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ECO TIMEPRINT ATTENDANCE (ETA2)
SOFTWARE INSTALLATION

Software Setup

To begin installation, first you need to insert the ECOTIMEPRINT Installer Disk which come with the
device. You can also download the installer from www.ecotimeprint.com/ECOTIMEPRINT ETA2

Run the Setup.exe, then following the instruction below.

Click Next

"B Setup - ECOTimePrint version ETA 2.1

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

ECOTimePrint End User License Agreement (EULA) -

INOTICE TO USERS: CAREFULLY READ THE FOLLOWING LEGAL AGREEMENT. USE
IOF ECOTimePrint (the "SOFTWARE"

PROVIDED WITH THIS AGREEMENT CONSTITUTES YOUR ACCEPTANCE OF THESE
TERMS. IF YOU DO NOT AGREE TO

THE TERMS OF THIS AGREEMENT, DO NOT INSTALL AND/OR USE THIS
ISOFTWARE. USER'S USE OF THIS SOFTWARE IS

ICONDITIONED UPON COMPLIANCE BY USER WITH THE TERMS OF THIS
AGREEMENT.

I 9 I accept the agreement |
I do not accept the agreement

[_Next> |

]

Tick to create a desktop icon (Optional), Click Next

Bl Setup - ECOTimePrint version ETA 21

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing
ECOTimePrint, then dick Next.

Additional shortcuts:
(V] Create a desktop shortcut

[ <geck ||[ text> |

]
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ECO TIMEPRINT ATTENDANCE (ETA2)

Then Click Install

Bl Setup - ECOTimePrint version ETA 2.1

bl & S
Ready to Install ~
Setup is now ready to begin installing ECOTimePrint on your computer. C

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location:
C:\ECOTP

Additional tasks:
Additional shortcuts:
Create a desktop shortcut]

<Back ||| Instal  Cancel

While complete the installation, Click Finish to exit setup

-

B Setup - ECOTimePrint version ETA 2.1 o @ | =

Completing the ECOTimePrint

Setup Wizard
&

Setup has finished installing ECOTimePrint on your computer.
The application may be launched by selecting the installed
shortcuts.

Click Finish to exit Setup.
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ECO TIMEPRINT ATTENDANCE (ETA2)

Launch - Program ECOTIMEPRINT

When logging for first time, Right Click on ECOTimePrint icon and Run as Administrator.

Open
Open file location

H) Run as administrator
Troubleshoot campatibility
Pin to Start
Pin to Taskbar

Send to 3
Cut
Copy
Create shortcut
Delete
- Rename

ECOTimePr...

Properties

Default User ID “admin”, Password “admin” and Click Login

[ECD\riMEPRINT

Forgot Password El
WELCOME BACK
Please call or email recovery key to your vendor to
User ID: _ LOGIN ‘ generate temporary password, or email to
Password" - EXIT e
T — = 35503

** |If forgot password, click "Forgot Password”, and give the recovery key to your vendor or email to

support@ecotimeprint.com to get temporary password to login system.

| (@ Welcome

Welcome to the ECOTIMEPRINT Setup Wizard

It appears this is the first time that you have run ECOTIMEPRINT. This
setup wizard will take you through your initial configuration

To request evaluation license key, please send your request to our support by
clicking here

ECO|rimerRINT

9 License Version emo Version

Next >>

To Activate Terminal License, select “License Version”, the\CIick “Next” button.

For Demo Version, select “Demo Version”, then Click “Next” button.

Then Click Next
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ECO TIMEPRINT ATTENDANCE (ETA2)

Company Setup

Enter your company name, which will be displayed in all reports.

You may fill the Registration No Address, Contact Person, Phone No., Fax No.
(Optional)

Click Next to continue...

FJEJ Company - admin - admin

Company Name  ECO Company
Registration No. -

Address -

Contact Person

Phone No. FaxNo. -

<< Back
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ECO TIMEPRINT ATTENDANCE (ETA2)

Terminal Setup

You need to setup the terminal before access the software. Click Add button to add terminal license.

@ Terminal Setup - admin
Double click to open and edit terminal info or click "Add” button to add new terminal device.
Disable | Description | Wodel | Serial No. | Product Key | Activation Code | P Address Port
4 m ’
Add Delete <¢ Back Einish

» Activate Terminal License
There are 2 ways to activate the terminal

First is by Scan Network Device (Only for user who use network to connect to the terminal)

IP Address Port
192.168.1.201 4370

< >
[l nte Tt ule ol T utufuluuleiulapulefulepulepleiulsiulsfulsulspulepulsulamlaulaplgul
‘ Scan Network Device Online Activation ' Cancel '

Step 1:  Make sure your devices are connected to network, and then click the scan network device.
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ECO TIMEPRINT ATTENDANCE (ETA2)

IP Address Port
192.168.1.201 4370
“ Successfully Activated.
OK
< >
UnhNunEnme OENEnInAnINEnEnEnINEDEDERnENEnED
Scan Network Device Il Online Activation | Manual Activation Cancel

Step 2:  After the scan network device process is completed, click the terminal in the list to online
activate.

Second way is by Manual Activation

1. Find the file “Terminal License.jpg” in ECOTIMEPRINT
CD Provided.

TIMEPRINT

DEMO TERMINAL LICENCE

@ Terminal Setup ==
PLEASE ENTER YOUR TERMINAL INFOMATION §
Model [EcoTason o] Door Access Only [~
IPAddress orhost  [132.168.1.201 + PotNo. [1370
Serial No. fizma @ TIMEPRINT
Product Key [ oooo - oooo -| oooo - .
pctvstionCode [T ABCOEFETIIT 2. Enter Device Serial No, Product Key and Activation
Code into Terminal Setup screen.
stz Now | Conce 3. Click Activate Now button

** Complete following Step 1 & Step 2 to activate terminal license.

Step 1: Enter Device Description, Model, Door Access Only, IP Address, Port No, Serial No.,
Product Key and Activation Code.

Door Access Only - If you select this option, the system will only capture infout activities and does not

include the logs for attendance calculation.
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** If you use network connection, make sure that the device's IP address and Port No. is configured

correctly.

** (Use command ping to confirm the device’s IP address is connected to your network)

PLEASE ENTER YOUR TERMINAL INFOMATION
Description |TimePrint | *
Model !ECDwO v[ DoorAccess Only []
IP Address or [192.168.1.201 | + Port
Serial No. [0000000000 ]
Product Key | JBGD ] 2 | DSGG ] 2 | DDVS |
Activation Code | PSAYSANS |

Save Test Close

ECO SOLUTION TECHNOLOGY Page 13 of 107



Step 2.  Test on the terminal connection status

ECO TIMEPRINT ATTENDANCE (ETA2)

If you are not using network connection, you can just ignore the following.

Network Connection

Terminal License

Download Employee

Download Attendance Log

Cancel

Terminal Test use for troubleshooting terminal status such as:

1. Network Connection - To confirm the device is connected to your network.

2. Terminal License - To confirm the terminal license is valid for your device.

3. Download Employee - To confirm the employee information can be downloaded from terminal.

4. Download Attendance Log - To confirm attendance logs can be downloaded from terminal.

Step 3:  Click Activate Now to activate terminal license

(@ Terminal Setup

PLEASE ENTER YOUR TERMINAL INFOMATION

Description [TimePunt

Model [Eco Tas00 v Door Access Only
IP Address orhost  [1321681.201 « PotNo. [4370
Serial No 11223344

Product Key [ oooo . 0000 . 0000
Activation Code [ ABCDEFG

Activate Now ‘ Test ‘ Cancel

ECO SOLUTION TECHNOLOGY
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ECO TIMEPRINT ATTENDANCE (ETA2)

> Delete Terminal License

Select the terminal device which you want to delete, then click “Delete” button, “OK” to confirm to

remove terminal from system.

@ Terminal Setup - zdmin @

Double click to open and edit terminal info or click "Add" button to add new terminal device.

Disable ‘ Description | Model | Serial No | Product Key | Activation Code IP Address Port
a 1st Floor OBM A1CV1T3360001  MMMBBQMRBP.. BBDSWODB 182.188.1.108 4370
O Ground Floor ECO100 2016030200006  AMWCYCCLAP.. BWDGWIJW 192.168.1.203 5500

Delete 22

Are you sure want to delete the terminal 7

oK Cancel

Add Delete Device Manage

Exit

» Device Manager - To Interact with Terminal

Information from connected terminals can be retrieved to check on its settings and contents. The settings can be

changed and uploaded to the terminals as and when required.

Click “Get” and the software will retrieve information from the selected terminal. Once information is

changed, click “Set” to upload the settings to terminal.

Refer to the table below to understand all settings and information. Note: Following setting is only works
with “ECO100”, “EC0200”, and “ECO500”

Device Connection information:
e Device ID to specify the terminal identification number.
e |P/Host Address to specify the IP Address or Host Address of the terminal. This is only effective when the
TCP/IP communication method is used.

e Port of the terminal; the default value is 5500

You must connect to the terminal before proceed following setting:

e Parameter to specify the terminal’s setting, for example Admin Count, Language Format, ID Length,
Volume Size, Auto Off Time, AutoPower On, Verify Mode, Auto Learning, Auto Return Time, Standby
Time, Enable Alarm In Standby, Card ID Type, Auto Restart, Enable Shutdown, Enable Relay Alarm, Fire
Alarm, One To One Security Level, One To N Security Level, SLog Warning Count, GLog Warning Count,
Reverify Time, Device ID, Baudrate, User Real Time Log, UDP Port, Device Password, IP Address, Sub
Net Address, Default Gateway, Server IP Address, Server UDP Port, and RS485 Use.

e Value to specify the Parameter value above

e Time to specify the time for the terminal
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ECO TIMEPRINT ATTENDANCE (ETA2)

e Shutdown Setting to specify the time to turn off the terminal automatically. SN is the ID for the Shutdown
Setting, it can be more than one Shutdown time to set in the terminal.

e Card No to get the card no. of Enroll No.

e User Count specify the number of enrolled Users in the terminal

e FP Count specify the number of enrolled Fingerprint Template in the terminal

e Card Count specify the number of enrolled ID Card User in the terminal

¢ New Slog Count specify the number of New System Logs (Not yet downloaded) in the terminal

e History Slog Count specify the number of History System Logs (Logs have been downloaded) in the
terminal.

e Manager Count specify the number of admin user in the terminal

e PWD Count specify the number of enrolled Password User in the terminal

e New GLog Count specify the number of New General Logs (Attendance Logs Not yet downloaded) in the
terminal.

e History GLog Count specify the number of History General Logs (Attendance Logs have been
downloaded) in the terminal.

o Welcome Title specify welcome title display in the terminal

¢ Standby Title specify standby title display in the terminal

e Firmware Version specify the terminal’s Firmware Version

e Alarm Setting specify the Alarm in the terminal by Time, Cycle, and Delay. SN is the ID for the Alarm
Setting, it can be more than one Alarm time to set in the terminal.

Other Terminal Setting:
e Message Setting to specify the message show in the terminal by Type (All, User), Employee ID and
DateTime (From/To). It can be more than one Message ID to set in the terminal.

e Reset Device Option to all device’s option to factory setting

G Device Manage @
Devics ID: ’B— Bl ’U— Uszer Count: Manager Count:
|F/Host Address: ‘152 TR FP Count: Pw/D Count:
Card Count: Mew GLog Count:
Pt 5500 Lonnect
Mew SLog Count: History GLog Count:
iy ‘ j Historp SLag Count: Get
Walue: ‘
Get Set ‘welcome Title: ‘
Time: ‘ Get Set
Get Synchronize the Device Time Standby Title: ‘
Shutdown S etting Get Set
Type: ‘ j
Gh ‘ ﬂ Firrnware Yersion ‘
Time: - = Gl
[ Enable :
Alarm Setting
Get Set SM - Time: -| - -
Cycle: - Delay: 0
Enral Mo Get
Get Set
Card Mo,
Meszage Setting ‘ Reset Device Option Exit
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ECO TIMEPRINT ATTENDANCE (ETA2)

Message Settings =
5 g
Meszage 1D -

Type:

Begin D atetime: 20171227 21:15 - End Dratetime: 20171228 4115 -

Contert: |

- Employes D 0

" Enable

Exit

Refer to the table below to understand all settings and information. Note: Following setting is only works
with “EFACE800”, “ECO TA500”, “ECO 2200D”, “ECO 6600D”, “ECO 300D”, “ECO 1800D”, “OBM”,
“OBMBW”

Device Connect:

IP Address to specify the IP Address of the terminal. This is only effective when the TCP/IP
communication method is used.

Port of the terminal; the default value is 4370

Comm Key to specify the communication key, a hidden password for software to communicate with
device which has already being set in the terminal; the default value is 0.

Baud Rate to specify the Baudrate of the terminal, which is the data transmission speed for device to
computer. This is only effective when the RS232/RS485 communication methods are used, ignore this if
using TCP/IP. Leave the value as 115200 as default.

Device No. to specify the terminal identification number.

SMS Setting to specify the message show in the terminal by Valid Minutes, Start Time, Public, Private

and Enroll No. It can be more than one SMS ID to set in the terminal.

@ Device Manage E@

IPéaddess  [1sz1e81108 Connect ‘ | |
Fart
CommKey o ‘ |
BaudRate  [115200
DevieeMe. [

|

T Device Date Time T ‘wiorkcode & Others

4370
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@ sms
SMS D - ’7 liet S5
Set SMS
Content :
Delete SM5
Walid Minutes: Start Tirme: [YYYY-MM-DD HEMM)
& Public 7 Private
Enrall No: Set Llser SMS 55 Set User SMS

Delete User SMS 55R Delete User SMS

Device Date Time:

ECO TIMEPRINT ATTENDANCE (ETA2)

e Date to specify the terminal’s date setting by “Day”, “Month”, “Year”

e Time to specify the terminal’s time setting by “Hour”, “Minute”, “Second”

[E=S [ EE =)

iDevice Date Time! L

Device Connect T

“workcode & Others

Date lﬁ Day ’W Morth  [0000 ‘rear
[007 Hour [0D

Time Minute (00 Second

Workcode & Others:

e Workcode to specify the Workcode No., itcanbe 1, 2, 3

e Description to specify the Description for the Workcode No. in the terminal

e Clear Administrator to clear/set all users with administrator privilege to user privilege in the terminal

Clear ddministratar

@ Device Manage (E=3 ol ==
Device Connect T Dievice Date Time I Warkcods & lthers
Workeods No 1
Description ‘

ECO SOLUTION TECHNOLOGY
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ECOTIMEPRINT MAIN MENU

ECO TIMEPRINT ATTENDANCE (ETA2)

1. Clocking Schedule 1. Holiday
2. Employee 2. Restday
DASHBOARD 3. Attendance- Sheet 3. Leave Type

4. Leave Monitoring
5. Quick Leave
6. Duty Roster
1. Quick Entry

MANAGE LEAVE 2. Leave Monitoring
3. Mobile Leave Application

DEVICE SETUP 1. Terminal Setup Update Date & Time
2. Door Access Control Real Time Monitoring
1. Company Setup 6. Compact & Repair
2. System User 7. Backup & Restore

SYSTEM SETUP 3. Change Password 8. Database Management
4., System Parameter 9. System Update
5. Auto Download & Upload
1. Electronic Time Card 10. Amended Attendance Record
2. Dalily Electronic Time Card  11. Movement Activities Report
3. Time Card Summary 12. Daily Leave Tracking
4. Summary of Attendance 13. Leave Monitoring Application

REPORTS 5. Overtime Approval Report Transaction
6. Attendance Analysis 14. Leave Monitoring Summary
7. Day by Day Analysis Report
8. Month by Month Analysis 15. Employee Listing
9. Man Hours Report
NOTES It will be notify on the main menu side bar based on how many notes
you filtered in the reminder list.
1. Helpdesk
2. Upload & Download Database
HELP 3. User Manual
4. About
5. Our Website
6. Facebook Page
LOGOUT Logout System

ECO SOLUTION TECHNOLOGY Page 19 of 107



ECO TIMEPRINT ATTENDANCE (ETA2)

DASHBOARD

Clocking Schedule

TIMEPRINT

Dashboard

&

i@ opestvoars

Manage Leave

Device Setup

CLOCKING SCHEDULE EMPLOYEE

o)

System Setup

Reports
Notes

Help

DUTY ROSTER QUICK LEAVE

T

HOLIDAY RESTDAY LEAVE TYPE (24 )

® Logout

e NAC

Setting Clocking Schedule

Determine your company's clocking schedule, system provides 10 clocking columns for users to define

their working time and 500 different clocking schedules for configuration.

Clocking schedule configurations are the key point for attendance data accurately. The rule of

the clocking schedules will affect the outcome of time attendance and its corresponding reports.

** Up to 500 clocking schedule are available for configuration.

E X
Schedule No Schedule Description Schedule Type -~
o JGeneralWorker ___________________JFlei ]
1 Office Staff - Sat Half Day Weekly
2 GENERAL WORKER Flexi
3 OFFICE Weekly
4 Weekly
5 Weekly
6 Weekly
7 HOLIDAY HALF DAY WORK Flexi
8 Weekly
9 Weekly
10 Weekly
hh Weekly
12 Weekly
13 Weekly
14 Weekly
15 Weekly
16 Weekly
17 Weekly
18 Weekly
19 Weekly
20 Weekly w
Update Delete Print Exit

ECO SOLUTION TECHNOLOGY Page 20 of 107



ECO TIMEPRINT ATTENDANCE (ETA2)

Understanding Schedule Type

Weekly - This is a weekly schedule basis. It is the most commonly used schedule, normally a weekly
schedule where working days fall on weekdays and rest days fall on weekends. This includes working

schedule late in, early outs or overtime.

Daily - This is a daily schedule basis. This schedule also includes working late in, early outs or

overtime.

Shift - This is available to various-duty-time attendance. Shift schedule is consisted of non-
overlapping duty times. For example: one company’s on-duty time is 8:00-12:00 (set as Morning Shift)
and 13:00-18:00 (set as Afternoon Shift), which can be defined and combined into one Multi Shift for

attendance.

Multi Shift - It is available to the attendance of various and unfixed shifts or rotating shifts. The group
is consisted of different shifts. For the group attendance, the system will automatically to select the
best shift for attendance statistic according to clock-in records. (Only Can Combine With Shift &
Flexi Schedule)

For example: one company’s duty time are: Morning class (6:00-10:00), Forenoon class (10:30-13:30),
Afternoon class (14:00-18:00), Evening class (19:00-22:00). Then we can combine the morning class
and the forenoon class into a Multi Shift, or all the classes into a Multi Shift. What we only need to do is

to set group.

For attendance instead of tedious re-schedule, because the system will automatically select the

best shift to record the attendance.

Flexi - This is suitable for the workers with flexible working time with different lunch time such as
salesman, driver and etc. This working schedule also includes late in, early outs or overtime. For the
late in and early only apply for first clocking in and last clocking out. Overtime can be configure in the

“Overtime if hour exceeds xx hours”.
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Configure Weekly Schedules
Select the schedule number (from 0 to 500), click Update or double click on it.

The default schedule type is “Weekly” schedule.

