the Edit button. After the
edit, tap Save to save the edited detail.

e To delete the payroll station, find & tap the Delete button and tap at Confirm Delete to delete the payroll
station profile.

New Confirm Delete

New

Payroll Station

Payroll Station

Tap to Edit the Payroll Station detail Tap to delete Payroll Station

PAYROLL STATION

Payroll Station
Name Payroll Station Remark

Tap Save to save a

profile or edited
New Save payroll station

Tap New to create

a new payroll

station

Payroll Station

The existing Payroll

Station




2.4 Work Code

=

Work Code

e The work code can be used when employee do their clocking, employee will be able to

e At the work code setting, you can setup the work code (from 1-99)

e To create a new work code, tap on the New button select a work code number and entry the work code
description. After that, tap Save to save the new payroll station profile.

e To edit a workcode, go to the existing workcode list and tap on the Edit button. After the edit, tap Save to
save the edited workcode.

e To delete the workcode, find & tap the Delete button and tap at Confirm Delete to 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 GPS Location

e The GPS Location is use for allow employee can only perform attendance clocking at specific location/area.

e GPS Location setting is required to use the device with GPS function to record the location coordinate, thus
it is recommended using the smartphone (Please allow the GPS permission as well) to get the most accurate
GPS coordinate.

e The recorded GPS Location can be assigned at Employee Parameter (to allow employee can only clocking at
specific location or non-fixed location).

e To create a new GPS Location, tap on the New button and tap Start Collect GPS to start record the GPS
coordinate range, tap Stop Collect GPS to complete the GPS coordinate record.

e To edit the GPS location, go to the GPS location list and tap on the Edit button. After the edit, tap Save to
save the edited GPS location.

e To delete the GPS location, find & tap the Delete button and tap at Confirm Delete to delete the GPS
location.

GPS LOCATION

GPS Location Code

GPS Location Code

Bl SR gt GPS Location Description

Location Description

FEE Tap to active or deactivate

et e
Active

MNEAREST LATITUDE (FROM | TO)

.
GPS Location Area

MNEAREST LOMGITUDE (FROM | TO) (AWay from th |S area employee

won’t be able to clocking)

Tao to start collect the GPS




2.6 Leave Type

Leave Type

e Leave Type can create new or delete the leave such as Annual Leave, Sick Leave & etc.

Leave Type LEAVE TYPE
Leave Type

To Save the Leave
Remark Type Detail

(Optional)

Tap to create a new

leave type

Tap to create a new
leave type

Existing Leave Type
List

UMPAID LEAVE




2.7 System Parameter

{a;{&

System Parameter

e At System Parameter, you can change the default setting of General Parameter, GPS Parameter & QR/Face

Parameter.

GENERAL PARAMETER

Allow Alphanumeric Employee Mo.

YES &2
Witness Clocking
NO
Must Select Work Code
NG
Manage Device Login
Allow Only One Device to Login ¥

Enable Transfer to New Device

YES R

Allow Head of Department Submit
Leave Application on Behalf

NG

Duplicate Punch Peniod (Minutes)

GPS PARAMETER
Enable GPS Clocking
YES

Must Take Photo After Punch

NO

Must Punch at the Registered Location

YES hd

Enable None Status Punch

YES

Default GPS Location

OFFICE

Clock Option
GPs L

Allow input alphabet at
Employee ID.

Allow employee clocking using other
employee’s mobile phone

Must Select Workcode after
punch

Allow employee login with
multiple device

Allow employee login with new
device

QR/FACE PARAMETER

Must Select Status After Punch

YES

Clock Option

OR-Code

Allow head of department submit
leave application for employee

Must select clock status after
clocking: Sign In, Go Home, etc...

Time period consider as Duplicate
/Double Punch

Enable or Disable Clocking with GPS

Must take photo after Clocking

Can only clocking at registered GPS
Location

Enable or Disable Clocking using
QR Code

Enable or disable employee clocking as [None] status.
Usually this option will be use for example: Salesman

Set default GPS Location

Enable or Disable Clocking with GPS

10




2.8 User Profile

User Profile

User Profile is use for create or delete the user of company login account.

. 1 ] () L) .
User Login ID
°9 Seiud Account User Name
LT User Login Password
Enroller
Terminal Device o .
Enroller + Terminal Device i
Different account type will have
different account access & A
function User -
aaare
User E-mail address
Depa
User’s Department All Department o
User’s Payroll Station
F O 0
All Payrall Station hd

Tap to create New User

Differences between each User Type

Tap to save New User
Or

Edited User Profile

Admin : Grant full control of the Company Account.
User : Cannot access System Setup, all other the other function can access as well.
Enroller: Can only access Employee Parameter & Employee Master, for register new employee or manage

employee detail.