Schedule No. | Schedule Description | Schedule Type | A
0 [GeneralWorker  [Fledi |
Office Staff - Sat Half Day Weekly
GENERAL WORKER Flexi
OFFICE Weekly

Weekly
Weekly
Weekly
HOLIDAY HALF DAY WORK Flexi
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly
Weekly

WOWONO;MEWN =

e Enter Schedule Description and choose the schedule type “Weekly”

e There are 2 tabs that you need to set the rules for your weekly clocking schedules. The First tab is

Schedule and the second tab is Parameter
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» Weekly Schedule

Tab 1: Schedule

Schedule No. Schedule D Schedule Type
[D HGeneral Worker | = v
Daiy
- Schedule hoee Parameter Click this to copy
Mutiple Shift
10745 | e [ 11:30 | et [ 1300 | o [1700]| | Flexi fom e —] E=i[Ie > schedule
Overtime if hour exceeds = (7:45  Hourfs)
Tuesday
07:45 11:30 1300 oo 1700 1 —1 j— —1 — jo
Overtime if hour exceeds | 07.45  Houf(s)
Wednesday
07:45 11:30 |l | 1300 17:00 [ —1 =1 (== {5
Overtime if hour exceeds = 07:45  Hourfs)
Thursday
07:45 11:30 | | 1300 | poy (1700 | | = —1 —1 —1 — — €]
Dvertime if hour exceeds |~ 07-45 Hour(s)
Friday
07.45 11:30 | md | 1300 | moy 1700 | Jo— (| — —1 —1 _Iﬂ
Overtime if hour exceeds | 07.45  Hours)
Saturday
07.45 11:30 |l | 1300 | oy 1700 | 1 —1 J— —1 —1 _Iﬂ
Ovettime if hour exceeds 07:45 Hou(s)
Sunday
08:00 1200 | | 1300 17:00 — —1 —1 €
Ovei
T Work Time RestTine
< Overtine Noe | save fadtionalFarameter cose Clocking Indicator
vl )

o With refer to the screen above, on Monday, working time from 08:30 to 12:00, Rest Time from
12:00 to 13:00 and Work time again from 13:00 to 17:00, after 17:00 consider is overtime. To set
the indicator (work time, rest time and overtime) in between of two clocking time, move your mouse
to pick the indicator by clicking on colour button (red cycle portion), and click on the button which

you want to confirm to set this indicator for it.
Meaning of Colour Indicator
o colour indicates Work Time
e Green colour indicates Overtime
e Blue colour indicates Rest Time
e Grey colour indicates none of above

e To copy the working time from one to another, clicking on “E” button to copy it, and Click on
another “E” to paste the schedule into it. For Example, if | want to copy Monday working time to

Tuesday, first | click on “E” button of Monday, and next | click “E” button of Tuesday to paste it.
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Tab 2: Parameter

Schedule No. Schedule Description Schedule Type
0 ‘ |GeneraIWOrker | Weekhy

Schedule T Parameter

Holiday Calendar w Overtime if work in Holiday Overtime Rounding Table

Restday Calendar W Overtime if work in Restday I L TLEE == S=LTLEE ATTLEE
0 [ 0 I | [ | Add

Maximum no. of hours allowed to claim for overtime = Hour (s} 24.00 No. I T I = Minutes | T

Consecutive clocking minutes consider as double punch —= Minute (s) 0 25 0.00
26 55 30.00

Clocking time congider as same working day if winthin = Hour o5 a0

** Non-overnight schedule but possible overnight clocking time, a1 105

max-keep 3 hours 108 138

<

Minimum Early In minute (s) to entitled overtime

Minimum Late Out minute (s) to entitled overtime Copy overtime rounding table from Schedule

Late In and Early Out only for First and Last Clocking Time
Deduct Short from Overtime

Short Rounding Table
Deduct Short from Owvertime & Worktime

REEe

Minutes —= <— Minutes. Minutes
Workday Rounding Tabil ’ | ‘ : | | ‘
e No. | Winutes —» | <— Minutes |

Always show Short even deduction from Overtime & VWorktime

Minutes —= < Minutes Day

0 | 0 | 0000 | Add

No Minutes — |« Minutes | Day |
0 208 0.000
210 240 0.500

1
2
3 241 450 0.500
4 451 800 1.000 Copy short rounding table from Schedule

Copy workday rounding table from Schedule W Apply Rl e

e Holiday Calendar
Holiday Calendar - Overtime if work in Holiday 1~

- To determine the Holiday calendar to apply to this schedule, the Holiday is pre-set. Please

refer to guide System Setup O Holiday.

e Overtime if work in Holiday

- If the employee work in Holiday, the working time consider is overtime.

e Rest day Calendar

Restday Calendar I vI Overtime if work in Restday [

- To determine the Rest day calendar to apply to this schedule, the Rest day is pre-set. Please

refer to guide System Setup [J Rest day.

e Overtime if work in Restday

- If the employee work in Restday, the working time consider is restday.
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ECO TIMEPRINT ATTENDANCE (ETA2)
e Maximum number of hours allowed claiming for overtime
Maximum no. of hours allowed to claim for overtime 24.00 Hour [s]

- Use this to limit maximum overtime given to employee.

e Consecutive clocking minutes consider as double punch

Consecutive clocking minutes consider as double punch !2 Minute (s]

- To avoid double punch record, system ignore consecutive clocking and getting the first clocking
record base on the minute defined here.

e Clocking time consider as same working day if within
Clocking time consider as same working day if winthin |8.U[| Hour (5]

- The Hour(s) defined here is to group the different working day’s clocking time into same

working day (same row in attendance) if the clocking time is within setting here.

- For example, let say this configure to 13 hours, if the is first clock-in at 01/02/2015 19:00 and
clock-out on next day morning 02/02/2015 07:00, the total working hours is 12 hrs which is less
than 13 hours, the clocking record 02/02/2015 07:00 will group into the clocking record of
01/02/2015.

e Minimum Early In minute (s) to entitled overtime
Minimum Early In minute [s] to entitled overtime |0

- Use this function to control the early in to entitled overtime. For example: If you enter “30”
minutes here. The working time is 08:00a.m. — 17:00p.m. So the time in is 08:00a.m. The

overtime will be count before 07:30p.m. Not before 08:00a.m.

e Minimum Late Out minute (s) to entitled overtime

Minimum Late Out minute (5] to entitled overtime |g

- Use this function to control the late Out to entitled overtime. For example: If you enter “30”
minutes here. The working time is 08:00a.m. — 17:00p.m. So the time out is 17:00a.m. The

overtime will be count after 17:30p.m. Not after 17:00a.m.
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Late in and Early Out only for First & Last Clocking Time
Late In and Early Out only for First and Last Clocking Time v

System tracking on Last In and Early Out only to the first clock-in and last clock-out time, it will
ignore the tracking of Late In/Early Out for all clocking time in between first clock-in and last

clock-out.

Normally, this applies for those companies with flexible or not fixed ‘break’ and ‘resume’ time.

Deduct short time from overtime & worktime

Deduct Short Time from Overtime & Worktime v

Use this function if the short time need to be deduct from overtime & worktime.

Workday Rounding Table

‘wiorkday Founding T able
Mirutes - < Minutes [BE
| 480 [ 5399 | 1.00 Update
Mo | Minutes - | - Minutes | Day |
1 0 119 0.0
2 120 239 025
3 240 359 050
4 3E0 479 075

Copy workday rounding table fram Schedule |1 - Apply

This table use to round workday from Minute to No. of Workday. For example: O minute to 119

minutes consider 1 day absence, 120 minute to 239 minutes consider 0.25 day.
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e Overtime Rounding Table

Ovwertime Founding T able

Minutes ---> < Minutes Minutes
| 0 | 0 | 0 Add
Mo, | Minutes - | <-- Minutes | Minutes |
1 1 9 0.oo
2 10 19 10.00
3 20 29 20.00
4 30 39 30.00
5 40 49 40.00
E 50 59 50.00

Copy avertime raunding table fram Schedule - Apply

- This table use to rounding up/down of the total overtime minute.

- Round overtime for every hour. According to table below, overtime 30 to 49 minutes will round

to 30 minutes.

- For overtime 80 minutes to 89 minutes, it will round base on the setup 20 (80 — 60) minutes to
29 (89 — 60) minutes, then round to 20 minutes.

Overtime Rounding T able

Minutes ---» <= Minutes Minutes
| 0 | 0 | i fidd
Mo. | Minutes -» | ¢-- Minutes | MinLtes #
32 180 180 210.00
33 181 181 211.00
34 182 182 212.00
35 183 183 213.00
36 184 184 214.00 B
4 m 3

Copy overtime rounding table from 5chedule - Apply

- It also round overtime for more than an hour. E.g. 180 minutes to 180 minute, round to 210

minutes.
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- This table use to rounding up/down of the total short minute.

- Round Function same as Overtime Rounding, please refer to description above.

Shart Rounding T able

Minutes - £ Minutes Mintes
| 0 | 0 | 0 Add
Mo, | Minwtes - | <- Minutes | fdinutes |
1 1 20 20.00
2 i an 30.00
3 i 40 40.00
4 41 Al 50.00
b A1 ] 000

Copy short rounding kable from Schedule - Apply

e Copy Workday, Overtime and Short Rounding table from other schedule.

- You can also copy rounding table from one schedule another schedule.

- For example copy rounding table from schedule 1 by select schedule “1” in the dropdown list

and Click Apply button.
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» Daily Schedule

Daily clocking schedule is applicable for schedule daily basis. It assumes everyday is the same

clocking time. Normally, this schedule applies for rotation of staff day off.

Schedule No. Schedule Description Schedule Type

(1] General Worker | Daity v‘
Schedule] 1 Parameter

Daily
1 (o745 s [1750 ) [150] s (700 [ ][ [ ][ [ ] ]|
Overtime if hour sxcesds Haurls]

Wwiork Time Rest Time |
et More Addttional Parameter Close

> Shift Schedule

This is available to various-duty-time attendance. Its shift is consisted of non-overlapping duty times.
For example: one company’s on-duty time is 9:00-12:00 (set as Forenoon working time) and 13:00-

18:00 (set as Afternoon working time)

Schedule No. Schedule Description Schedule Type
|{] | |Genera\ Worker | Shift v ‘
Schedule] 1 Parameter

Shift

) o723 PSSY g ey PSS 7y Y Y S | | |y P
Overtime if hour excesds Hours)

‘wiork Time Fest Time  pnl
Bt Mone Additional Parameter Close
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» Flexi Schedule
Configuring Flexi Clocking Schedules

Flexi Clocking Schedule is a working schedule that the first clocking time will record in first column,

second clock record in second column and so on.

e This is suitable for groups of workers where their working time or rest time is not fixed. For example

sales person, driver

o Flexi schedules same as weekly schedule from Monday to Sunday.

Schedule No. Schedule Description Schedule Type
[ | [eneral warker | Flexi vl

Schedule! T Parameter

Monday

_ I|oras| (| 11:30 | gl 1300 [1700] || | 1 | 1] | i | 1
Overtime if hour exceeds Hourz)

Tuezday

_ l|oras| (| 1130 | gl 1300 o [1700] || | 1 | 1] | i | 1
Overtime if hour exceeds Houz)

‘wiednesda
| | 0745 I [ 11:30 | el | 1300 | || 1700 | | 1 | 1 | | | 1
Overtime if hour exceeds Hour(z)

Thursday
_ I|oras| (| 1130 | gl 1300 | 1700) || | 1| | 1] | | | 1|
Owertime if hour exceeds Hourz)

Friday
s o (10 | el 13000 o f o0 || | 1| | | | 1| | 1|
Overtime if hour exceeds Hourlz)

Saturday
|| oras| (| 11:30 | gl 1300 [1700] || | 1 | 1] | i | 1
Overtime if hour exceeds Hourz)

Sunday
[ ogo0| oy 1200 | meet (1300 g rroo| [ | | 1] e I e
Overtime if hour exceeds Hour(s]

‘whork. Time | Fiest Time
Bvaifi | None | Additional Parameter

Parameter - Flexi Schedule
Late In and Early Out only for First and Last Clocking Time v

e The option “Late In and Early Out only for first and last clocking Time” cannot be changed in

flexi.
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» Multi Shift

e It is available to the attendance of various and unfixed shifts or rotating shifts. The group is
consisted of different shifts. For the group attendance, the system will automatically select the best
shift for attendance statistic according to clock-in records. For example: one company’s duty time
are: morning class (6:00-10:00), forenoon class (10:30-13:30), afternoon class (14:00-18:00),
evening class (19:00-22:00). Then we can combine the morning class and the forenoon one into
Shift 1, forenoon class and afternoon one into Shift 2, afternoon and evening class one into Shift 3.
Employees can clock-in by the Shift 1, Shift 2 and shift 3 consisted of them. What we only need to
do is to set group for attendance instead of tedious re-schedule, because the system will
automatically collate the Shift 1 and Shift 2 for attendance statistics according to the actual

attendance record.

e Flexi and Shift Schedule can be combined into a Multiple shift

Schedule No. Schedule Description Schedule Type
|0 ‘ |Genera|‘.'\forker | Wultiple Shift v
Schedule T Parameter
Multiple Shift (Please enter pre-determined shift schedule code:- ie. 1,2, 3)
2 v |v v v v v
0
2
ECI—
“whork Time: 1 Fest Time ]
Overtime | Hone Save Additional Parameter Close

Parameter - Multiple Shift Schedule

Holiday Calendar v |  Overtime if work in Holiday v

Restday Calendar v| Overttime if work in Restday [~

All parameter setting will follow the check schedule itself; therefore only parameter Holiday Calendar,

Rest day Calendar and Overtime if work in Holiday & Restday can be defined here.
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[E], Clock Schedule - admin %

Schedule No. Schedule Description

Schedule Type

]Uffice Hour

[Weekly

|

Schedule

I

Parameter

~ Mond:
Monday

[ 0800 oof [1200 e [1330

Overtime if hour exceeds | 07:30 Hours)

[ i =i = =] =] =] | —l[a]

 Tuesday

| | os:00 11200 e [ 13:30
Overtime if hour exceeds | 07:30 Hours]

e [7700 ] | ] jes | =] =[] — o]

~Wednesday

| | 0g:00 {1200 e [ 13:30
Overtime if hour exceeds | 07:30 Hourls)

o | R | 1] _ll__lf__ll——ll_—lgl

i Thursday

| | 0s:00 {1200 e [ 13:30
Overtime if hour exceeds | 07:30 Hour(s)

e [1700 ] ] Jim| = j==] =[] — o]

)
Friday

_ ([os00 s [1200 mel |13:30
Overtime if hour exceeds | 07:30 Hours]

e 1700 ] =] =i =] je=] | — — a|

r~ Saturd
| | os:00 | |1z;uu | |
Overtime if hour exceeds | 04:00 Hour(s)

= =l =l = =l =l = [=ia]

i~ Sunday
] jem | ] =] ] = ] =] = | ] =] EI
Overtime if hour exceeds | 0p:00 Hour(s)
Work Time | Rest Time  pnl
Overtime | None — | Save Additional Parameter Close |
In Additional Parameter
Additional Parameter
Schedule Parameter
EE— Upomonsiesd [} QrefeConsensd [} fodOe (] yssuecocng e (]
Rest Time : Grace Period & Overtime
@ Flexible Rest Time RestTime (1) RestTime (2) RestTime (3) RestTime (4) Rest Time (5)
Grace period for rest time short in | | l I I I I l | | ] Combine rest time short
Get overtime if rest time less than minute(s) | | [ | [ | [ | [ |
(O Non-Flexible Rest Time
Overtime if Late Out at Rest Time Minimum Late Out minute (s) at Rest Time to entitled overtime 0
Overtime if Early In at Rest Time Minimum Early In minute (s) at Rest Time to entitied overtime 0
Schedule Range (Only for Daily, Weekly and Shift schedule)
Clock (1) Clock (2) Clock (3) Clock (4) Clock (5)
Clock (6) Clock (7) Clock (8) Clock (9) Clock (10)
Short Rounding for Late In (First Clock) & Early Out {Last Clock)
Round Type Minutes —> <— Minutes Minutes
LATE IN v 0 || 0 || s || Add |
No. | Round Type | minutes—> | <—Minutes | Minutes Copy rounding table from Schedule
L Amy |
< > B
Save I Close
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Holiday Schedule v
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- Ifitis holiday, the system will use this holiday schedule to generate the attendance logs.

e |If present consider one day work

If present considered one day work

-

- Even the employee clocking in one time, it consider as one work day.

e Overtime Considered as Work time

Overtime Considered as Work time

¢ Round Overtime before short

Round Overtime

before short

=

Use this function if the overtime considered as work time

- Use this option to round overtime before short ( for users who used the overtime & short

rounding function in the schedule parameter)

e Use Define Clocking Type

Use Define Clocking Type

O

Name

Date

Weekday

Time

Clock Type

OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL
OBDUL JOLEL

WNOU A WN R
o

01-02-...
01-02-...
01-02-...
01-02-...
02-02-...
02-02-...
02-02-...
02-02-...

Friday
Friday
Friday
Friday
Saturday
Saturday
Saturday
Saturday

07:34
11:33
12:46
18:02
07:37
11:32
12:45
17:02

IN

ouTt
IN

out (Attendance logs)

- If this option is checked, the attendance logs will generate based on the employee clocking type

which is preset in the attendance device (Check In & Check Out)

- If the employee has mistaken for clocking type in the attendance device, you can double click

on the record to change to clock type to “IN” or “OUT” in Attendance logs
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e Flexible Rest Time

© Flexible Rest Time RestTime (1) RestTime (2) RestTime (3) RestTime (4) RestTime (5)
Grace period for rest time short in l 01:00 ] l | [ [ l \ ] Combine rest time short

| |
Get overtime if rest time less than minute(s) l 00:30 ‘ l 00:00 ] l 00:00 I [ 00:00 l l 00:00 ‘

- If the schedule type is “Flexi”, the system automatic will pick this option.
e Grace period for rest time short in minutes(s)

- If the schedule has flexible rest time, you can set a grace period for rest time short. For
example: A schedule with working time from 0800am-1700pm that has flexible rest time with
maximum 1 hour, you can enter the Rest Time (1) Column to 01:00. There are total of 5 rest
time available for setting.

- Use Combine rest time short if you want to combine the total of rest time to calculate the short.
e Get overtime if rest time less than minute(s)

- Default is 00:00. Use this function when employee can entitled overtime if they come back early
from rest time. For example: An employee with maximum 1 hour of flexible rest time used 30

minutes of the rest time, then the system will calculate another 30 minutes as overtime.
¢ Non-Flexible Rest Time

@ Non-Flexible Rest Time
Overtime if Late Out at Rest Time |:| Minimum Late Out minute (s) at Rest Time to entitled overtime _0

Overtime if Early In at Rest Time | Minimum Early In minute (s) at Rest Time to entitied overtime 0 ]

- Only available for Weekly & Shift schedule type.

Overtime if Late Out at Rest Time - System will calculate the overtime if the employee late out at rest

time.

Minimum Late Out minute (s) at Rest Time to entitled overtime - For example: After key in 15 in
the textbox, a schedule with rest time between 1200pm-1300pm, if the employee break on 1215pm,

then system will calculate 15 minutes of overtime for the employee.

Overtime if Early In at Rest Time - System will calculate the overtime if the employee early in at rest

time.

Minimum Early in minute (s) at Early in to entitled overtime - For example: After key in 15 in the
textbox, a schedule with rest time between 1200pm-1300pm, if the employee finished break on

1245pm, then system will calculate 15 minutes of overtime for the employee.
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Schedule Tf Parameter
Monday
_||uezou]_|[12:00]![13:00]_|1?:EU_|| == | =] JO=1 | == | =] =1 EI
Overtime if exceeds 0 Hour(s) N
! L —
( Scheduf Parameter
: : If present considered| Overtime Considered Round Overtime :
Al Hotdapcnecuie [ Y orfe day work L as Work time L before shord U UseDefite Clockng Type [ |
Resf{Time : Grace Perpd & Overtime :] = il
¢ OFexibIe Rest Time Rest Time (1) RestTime |]2) RestTime (3) RestTime (4) [Rest Time (5)
1 Grace period for reStime snortm. | Combine rest it atiar
3 Get ovprtime if rest time less than minute(3) 00:00 00:00 00:00 00:00 00:00 :] — ﬂ
(
! (®) Non-Figxible Rest Time
Overtirpe if Late Out at Rest Time ] Minimum Late Out minpte (s) at Rest Time to entitled overtimg E :l _ﬂ
( Overtirpe if Early In at Rest Time ] Minimum Early In minuge (s) at Rest Time to entitled overtime D
<
Schedule Rarge (Only for Daiy, Weekly and Shif schedule) :] ﬂ
( Clock (1) Clock (2) Clock (3) Clock (4) Clock (5)
! [ 0730 | [ 0815 | [ 1200 | [ 1230 | [ 1240 | [ 1330 | [ 1700 | [ 1800 | | | [ ]
2 Clock (6) Clock (7) Clock (8) Clock (9) Clock (10) j = il
0 I i 1 4 I I I I
W S e e A i s

This function use to control the time range for the schedule.

Example: The office hour for schedule above is 0800am — 1200pm — 1300pm — 1700pm. So the
Clock(1) is 0800am, Clock(2) is 1200pm, Clock(3) is 1330pm, Clock(4) is 1700pm.

Short Rounding for Late in (First Clock) & Early Out (Last Clock)

Short Rounding for Late In {First Clock) & Early Out (Last Clock)

Round Type Minutes —> <— Minutes Minutes
LATE IN || 1 1 5 | [_Add
No. ] Round Type I Minutes —> l <-— Minutes | Minutes Copy rounding table from Schedule
- ; % :
2 LATE IN 11 50 s o
3 LATE IN 51 60 60
Apply
< >

S — System Calculate (minutes by minutes)

With this rounding table, short can be rounded for late in & early out. For example, the short
for late in from 0-10 minutes is rounded to O from 11-50 minutes will follow the system

calculate, from 51-60 minutes will rounded to 60 minutes of short.
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Dashboard

Dashboard

Manage Leave

o
L

A

EMPLOYEE

Device Setup

System Setup

Reports

Notes

Help

[ 4
-]
B
&
?

DUTY ROSTER QUICK LEAVE LEAVE MONITORING

HOLIDAY RESTDAY LEAVE TYPE

Logout

This screen is about the employee information. Please be advised that all users are required to assign

into the clocking schedule in order show the accurate information in the attendance sheet.

*3 e
“ ‘ Employee Name v Search il i
Excel FingerTec TCMS V2
No I Employee ID Payroll ID I Employee Mame I IC No I Passport No. I Date of Birth I Gender Pay Mode I Religion Department I Position -~
1 2 DON KONDRO A 778381 28-09-1984  MALE DAILY ALUMINIUK GENERAL \
2 OBDUL JOLEL AF 9441744 02-01-1968 MALE DAILY ALUMINIUK
3 4 KHONG JEN KHEH 771285-55-5829 15-02-1976  MALE MONTHLY MANAGEMENT DIRECTOR
4 6 ODE EROWON ATB41481 05-07-1984  MALE DAILY
5 8 OHMOD SEYONO AS 188376 03-07-1985  MALE DAILY WAREHOUSE WAREHOU
6 9 OL OMEN RC 1485738 24-06-1882  MALE DAILY INSTALLATION
7 12 OMER SONUSE A 4754541 18-10-1983  MALE DAILY
3 16 ONEK MUNOWOROH AS 413486 FEMALE
9 17 OLEXONDER A 1348181 24-07-1883  MALE
10 21 KHONG JENG HONG 851217- s 07-02-1984 FEMALE MONTHLY HR & ADMIN HR EXECUT
1 N KHONG KHEN KONG 751715 9 05-07-1985 MALE MONTHLY MANAGEMENT DIRECTOR
12 3z DEDEL SOFWE R 1881384 28-08-1883  MALE DAILY
13 33 NOZREN KHOMG OBD...  851728-55-5772 21-06-1885 MALE MONTHLY PRODUCTION FACTORY
14 36 KHONG KHEE KHOW 721228-55-5917 21-03-1862  MALE MONTHLY MANAGEMENT DIRECTOR
15 38 MOESOROH A B31181T 08-05-1980 FEMALE DAILY ALUMINIUM
16 39 FOHME ROMDLONE A 4754875 03-03-1984  MALE DAILY w
< >
Employse Name | ‘ » Schedule 0 w | * Card Number l:l
Date of Birth l:l E.]' Gender WALE v Suspend NO v Pay Type v
Pay Mode w | Religion v Bank v
Department v Account No |
Position v Address
Nationality v Race v
Payroll Station [
New Save Download Employee Update Employee Delete Employee | PC Delete Employee | Terminal Exit

Register Employee Data in Terminal Device
e At the beginning, all employees will need to register their finger at the terminal device.

e There are two methods to transfer of employee data from terminal to PC. Either use Download

from network or Download from USB Drive.

ECO SOLUTION TECHNOLOGY Page 36 of 107



ECO TIMEPRINT ATTENDANCE (ETA2)

Download Employee - From Network

Save to PC

ECO SOLUTION TECHNOLOGY

e If using network, just click the button Download Employee - Click Download from
Network
e Select the Terminal ID (If you have more than one terminal), then Click Retrieve from
Terminal button.
e You can use the option Select All or Clear All to select or deselect the employee data,
once confirm the selection, Click Save to PC button.
= =
| | Employee Name v| Search Sy R
Excel FingerTec TCMS V2
No_ | Employee D [ PayrolliD Employee Name [icho | Passport No__[ Date of Birth | Gender | Pay Mode [ Religion | Department [ Postion A
[ DON KONDRO A1778391  29-09-1994 MALE DALY ALUMINIUM GENERAL \
2 3 OBDUL JOLEL AF 9441744 02011968 MALE DALY ALUMINIUM
3 4 KHONG JEN KHEH 771285-55-5623 15-02-1976  MALE MONTHLY MANAGEMENT DIRECTOR
4 & ODE EROWON ATB41491 05071984 MALE DALY
5 8 OHMOD SEYONO AS 189376 03-07-1985 MALE DALY WAREHOUSE WAREHOU
& 9 OL OMEN RC 1459798  24-06-1982 MALE DALY INSTALLATION
Tz OMER SONUSE A4794841  18-10-1993  MALE DALY
8 18 ONEK MUNOWOROH AS 413486 FEMALE
s a7 OLEXONDER 41348191 24-07-1993  MALE
10 21 KHONG JENG HONG 851217-55-5575 07-02-1984  FEMALE MONTHLY HR & ADMIN HR EXECUT
1moo3 KHONG KHEN KONG ~ 751715-58-5579 05-07-1965  MALE MONTHLY MANAGEMENT DIRECTOR
12 3 DEDEL SOFWE R1981394  28.08-1983 MALE DALY
12 33 NOZREN KHONG DBD...  851729-55-5772 21-06-1985  MALE MONTHLY PRODUCTION FACTORY
14 38 KHONG KHEE KHOW ~ 721229-55.5017 21031962 MALE MONTHLY MANAGEMENT DIRECTOR
15 38 MOESOROH ABBI1817  08-05-1990  FEWALE DALY ALUMINIUM
16 39 FOHME ROMDLONE A4794379  03-03-1994  MALE DALY v
< >
Employse [ | | oyl | |  Date Jon/confimation Resigned/Expiry Date
Employee Name | | + Schedule 0 | + Card Number |:|
IC No. | Passport Mo. ‘ | Password Priviege USER v
Date of Birth :lgl Gender MALE v|  Suspend NO v Pay Type v
Pay Mode v| Religion ") Bank )
Department w Account Me.
Position
Natienality v | Race ?
Download from network
Payroll Station (
Download frgm USB drive
New " Save | Downlo Deownload #om ECOTimePrint Cloud Server e | PC | | Delete Employee | Terminal | | Exit
Retrieve From
Terminal ID Retrieve From _ Tel’mlna|
(@) Al () Selected Employee
Employee ID | |- [ |
Employee ID | Employee Name | FP Template | Face Templ.. |
(@) Select Al
() Clear Al
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» Download Employee - From USB Drive

e Plug in the your USB Drive to terminal to download the employee’s record (Either All or Individual,

please refer to hardware guide)
e Once is done, plug in your USB drive to your pc.

¢ Is the same as Network, just click on the Download Employee and choose Download from USB

Drive

e You can choose to download data from AllEntrollData.fpt (this include all enrolled data) or
individual employee’s data from OD_0000000000000x.db.

e After Open the file, the list employees will show on the screen. Tick to select the employee, then
Click Save to PC button.

| Downioad From USB Drive | @

T Employee D | Employee Nat

®) Select Al

) Clear Al

OTIMEPRINT ETA2.1 - g

[E]
[ECOrimerRINT

EQyployees - admin
Downlo¥ll from USB drive

r . e
. Excel FingerTe NS V2|
e
i@ basnwoara o[ Employee ©_| PolfiB¥ = Posiion__ n
INIUN GENERAL Y
" 1T [ » Libraries » Document ts > v ¢ | | SesrchDocuments o LN
s Manage Leave |AGEMENT DRECTOR
Organise = New fold - M @
EHOUSE WAREHOU
E Device Setup & Desktop " A MarLaTon
1 ¥ Documents || Activision
16 {

System Setup 7 & Downloads
ADUIN HR EXECUT

z i Music
3 S p m Assassin's Creed IV Black Flag £ GEMENT DIRECTOR
&= Pictures

36 i 2 |- JAGEMENT DIRECTOR
E & Local Disk (C3) L | Beckground PouerPont o
Notes b a Data (D) EBE

&5 CD Drive (F) >
lf | Electronic Arts

[ 13|
|
‘ GCC Compiler v
. v
El e
Department ame: v [ e

Postion Open |+ Cancel
Nationality
Payroll Station saveto PC =

72019 ECOTIMEPRINT. All rights r Hew Save Downioad Employee Update Employee Delete Employes | PC Delete Employee | Terminal

B repons b g Videos ucTion FACTORY

Help Employee D

=
% Logout C o

]
Employes Name

L]

L]

Date of Birth

Pay Mode
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Key-In Employee Information

Once the data already download from terminal, you can start key-in the employee information. You
can even attach employee photo. Those with Red Dot at the side are compulsory to key-in. The
dropdown list like department, position, nationality, race and payroll station will keep the record
you have key-in before, therefore if it is same record you no need to key-in anymore, you only need to

select it from inside the dropdown, because it already store.
Attach Photo

You can use webcam or camera to take the photo and save into your PC. Just one click on the photo,
you will prompt to select the file photo for the employee.

Employee ID ﬁ Payroll ID Date Join/Confirmation :] B Resigned/Expiry Date :J i) I
Employee Name aa *  Schedule [o] ~| * Card Number l:’
IC No. Passport No. Password Privilege ﬁﬁﬂ—z]
Date of Birth :_]_L_j___ Gender MALE Suspend YES v| = l Pay Type ’ﬁ
Pay Mode [—h] Religion Bank I zl

Department | Account No.

Position |

Nationality - Race

Payroll Station | =

Address

)

New | Save | Download Employee | Update Employee Delete Employee | PC Delete Employee | Terminal Exit

Update Employee
The template (Fingerprint, face, or card) store in system can be update to terminal
¢ Reasons to update data to terminal:

1. You can update the name of employee (first 12 characters) to terminal, in order to show the

name on terminal screen after clock.

2. If your company have two terminal device, you can use Update Employee to update

employee’s data from one terminal to another terminal.

3. If you change a new terminal, you can update the thumb record from system database to

terminal without to register employee’s thumb.

e There are two methods to transfer of employee data from PC to terminal. Either use
Update to Terminal via network or Upload through USB Drive.
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» Update to Terminal via Network

If you are using the network to link device, you can use this function to update the employee’s data to

terminal.

¥ =
| | Employee Name v | Search = oy
Excel FingerTec TCMS W2
No. | Employee D | Payroll D Employee Name [1cho [ Passport No__ | Date of Birth | Gender Pay Mode | Religion | Department [ Position
1 2 00N KONDRO A1778351  29.09.1994 MALE DAILY ALUMNIOM GENERAL |
2 3 0BDUL JOLEL AF 9441788 02-01-1968  MALE DALY ALUMNIUM
3 e KHONG JEN KHEH 771295.55.3529 15021976 MALE MONTHLY MANAGEMENT DRECTOR
P ODE EROWON 47847481 05-07-1984  MALE DALY
s & OHIOD SEYOND AS189376  03-07-1985 MALE DAILY VWAREHOUSE WAREHOU
& 3 OL OMEN RC 1453798  24-06-1382  WALE DAILY INSTALLATION
7z OMER SONUSE 44794941 18101983 MALE DAILY
ERET ONEK MUNOWORGH A5 213485 FEMALE
9 a7 OLEXONDER 41348181 24071993 MALE
10 2 KHONG JENG HONG 851217.55.3575 07-02-1984  FEMALE MONTHLY HR & ADMIN KR EXECUT
1mooa KHONG KHEN KONG ~ 781715-85-5579 05-07-1985  MALE MONTHLY MANAGEMENT DIRECTOR
12 32 OEDEL SOFWE R1981394  20.091883 WALE DAILY
13 33 NOZREN KHONG OBD..  851729-85-5772 21061985 WALE MONTHLY PRODUCTION FACTORY
14 38 KHONG KHEE KHOW ~ 721229-85.5917 21031982 WALE MONTHLY MANAGEMENT DRECTOR
15 38 1OESORCH ABB11B17  08-05-1930 FEMALE DAILY ALUMNIUM
16 39 FOHME ROMDLONE A4T94979  03.031994 MALE DAILY o
< >
Employes ID | Pasroln | |  Date Joniconfimation Resigned/Expiry Date :l@l

Employee Name | | = Schedule 0o w | = Card Number I:l
IC No. | Passport No. | | Password Privilege USER »
Date of Birth |:| @] cender MALE w|  Suspend NO v Fay Type v

Pay Mode v| Religion w Bank W
Department v Account No.
Position v Address

—

Nationality W ‘ Race w
Payroll Station v ( Update to Terminal via network
Up\oadt}USB Drive
New Save Download Employee Delete Employee | Terminal Exit

Terminal ID | Description IP Address Status

o [TmePi_ |

Tick to select Terminal ID

<
A v Employee Name vl || Search

Employee ID | Employee Name ]
® selectAl | 2 OON KONDRO —_—
O charat 3 OBDUL JOLEL
M4 KHONG JEN KHEH
B ODE EROWON
8 OHMOD SEYONO
g OL OMEN
12 OMER SONUSE .
[ 16 ONEK MUNOWOROH N Tick to select Employee
17 OLEXONDER 1
™21 KHONG JENG HONG
31 KHONG KHEN KONG
32 OEDEL SOFWE
23 NOZREN KHONG OBDULLOH
36 KHONG KHEE KHOW
28 MOESOROH —

£ >

Update to terminal

Click “Update to terminal” to

> update records into terminal
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» Upload to USB Drive

ECO TIMEPRINT ATTENDANCE (ETA2)

You can also upload the employee’s data to USB Drive, and upload it to your terminal.

(@ SelectAll

(O ClearAll

\ v/ | | Search
Employee ID l Employee Name A
2 OON KONDRO e —

3 OBDUL JOLEL

44 KHONG JEN KHEH Tick to Select Employee

6 ODE EROWON

vis OHMOD SEYONO

9 OL OMEN

12 OMER SONUSE

vl 16 ONEK MUNOWOROH

M 17 OLEXONDER

21 KHONG JENG HONG

vl 31 KHONG KHEN KONG

32 OEDEL SOFWE

V33 NOZREN KHONG OBDULLOH

36 KHONG KHEE KHOW

38 MOESOROH

V139 FOHME ROMDLONE

47 KHEENG SEEW SHEENG

51 EEN KURNEOWON .

'? £ ! TEMZ VLILIN __< Select USB Drive Letter
I

Select the drive letter and click button [Upload to USB drive],
upload employee's template to the terminal

Upload to drive letter

Upload to USB drive:

L

the USB drive to

To confirm update, click “Update to

ECO SOLUTION TECHNOLOGY
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ECO TIMEPRINT ATTENDANCE (ETA2)

» Delete Employee | PC

You can delete the employee from system by select the row of employee that you wish to delete and

Click “Delete Employee | PC”

] —
I | Employee Name v Search - X
Excel FingerTec TCMS V2
No. | Employee D | PayrolD | Employee Name [ icho | Passport No. [ Date of Birth | Gender | Pay Mode [ Reiigion | Department [ Postion A
1 2 OON KONDRO A1778391  20-09-1994 MALE DALY ALUMNUM GENERAL\
2 (3 0BDUL JOLEL AF 9441744  02-01-1968 MALE DALY ALUMNIUM
3 |4 KHONG JEN KHEH 771295-85-5829 15-02-1976  MALE MONTHLY MANAGEMENT DRECTOR
4 6 ODE EROWON AT841491  05-07-1984 MALE DALY
5 |8 OHMOD SEYONO AS189376  03-07-1985 MALE DALY WAREHOUSE WAREHOU
6 |9 OL OMEN RC1469798  24-06-1982 MALE DALY INSTALLATION
7 12 OMER SONUSE A4794941  18-10-1993 MALE DALY
8 16 ONEK MUNOWOROH AS 413486 FEMALE
9 17 OLEXONDER A1348191  24-07-1993 MALE
10 21 KHONG JENG HONG 851217-55-8575 07-02-1984 FEMALE MONTHLY HR & ADMN HR EXECUT
noo3an KHONG KHENKONG ~ 751715-55-5579 05-07-1965 MALE MONTHLY MANAGEMENT DRECTOR
12 32 OEDEL SOFWE R1981334 29091983 MALE DALY
13 3 NOZREN KHONG OBD...  851729-55-5772 21-06-1985 MALE MONTHLY PRODUCTION FACTORY
14 3% KHONG KHEE KHOW  721229-55-5917 21-03-1962 MALE MONTHLY MANAGEMENT DRECTOR
15 38 MOESOROH AGB11817  08-05-1990 FEMALE DALY ALUMNIUM
16 39 FOHME ROMDLONE A4794979  03-03-1994 MALE DALY v
< >

Employee D [:, Payroll D ‘:] Date Join/Confirmation :g Resigned/Expiry Date :lg]
Employee Name | ] + Schedule 0 | + Card Number :]
IC No. [:] Passport No :} Password :] Priviege USER v
Date of Birth :g Gender MALE v|  Suspend NO v Pay Type v

Pay Mode v | Religion v Bank v
Department v Account No. [

Position v Address

Nationality v Race v

Payroll Station vie

New Save Download Employee Update Employee Delete Employee | PC Delete Employee | Terminal Exit

ECOTIMEPRINT ETA2.1

Fmplovees - admin
Delete Employee | PC

s s
Employee ID I Employee Name ~ Excel FingerTec TCMS W2
O selectall | (2 OON KONDRO Mode | Reigion | Department Fosion A
Dashboard 1 2 Os 0BDUL JOLEL LUMINIUM GENERAL \
2 3 @Cearar | |14 KHONG JEN KHEH LUMINIUN
A 3 4 s ODE EROWON WANAGEMENT DIRECTOR
s cnass oave 4 8 Os OHMOD SEYONO
: g Os OL OMEN Are you sure to delete ? N:f:E&JTSISN WAREHOU
BB vevice sewp Tz Oz OMER SONUSE
PR 018 ONEK MUNOWOROH
a a7 o7 OLEXONDER Cancel
# System Setup 0 21 021 KHONG JENG HONG HR & ADMIN HR EXECUT
" Ell 2 KHONG KHEN KONG DIRECTOR
12 32 a2 OEDEL SOFWE -
@ Reports 3 253 33 NOZREN KHONG OBDULLOH g:'[l’ :""Amﬁ"“‘;’;‘" Eﬁéﬁg\é
T O3s KHONG KHEE KHOW Iv AU
e 38 MOESOROH Iy .
@' Notes < a9 FOHME ROMDLONE N
047 KHEENG SEEW SHEENG
2w Employee D 7 st EEN KURNEOWON wbenate [ |@]
! crooysetane [ D= YEUTENC KA N
i
._:‘ Logout IC No. Os2 JUKE dilege USER v
Date of Birth | Oea KORSONO ¢ Type -
64 GEMEN SUPREODE
Pay lode M7 RO7UIMFO © ¥
Department S E
Position |

Payroll Station
save Download Employee Update Employee Delete Employee | PC Delete Employee | Terminal

72019 ECOTIMEPRINT. All rightd
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ECO TIMEPRINT ATTENDANCE (ETA2)

» Delete Employee | Terminal (Via Network)

You can delete the employee’s data from terminal by select the row of employee that you wish to

delete and Click “Delete Employee | Terminal”. Select the Terminal ID and Click Confirm button.

3 Xy
l ] Employee Name v Search - wXaw
Excel FingerTec TCMS V2
NnYIEnpbynD IPlyroID lEnwynmm |I:No ]inonno. ]Dmovamlsmm IPnyIlodo Imlpn ] ]mmn ~
1 2 OON KONDRO A 1778391 29-09-1994 MALE DALY ALUMNUM GENERAL \
2 3 OBDUL JOLEL AF 9441744 02-01-1968 MALE DALY ALUMNUM
3 4 KHONG JEN KHEH 771295-55-5829 15-02-1976 MALE MONTHLY MANAGEMENT DIRECTOR
4 6 ODE EROWON AT841491 05-07-1984 MALE DALY
s OHMOD SEYONO AS 189376 03-07-1985 MALE DALY WAREHOUSE WAREHOU
6 9 OL OMEN RC 1469798  24-06-1982 MALE DALY INSTALLATION
7 12 OMER SONUSE A 4794941 18-10-1993 MALE DALY
8 18 ONEK MUNOWOROH AS 413488 FEMALE
9 17 OLEXONDER A1348191 24-07-1993 MALE
10 21 KHONG JENG HONG 851217-55-5575 07-02-1984 FEMALE MONTHLY HR & ADMN HR EXECUT
1" 3 KHONG KHEN KONG 751715-55.5579 05-07-1965 MALE MONTHLY MANAGEMENT DIRECTOR
12 OEDEL SOFWE R 1981394 29-09-1983 MALE DALY
13 33 NOZREN KHONG OBD. 851729-55-5772 21-06-1985 MALE MONTHLY PRODUCTION FACTORY
14 % KHONG KHEE KHOW 721229-55-5917 21-03-1962 MALE MONTHLY MANAGEMENT DRECTOR
15 38 MOESOROH AB811817 08-05-1990 FEMALE DALY ALUMNUM
16 39 FOHME ROMDLONE A 4794879 03-03-1994 MALE DALY v
< >
Employee D Payrol D Date Join/Confirmation 3| Resigned/Expiry Date :]_G_l
Ervsstane | e et A e—
T e T e R s R R
Date of Birth :] 3| cender MALE v| Suspend NO v Pay Type v
Pay Mode v | Reilgion v Bank v
Department v|  AccountNo. [ ]
Position v Address
Nationalty v Race v
Payroll Station v

New Save Download Employee Update Empioyee Delete Employee | PC | Delete Empioyee | Terminal | Ext

Terminal ID | Description IP Address

S0 [TmePint | 1921681201

Tick to Select Terminal ID

imployee ID l Employee Name

2 OON KONDRO

3 OBDUL JOLEL
V4 KHONG JEN KHEH
V6 ODE EROWON Tick to Select Employee
8 OHMOD SEYONO

M9 OL OMEN

[vl12 OMER SONUSE

V116 ONEK MUNOWOROH

M 17 OLEXONDER

vl 21 KHONG JENG HONG

[¥] 21 KHONG KHEN KONG

32 OEDEL SOFWE

33 NOZREN KHONG OBDULLOH
36 KHONG KHEE KHOW

38 MOESOROH If this is checked, employee records

I will also be deleted from the PC

Confirm

Click “Confirm” to confirm Delete
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ECO TIMEPRINT ATTENDANCE (ETA2)

FINGERTEC - TCMS

This function is for user who upgrades their software to ECOTIMEPRINT attendance. Default TCMS
program folder is “C:\Program Files\FingerTecWorldwide\TCMSv2\’, if the TCMS system is installed

in different folder you can choose the path by clicking on.