11



> Terminal: Turn the device as a clocking terminal for employee to clocking.
> Enroller + Terminal: Combine Enroller and Terminal function, access.

2.9 Terminal Setup

Terminal Setup

® You can add, edit or delete the terminal in terminal setup

TERMINAL SETUP

Serial No. / Company
Code Senal Mo.

ECOM

Terminal Description Description

Corporate

Remark Remark

Tap to save the Terminal

Tap to refresh the page

and add new terminal

- Tap to edit the terminal

Corporate

Tap to delete the terminal

12



3.0 Employee Master

e The Employee Master allow you to manage the employee profile detail including create new
employee profile, edit employee detail, & delete employee profile.

3.1 New Employee

EMPLOYEE MASTER

Yaad Count : 24

MNew Employes Import Employee

Tap to Create New EMPLOYEE - ADD NEW

Emplovee Profile

Jo

Employee Mo.

Employes Name

I l

Entry the employee detail

&

I

Payroll Station

Save to done create a new

I

employee profile

Contact Mo.

Email Address

No.: 413

- 413

E I
<

_/\
Take Photo

( ) Here to take photo

v




3.2 Take Photo

EMPLOYEE PHOTO

r Tap to take photo

Photo 1 Photo 2 BioPhoto

A

Delete Delete Delete Tap submit after take
photo

Submit

Make sure the face detection frame is appeared in order to take photo.
Must take 3 photos, Photo 1, Photo 2 & BioPhoto.
BioPhoto will be used for Face Clocking verification.

14



3.3 Import Employee

EMPLOYEE MASTER

Y [ Tap o import Employee

Head Count : 24 from Excel file

MNew Employee Import Employee
~—

IMPORT EMPLOYEE VIA EXCE

To import employee,
X g must using the excel

Download the template here template we prOVIded

Noﬁlcchusen
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 Upload excel file
A B © D E F G | H
After tap the 1 [Employes No IR e RSN e e e
) 5001 Test 1 abcl23 0128337065 testilizmall. com
upload, B

Tick the Employee|Employee|, Payroll
No Name Station
employee
& -501 Test 1 abc123 0128337065 test@gmail.com o
to Login
20210121120000.xlsx
tap Import
EI.
button

15



3.4 Employee Info

Here to edit the Employee Details

\No.: Al4 Yy
- A13 W

EMPLOYEE DETAILS

Taks Photo Take Photo

Jo

Employes Mo.

Ta
I

Employes hlame

Paszword

Payroll Station

I

Contact Ma.

Ernail Address

Tap Show Additional Info for
more employee info

After edit, tap save




3.5 Suspend/Delete Employee

At Employee Details, find
the Suspend Field to select
Suspend or delete the
employee

Suspend

NO

YES
NO

DELETE

17



4.0 Employee Parameter

e The Employee Parameter allow you to manage the setting about employee clocking, such as witness
clocking, multiple device clocking and etc.

EMPLOYEE PARAMETER

Search employee by Employee ID or

Fmployee Name Q

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

Filter Employee by Department

Filter Employee by Payroll Station

General Parameter
GP5 Parameter

The Employee Parameter settings . .
il

| OFFICE1 v |

|GPS v

QR/Face Parameter

| QR-Code v

At Employee Parameter
you can just change the
function setting by simply
tapping it

*Function is Disable*

*Function is Enable*



4.1 General Parameter

General Parameter
GP5 Parameter

@
E T

| OFFICET v |

|GPs v |
OR/Face Parameter

| QR-Code v

Enable/Disable Witness Clocking

Enable/Disable Must Select Work Code

Enable/Disable Multiple Device to Login

Enable/Disable Transfer to New Device

19



4.2 GPS Parameter

General Parameter

__ GPS Parameter |OFF|CE1 v

--GPS Location--
_— | QFFICE

| OFFICE1 ol

|GPS v
QR/Face Parametes Select the GPS Location Code
r' for employee to clocking in
~
| QR-Code v

Enable/Disable Must Take Photo After
Punch

Enable/Disable Must Punch at Registered
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 |

Enable/Disable Must select [status] after
punch

21



5.0 Clocking Terminal

e The Clocking Terminal selection at the menu will turn the device to a clocking terminal which allow

QR-Code Clocking and Face Clocking.

Attendance

B Leave Application

® Clocking Terminal

A Employee Master
& Employee Parameter
[E] Messages

& System Setup

Log Out

5.1 QR-Code Clocking

CLOCKING TERMINAL

e The QR-code clocking will generate a QR-Code for employee to clocking in.

e! TIMEPRINT
ECOTIMEPRINT QR-CODE
Fri 22-01-2021 08:58:06 AM

Scan to clocking

22



5.2 Face Clocking

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

When using the face clocking, be sure the employee didn’t wear mask or cover the forehead. For environment,
please ensure that having sufficient lighting for more accurate and smooth clocking experience.

The quality of the mobile device front camera will also affect the clocking experience.

Noted that BioPhoto will be used for Face Clocking verification, please refer to page 16, 3.2.

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

Please ensure employee’s
face is fully shows at this
area

Will show employee name if
done clocking

23



6.0 Attendance

The Attendance allow user to track employee’s clocking attendance detail, Including: Clocking Status,
GPS Location, Work Code and etc.

To check which

To check which employee
employee done 8 8 haven’t clocking
clocking v x

WHO'SIN WHO'S OFF

Advance Search

Search attendance detail
ID: 991 with filter

991
2021-01-22
09:19

Employee .
clocking detail

6.1 Who'’s In

To see which employee
done clocking

i . A . A
- - : 01-20
. = GPS Location Code
WHO'S IN .f : Work Code

To see the GPS Location
on map

Tap the [BAXNS or Clocking Status

24




6.2 Who's Off

v x

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

X

HO'S OFF

To see which employee
haven’t clocking

25



6.3 Advanced Search

e The Advanced Search function allow you quick search the employee attendance detail/data with 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

Tap Submit to 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 details search

26



Attendance Search Result:

& &

WHO'SIN WHO'S OFF

Advance Search

For [Attendance], it will

ID: 991 only show the basic detail
991 .
2021.01.22 such as clocking 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 ] clocking GPS
. Q. TRAINING location by taping

2021-01-18 08:28 E
@ -

2021-01-18 10:23

For [Attendance Details], it will display all the
attendance data such as Clocking date & Time,
work code, GPS location, clocking status.

27



6.4 Export Attendance Report

After search the attendance record you want to print, you can export it to excel, pdf or text 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

You can view the attendance
report in 3 file formats.

EXCEL

PDF

TEXT FILE

28



7.0 Leave Application

e The Leave Application allow you to manage employee’s leave application or for employer (Company account
user) to create a leave for employee.

Leave Application

m 2021-01-27 Q Search the Leave

Application

history.
--All Leave Type-- hd Y

To add Leave

Application
Test 123
SICK LEAVE
Start : To: Day (s)
2021-01-24 2021-01-25 2
12313

The Leave E E

Application

history Test 123 APEPROVED

SICK LEAVE
Start : : Day (s)
2021-01-22 2

123

29



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

Employee’s head of Department

Employee Contact No.

Email Address and Cc. Field

Status of this Leave Application
Approved or Rejected

Additional remark for leave application

30



Employee’s Leave Application approval or rejection

Tap the Employee’s

name to see the detail

Leave Application

Employee

Test 123

Leave Type

SICK LEAVE

Start Date

2021-01-28

End Date

2021-01-29

Days

Reason

v

v

Test 123 ARPROVED

SICK LEAVE

Start: To: Day (s)

2021-01-24 2021-01-25 2

12313

E_r To approve Leave Application

Test 123 BEEJFECTED

SICK LEAVE

Start : To: Day (s)

2021-01-28 2021-01-29 2

Sample 123

E E’- To Reject Leave Application
]

31



8.0 Message

Collapse all message

Expand all message

The posted message
history

MESSAGES

= 2021-01-27 (1 Message)
= Test 123 (0 file)

= 2021-01-25 (1 Message)
m Test 123 (0 file)

= 2021-01-08 (1 Message)
m test 1 (0 file)

The message allows you to post a public message to your employee or other company account user.

To post new message

32




8.1 Add Message

e Tap . to create a new message for employee or other company account user.

ODepartment ®Employee

®Payroll Station

To filter who can see the message by

Department, Payroll system and Employee.

Release Date

To select when will the new
message release to others user

Subject
The Subject
Message &
Content

Additional Info

| Additional Info for the message (Optional)

Attachment

Choose File RERTER Tl

Attachment .
No fle chosen Attachment for the message (Optional)

Attachment

Choaose File ELRIER ]

Here to submit and post the
message

END OF USER MANUAL