Import Employee: After select the path of TCMS, click on button “Import Employee”, a list view will
display the employees, select the employee which you what to import, and then click “Save Employee
to PC".

Import Attendance: Enter criteria Date From and Date To, click on button “Import Attendance”, a list
view will display the employee’s attendance logs, and then click “Save Attendance to PC”.

o ECOTIMEPRINT ETA2.1

EE [l i Employees - admin
Empioyes Name B sewcn

Dashb

Vo [EnipmD [PayiS | Empiyuetme [ £ Passgori e | Gu ot | Gester | Paytiode | Faigor
: o ouoa Ao Zaosime i oLy
5 =
EingerTec (TCHS) data folder [ Progre Fils FngeToc Werigwide TCMS3 =,

i EMPLOYEE ATTENDANCE LOG i
to_| Employes 0| Employes Nama Ho_|Empioyse© | Employee Name. 3t Tims e

]

:

® Selactall ClearAl DataFrom  [qo1-2m9 B|- [amzans =]}

Impod Emplojee | | Save Emglopee To PC importaliendance  SaveAfendance To PC Em

EXCEL

Click the Excel button and go to C drive under C:\ECOTP\Data and you can choose to save under

Excel format.

ECOTIMEPRINT ETA2.1 -8

Employees - admin

Employee Name
ition
‘GENERAL \
B Dashboard ALUMINUM
114 4l <« Local Disk (C:) + ECOTP + Data JANAGENENT DRECTOR
* Manage Leave Organise v MNew folder DALY 'WAREHOUSE 'WAREHOU
[ -4 g DALY INSTALLATION
A Name Date modified Type WALE DALY
H FEMALE
] pevice setwp + Homegroup || 64B1tODBCPath WALE
57 AutoBackup FEMALE MONTHLY HR & ADMIN HR EXECUT
1% This PC & MALE MONTHLY MANAGEMENT DIRECTOR
X§  system sewp R Deckiop 0 ECOAT WAL DALY
[#1] ECOAT MALE MONTHLY PRODUCTION FACTORY
“| Documents MALE MONTHLY MANAGEMENT DIRECTOR
7.
E Reports & Downloads EL] ECOAT RepairBackup D 2612201803572 FEMALE DALY ALUMINUM
8 ECOATD MALE DALY
U Music M
gauv >
g Notes 2] Pictures
B videor ) ecocLus 3| reswesconone [ ]3|
s & ImportFile
& Local Disk (©) ’ vircwmer [
?  Hep oo 09 £ ETCOMP -
L i riviiege: USER
\ﬁ ata -~ e v
- & €D Drive (F) o PayType .
% Logou
v < > v
File name: | v| [~ieg v
Payrol Station v [
New Save Download Employes Update Employee Delete Employee | PC Delete Employee | Terminal Exit

22019 ECOTIMEPRINT. All rights reserved
HOLIDAY RESTDAY LEAVE TYPE
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Attendance Sheet

Attendance sheet is a final station to process transaction data for final viewing, user can edit the data

before proceed to the report section.

Therefore, in this screen, EcoTimeprint download the data from terminal and processes based

ECO TIMEPRINT ATTENDANCE (ETA2)

on the Clocking Schedule, leave entry, restday, holiday and employee settings.

TIMEPRINT

Dashboard

Il.e Dashboard

Manage Leave

£l
L

N

Device Setup
System Setup CLOCKING SCHEDULE
Reports

Notes

Help

B
fe]
B
Ef
?

Logout

EMPLOYEE

QUICK LEAVE

HOLIDAY

RESTDAY

LEAVE TYPE

Date: From [p1-01-2019 |[E] To [sr-o1-201 B No_ | Payrall Station No. [ Employee ... | Employee Name [ schedule [ PayMode [~ p—
Pay Mode . 1 Ha 2 OON KONDRO 0 DAILY
M2 LABUAN BRANCH OBDUL JOLEL 0 DAILY
Department v 3 SUNDRY 4 KHONG JEN KHEH 0 MONTH...
Position v |[¥l4 SUNDRY-SINGAPORE [ ODE EROWON o DAILY
Nationality . 8 OHMOD SEYONO 0 DAILY
< > 9 OL OMEN o DAILY
Schedule v = b
Advance Search ‘ ‘
Date Day Type Hol Schedule In Qut In Qut In Qut In Qut In Qut Exit Pass Work Qvertime Short
* o 1T 1T T T T T [ [ [ J o 0ot
mployee Name Leave Type Remark Mo. Of Workday OT Hrs. Approved
v 0.000 I 0.00 ‘ Update
Empl.. | Name [Date [Day. [wee. |Hol.[5.[Sch..[m  [ouwt [m  [out [n  Jout [m [out [In [out [ Work[Exi.[0v. [ Short|MNo.of.[0OTHr. [LeaveType | Remark
< >
View Logs [F1] Total Workday Total OT Approved Total Short
Download Export Clocking Schedule Duty Roster Generate Print Extt

ECO SOLUTION TECHNOLOGY
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ECO TIMEPRINT ATTENDANCE (ETA2)

Let us go through the function of this screen:

e Download Attendance from Terminal (Network or USB Flash Drive)
e Generate Attendance
e Search Attendance Transaction

- With Search Criteria

- Show Selected Employee’s Attendance

- Advance Search

¢ Update Attendance Data
e Download From Cloud
o Export
- Export Attendance with Template
- Export Attendance with Customize App

o View Logs

e Clock Schedule

e Upload Attendance

e Print Attendance Sheet
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ECO TIMEPRINT ATTENDANCE (ETA2)

> Download Attendance via Network

¢ In this screen, you can either download data with Network or USB flash drive.

e Apart from this, you can also delete the Logs from terminal device.

Click on “Download” button to download attendance logs from selected terminal.

—

Download Attendance Logs X
NETWORK DOWNLOAD T USB DOWNLOAD
Device No. l Description ] IP Address l Download Statu:
w1 TimePrint 192.168.1.201 NO
€ b
| ® selectan O Clear Al

ﬂ If you connect your device to the network, you can select the terminal device to download the attendance
record

Delete logs from the terminal Exit

Delete Logs from Terminal via Network

o Before delete the log, click, then click “Save Logs”

“SystemDirectory\Backup\” folder.

Device No. | Description | 1P Address | status
ZE TimePrint 192.168.1.201 NO

< “DOWNLOAD LOGS

button to backup the log to

Mo. | Employee ID Employee Name | Device

£

Please backup before proceed to delete attendance logs from device terminal.

ECO SOLUTION TECHNOLOGY
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ECO TIMEPRINT ATTENDANCE (ETA2)

o After "Save Log", the "Delete Log" button appears. Click the "Delete Log" button, enter the

administrator password and click "Delete Log" to confirm the deletion of the terminal device log.

Qt‘ttndance Logs Backup @

Device No. I Description ] IP Address I Status
1 TimePrint 132.168.70.160
<
No. | Employee ID | Erpks 13 Authorised User Password | J
1 10000 ALl
2 10000 ALl
3 10000 ALl
4 10000 ALl

Please enter admin Password.

tatﬂ-l

Delete Logs | Cancel |

< >

Please backup before proceed to delete attendance logs from device terminal.

Save Logs Delete Logs | Cancel

> Download Attendance from USB

Download Attendance Logs A

NETWORK DOWNLOAD I USB DOWHNLOAD

Drive letter

| v]

terminal device.

0 @ The drive letter is the location where the log file is stored, and
the log file is the attendance record which downloaded from

DOWNLOAD

Exit
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ECO TIMEPRINT ATTENDANCE (ETA2)

» Generate Employee or Attendance

Logs will be automatically generated after downloading from the terminal.

If you change the Clocking

Schedule, Leave Entry, Holiday Calendar or Rest day Calendar setting after downloading the data, you

can use the “Generate” function to rearrange the logs data in attendance sheet.

e You can generate the attendance logs with following criteria, click Generate button to confirm the

transaction.

- Employee List

- Date (By range from & to)

- Show Suspended Employees

- Overwrite clocking schedule (only available for Daily, Weekly, Shift & Flexi Schedule)

- Overwrite and remove amended records.

- Don’t Overwrite Day Type

(X
Employee ID [ Employee Name [ Schedule A
® SelectAll 2 OON KONDRO 0 ——

~ Clear Al 3 OBDUL JOLEL 0
< KHONG JEN KHEH 0
6 ODE EROWON 0

P 8 OHMOD SEYONO 0

Search 9 OL OMEN 0

12 OMER SONUSE 0
16 ONEK MUNOWOROH 0
17 OLEXONDER 0
21 KHONG JENG HONG 0 /
31 KHONG KHEN KONG 0 /
32 OEDEL SOFWE 0
33 NOZREN KHONG OBDULLOH 0
36 KHONG KHEE KHOW 0
38 MOESOROH
39 FOHME ROMDLONE 0
47 KHEENG SEEW SHEENG 0
51 EEN KURNEOWON 0
53 YEU TENG KHUO 0
57 JOHERUL ESLOM 0
2l a2 ILIKE n

7

Date [01-012019 | @] - |

31-01-2019

&)| show Suspengé€d Employees

Overwrite clocking schedule (only available for Daily,
Weekly, Shift & Flexi Schedule) :

Overwrite and remove admended records [ Don't Overwrite Day Type

Fast Generate

Exit

/
7

Employee List

¢ You can either Select All or Clear All

to select / deselect the employee.

Date Range (From & To)

Overwrite employee’s schedule to

the another clocking schedule.

Check to show suspended

employee

A
A
A

f when “Generate” attendance.

Day type remains unchanged

9

If you select this option, the modified
attendance record will be deleted
when “Generate” attendance.

ECO SOLUTION TECHNOLOGY
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ECO TIMEPRINT ATTENDANCE (ETA2)

<

2 LABUAN BRANCH

512 ciLmmnov

Search

Generate

Fast Generate

Close

Exit

(X ]
. Employee ID | Employee Name Schedule ~

@ SelectAll | ]2 OON KONDRO 0

i 3 OBDUL JOLEL 0

ClearAll | |74 KHONG JEN KHEH 0

6 ODE EROWON 0

Advance 8 OHMOD SEYONO 0

Search 9 OL OMEN 0

12 OMER SONUSE 0

16 ONEK MUNOWOROH 0

17 OLEXONDER 0

[ 21 KHONG JENG HONG 0

3 KHONG KHEN KONG 0

[v] 22 OEDEL SOFWE 0
Pay Mode v | To
Department v To
Position v | To
Nationality v| To

Schedule v To v
Payroll Station | o | Payroll Station ~
1 HQ

You can use “Advance Search” to

filter employees in the list view

Search Attendance Transaction

¢ Employee Filter - Change on the filtering to show the relevant result at employee listing.

o Show selected employee’s attendance

- Right click on Employee Listing to select all or clear all checkbox.

- Click the "Show" button to display the employee attendance of the “checked” employee in the

employee list.

- Double-click to display the attendance record for the selected employee in the employee list.

e Advance Search

- You can filter employee’s attendance by Advance Search

- Search option include Late In, Early Out, Absent, Miss Punch, On Leave, Overtime, Exit Pass,

Amended Record and No of Punch Less that xx time(s)

- Click Show button to display the result.

- Click Close button to hide Advance Search from screen.

ECO SOLUTION TECHNOLOGY
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G x

Date : From foro1-2019 |. @] To [s1-012009 iz] MNo. Employee Name Schedule | PayMode Show ‘
Pay Mode " =] 0ON KONDRO ] DALY
B _— 8] 0BOUL JOLEL o DALY
epanment = KHONG JENKHEH 0 WONTH
Position 1=} ODE EROWON o DALY
Nabonality =2 OHMOD SEYONO 0 DALY
—_— s & OL OMEN 0 DALY "
Schedule v = I - P 1
Employee Filter Employee Listing
mshis ™ Ot o short
— <o T 1T T T 1T 1T T [ T o | B
Employee N Leave Type Remark Ho Of Workgay OT Hrs_Approved
I vl I 0000 [ 0.00 | Upgate
EmpL.. | Homs Dotz + | 0m WoL S |Son|n_ [ow [n_ Jou [m  |Ou |m] Out | | Ot | Work| Ext: | Ove: | Shot| No.OL: ]| OTH-. | LeaveType | Remart 7
OON KON. 01-01-.. WOR T 000 o000 000 000 0.000 0.00

OONKOW.. 0201-.. WOR
OONKON.. 03-M-. WOR
OONKON... 04-01-.. WOR
OONKON.. 05-01-. WOR.
OONKON.. 0801-. REST.
OONKON.. 07.01-.. WOR
OONKON.. 08-01-.. WOR..
OONKON... 08-D1-. WOR
OONKON... 10-01-.. WOR..
OONKON.. 11-01-.. WOR
OONKON.. 1201-.. WOR

000 000 000 000 0000  0.00
000 000 000 000 0000 000
000 000 000 000 0000  0.00
000 000 000 000 0000  0.00

000 000 000 000 0000 000
onee Attendance 000 000 000 000 0000 000
000 000 000 000 0000  0.00

y

[
<

-
“Em
.

.
:

PR

000 000 000 000 0000  0.00
000 000 000 000 0000  0.00
000 000 000 000 0000  0.00
000 000 D00 000 0000 000

ay

secccegFecass

T

&

View Logs [F1] Total Workdlly Total OT Approvad 0.00 Total Short 000

Downioad Export Clocking Schedule Duty Roster Generate: Prnt Ext
~ ¥

Employee Filter LB WD

[Early Out Overtime
Criteria use for employee filtering. g gz:nm
« By Pay Mode, Department, Position, Nationality, [[]Miss Punch [ amendes

Schedule and Payroll Station. [cteck less than 0
Show Close

Advance Search

Update Attendance Data

You can edit the record by placed properly on the attendance record which you want to edit, by
changing the value in the highlighted Red triangle area, then Click Update button to confirm the
change.

The value in the attendance list which can be changed:

1.
2.
3.
4.
5.

Day Type

Hol. (Holiday)
Schedule

In & Out Column

Short

Leave Type
Remark

No. Of Workday
Exit Pass 10. OT Hrs. Approved

© ©® N O

Date : From 01012019 | @] 7o [rorz010 | 3] |Mo.| Payroll Station No. | Employee ... | Employes Name Scheaule | Paymode |~ —
PayMode " M1 Ha 2 OON KONDRO 0 DAILY
D " M2 LABUAN BRANCH M 3 0BOUL JOLEL 0 DAILY
epanment M 3 SUNDRY 4 KHONG JEN KHEH 0 MONTH...
Position v |B4 SUNDRY-SINGAPORE 6 ODE EROWON 0 DALY
Nationality v 8 OHMOD SEYONO 0 DAILY
< 3 9 OL OMEN 0 DALY
Schedule v CA__an
Advance Search | |
Date Day Type Hol Schedule In Out In Out In Out In Out In Out Exit Pass Work Overtime Short
/] *| D ~I[ [ I I [ I I [ I I [ ow [ J[ o
mpl N Leave Type Remark No. Of Workday T v
“| | 0000 ] 0.00 pdate
e e e . —— S ————— — T ——
2 OON KON. 01-01-. WOR.. Tues. o 000 000 000 000 0.000 0.00
2 ooMKO. 201 WOR. wes v 000 000 o0 o000 0% om0
2 ‘OON KON. 03-01-.. WOR.. Thur ° 000 000 000 000 0000 0.00
2 OON KON. 04-01-.. WOR.. Friday [] 000 000 000 000 0.000 0.00
2 OON KON. 05-01-.. WOR.. Satur. [ 000 000 000 000 0000 0.00
2 OON KON. 08-01-.. REST.. Sund [ 000 000 000 000 0000 0.00
2 ‘OON KON. 07-01-.. WOR.. Mond. 0 000 000 000 000 0.000 0.00
2 ‘OON KON. 08-01-.. WOR.. Tues. ° 000 000 000 000 0000 0.00
2 ‘OON KON, 09-01-.. WOR.. Wed 1] 000 000 0.00 0.00 0.000 0.00
2 ‘OON KON. 10-01-.. WOR.. Thur. ° 000 000 000 000 0.000 0.00
2 OONKOM.  1Mo1. WOR. Frosy 0 000 000 000 000 0000 080
2 ‘OON KON 12.01- WOR Satur. o 000 000 000 000 0000 0.00 v
< »
View Logs [F1] Total Werksday Total OT Approved: 000 Total Short 000
Downipad Export Clocking Schedule Duty Roster Generate Print Ext
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> View

Logs

e Simple Search Mode

ECO TIMEPRINT ATTENDANCE (ETA2)

You can either double click on employee’s attendance record or click View Logs (F1) to show

attendance log details. From this screen, you can print log reports using three different types of

Date : From [o1-01-2019 @] To [sro012019 ame [ schecule | PayMode [~ —_—
Pay Mode v r RO 0 DALY
No. | Name | pate [ Weekday | Time | ClockType | gt 0 DAILY
Department KHEH 0 MONTH
Position ON 0 DALY
Nationality YONG 0 DALY
0 DALY
Schedule v
Date Day Type Hol Schedule t  ExtPass Work Oveime __ Shont
[ YO v [ ow ]| 000 |
Employee Name ‘ Leave Type Ho, Of Workday ___OT Hrs. Approved
0.000 0.00
Empl.. | Name |oster | pay.. |wee. [Ho [s.[sen.|m hot [ Ho.or. | oTHr. [LeaveType | Reman ~
2 OONKON_. 01.01.. WOR. Tues 0 00 0000 000
2 OON KON 02-01-.. WOR.. Wed 0 00 0000 0.00
2 OONKOM.. 03-01-. WOR. Thur. 0 00 0000 000
2 OONKOM.. 04-01-.. WOR.. Friday 0 o0 o000 000
2 OONKOM.. 05-01-.. WOR. Satur 0 00 0000 000
2 OONKOM... 06-01-.. REST.. Sund 0 00 0000 000
2 OONKON.. 07-01-.. WOR. Mond 0 00 0000 000
2 OONKOM.. 08-01-.. WOR.. Tues.. 0 00 0000 000
2 OONKON.. 09-01-.. WOR.. Wed 0 00 0000 000
2 OONKOM.. 10-01-.. WOR.. Thur 0 00 0000 000
2 OONKON.. 1101 WOR.. Friday 0 0 0000 000
2 OONKON.. 12-01-.. WOR. Satur 0 00 0000 000 .
- - e
Terminal Activities Report
Downlosa EBxport Clocing Sci ' I Generate Prot Ext
Advance Search Close

e Advance Search Mode

Click the Advance Search button to switch between Simple to Advance search mode. In this

screen, you can have more filters to search for the log records.

You can filter log records in the following ways:

1.

N o o b~ w N

© ©

Employee

- Right click to select all or clear all checked employees.

- Double click on selected employee to show the employee’s log record.

Date Range

- Enter date range (From/To) to filter log records

Pay Mode
Department
Nationality
Payroll Station
Terminal Device

- Double click on selected Terminal to show the employee’s log record.

Schedule
Sort By

- Select you want to sort by Employee ID, Name or Payroll ID
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Click Show button to display the record with you filter criteria.

G Attendance Details X
Mo, ] Employee ID | Narme l Date |Weekday | Tirne | Terminal A No. | Employee ID | Name Schedule A
1 10005 Kenny GEdum JosDuE 01-03-20... Thursday 06:49  TimePrint 10002 Denry Ek Jerry 7
2 10005 Kenny GEdum JosDuE 01-03-20... Thursday 12:.01 TimePrint 10005 Kenny GEdum JosDuE 7
3 10005 Kenny GEdum JosDuE 01-03-20... Thursday 12:36  TimePrint ¥ 10007 Ling CDong LeD g
4 10005 Kenny GEdum JosDuE 01-03-20.. Thursday 17:09 TimePrint E 10011 Tney Joo COey 7
5 10005 Kenny GEdum JosDuE 02-03-20... Fr!day 06:51 T!m!Pr!nt 10012 Ting Yew CDEi g
6 10005 Kenny GEdum JosDuE 02-03-20... Fr!day 12:01 ‘l!mePr!nt 10017 £Din TEi Ping 5
7 10005 Kenny GEdum JosDuE 02-03-20... Friday 12:39  TimePrint = anom Fanial Bin KiiEn o v
g 10005 Kenny GEdumn JosDUE 02-03-20... Friday 17:14 TimePrint < >
9 10005 Kenny GEdum JosDuE 03-03-20... Saturday 06:43  TimePrint
10 10005 Kenny GEdum JosDUE  03-03-20... Saturday  12:34  TimePrint Date:From [m-os2018  |(@| To [s1-03-2ms Ji=]|
11 10005 Kenny GEdum JasDuE 03-03-20... Saturday 13:19 TimePrint Pay Mode —V‘

12 10005 Kenny GEdum JosDuE 03-03-20... Saturday 17:09 TimePrint

13 10005 Kenny GEdurn JosDUE 04-03-20.. Sunday 06:49  TimePrint Department v}
14 10005 Kenny GEdum JosDuE 04-03-20... Sunday 12:06  TimePrint Paskion v}
15 10005 Kenny GEdum JosDuE 04-03-20.. Sunday 12:39 TimePrint

16 10005 Kenny GEdurn JosDuE 04-03-20... Sunday 17:06  TimePrint Nationality v}
17 10005 Kenny GEdum JosDuE 05-03-20... Monday 06:36  TimePrint

18 10005 Kenny GEdum JosDuE  05-03-20.. Monday 12:02  TimePrint Payroll Station| o | payroll station ~
19 10005 Kenny GEdum JosDUE 05-03-20... Monday 12:36 TimePrint 1 =

20 10005 Kenny GEdum JosDuE 05-03-20... Monday 17:07 TimePrint M2 a

21 10005 Kenny GEdum JosDuE 08-03-20... Tuesday 06:37 TimePrint [Pz o v
22 10005 Kenny GEdum JasDuE 06-03-20... Tuesday 12:00 TimePrint < >

23 10005 Kenny GEdum JosDuE 06-03-20... Tuesday 12:35 TimePrint i n

24 10005 Kenny GEdum JosDUE  06-03-20.. Tuesday  17:01 TimePrint Terminal No. | WEITEN R

25 10005 Kenny GEdum JosDUE  07-03-20... Wednesd.. 06:32 TimePrint L TimePrint

26 10005 Kenny GEdurm JosDUE 07-03-20.. Wednesd.. 12000 TimePrint M2 TimePrint

27 10005 Kenny GEdum JosDuE 07-03-20... Wednesd.. 12:38 TimePrint

25 10005 Kenny GEdum JosDuE 07-03-20... Wednesd.. 17:.08 TimePrint

29 10005 Kenny GEdum JosDuE 08-03-20... Thursday 06:43  TimePrint v < >
:n 1nnns Kenme GFdum laennF NA-N3-2n Thired = 17201 TimePrint 5 Schedule Sort Bj

Clocking Schedule

Highlight the employee attendance record and click the Clocking Schedule button to display the

schedule settings.

Date : From 01-01-2019 [ B[ To [s1-01-2019 =
— Schedule No Schedue
Pay Mode v P | [General worker ]
Depantment
Schedule Parameter
Position Manday
Nationality I 07.45 11:20 | mmml | 1300 17:00 i,
| Overtions § hous excesds 0745  Hourls)
Schedule v Tuesday
— 1| 0745 | mul | 11:30 | S| 1300 | mu (1700 — — =l —1 — _Iil
Overtime i hour exceeds | 0745  Houfs)
Date Day Type Hol. Schequle  in Wadnasday
|:] M| v 0745 120 gl [ 1300 1700 €|
mpls me Leave Type Overtime # hous exceeds 0745  Hourfs)
Thursday
07.45 11:30 1300 17.00
Empl.._| Name | Date* | Day.. [wee.. [Hol.[S_[Sch..[m [out n_lnw — Tw“ — — = = = = = — ¢
2 OONKON.. 01-01-_ WOR. Tues._ 0 o ot ek | 6745 ‘
2 OONKON.. 02-01-.. WOR.. Wed. ] Py — = - =
2 OONKON.. 03-01-.. WOR.. Thur. 0 — [ 0745 |t | 110 | | 1200 | 1700 | | ==l —1 = = =l —1 |
2 OONKON.. 04-01-.. WOR.. Friday 0 Overtime # hous enceeds 0745  Hourfs]
2 OONKON.. 05-01-.. WOR.. Satur.. ] Sensdep
2 OONKON.. 06-01-. REST.. Sund . 0 07:45 11:30 w1300 17.00 E
2 OONKON.. 07-01-.. WOR.. Mond ] Ovetime # how exceeds | 7.45)  Houls)
2 OONKON.. 08-01-.. WOR. Tues.. ] N
2 OONKON.. 09-01-.. WOR.. Wed.. ]
0600 1200 |l [ 1300 17.00
2 OONKON.. 10-01-.. WOR.. Thur... 0 - ]
2 OONKON.. 11-01-. WOR. Friday 0 Lo —— T L]
2 OONKON.. 12-01-. WOR.. Satur 0 Wok Tine [Sor—
- Anns v 49 ne nEeT  cuna " Save Addtional Parameter Close
< Dvertime None
View Logs [F1]
Downicad Export Clocking Schedule Duty Roster Generate Print Exit
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> Print Attendance Sheet

From this screen, you can print attendance reports using two different types of formats.

Date : From [o1-02-2018 1.8 To [2soz2019 i) [No. | Employee .. | Employee Name [ Schecule | Pay Mode ] Show

Pay Mode v ) )

Department LABUAN BRANCH

¥ |&3 SUNDRY

Position v SUNDRY-SINGAPORE

Nationality v

Schedule v < )

Agvance Search ]
Date Day Type Hol Schedule In out In out___In out In Out In Out  ExitPass Work Overtime Short
Y o 2| I I I | [T T 1T [ T oew | |
Employee Name Leave Type Remark No. Of Workda OT Hrs. Approved
v 0.000 0.00 bte

Empl. |Meme | Date' |Day.. |Wee [Hol |5 [Sch |n Ot |m | Ost | JOw | |Out [in | Out | Work [ Ext | Ov. | Shot|No OF | OTH- | LeaveType | Remark

View Logs [F1] Total Werkday Tota OT Approved Total Short

Download Export k edule Duty Roste Generate

Pt | Ext
Attendance Sheet (Format A)
Attendance Sheet (Format B)

e Attendance Sheet (Format A)

Ecoi@Tim e Print ECOTIMEPRINT Print. On: 30-04-2018 14:55:07  Page 8of 151
Attendance Sheet

Date OLBDIE  -» IGAE Late In [ ontear [] Clcklsstan [ 0 Jtm(s
Pay Mode Hatiorality EalyOut [ ] Overtme []

D : Schedule : Absext O EtPas [ #Underlive irdicates Anendwent,
Fsition MissPuch [ ] Amended [ ] *Red Bold indicates Late Inor Early
Enpbge  Nae oae DaType  Hol  WkekDy | 4 ot b Ot b ot W O b O Bt Wk Owrtie st i No.OY  OTH: Lear
o ' pare H spproved

RoDEAE:

RoODEAESIDNE

RODEAESIDNE

RoD EESHos

om

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, w
e Attendance Sheet (Format B)

Eco@Tim e Print Attendance Sheet Prit On: 30-04-2018 150048 Page 2of 146

(01-03-2018 To 31-03-2018)

Enploge Name Dae DayType Hol. Unkeehctay h ot h ot h ot h ot I ot Bt ok e rtime. Shor No.Ot OT His. Lean

0 pass WomdEy  Approud

oS kenryGEdm Jos DIE D WO RKDAY Thedy D@ 1200 126 Tl 8m om om 1m om

oms kearyGEdwn Jos DME i WO RKDAY Friday DES1 1201 1238 1T &m om om 1mo om

s kenryGEdm Joe DIE piiictic) WORKDAY Sanidy DB 1T 3 om om 10m om

oS kenryGEdw Jos DVE I RESTDAY Siday D54 1206 12 1TD6 om om om omo om

o ey GENm Joe DIE ANHIS WO R KDAY Moy E%  12m 2% nm Bm om om 1mn om

iy HenyGENm JosDNE AE0s WO RKDAY Teesdy & 12M 2% o Bm om om 10o om

s kenryGEIm Joe DIE NI WORKDAY Vediesday 0632 120 1238 1108 B0 om om 1mm om

Ao kenryGEdw Jos DVE DIHTHE WORKDAY Thedy DO 1200 270 7@ M om om 1o om

pliiiy ey GENm Joe DVE padicn i ) WO RKDAY Friday Dede 122 12 1905 Bm om om 10o om

s kenryGEdm Joe DVE 1010 WORKDAY Saniday  D5us 1601 §3 om om 10m om

oms kearyGEdm Joe DIE A1 RESTDAY Stiday D5 12m 2% M om om om omo om

oS ey GENM Jos DIE sm-12 WO R KDAY Moy D5 121 120 6m Bm om om 1mn om
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Holiday

Use this system setting to configure the holidays that apply to your company.

ECO|TIMEPRINT

Dashboard

@ oosnwoars

o

You can have up to 9 different holiday calendars. The holiday calendar can be allocated on the

employee's clocking schedule.

Add holiday
e Select the Holiday Calendar (1-9)
o Enter the Date and Holiday Description
e Click Add to save data

Download from ECOTIMEPRINT
Holiday Calendar [ /A cloud server

Year 2019 \
No. Date | Weekday |Mlnn

Up to 9 sets of holiday
calendars

Holiday calendar year

<

Holiday Description I
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Update, Delete Holiday

e Update - Select data that you want to update and click Update.

o Delete - Select data that you want to delete and click Delete.
You can also choose to download the Holiday from ECOTIMEPRINT cloud server.

e Select Holiday Calendar (By Country/Region) and Year, then it will show a list of holidays.

o Click Save to insert the record into the system database

Holiday[.‘-alendar|KUN_A|_UMPUR v| Year 2010 W

No. | Date | Holiday ~
® SelectAll [vl 1 01-01-2019  Mew Years Day2019

[w]2 21-01-2019  Thaipusam2018

() Clear Al 3 01-02-2019  Federal Territary Day2019

[vw] 4 05-02-2019 Chinese MNew Year2019

[wl5 06-02-2019 Chinese MNew Year Holiday2018
V& 01-05-2019  Labour Day2019

v 7 19-05-2019 Wesak Day2019

[w] & 20-05-2019  Wesak Day Holiday2019

9 22-05-2019  Muzul A-Quran2019

10 05-08-2019  Hari Raya Aidilfitri2019

1 06-06-2019  Hari Raya Aidilfitri Holiday2019
[w]12 11-08-2019  Hari Raya Haji2019

L PR P PR o mmAn

L4

Holiday Calendar v A
Year 2018 v

| Date | Weekday | Description
01-01-2019 Tuesday New “ear's Day2019
21-01-2019 Monday Thaipuzamz019
01-02-201% Friday Federal Territory Day2019
05-02-201% Tuesday Chinese New Year201%
08-02-201% Wednesday Chinese New Year Holiday201%
01-05-2019 Wednesday Labour Day2019
19-05-2019 Sunday Weszak Day2019
20-05-2019 Monday Wezak Day Holiday2019
22-05-2019 Wednesday Nuzul A-Quran2019
05-06-201% Wednesday Hari Raya Aidilfitri2015%
05-06-201% Thursday Hari Raya Aidilfitri Holiday2019
11-08-201% Sunday Hari Raya Hajiz01%
12-08-2019 Monday Hari Raya Haji Holiday201%
31-08-2019 Saturday Merdeka Day2019
01-09-2019 Sunday Awal Muharram2019
02-08-201% Monday Awal Muharram Holiday2019
08-0%-201% Monday Agong's Bithday2019%

Date 01-01-2019 | *

Holiday Description |New Years Day2019

=]

© 00~ TN e L R ==

| Update " Delete ” Clear |
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RestDay

You can have up to 9 calendars for different companies' Restday calendars, the restday calendar can
be allocated on the employee's clocking schedule.

TIMEFRINT

Dashboard

o i

Add Restday
e Select the Restday Calendar (1-9)
e Enter the Date and Restday Description

e Click Add to save data
Update, Delete Restday

e Update - Select data that you want to update and click Update.

o Delete - Select data that you want to delete and click Delete.

Restday Calendar v|Sunday Auto Generate Restday

Year 2019 v

No. | Date | Weekday Description
28-12-201% Sunday Restday
22-12-201% Sunday Restday
15-12-201% Sunday Restday
08-12-201% Sunday Restday
01-12-201% Sunday Restday
24-11-201% Sunday Restday
17-11-201% Sunday Restday
10-11-201% Sunday Restday
03-11-201% Sunday Restday
27-10-201% Sunday Restday
20-10-201% Sunday Restday
13-10-2019 Sunday Restday
05-10-201% Sunday Restday
28-09-201% Sunday Restday
22-09-201% Sunday Restday
15-08-201% Sunday Restday
08-08-2019 Sunday Restday

0 = N e L R

Restday Description |
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You can also choose to auto Generate Restday

e Select the day of Restday “Monday”, “Tuesday”, “Wednesday”, “Thursday”, “Friday”, “Saturday”
and “Sunday”

e Enter the period (From-To) of the Restday
e You can also generate restday by skipping each “Week”, “Month” and so on.

e Click “Generate” button to generate Restday

Select Restday

[TMonday [ ]Tuesday [ JWednesday [ ] Thursday

[ ] Friday [ ] Saturday [ ] Sunday

From |31-I]-1-2I}19 | To I1-12-2045 | Skip Every

Generate Cancel
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Leave Type

Define the leave types that are applicable to your company.

ECO|7IMEPRINT

Dashboard
@ °

o

Add Leave Type
o Enter the Leave Type and Leave Code
e If work treat as overtime: If work in this Leave Type, treat it as overtime
e Click Add to save data

Update, Delete Leave Type

e Update - Select data that you want to update. Modify the record and click Update.

e Delete - Select data that you want to delete and click Delete.

** | eave Code “PH” is for Public Holiday, “OF” for Offday, “UN” for Unpaid Leave and “AB” for Absent.

Leave Code : PH = Public Holiday, OF = Offday, UN = Unpaid Leave, AB = Absent

No. | Leave Type Leave Code Overtime If Work
1 Jsckieave sl ]
2 ANNUAL LEAVE
HOSPTAL
MATERNMTY
PATERNTY
UNPAID LEAWE
HOLIDAY
PENALTY LEAVE
ABSENT

<

Leave Type | |+

LeaveCode [ = IFwork treat as overtime [

Delete Clear Exit
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MANAGE LEAVE

Quick Entry

Quick leave allows you to enter an employee’s leave application and appear on the attendance sheet.

[ECO) TiMEPRINT

Manage Leave

&>

Dashboard

Manage Leave

Ll
L

B

Device Setup

MOBILE LEAVE
APPLICATION

LEAVE MONITORING

System Setup QUICK ENTRY

Reports

Notes

%
kel
B
Ef
?

Help

-

Logout

72019 ECOTIMEPRINT. All rights reserved

ame Leavs T stanpa Enson 1o oroar
i Bl . a| @[ oo || s
Reasen
@ @) [l [Papet sision Ty
T |
No.| Empiores .| Hame eTps  [saioms [ Encowe No-orDuys | Reason -
I I I I I B e o H
3 SUNDRY 1=}
~ B4 SUNDRY-SINGAPORE B ¢
~BC
> @ 0
Koance Seaen
e
Ramar
[n (o4 Tn Touw [o Joul
< >
i - o w— & m
Deere e | o Ganerstsiems | | searm ent r— e - 3

Add Employee Leave Application

o Enter the Employee Name, Leave Type, Start Date, End Date, and No. of days and Reason

e Click Add to confirm insert record.
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Update, Delete Leave Records
Update - Select the record you want to update, edit the record and click the Update button.

Delete - Select data that you want to delete and click Delete button.

Print Leave Records

e Click the Search button to display the leave records, and then click the Print button to display

the print preview.

M

[ x & oo <] || W (] 1 of1 Yoy oe |
Preview |
Eco@TimePrint ECOTimeprint Deint On: 15,0ct201521:27:04  Pege Lol
LEAVE ENTRY REPORT
EmployezID Hame Lazve Tips Etart Date EndDate WoOf Resson
Days
1 Emily Wong ANNUALLEAVE 15-01-2015 : The  15-01-2015 :Thu 10
1 Emily Wong ANNUALLEAVE 05-03-2015 : The  05-03-2015 : Thu 10
1 Esmily Wong ANNUALLEAVE 22-10-2015: The  22-10-2015 : Thu 10
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» Auto Generate Leave
This function is use to generate the leave records based on your criteria which you selected.

For example, if you want to generate "OFFDAY" for employees in May 2017. All employees rest on
Mondays.
e Select the employees for the leave, enter Leave Type and leave period “From” & “To”
e Check the “Monday”
o Delete previous generated leave records: If you want to delete the previous Leave records,
check this option.

e Click Generate button to confirm generate the leave records.

SearchBy | | Department v
Then By [ I Employee_Name v Search
) Employee ID | Employee Name | Schedule ~
@ Selectal | (12 OON KONDRO 0
= 3 OBDUL JOLEL 0
@t 4 KHONG JEN KHEH 0
Vs ODE EROWON 0
Vs OHMOD SEYONO 0
9 OL OMEN 0
12 OMER SONUSE 0
M16 ONEK MUNOWOROH 0
17 OLEXONDER 0
21 KHONG JENG HONG 0
V31 KHONG KHEN KONG 0 v
< >
Leave Type v =
From [p101-2019 | @] To [31-012019 |E| -  SkipEvery v
[]Monday [JTuesday [Jwednesday [J Thursday
[[JFriday [[) saturday ["]Sunday
[[)Delete previous generated leave records
Generate Cancel

> Search Leave Records

You can use this function to search the Leave records
e Click on the Search button to show the search criteria.
e Enter any one of the criteria “Leave Type”, “Leave Period”, “Search By’ or “Sort By”, then click
Search button to find the leave records.
e Click Cancel button to close the search
= =7

a Lo e swim  fosow _ n cromn o [P o coos  msoas
[ gl v 2l @) o) s g1 . B ]

Boanon Rsasen

g

™8 e omaTge [ SadOue | Enibus Vo OiCags | Ranan o [ Empiopee ] Nome [ieaeTpe |SiDme  [EniDsie | No iba| Reason

L T v [ Samby Emgioyes Nams ) =
a (R E— ] — ] o
L O T

I N ) § S e -

Gancel
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Leave Monitoring

This feature is suitable for companies want to monitor employee’s Leave balances. It will keep track
Leave transaction such as Leave Earn, Leave Adjust and Leave taken. It also displays the relevant

employee Leave records in the attendance sheet.

Create New Leave Monitoring

* Click "New Period Monitoring™ to create a new leave monitoring; Double click on select row to “Edt” leave monitoring

Employee Name | DEDE SYOFRUDDEN (170) v|[@)| Date Confirmation [03-10-2016
Postion |GENERAL WORKER | Department [PropuCTION
Period l Leave Type [ BF | Leave Earn I Adj Leave I Total Leave Entitle ] Leave Taken ' Balance I Remarks
* System Calculate Formula = Leave Entitlement x ( Number of working days /Period Lenght )
Employee : [DEDE SYOFRUDDEN (170) ]
< From: 1012018 @] To [31-12201 ® >
New Leave Monioring
. Period Lenght 365.00| days
Trans. Type Start Di Leave Type v
v Add
No. [ Trans. Type | st BF 0.00|days Add User | Add Date
Leave Entitiement : | 0.00|days
Leave Eam Type ) Manual Entry (®) System Calculate
Remarks : i
Save Exit
< >
Delete Print Auto Generate Leave Exit

e Select the employee and click New Leave Monitor

e Onthe Leave Monitoring screen, make sure you enter the monitoring period (From-To), Leave
Type, B/F, Leave Entitlement and Leave Earn type (Manual Entry/System Calculate).
- Monitoring Period (From — To): Period for the leave monitoring, e.g. 01-01-2017 to 31-12-
2017
- Period Length: The value of Period From minus the Period To
- Leave Type: Leave to monitor, For example: ANNUAL LEAVE, SICK LEAVE or others
- B/F: This is the previous leave balance brought forward.
- Leave Entitlement: This leave entitlement, e.g. 12 days
- Leave Earn: Leave Earn formula, either manual entry or system calculate

** System Calculate Formula is Leave Entitlement x (Number of working days/Period Length)
- Remarks

o Click “Save” button to create leave monitoring
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ECO TIMEPRINT ATTENDANCE (ETA2)

This feature is used to automatically generate employee leave records.

Dashboard

Manage Leave

Device Setup

System Setup

Reports

72019 ECOTIMEPRINT. A

&>

QUICK ENTRY

Manage Leave

LEAVE MONITORING

MOBILE LEAVE
APPLICATION

* Ciick "New Period Monitoring™ to create a new leav

Leave Type ‘

v CIF Previous Leave Balance

From: [01-01-2019 | 3|

To [r122019 | @]

Period Lenght

Leave Entittement :

days Use Previous Leave Entitiement (if any)

365.00| days

o

Leave Earn Type .3
Employee Name DEDE SYOFRUDDEN (170)
Posit
wwin [oevemawonen | @ Empioyes Name | 4 Process
Period ] Leave Type ]
Modify employee's leave monitoring, doubl{ click on the listview below.
No | Employee ID | Payroll D Name Leave Type | From To B/F | Leave Entilement | Leave Earn Type
<
New Leave Monitoring Auto G
Trans. Type Start Date
a| |
No Trans. Type | Start Date
< >
[] Delete previous leave monitoring SelectAll Clear All
Print Sort |
Generate Leave Monitoring (fl Employee No. () Payroll ID () Employee Name Print Exit

Delete

Auto Generate Leave

Exit

A 4

Search Criteria for Employee Records
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e Select the Leave Type

e Enter the Leave Monitoring Period Form-To

e |Leave Entitlement, either to enter the no. of day of leave entitlement or use previous leave
entitlement.

e Leave Earn: Either manual entry or system calculate.

e C/F Previous Leave Balance

e Period Length: The value of Period From minus the Period To

e Delete previous leave monitoring: If you want to delete the previous leave monitoring, check
this option.

e Click “Process” to generate employee leave monitoring
Delete Leave Monitoring

Before you attempt to do any deleting of Leave Monitoring, please be assured that your selected row

has been checked, then click “Delete” button to delete the monitoring.
Enter Leave Monitor Transaction
There are 3 types of leave transaction Leave Earn, Leave Adj and Leave Taken

o Before you attempt to add Leave transaction, please be sure your cursor has been placed
properly on the row which you want to add transaction. In this case, we are select the ANNUAL
LEAVE (Period 01-01-2015 to 31-12-2015)

e Enter the value Trans. Type, Start Date, End Date, No. Of Days and reason, then Click Add

@ Leave Monitoring - admin (3]

* Click "New Period Monitoring™ to create a new leave monitoring; Double click on select row to "Edit” leave monitoring.
Emplopee Name  [Emily \wong (1) = Date Confimation  [03-08-2015
Position [MANAGER Department [Office

Fsrind | Leave Type E/F | LeaveFan| &dj Leave| Total Leave Eniille | Leave Taken | Ealance | Remarks

[ 01-01-2015¢->31-12-2015  ANMUAL LEAYE 0.00 9.00 o.oo 9.00 0.00 [.00

I 01-01-2015<-> 31122015 SICK LEAVE 0.o0 9 o.oo 9.00 0.0o [.00

] G

New Leave Monitoring Delete Leave Monitoring |
Trans. Type Start Date End Date MNo. OF Days Reason
=] [m102ms &3] [m-oems =] 1.00 [ Add

S ET | [ Start Date: [ End Date | No. Of Days | Reason dd User Add Date

Leave Adj.

< I s

Delete Print Auto Generate Leave Exit
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o After clicking the Add button, for this transaction, you will find that Leave Taken becomes 1 day,

and the Leave balance becomes 8 days.

G Leave Monitoring - admin

* Click "New Period Monitoring™ to create a new leave monitoring; Double click on select row to "Edit” leave monitoring.

Employes Name  [Emily wang (1] ~| %| Date Confimation  [03-02-2015
Fosition IMANAGEH Department |Dfﬂce
Period | Leave Type | B/F | Leave Eam | Adj Leave | Total Leave Entitle I Le& Taken | B alance ! Hemis
[ 01-01-2015¢-331-122015  ANNUAL LEAVE 0.00 3.00 0.00 3.00
[ 01-01-2015¢-> 31122015 SICK LEAVE 0.00 =} 0.0o 4.00 000 400
| [ 3
New Leave Monitoring | Delete Leave Monitoring |
Trans. Type Start Date End Date Mo. Of Days Feason
Leave Taien ]| B | B w | P
MNo. | Trans. Tupe | Start Date | End Date | Mo. Of Daysl Feaszon | Add User | Add Date
1 Leave Taken 01-10-2015: Thu 0710205 Thu 1.00 admiry 16-10-2M5
4 M +

g Delete | Frirt | Auto Generate Leave

Exit |

Delete Leave Transaction

o Delete leave transaction, place your cursor properly on the row of transaction.

o Click “Delete”, the system will delete the row in which your cursor is located.

G Leave Monitoring - admin

*Click "Mew Period Monitoring™ to create a new leave monitoring; Double click on select row to "Edit™ leave monitoring

=1 5|

Employes Name IEmi\y ‘whong (1)

Date Confirmation IUS—UEV2D1 ]

Pasition |MANAGEF{ Department IDfﬁce
Period | Leave Type | B/F | Leave Eam | Ad). Leave | Total Leave Entitle | Leave Taken | Balance | Remarks
[ M-01-2015¢-31-12:2015 - ANMUAL LEAVE oo 4.00 0.00 3.00 2.00 7.00
[ M-01-2015¢->31-12-2015  SICK LEAYE oo =} 000 3.00 0.00 400
4 0 3
New Leave Monitoring | Delete Leave Monitoring |
Trans. Type Start Date End Date Mo. Of Days Reazon
| Leave Taken Rd| |1 6102015 ] |1 6102015 3 | | 1.00 | Update
I Mo, | Trans. Tupe | Start D ate | End Date | MNo. DfDaysl Feaszon | Add User | Add Date
1 Leave Taken 01-10-2015 : Thu 1.00 admin 16-10-2015
L ke 5 5

5 Fri

I v N T

Delete Print Auto Generate Leave

Exit
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Print Leave Monitoring
e You can print the leave monitoring by clicking on the Print button.

e Select the row Leave Monitoring, then click Print button.

E Leave Monitoring Report E
Period Leave Tupe B/F | Leawe Eamn Ad). Leave Total Leave Entitle | Leave Taken Balance | Remarks
O012015c-> 31122015 | ANNUALLEAVE] 00| 8] em]  em| 200|700 |
[ o101 -201 54331122015 SICK LEAVE n.on ] naon a.00 oo 9.00

< Print. E it
N = |
h N
© Report - .
|x & &EE =] || 14 1 of1 boMow || dh

Preview I

Eco@TimePrint ECOTIMEPRINT Print On- 16/0ct/2015 23:50:20  Page 1 of 1

LEAVE DETAILS REPORT

NAME: Emily Wong (1)
01-01-2015 ->31-12-2015, LEAVE TYPE: ANNUAL LEAVE

Trans Type Start Date End Date No. Of Days  Reason
Leave Taken 01-10-2015 01-10-2015 1.00
Leave Taken 16-10-2015 16-10-2015 1.00
--------------------------------------------------------------------------------- SUIMMYIATY - oo s oo = oo oo o s s oo s oo oo
B/F Leave Earn  Leave Earn Leave Total Leave Leave Balance  Remarks
(System) (Manual) Adj. Entitle Taken
0.00 9.00 0.00 0.00 9.00 2.00 7.00
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Mobile Leave Application

To access this module, you must contact your supplier to open the mobile leave feature and provide
them with your verification code to set up a cloud account.

[ECO) TIMEPRINT

Manage Leave

&>

Dashboard

Manage Leave

[P

Device Setup

MOBILE LEAVE
APPLICATION

LEAVE MONITORING

System Setup QUICK ENTRY

Reports

Notes

[
e
B
=
?

Help

o

Logout

22019 ECOTIMEPRINT. All rights reserved

Automatic Download & Upload Attendance
pl

Specifies the system's daily download & upload timer. which activates the automatic process every day.
Please contact your vendor if you want to upload attendance to ECOTimepnnt cloud server.

¥  Download attendance from terminal

-
Vesification Code
[ oolack [ oclock
[ ook [ ok
Ii o'clock ,_ c'clock
ﬁ o'clock ,7 c'clock

-

Add Download Verification Code |

Save Upload Attendance to Cloud Now | Exit |
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» Download Mobile Leave Application

- Click on the button “Download Leave Application from Cloud Server”, then the Cloud Leave

Application will appear in the ListView.
- The approval status will be shown in the column of Leave Approvers 1 and 2.

- Tick to select the Employee’s Leave application and click “Confirm & Save Approved Leave
Application” to save record. After save, you can find the records in Quick Leave Entry or Leave

Monitoring. Also, the “Status” column will appear status of leave download.

- Yellow textbox use to show the status after click the “Confirm & Save Approved Leave

Application”.

- To remove rejected leave from cloud, select the record and click “Remove Rejected Leave from
Cloud”.

Mobile Leave Application
LE ] pp

Download Mobile Leave Application ] Maobile Leave Approval Setup ‘[ Mobile Leave Type

Dowrload Leave Application from Cloud Server

Mo. | Status | Employee ID | Mame Leave Type Start Date End Date Mo. Of Days | Reason | Leave Approver 1

1| |2 [HARRISMANAS. 27032018 Tue | 27-03-2018: Approved, (3), 30-03-2018
Oz 2 HARRISMAN AS...  ABSENT 2703208 Tue  27-032018: Tue 100 sick Approved, (3], 30-03-2018
(m 6 SUZIANABINTIS.. ANNUALLEAVE  29032018: Thu  30-03-2018: Fri 150 personal  New, (5],

14 100200001 FIRDAUS BIMKO...  SICK LEAVE 28-03-2018: Wed  28-03-2018 : Wed 1.00 Testt New, [16),

s 100200001 FIRDAUS BINKO...  SICK LEAVE 28032018 : Wed  28-03-2018 : Wed 1.00 testing New, [16].

s 100200001 FIRDAUS BINKO..  SICK LEAVE 2703:2018: Tue  27-03:2018: Tue 1.00 reason  Approved, (16, 27-03-2019
oz 100200001 FIRDAUS BIN KO, SICK LEAVE 27032018 Tue  27-03-2018: Tue 1.00 reason  New, [16) 27-03-2018
s 24 SITIMASZARIMNA..  SICK LEAVE 21112017 : Tue 21112017 : Tue 050 test New, (16),

Os 24 SITIMASZARINA..  SICK LEAVE 27032018 Tue  27-03-2018: Tue 1.00 testing Approved, [16). 27-03-2018
< >

Confirm & Save Approved Leave Application Remove Rejected Leave from Cloud Exit
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» Mobile Leave Approval Setup

You can set the approvals by department or payroll station, there can be two approvers for each
Department/Payroll Station. Only authorized approvers can approve leave in the mobile application,

and approvals will be notified when employees apply for leave from the mobile application.

r
(@ Mobile Leave Application
Download Mobile Leave Application ] Mobile Leave Approval Setup ] Mobile Leave Type
(+ ByDepament ¢ By Payroll Station
Department [ACCOUNT CLERK
Leave Approver 1 |CHIENG LEE LING (117) -l
Update
Leave Approver 2 [MOHD KHAIROL ANNUAR BIN HJ ZAIN (133) =l
X Add Use
|1 [ACCOUNT CLERK CHIENG LEE LING [117] MOHD KHAIROL ANNUAR BIN HJ ZAIN 133]
2 ADMIN SITI RABI ATUL ADAWIYAH @ SITI NAZURAH BI.. admin
3 GENERAL WORKER NURUL FADHILAH BINTI HaJI JUMBAAT (129) ANNA SYUHAIDA BTE JOEYSHAM (115) admin
4 MANAGER ANNA SYUHAIDA BTE JOEYSHAM (115) ANNA SYUHAIDA BTE JOEYSHAM (115) admin
5 SALES ABDUL RAIHAN BIN ABDULLAH (123) ANDY BOON KAH HIN (122) admin
3 TECHNICIAN NURUL ATIGAH BINTI BINI[111) ABDUL RAIHAN BIN ABDULLAH [123) admin
< >
Exit
» Mobile Leave Type
With this function, you can upload the leave type for mobile leave application.
G Mobile Leave Application X
Download Mobile Leave Application ] Mobile Leave Approval Setup T
Leave Type Link to Leave Type
v| Add
No. | Leave Type | Linkto Leave | Add User Add Time
It snnul Leave ANNUAL LEAVE acimin 28-11-2017 06:35:16
< >
Delete Leave Type Exit
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DEVICE SETUP

Terminal Setup

e Please Refer to Page 10to 15

>  Activate Terminal License
» Terminal Test
>  Delete Terminal License

»  Device Manager - To Interact with Terminals

TIMEPRINT

Device Setup

TERMINAL SETUP

[i@ pashboara

Manage Leave Eﬁ

DOOR ACCESS CONTROL

Device Setup

System Setup

Reports

Notes

S

UPDATE DATE & TIME

23

REAL TIME MONITORING

£
" =
L
B
Ef
?

Help

Logout

-

72019 ECOTIMEPRINT. All rights reserved

E. Vo Terminal Setup

nd et il nf o cick A" ullon 1 ad mw erminal cevos

| Heasl |seile |endiKey | Advoiole | Phsbss | Pat

PLEASE ENTER YOUR TERMINAL INFOMATION Test Resul

Desciption [TimePirt

Model ECO TAS00 - Door Access Only [~

IPAddessorhost  [1321681.201 « PotNo. [4370

- -
e

Poderkw  [IGOGONT - |GGG - [GEEGN

Activation Code ABCDEFG
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Door Access Control

This option is only available for devices with access control such as EC0O2200D, EFace800. To confirm
that your device has this feature, consult your supplier for more details.

> Time Zone

e Update TimeZone Description

- Select a TimeZone, enter a description and click the "Update" button.

e Update TimeZone Period

- Select a Time Zone, enter “From Time” and “To Time” and click “Update” button.

e Update TimeZone to Terminal Device
- Check to select TimeZone and Terminal
- Click “Update TimeZone to Terminal” to update TimeZone setting to terminal device.

Time Zone Time Zone Group User Time Zone Holiday

No. | Time Zone Description ! |
W1 [Tmezonet | | vy ymennm

[d2 TimeZone2 Sunday
[13 TimeZone3 Monday
[J¢ TimeZone 4 Tuesday
D 5 TimeZone S Wednesday
[d6 TimeZones Thursday
07 TimeZone7 Friday

[J8 TimeZone 8 Saturday
[Js TimeZoned
[J10  TimeZone 10
11 TimeZone 11 Terminal

[J12  TimeZone 12 No. | Terminal Descripion | IP Address
[J13  TimeZone 13
[J14 TimeZone 14
[J15 TimeZone 15
[J16 TimeZone 16
117 TimeZone 17
[J18 TimeZone 18
[J18 TimeZone 19

ra

Update TimeZone to Terminal

Update TimeZone Description Update TimeZone “From Time” and “to Time”
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» Time Zone Group

e Update TimeZone Group Description
- Select a TimeZone group, enter a description and click the "Update” button.

e Select TimeZone
- Check to select the TimeZone for TimeZone group

e Update TimeZone Group to Terminal Device
- Check to select TimeZone Group and Terminal Device
- Click “Update TimeZone to Terminal” to update TimeZone Group to terminal device.

I3 Door Access Control X

Time Zone ] Time Zone Group l User Time Zone ] Holiday

Teminal
No. | Time Zone Group | Description =
No. | Terminal Description | IP Address | Status

[J1  TimeZoneGroup 1

B2 | Tezonstiow 2 BT TP 182168 70160
[J3 TimeZoneGroup 3
[J4 TimeZoneGroup 4

05 TimeZoneGroup 5
< >

[Ahemom & Night | Update

No. | Time Zone | Description ~
(mj] TimeZone 1 Full Shift

2 TimeZone 2 Aftemoon

=2k TimeZone 3 Night

04 TimeZone 4

Os TtmeZone5  Select TimeZone for 2 .
[J6 TimeZone 6

07  TimeZone 7 TimeZone Group
[J8 TimeZone8 Update TimeZone to Terminal
]9 TimeZone9
[J10  TimeZone 10

L ETHE 7995, T

> User Time Zone

On this screen, you can update the user's TimeZone to the selected terminal device. The user can

enter the door access control within the Time Zone setting.

Click the "Search" button to show the employee into list view with search filter information.

\PRODUCTION Department [« Search
Finger Print |D
No. | Finger PrintID | PayrolliD | E{PaprollID Pa
[J1 10002 ADTDNE2 G chﬁlme Name -00-0000
Q.
[0z 10005 AD270146 Kl Passport No. -00-0000
3 20228 K| Gender B7
[Ja 20232 N Pay Mode BE
Os 20233 FPasiton BE
e 20238 Ji N ationality B
7 20244 N Eace" hai
ayroll Station
[0s 20245 5 Schedule
[Js 30002 D| Privilege &
Suszpend
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e Update user’s TimeZone to terminal by TimeZone

Check to select the users and TimeZones, click "save" to store the user's TimeZone setting, and click

"Update to Terminal" to update the "TimeZone" control to terminal device.

** Maximum 3 TimeZones per user

I3 Door Access Control X
Time Zone T Time Zone Group T User Time Zone ] Holiday
[PRODUCTION Depattment v | Seach ] :

(@) Time Zone (O Time Zone Group

Mo. | Finger PrirtID | Payroll D | Employee Name IC ho | Pa

1 10002 A0270162 Genry ek Jerry 000000-00-0000 No. Time Zone Description A

2 10005 A0270148 Kenny Gedum JosGue  000000-00-0000 e Full Shift

3 20028 KiGearul enem 87 Aftemoon

Os 20232 Nopa Endeng BE 3 TimeZone 3 Hight

Os 203 Ferul Gemdena ge| [J4  TimeZone 4

s 20238 Jusmen g7| [(J5 TimeZone 5

7 20244 YudGae [J6  TimeZone 6

s 20245 Suneraewen 07  TimeZore 7

[Ja 30002 Deasy Grece ge| 18  TimeZone 8 v

< >

Teminal
No. I Terminal Description I IP Address I Status
1 TimePrint 192.168.70.160

7 o < >

Select Al Clear Al Save Update ta Teminal Exit

o Update user’s TimeZone to terminal by TimeZone Group

Check to select the users and TimeZone Group, click "save" to store the user's TimeZone group

setting, and click "Update to Terminal" to update the "TimeZone" control to terminal device.

** Only one TimeZone group per user is allowed

@ Door Access Control X
Time Zone T Time Zone Group T User Time Zone ] Holiday
[PRODUCTION Department v |  Search ‘ )
O Time Zone (®) Time Zone Group
No. | Finger PrirtID | PayralllD | Employee Name IC Mo | Pa
1 10002 AD270M62 Genry ek Jerry 000000-00-0000 = =
2 10005 AD270148 Henny Gedum JosGue  000000-00-0000 No._| Time Zone Grou Desciiption
Oz 2022 KGearul enem T Im [ TimeZoneGioup 1
s 20232 Nopa Endeng BE 2 TimeZoneGroup 2 Aftermoon & Night
[Is 20233 Ferul Gemdens g (03 TmeZoneGroup 3
s 2023 Jusmen g7 |14 TimeZoneGroup 4
7 20244 YudGae 5 TimeZoneGroup 5
Os 20245 Suneraewen
Ce 30002 Deasy Grece EE
< >
Teminal
No. I Terminal Description I IP Address I Status
1 TimePrint 192.168.70.160
= B < >
Select All Clear All Save Update to Terminal Exit
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» Holiday Time Zone

e Add Holiday from Cloud
- Select Holiday Calendar and Year, then Cloud Holidays will be displayed in list view.
- Check to select the holidays in the list view and click the "Insert" button to insert holiday for

TimeZone control.

Time Zone T Time Zone Group T User Time Zone T Holiday

Double click on row to show te|
No. ] Terminal Description n Status
Holiday Calendar |KUALALUMPUR v| vear [2019 v

No. | Date | Holigay ~
@ SelectAll  [[41 01-01-2019  New Years Day2019

. M2 21012019 Thaipusam2019

< OClearal 3 01022019 Federal Teritory Day2019

4 05-02-2019 Chinese New Year2019

M5  06-022019 Chinese New Year Holiday2019

M6  01-05-2019 Labour Day2019
o. | From (dd-mm) [ To M7  19-05-2019 Wesak Day2019

Ny

1 01-01 0 8 20-05-2019  Wesak Day Holiday2019

2 05-02 054 9 22-05-2019  Nuzul Al-Quran2019

3 06-02 06 ™10 05-06-2019  Hari Raya Aidilfitri2019

4 18-04 194 1 06-06-2019  Hari Raya Aidilfitri Holiday2019

5 01-0% [ w12 11-08-2019  Hari Raya Haji2019 -

& 19.05 19 R 5

7 20-05 20- >
: 01-08 o Insert Close

02-06 02

rminal

AL

Press Cirl key to select multiple rows to update or remove

Add Holiday from Cloud Add Holiday from Setup Delete Holiday Exit

e Add Holiday from Holiday Setup
- Here, you can add, update (edit) or delete the holiday settings.
- Toinsert holiday for TimeZone control, check to select the holidays in the list view and click
the "Insert" button.

Holiday Calendar |AII
Year 2019 v (® SelectAll ) Clear Al

No. | Date | Weekday | Description

1 01-01-201% Tuesday New Year's Day2019

2 21-01-2019 Monday Thaipuzam2019

3 01-02-201% Friday Federal Territory Day2019

4 05-02-201% Tuesday Chinese New ear201%

5 06-02-2019 Wednezday Chinese New “ear Holiday2019%
[ 01-05-201% Wednesday Labour Day2019

7 13-05-201% Sunday Wesak Day2019

8 20-05-2019 Monday Wesak Day Holiday201%

9 22-05-201% Wednesday Nuzul A-Quran201%

10 05-08-2019 Wednesday  Hari Raya Aidilfitri2013

11 06-06-2019 Thursday Hari Raya Aidilfitri Holiday201%
12 11-08-201% Sunday Hari Raya Haji201%

13 12-08-201% Monday Hari Raya Haji Holiday201%

14 31-08-201% Saturday WMerdeka Day201%

15 01-08-201% Sunday Awal Muharram2019

<

Date l:l N

Holiday Description |

| Insert | | Add | Delete | Clear |
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» Update Time Zone or Delete Holiday

o Press Ctrl key to select multiple rows in the list view
e To update Time Zone, select/enter TimeZone, and click “Update TimeZone”

o To delete the time zone, click the “Delete Holiday” button to delete holidays from the list view.

I3 Door Access Control X
Time Zone ] Time Zone Group ] User Time Zone ] Holiday
Double click on row to show terminal Holiday Teminal
No. | Teminal Desciption | IP Addvess No. | Teminal Description | IPAddiess | Status
1 TimePrint 192.168.70.160 M1 TimePint 192 168.70.160
< >
Time Zone 3 ~  Update Time Zone
No. | From (dd-mm) L
1 010 - 2 NEW YEAR'S D
2 0.0 o-m 2 NEW YEAR'S D/
3 2
4 2
2
< >
Update Holiday to Terminal
Press Ctil key to select multiple rows to update of remove
Add Holiday from Cloud Add Holiday from Setup Delete Holiday Exit

e Update Holiday (Timezone) to Terminal

After entering the holiday time zone, select the terminal device and click the “Update Holiday to

Terminal” button to update the holiday time zone control to the terminal device.

I3 Door Access Control X
Time Zone T Time Zone Group T User Time Zone T Holiday
Double click on row to show terminal Holiday Teminal
No. | Term'ngl Description | 1P Address No. | Terminal Description | IP Address | Status
1 TimePrint 192.168.70.160 W1 TimePrint 192.168.70.160
< >
TimeZone |3 + | Update Time Zone
Na. | From (cld-mim) | To (dd-mm) | Time Zone | Description A
1 01-01 01-01 2 NEW YEAR'S D+
2 01-01 M- 2 MNEW YEAR'S D»
3 31-1 31- 2 THAPUSAM
4 01-02 01-02 2 FEDERAL TERRI
5 16-02 16-02 2 CHINESE MNEW
B 17-02 17-02 2 CHINESE NEW
7 01-05 01-05 2 LABOUR DAY < 3
g 28-05 29-05 3 WESAK DAY
q 02-06 02-06 3 NUZUL AL-QUR v
< > Update Holiday to Temminal
Press Ctrl key to select multiple rows to update of remave
Add Holiday from Cloud Add Holiday from Setup Delete Holiday Exit
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Update Date & Time

The current time displayed on screen is the computer’s time.
You can make the changes to terminal’s date time setting by Click Update.

** Note: This function only available for to network terminal

Flease specify data and time to update to terminal

31-01-2015 17:55:29
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SYSTEM SETUP

Company Setup

o Please Refer to Page 9

G

TIMEPRINT

System Setup

|
:
ooo

(T

£ Manage Leave
[ evice sewp
X§  System Setwp

COMPANY SETUP SYSTEM USER

=

AUTO DOWNLOAD &
UPLOAD

s

BACKUP & RESTORE DATABASE MANAGEMENT

System User

ECO TIMEPRINT ATTENDANCE (ETA2)

®

CHANGE PASSWORD

S

COMPACT & REPAIR

®

SYSTEM UPDATE

o

Creating and managing user’s account and access level.

The default login credentials are:
e User ID: admin

e Password: admin

TIMEPRINT

System Setup

i@ pasnboars

©o  Manage Leave

[ oevice sewp
X§  system Sewp

0

COMPANY SETUP

oco

SYSTEM USER

=

AUTO DOWNLOAD &

=

DATABASE MANAGEMENT

B
Ef
?
v

BACKUP & RESTORE

ECO SOLUTION TECHNOLOGY

®

CHANGE PASSWORD

S

COMPACT & REPAIR

O,

SYSTEM UPDATE

A
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In this screen, you can define following:

Create or Edit user account.
Define System User role with access level control.
Manage Access Level Setup that includes tasks that allow users to access.

With this setting, you can assign user access permissions by department. The departments

that can be created in the Employee setup screen.

All Department - If this option is selected, the user is allowed to view employee information for
all departments.

Selected Department - If this option is selected, only selected departments can be viewed by
the user.

User-Level 1

User Login 1D

Name

Password

Confirm Password

Access Level

Department

v

= Access

Lew

el Setup

() All Department

() Selected Department

ALUMINIUM
HR & ADMIN
INSTALLATION
MANAGEMENT
POWDER COAT

~REEEEE

PRODUCTION

Add

elete

Clear

Exit

e Add System User

- Enter the User Login ID, Name, Password, Confirm Password (verify passport), Access Level
and Department

- Click Add to save data

e Update, Delete System User

- Update - Select data that you want to update and click Update.

- Delete - Select data that you want to delete and click Delete.

e Clear button

- Clear data entry on the screen and return to Add mode.
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» Access Level Setup

In access level control, you can either choose Simple Access Control or Advance Access Control.

() Simple Access Control () Advance Access Control

Advanced Access Control

# - [] Attendance Sheet
[ Employee
[JManage Leave
[ System Setting
[JReport
[INote

J 5

v/ = Acces? Level Setup

() All Department () Selected Department

ALUMINIUM
HR & ADMIN
INSTALLATION
MANAGEMENT
POWDER COAT
PRODUCTION

AL IAL T AR A A

NNRRRRE

Delete

» Simple Access Control
e Administrator privileges cannot be modified in this control

e [For simple access control, you can choose to hide or show Attendance, Employees, Manage
Leave, and System Setting screens from users. When "View Only" is ticked, the user can not

make any changes to the record.

— Simple Access Control
Attendance - View Only
Employee - Wiew Only
[ Manage Leave - [] View Only

[ System Setting - [ View Only

Report
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» Advance Access Control

¢ Administrator privileges cannot be modified in this control

e For advance access control, you can choose to assign access permissions through the control
drop-down list for Attendance, Employee, Managing Leave, System Setting, Report and Note.

B Access Level @

IUser -Level 1 LI " Simple Access Control & Advance Access Control
— Simple Access Control———————— Advanced Access Control

Attendance - e Only [ Attendance Sheet

Employee
Employee - e Drly [IManage Leave
[[] S¥stem Setting

[ Manage Leave - [ Yiew Only

O Syetem Seting - [ view ol ( Note |

Report

Apply | Lloze

= Attendance Sheet

e [C] Vieww Only (AT)
E-~ [] Employee

- [] Save Employee Record
-] Download Employee (Network | USB)
-] Update Employee (Network | USB)
- [[] Delete Emplayee | PC
-] Delete Employee | Terminal
-] Import from Excel
-] Import from Fingertec

e [] Wiew Only (EM)
= D Manage Leave
[i] ...... [[] Quich Leave Entry
......... [[] Add Leave Entry
......... [[] Delete Leave Entry (OL)
--------- [[] Auto Generate
......... [] view Only QL)
El--- [] Leave Monitoring
--------- [[] New Leave Monitoring
--------- [[] Delete Leave Monitoring
......... [] Delete Leave Entry (LM)
--------- [[] Auto Generate Leave
......... [ view Only {LM)

=[] System Setting

-] Download Attendance = D !}EUiEE Setup

-.[] Delete Log |':"| ------ O '_rerminal Setup

-] Update Attendance Record -[] Add Terminal
-[[] Generate Attendance i [] Delete Terminal
-] bownload Attendance From Cloud [ [] view Only (TS)

-[[] Door Access Control
i [[] Update Terminal Date Time

B[] System Setup

[ [[] Company Setup

......... [15ave (C5)

......... [] view Only (CS)
=l [] System User

......... [[] Add (su)

......... [[1Update (5U)
......... [ Delete {5U)

......... [[] Update Access Level (AL)
......... []view Only {3U)
B[] System Parameter
......... [[]5ave (sP)

......... [] view Only (3P)
=[] Holiday

......... [[]Add (HD)

......... [[1 Update (HD)
......... [] Delete {HD)
......... [1view Cnly (HD)
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-] Restday

- [] Clocking Schedule

-[] Leave Type

--[[] Backup and Restore

- [] Automatic Download/Upload Atten

......... [[] Add (RD)

......... [[] Update (RD)
......... [ Delete (RD)
......... []view Only (RD)

......... [[] Delete Schedule
......... [[] 5ave Schedule
......... [[]wiew Only (CK)

......... [ Add (LT)

......... [] update (LT}

......... [] Delete (LT)

......... [C]wiew Only (LT}

[[] Compact and Repair Database

--------- [[] Backup
......... D Restore
--------- [[] Automatic Backup Setting

......... [[]5ave (ADU)

......... [[] Add Verification Code (ADU
......... [] Upload Attendance to Cloud
......... [] View Only (ADU)
[[] change Password

[] System Update

ECO SOLUTION TECHNOLOGY

[i] ------ [[] Report

[[] Eletronic Time Card

[[] Daily Electronic Time Card

[[] Time Card Summary

[[] summary of Attendance

[[] Overtime Approval Report

[[] Attendance Analysis

[[] Menthly Perfect Attendance Report
[[] Day by Day Analysis

[[] Menth by Month Analysis

[[] Man Hours Report

[[] Amended Attentendance Report

D Mowvement Activities Report

[[] Daily Leave Tracking

[[] Leave Monitoring Application Transactio
D Leave Manitoring Summary Report
[[] Employee Listing

Note

[[] save Note

[[] Delete Note

[[] Print Note

[[] Add/Edit Attachment

[[] Delete Attachment

D Manage Document Type Setup
[[] Manage Preset Heading Setup
[[] Manage Status Setup

D Manage Support Note 1 Setup
D Manage Support Note 2 Setup
[[] Manage Attachment Description Setup
[7] View Note Only
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Change Password

Enter old password, new password and confirm password, then Click "Confirm" button to save

the changes.

e

ECO|TIMEPRINT

System Setup

@ pastwoars
] . Manage Leave D
1 e
Device Setup o |
COMPANY SETUP SYSTEM USER CHANGE PASSWORD
ﬁ'ﬁ g %

SYSTEM PARAMETER AUTO DOWNLOAD & COMPACT & REPAIR
UPLOAD

CHEERO

BACKUP & RESTORE DATABASE MANAGEMENT SYSTEM UPDATE

System Setup

Old Password

Mew Passwoaord

Confirm Passward

Confirm
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System Parameter

In System Setup > System Parameter

ECO|7iMEPRINT

System Setup

Attendance ~ [End ofmonin v

Change the "User” Employee

Automatic delete attendance that are more 35 months old
Delete the log files from terminal after download  []

Use Intelligent Multiple Shift

Absent on working day is "

for Pay Mode [ Manthly [W] Daily [w] Hourly [W] Mo Specify

Save Exit

e Attendance Period
Company’s attendance cut off period, e.g. 01 to End of Month (Last Calendar day of the month), 15
to 16 or 21 to 20.

e Change the “User” Label to a different name such as Employee, Teacher or Member.

e Automatic delete attendance that are more than the xx months old.
This function will delete the attendance records from the system database according to the number
of months you entered.

o Delete the log files from terminal after download
After the log is downloaded to the system database, this function is used to clear the attendance
log on the terminal. Available only when downloading logs over the network.

e Absent on working day is “Leave Type”
If absent, the system automatically assigns leave types such as unpaid leave, annual leave or other
types. In addition, you can choose to apply this situation to monthly, daily, hourly, or employee
without a specified of pay mode.

e Click “Save” to apply the change.
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Auto Download & Upload

You can set time to let system to automatically download attendance from terminal or upload
attendance to ECOTimePrint cloud server. The records uploaded to the server will have a verification
code, so if you want to download the attendance record, you must get the verification code to

download.

ECO|TIMEPRINT

System Setup

3
A ¥

3

o Download attendance from terminal: if ticked, the system will auto download attendance records

from terminal device.

e Upload attendance to ECOTimePrint cloud server: if ticked, the system will auto Upload attendance
records to ECOTimePrint cloud server.

e Verification Code: To identify attendance records on upload and download.

e Time (O’Clock): Time to RUN the “Download attendance from terminal” and “Upload attendance to

ECOTimePrint cloud server”.

Specifies the system's daily download & upload timer, which activates the automatic process every day
Please contact your vendor if you want to upload attendance to ECOTimeprint cloud server

[7] Download attendance from terminal

Upload attendance to ECOTimePrint cloud server

/\
Verification Code ¢ 126122018155802 3

Auto Download/Upload Time (HH:MM) :

Time 1 Time 2 Time 3 Time 4

] [ ] ] ]
lImeI [lme] ime ime

Add Download Verification Code

Save Upload Attendance to Cloud Now Exit
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o Download attendance from ECOTimePrint cloud server: If ticked, it indicates that you want to

enable this function.

e Add Download Verification Code: You need to add verification Code in order to download the

attendance from cloud server.

Specifies th
Please contal
Check the verification code to activate the connection to the ECOTimePrint
cloud server.

L] DAl [Vertcston coss | Description [ Add User
[¥] 21062017135152 21062017135152 ‘admin

Ug

Verific

<

Verification Code I

Description |

Save l Delete

Add Download Verification Code ‘

[ —

Upload Attendance to Cloud Now Exit |
L

*** Note: Download Employee’s Attendance Records by Verification Code, you can do this in “Attendance” 2
“‘Download from Cloud”

@ Attendance Sheet - admin

[ 1@ Download From Cloud = )
Dute:From 2612200 @ To 01208 @) | No_| Payeoll Stand | —
Pay Mode = M - Click on Verfication Code to thow records from cloud server J
Department v Code | Device Name | D Status
B m ¥ 220620171203555 KK Branch
Natiomality .
. m
Schadule -
Amg}q 4 = 5
Date Day Type Hoi Schedde s Ox Iz Oz I O FrgePwtlD | E Name -
. - © SelectAl | |1 David Tamothy -
. w2 Lana Besarnchau
Beploryee Mome Laswe Type Bomadt Cex Al | |73 Ashny Ansk Anding
- | Ve Cashuan Jaya |
Empl | Nome |Dste* |Dsy_ |[wee |Hot [S [Sen [m Jout [m [om Ms Mickcassidy (L | Remart
Me Cham Chiong Chin
M7 Uding Ak Jantan
Hs Hillary Ak Ulan
M9 Lajap Anak Siggat
=A0) S Ansk Jurkong
n Samuel Anak Skm
M2 Rapmand Wei Jangan
M3 Jessey Ak Gars
M Rozex Ak Prip
&5 Sobs Anak Mat -
‘ — ’
« m »
View Logs (F1) Total Workdsy
Dowmioad [ Emt
) ) e -
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Compact & Repair

This function is to compact and repair the database. You will need to use this function if the database

corrupted or when system running with error.

TIMEPRINT

System Setup

-
I_H
ooo

COMPANY SETUP SYSTEM USER

[i@ oashvoars

e e e

CHANGE PASSWORD

Device Setup

System Setup

Reports

Notes

=

S

Help

AUTO DOWNLOAD &
UPLOAD

cl e

BACKUP & RESTORE DATABASE MANAGEMENT

SYSTEM PARAMETER COMPACT & REPAIR

O,

SYSTEM UPDATE

> Logout

('Y

COMPACT & REPAIR DATABASE

Database files can grow quickly as you use them, sometimes impeding
performance. They can also occasionally become corrupt or damaged. You can use
the Compact and Repair Database command to prevent or fix these problems. The
compact process does not compress your data -- it makes your database file
smaller by eliminating unused space. The Compact and Repair Database
command can also help improve performance of your database.

Areyou sure you want to start database compact and repair?

Cancel

Then Click OK to continue.
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Backup & Restore

Use this function to backup or Restore your database to/from local disk or other storage media. You

can also decide on what time to run “Automatic Backup” function.

ECO)\TIMEPRINT

System Setup

o

» Backup Database

e Select Backup Option

e Make sure that the backup destination is correct. To change the backup destination, Click El
and find the folder you wish to save the backup file.
» Restore Database
e Select Restore Option
e Make sure that the restore source is correct. To change the source file, Click El and find the

file you want to restore.

Save to following URL:
(® Backup C:\ECOTP\Backup\06022019120939.zip

Restore from following URL:

() Restore

@ Automatic Backup Setting
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» Automatic Backup Setting

You can automatically backup the database four times a day from Monday to Sunday to the destination

path.

=]

o Click and find the folder you wish to save the backup file

¢ Click “Save” button to save the setting

Time 1

Monday |1 7:00 ; ; ; |C.‘HECOTPBackthHMonﬁay

[JTuesday |1?:UU ; ; ; |C.".ECOTP‘.Backup'.Tuescray

[ Wednesday |1?:00 ; ; : |C:'.ECOTP‘;Backup'.Wednesﬂay

CIThursday ~ [17.00 ; ; ; [cECOTPBackup Thursday

Friday |1 7:00 ; ; ; |C."|ECOTP‘.Backup'|Fn?o‘ay

[] Saturday |1?:00 | ; | ; ; |c.-chorPaBacm;msmmay

[ Sunday 7o | | ; ; |c:ECOTPBackup Sunday

Save |
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Database Management

In this section, you can “Split MS Access Database”, “Enable MySQL database connection” or

setup to enable “uploads attendance to MYSQL/SQL Server”.

TIMEPRINT

System Setup

COMPANY SETUP

i@ pestboars

Manage Leave - E
O

SYSTEM USER CHANGE PASSWORD

Device Setup

System Setup

Reports

Notes

i~ B=

@-ﬁ

Help

AUTO DOWNLOAD & COMPACT & REPAIR
UPLOAD

<d KO

DATABASE MANAGEMENT SYSTEM UPDATE

SYSTEM PARAMETER

e

BACKUP & RESTORE

>  Logout

A

» Split Database

You can use this to prevent database corruption by Splitting database into 3 mdb files
“‘ECOATLOG.mdb”, “ECOATT.mdb”, “ECOAT.mdb".

iSplit Database; 1 MySQL/SQL Server

Splitting database to prevent database file corruption. Before make any database
changes, make sure you have sufficient backups and no one is connected to the
database.

System Databasze Path
|C:'=EDDTP’=Datn

For multi-user network environment, sharing vour system directory (Normally on the
path: C: ECOTP) and create a virtual drive for vour system directory such as X7\ drive.
In the client computer, map (netwotk drive) same drive X\ to system directory
(\ServerName ECOTP)

After create virtual dnve, please run ECOTimePrint program in Virtual drive X when
splitting database.

|C:'£COIPData |E|

Confirm Split Database Cancel
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» MySQL / SQL Server

In this section, you can change ECOTIMEPRINT database from mdb file to MySQL database
connection. Or you can setup database server for system to upload attendance to your own server.

Split Database MysQL/SQL Server

For more information regarding Enable MySQL connections, please contact your vendor.

[ 1Enable MySQL database connection (Change database from MS Access to MySQL)
[[JUpload attendance to following MySQL/SQL Server

TCPIP Server : |Incalhnst

Database - |ECD$".T

ser: |rnnt

Passwaord |“‘*‘“‘“‘*

1. Select option to perform what you want to do.

e Enable MySQL database connection - ECOTimePrint cloud server

e Upload attendance to following MySQL/SQL Server
2. Enter Server TCP/IP Address and port no.
3. Enter Server Database Name
4. Enter database’s user name and password
5. Select Server MySQL or SQL Server
6. To perform a database connection testing, click on “Test” button

7. Click “Save” to save the connection setting
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System Update

You can Click the "Update" button to update the ECOTIMEPRINT system to the latest version. To

restore the system to a previous version before the updating, Click the "Restore" button.

TIMEPRINT

System Setup

sz il O

COMPANY SETUP SYSTEM USER CHANGE PASSWORD

i:i’ﬁ Q %
SYSTEM PARAMETER AUTO DOWNLOAD & COMPACT & REPAIR
UPLOAD

Sx =4 ES.

BACKUP & RESTORE DATABASE MANAGEMENT SYSTEM UPDATE

i@ Dpasnvoara

RESTORE

System update provides you with latest release of ETAZ from cloud =erver. Connect to
internet to download the latest =oftware release with improved enhancements and
features.

UPDATE to perform system update to latest release. RESTORE to call badk to your

previous release.
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» Update System
e Tick to choose ECOTIMRPRINT program component to perform system update
e Click “Update” button, to confirm update your system

e If the message prompts you to restart the system, Click “Yes”

** Note: Due to a Windows security issue, if you are experiencing problems using this feature to update your

system, we recommend that you run ECOTImePrint software as an administrator before making a system update.

Check to select the ECOTimePrint g to per Y updates. If the error appears in the Status
Information column, please follow the instructions to try again

Please run as an administrator before t

No. | Description

M1 ECOTimePrint System

[J2 Auto Data Backup

03  Auto Download and Upload to Cloudl  Are you sure to perform system update ?

» Restore System Update
e Tick to choose the restore point which you want to restore

e Click “RESTORE” button, to confirm restore your system

You can only restore one release atime. Tickto choose the restore point which
you want to restore.

Mo. Date and Time Description

Restore Cancel
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REPORTS

e This chapter describes the types of reports available in ECOTimePrint and how to generate / print

related reports based on company requirements.

o All the transaction data downloaded from the terminals are stored. After the configuration is
correctly implemented on the Attendance Sheet, you can continue to use the reporting feature to
generate the required reports for your company's needs.

e ECOTimeprint provides a total of 16 report options and applies attendance data to generate
different reports for different purposes.

e Select the report, enter the print filter, and then click the Print button to continue printing.

Mo | Report ]
Daily Electronic Time Card
Time Card Summary
Summary of Attendance
Owvertime Approval Report
Attendance Analysis
Manthly Perfect Atendance Report
Day by Day Analysis
Month by Month Analysis

Man Hnnre Rannrt

F T == B B = I B S L

Date : From 01-02-2019 | 28-02-2019 |

Emplovee ID

Payroll ID

Employee Name

Pay Mode

Department

Position

Mationality

Race

Schedule w| To Sugpend

Payroll Station Mo. I Payroll Station Group By
[?]1 HQ
M2 LABUAN BRANCH =TT

3 SUNDRY (@) Employee ID () Payroll ID
Wld SLNMNRY-SINGAPORF
£ >

() Employee Name
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» Export Report

Step 1: Click on the Export button (see below), and choose file format (PDF, Excel, Work...), then
Click OK.

Step 2:  Choose the page range on Export Option, and then Click OK
Step 3:  Select file destination, and Click Save button to complete the export

Step 4:  Find the file in exported file destination

Ecod TimePrint ECO COMPANY PristOn 263 WIS 16327 Papletd

(01-08-2015 %o 31.08-201%)
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1. Electronic Time Card

ECO TIMEPRINT ATTENDANCE (ETA2)

Ecoi@Tim e Print

Hame : Selane enek Seng (10082), Payrol

ECOTIMEPRINT

Electronic Time Card

[01-03-2018 To 31-03-2018)

Date Day Type  Hol.  Weekday n 0wl Ow I Ow o Ou Bt Pass ok Overtime Short 1 No.OFf  OT Hrs. Leawe
Moot e tl ' ' Wiarkda prowve
Text Object Y

OHI-A1E_ ——vecrfrrared Thurday 1251 1904 ' om s E om ¢ 10m 3m

Dy Type Days Present Absat Work Owertime Short Ho. OT His. Leare Ho. Of Days s
Workday Approved

Waorkday ) Pl 166:00 TL:51 22000 7050

Holidxy

Restday 2 2 16:00 218 2000 200

Total 26 26 182:00 7409 24 D00 7250
4 Tnderline indicates Amendment. ** Red Bold indicates Late Incr Early Cut.
Eco@Tim e Print ECOTIMEPRINT

Daily Electronic Time Card
(01-03-2018 To 31-03-2018) ok Undarling indicates Amendmere.  ** Bold indicates Late Inov Bavly Oan,

25-03-2018
Employee  Mame Day Type Hol.  Weekday : In Out In Out In Out In Out In Ow o+ BEdit Work Overtime Shuni No. Of  OT Hrs. Leave Remark
0 H | Pass | \Workday  Approve

Kenny Gedum

Trey Joo CGey

Geoaga Ban Kajen

omes Selong

.......... UL

10058 JosepGane Usun REETOAY
S
10060 ‘“ancent Taong RESTDAY
P . LN
10063 Frenklane awvung VORKDAY

10068 ehvan avong RESTDAY

Taong Saeng

Roseland Lemet

__________ L
Duy Type Days Present Absat Bt Pass Work Overtime Shart No.Of OTHrs. Leare Ho. Of Days s
Worday Approwed
Wlotdey 111 32 79 106:00 19:44 13.000 1950
Tob
!#Present,Workday (Number)!
Restday 35 21 88:00 22:13 11000 2100
Total 146 53 i 194:00 4157 24000 4050
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Ho. Of Daye
Ho. Of Days
Ho. Of Days
Ho. Of Days
PA - PATERNITY

OF - OFFDAY

Leare
Leame
Leare
Leame

030
750
5800

0T Hirs.
Approved

0T Hrs.
Approved

0T Hrs.
Approved

0T Hre

Lpproved

ECO TIMEPRINT ATTENDANCE (ETA2)

- UNPAID LEAVE

MA - MATERNITY

17 000
17000
11000
11000
17991

3000
20991
10 000
10 000

Waorkday
Ho.0f
Workday
Ho. Of
Wardy
Ho. 0Of
Warkday

Ho. Of

16:59
16:59

Shiort
Short
Ehort
Short

HO - HOSPITAL

(01-03-2018 To 31-03-2018)

ECOTIMEPRINT

759
59:12

ECOTIMEPRINT
Time Card Summa
SUMMARY OF ATTENDANCE

(01-03-2018 To 31-03-2018)
5113

Ohertime
Oertime
Orrertime
(COhrertime

Wenk
128:30
128:30

Wk

8030
80:30
ok
154:25
27.00
181:25
Work
7500
75.00

RE - RESTDAY

AN - ANNUAL LEAVE

: Benry ek Jerry

Bt Puss
Bt Pacs
Exit Pass
Exit Pacs

Name : Kenny Gedum JosGue
Name : Lang CGong LeG
Hame : Tney Joo CGey

Narne

Absert
Absert
11
11
Absera
Absert

Present
19
21
Presar
12
15
Presera
a1
a5
Preserd
16
18

Daps
24
26

Days
24
6

Days
]
2t

Days
]
26

@ - OVERTIME

Summary of Attendance

Time Card Summary

Dy Type
Wodiday
Holidey
Restduy
Dy Type
Wogdxy
Holidey
Restduy
Dy Type
Vogkday
Holidey
Restduy
Day Type
Wogkday
Holidwy
Restdwy
Eco@TimePrint

¥- WORKDAY HD-HOLIDAY RD - RESTDAY

Employee ID : 10007
Employee ID : 10011

Ecol@Tim e Print
Employee ID : 10002
Employee ID : 10005

AB - ABSENT

55 g |5 Jg [a e lg (g fgJg |a s g [8 [a (a8 |8 |8
a3 3 [ (2 (2 |8 (2 (83 8 |2 )3 (8 |2 |8 (3 |2

€5 (8§ |E [ |8 |2 (8 |8 |8 |2 |2 |B |2 (8 |8 [8 |3 |8

es |8 (8 | |8 |8 |8 |g |8 |8 |8 |8 (@ |8 |8 |8 |8 |8

€5 [ ] & =z ] g

=5 |B B8 B (B |3 (3 8 |8 8 |8 Ja R 8 J§ 8 |8

Aol |la o |a | |a |a |a |a |a [ [a |& |& |a |& |a |=

iepo |a |a o e ja |a |a |a la |a |a |a |a |= | |= |=

aeaifla (o [e |e |a [ [e Je e |e |a e | |le | |a |e

8

pesay! [ fo [+ |2 |g fo |~ Je |2 (2 |e [ |+ |2 |~ |+ |e

wpesaudl (= |F [& [2 |a ja |2 |2 |s [= |2 |8 |5 |= |& | |=

b2

3

]

@

R

=

8]

~

N

] ] B ¥
2 v le BBz 2 |2 |2 |~ |2 |2 |~ |= |~8 |= B |,
| E 3|2 [ |7 |2 IS 2 F ] S K]
@ ~ |2 2 ]2 |2 |-8 z |~ 8B B K |2
2 2 s T |7 s 2 s |2 ® 2
gel. 1z L@ = |2 leg8l-8 [z LB |s |=
R R » 2 |z (28G5 |2 5 |T |2
= ~ |z FE I |z |~B z |~ 2 |~E |z B |- |=
& @ & " 9
“ JE PR A s |~ 2 lale R
e 2 |z [z |= S 2 o "8 |2 %
0 ~lzle |z F2 -8 )~ |2 |= |- FE|~B | | B | |~
e z |z 2 s s z |2 % "a |F S
~ |2 |~& |~8 |~
= s |'®
El a8 | 8
o 2 = MR |2 |~B |- |~
- < < @ £ ® S
o =~ B |z |z |~ |8 |-
= |= |a = |a ] 8 |o
- 2 s |~8 |-8
= z |= z s "8 |%
s
@
~8
®
2 ~ |~ -8
= o
=] B
S ~3 |z g8 I+
5 ~ |~ g1z [-§
<8 e |+ L2 ~8 |2 |8 L
& [ & "8 | ®
T N P Ay
@ = S =
PEEIR a |la |2 |l |8 |a a |a a |a
2852 |2 |2 |2 |2 R R - R I
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5T |2 % |2 2
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8 T8 |F |F [T |T [=HgE
-8 .8 |2 z 8 |2 (-
s 78 |F H g [=
> & |y |e |s = 5
F ol |E|E |2 |z |B e o |E_|Z
< olg |8 (2 |2 |3 |5 |2 | |% |Sgs
3 (2 | |2 (g (2 |§ |5 |E |TE|E
= s 2 82|68 |8k = s 1= 2|5
- |® |3 [E5|B.|B5E | |es =8
B |3 |2 |2%|BglsElE (B O|RE|E |ZiEl
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5. Overtime Approval Report

Eco@Tim ePrint ECOTIMEPRINT
Overtime Approval Report
(01-03-2018 To 31-03-2018)

Employee ID Name Date Schedule Wioday Absent Leave ‘Wiokday Overtime Restday Overtime Holiday Overtime

Days
1001 Geoaga Ban Kajen 01032018 2 1000 100
0021 Geoaga Ban Kajen 02032018 2 1.000 1E0
10021 Geoaga Ban Kajen [Fexier ] 2 1.0
fozt Geoaga Ban Kajen !\Iiew_Attendance_DetaiIs.Employee_Name (String)!
10021 Geoaga Ban Kajen TE 20T Z 1.00
10021 Geoaga Ban Kajen 06052018 2 1.00
10021 Geoaga Ban Kajen 07-03-2018 2 1.000 480
10021 Geoaga Ban Kajen 08032018 B 1.000 100
40021 Geoaga Ban Kajen 09-03-2018 2 1.000 1.80
0021 Geoaga Ban Kajen A0-0G-2018 2 1.000 450
10021 Geoaga Ban Kajen 11032018 2 1.000 1m0
10021 Geoaga Ban Kajen 12032018 2 1.000 200
10021 Geoaga Ban Kajen 13032018 2 1.000 250
10021 Geoaga Ban Kajen 14032018 2 1.000 100
10021 Geoaga Ban Kajen 15032018 2 1.000 150
10021 Geoaga Ban Kajen 16052018 2 1.000 200
0021 Geoaga Ban Kajen 17-05-2018 2 1.000 250
10021 Geoaga Ban Kajen 180018 2 100
10021 Geoaga Ban Kajen 18032018 2 1.000 150
10021 Geoaga Ban Kajen 002018 2 1.00
0021 Geoaga Ban Kajen 21032018 2 1.00
10021 Geoaga Ban Kajen prrsicor ] 2 1.000 200
10021 Geoaga Ban Kajen Z2E2018 2 1.000 300
0021 Geoaga Ban Kajen 29032018 2 1.000 950
1021 Geoaga Ban Kajen 25032018 B 1.000 380
10021 Geoaga Ban Kajen 2032018 2 100

Total 18.000 70 250 350
6. Attendance Analysis

Eco@Tim e Print ECOTIMEPRINT Print On:01:05-2018 17:31:17  Page3of 148

Attendance Anal
(01-03-2018 To 21-03-2018)

Engloyes ID  |Hame Dats Weekday | DayType |Hol*| 4B | L¥ | LI | EO | MP | Shet | Workdsy | Wokday | Workday | Restday | Holiday
WORKDAY
workDaY |
WORKDAY |
| workoar |
[ worioay |

10007 Lang CGong LeG 07-03-2018 | Wednes day -m;o;?»i)t\-\' o

s Long CGong LG | BURZ018 | Thusds | WORKDAY |

oo Long COong LeG | | Co0G20%8 | Fiiday | RESTDAY

o |l Lang COong a6 | 0maE | saudsy | workoar |

ooy Long Coong LG | 11032008 | Sunday | RESTDAY

wor | Lang CBong LeG | 12052018 | Monday | WORKDAY |
ooy ng Cong LG | 1B | Toesday | WORKDAY |

oo long COong LG | 14052018 | Wednesday | WORKDAY |

20007 Long Coong LeG 1603008 |  Sunday | RESTDAY
10007 Lng CGong LeG 6022078 | Monday | WORKDAY
0007 Lang CGong LeC 202018 Tuesday WORKDAY

*Note © AF - Absert, LV - Leave Taken LI - Late In EQ - Early-Ct, MP - Miss Punch OT - Overtime, Hol*- Holidgy
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7. Monthly Perfect Attendance Report

Eco@Tim e Print ECOTIMEPRINT
MONTHLY PERFECT ATTENDANCE REPORT
(01-03-2018 To 31-02-2018)
EMPLOYEE ID |HAME CRITERIA /CONDITION HOH
PERFECT | perrecT
ANHUAL LEAVE| SICK LEAVE RESTDAY HOSPITAL MATERNITY PATERNITY |UNFAID LEAVE
20242 - 1
20243 Gustaen 1
20244 YudGae 1
20245 Suneraewen 1
21203 - 1
30002 Deasy Grece 1
Total Staff 146 1 3 143 3
1 205 om om om om om 97.85 2.05
PREPARED BY APPROVED BY CHECKED BY
Postion: Pastion: Pastion:
D ate: Date: Date
8. Day by Day Analysis
Eco@Tim ePrint ECOTIMEPRINT

Day by Day Analysi
(01-03-2018 To 31-03-2018)

Date

0-0z-2018
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9. Month by Month Analysis

Eco@TimeFrint ECOTIMEPRINT

Month by Month Analysis
[01-03-2018 To 31-03-2018)

Morth Worlaate AR LV LI EO MF Short Workday Workday Workday Restday Holiday

% His Days oT oT oT

e w|as_ L 2L 2 o S .- -, B237 .. STREmE . TR O .
Total 2005 2 4 8 == 62:37 5,765.06 TER2% 1,182.64 4700

10. Man Hours Report

Ecoi@ Iim e Print ECOTIMEPRINT
MAN HOURS REPORT
[01-03-2018 To 31-03-2018)

Employee ID Head Courd Wk Day Wenk Hoar Overtime Tota Hows
000z 1 17.000 128:20 0:00 125:30
0005 1 11,000 20:20 000 2030
10007 1 20981 181:25 = 290:37
10011 1 10,000 75:00 000 75:00
0012 1 0.000 0:00 000 0:00
0017 1 23,000 17400 9654 Z20:94
o021 1 18.000 1368:30 A0:09 126:30
10057 1 18.000 136:30 0:00 1265:30

Total : 8 117.981 91225 912:25 1,062:40

11. Amended Attendance Report

Ecoi@Tim e Print ECOTIMEPRINT
Amended Attendance Record
(01-03-2018 To 31-03-2018)

Employee  Name Date DayType  Weekday ! ©h Ot h Ot I Ot | Ot I Out ! Exit Wk Owetime  Shert! No. Of  OT Hrs.
D . ! Pass ' Wierkday  Approved
10002 Genry ek Jamy 03-03-2018 WORKDAY Saturday ¢ D5 @ i om s om om .000 0.00

WORKDAY P o sm om om: 1000 0.00
........................................................... S
10002 Genry ek Jemy 04-03-2018 RESTDAY Sunday [ =) iim om om om om 0.000 D.00

RESTDAY = ] H om om om: 0000 0.00
........................................................... s
10002 Genry ek Jemy  09.03.2018 WORKDAY Friday  Det 16m om am om omi 1000 0.00

WORKDAY ;oo 150 am om om: 1000 0.00
........................................................... L S Sy

e Underiine indicates Amendment.  ** Red Bold indicates Late In or Early s
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12. Movement Activities Report

Eco@Tim e Print ECOTIMEPRINT
Movement Activities Report
(01-03-2018 To 31-03-2018)
Enployes Name | Date | Tume
Kenny Gedum JosGue (10005)
10052018 (Sansdgy)
06:48 12:31 13:14 16:01
In Ot } Ot
TI052018 (Smdp)
06:48 12:01 1239 17:00
In Ot = Ot
I2052018 (Monday)
06:46 12:03 1233 16:01
I Ot B Ohat
2052018 (Sanwrday)
06:51 12:33 13:11 17:01
In Ot n Ohat
2052018 (Smdy)
06:48 12:02 1236 17:07
n Ot i Oh
26052018 (Memdap)
06:48
I

13. Daily Leave Tracking

Ecol@Tim e Print ECOTIMEPRINT Prire On: 01-05-2018 17:43:14  Pagelofl
DAILY L EAVE TRACKING
(01-03-2018 To 31-03-2018)

Leave D ate Department Emplayes 1D | Name Leave Type Nao. Of
Fayroll 1D D ay

0302018 FRODUCTION 0002 | Genny do Jerry ANNUAL LEAVE 1.00
AQZTONEZ

No. Of Bmplawee : 1

05-0e-2018 0007 | Lang CGong LeG SICK LEAVE 1.00
AO2T0A50

No. Qf Bmpiawee - 1

A0-0G-2018 FRODUCTION A0 | Genny @ Jarry SICK LEAVE 1.00
AOZTOMGZ

No. QF Bmplapee » 1

1S0G-2012 FRODUCTION 0005 | enry Gedum Jos Gue SICK LEAVE 1.00
AOZTN4A

MNo. QF Bmplayee - 1
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14. Leave Monitoring Application Transaction

Eco@ TimePrint ECOTIMEPRINT
LEAVE APPLICATION TRANSACTION
(01-03-2018 To 31-03-2018)
NAME: Genry ek Jerry (10002), PAYROLL ID: A0270162
ANNUAL LEAVE
Trars Type Start Date End Date Ho. Of Days Reason
Leave Taken G-05-2018 05-05-2018 1.00
------------------------------------------------------ SUMIMAYY - - - - m e m e e
EiF Leave Eam Leave Eam Leave Total Leave Leave Balance Remarks
(System) (Mamal) Ady Entitle Taken
0.00 0.00 0.00 000 0.00 100 (1.0
SICK LEAVE
Trans Type Start Date End Date Ho. Of Days Reasan
Leave Taken 10-05-2018 10-03-2018 1.00
.....................................................................................................
BIF Leave Eam Leave Eam Leave Total Leave Leave Balance Remarks
(Systen) (M amal) Ady Extitle Taken
0.00 0.00 0.00 000 0.00 100 (1.00)

15. Leave Monitoring Summary Report

Ecoi@Tim e Print ECOTIMEPRINT

LEAVE SUMMARY REPORT
(01-03-2018 To 31-03-2018)

Engloyee [ID  Nane Payrall ID Peried Leave Type B/F Leave Eam Leave Eam Leave Tet Leave Balarce Remarks
(System) (Marmal) A%, Leawe Taken
10002 Geny ek Jerry Ammlez  01-01-2018-=31-12-2018 ANNUAL LEAVE 0m 0m 15m 0m 1500 Lo l400
01-01-2018--=31-12-2018 SICK LEAVE 0w 0 1400 00 1400 L 130
No. Gf Swpicyee: 1

16. Employee Listing

Ecoi@Tim e Print ECOTIMEPRINT Page Sof 5
Employee Listing

Employee 1D Payroll ID Name IC Ne Passport No pOB Gender Date Join Resigned Schedule  Card Number
Date

arcrg Germen BraG2010 MALE 0 0

Totad Bmployee: 196
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You can be reminded of your notes on the ECOTIMEPRINT main menu side bar.

B Notes = 5|

Date FolowUp | V][ i sear | Main Note 1 Support Notes il Attachment

Due Date I Due date in 7 days v ]

No. | Employee No. | Employes Name [ Document Type [ Preset Head l v B
Document Type I ~ ] +
Presst Heading | o] [+
Custom Heading
T | |
Task
Comments
Status v| +

< >

Print New Save Delef Exit

To set up Notes:

Step 1:  Choose an Employee & Pre-set Heading. It is optional to fill the Document Type, Custom
Heading, Task, Comments and Status. The Document Type & Pre-set Heading can be
added by clicking the “Add” button.

Employee |JUKE (62) V] =l
Document Type | PASSPORT v [+
Preset Heading  |DEMO B
Custom Heading

DateFolowtp  [23022013 ||  oweoae 13032018 | 3]
Task

Comments test

Status IN PROGRESS vl o+

ECO SOLUTION TECHNOLOGY
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Step 2:  Enter the Date Follow Up & Due Date so it can be shown into the reminder list later.

Main Note T Support Notes T Attachment

Support Note 1 .
[Tes! vl +

Support Note 2
ITesling v | +

Support Note 3
[Test I

Support Note 4
[Tesl |

Support Note 5
Test

Support Note 6
Test

New Save Delete Exit

Step 3:  You can also add in Support Notes or the Attachment in the second and third tab, Then

click Save.

Step 4:  Choose the Date Follow Up or the Due Date to filter the reminder list.

Date Foliow Up Follow up date in 15 days v || Advance Search

Due Date v

No. | Employee No. | Employse Name | Document Type I Prese:HeadJ
1 62 JUKE PASSPORT DEMO

< >
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Dashboard

Dashboard

Manage Leave

0, CR

CLOCKING SCHEDULE EMPLOYEE ATTENDANCE SHEET

Device Setup

System Setup

Reports

Notes (1 Note) </ \‘,:|
Help

Logout

e
c
s
e
B
Eif
?
v

HOLIDAY RESTDAY LEAVE TYPE

e It will be notify on the main menu side bar based on how many notes you filtered in the

reminder list.
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Help

Help

=)

HELPDESK UPLOAD & DOWNLOAD USER MANUAL
DATABASE

Lf]

OUR WEBSITE FACEBOOK PAGE

Helpdesk

- Contact live chat with our support

Upload & Download Database

- Upload Database for Troubleshooting

User Manual
- User Manual of ECOTIMEPRINT Attendance System

About
- About ECOTIMEPRINT Attendance System

Our Website
- Visit ECOTIMEPRINT website

Facebook Page
- Visit ECOTIMEPRINT Facebook Page
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