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9. Time and Attendance

The Time and Attendance network client supports time and attendance records of staff at a protected site, as
well as analysis and control of labor discipline compliance at this site.
9.1 Getting Started

As mentioned before, operations of the entire system is started by launching the Central Server (Chapter 3:
Central Server), and the System Shell module is started first at each workstation (Chapter 5: System Shell).

The Time and Attendance client starts directly in System Shell ( L NWTimePro.exe executive file can be
found in the folder of installed Orion Pro). Please start System Shell and left click a relevant icon in the left part
of the System Shell screen.

Environment Analysis - e 100%

;J.Q] 'E| I||| _g_%,}] @ .f @ ;;J:
oT

DBA Reports T&A Server  Personal Card Statistics  OCS
Manager

9.1.1 Connecting to Server
Please do the following to set a connection with the Central Server:

e Set connection parameters (See Chapter 9.3.1).
e Connect to the server.

If the Connect to Server when the Time and Attendance starts option is checked, the program will connect with
the server when started.

If Connect to Server when the program starts is unchecked, you should go to the Server menu to select
Connect.

Server

[¥cormes

Once you have succeeded to connect to the Central Server, you will see the left pane to set report generation
parameters.

If the connection to the Central Server is not established, the error screen will appear notifying about the

connection failure.
i N
Error &J

"'.I Failed to connect to the server.

The server is not accessible for some reason
Consult your system administrator,

[\S]



To disconnect from Central Server you should choose Disconnect in the Server menu.

Server Export Window

25
e

9.1.2 User Authorization

Once T&A (Time and Attendance) has connected to Central Server, it will proceed with a user authorization.
The Authorization window will appear where a user password needs to be entered:

N !
Autharization

-Passnr::r\d FHEEEE

ok || Cancel

L -

If an entered password is correct T&A will proceed further, otherwise the connection will be terminated.
When a password is entered the T&A program identifies an employee’s authorities:

o |If the entered password provides privileges to administer time and attendance (If the Time and
Attendance option is set as On in the employee’s password properties), this employee will be able to
generate reports on all employees of the company and fill in absence justification for them.

o |If the software access password entered by an employee does not provide such privileges, the
employee will be able to view a report on his/her details only, whereas other reports will be
inaccessible. In such a case, an access to settings and report export capabilities will be limited too.
Editing absence justification will not be allowed.

9.1.3 Operations Log

When the Time and Attendance network client is running, the Operations Log window is at the bottom of the
program window.

¥ Operations Log E'@

Smith John K.evin iz authonzed az a uzer with full nghts -
=== Standard Timeshest === 5/5/2014 11:42:34 Al ===
= Employee Smith John Kevin, "5/5/2014"
At 00:00 was in Zone: Dutside World

[ interval [2] were selected during a day

"

b

m

St
R ®

!

St s
.

x

Entire day absence
4 Dintervaliz] have been selected [after interval processing) -

st s s
.t

The Operations Log window displays messages describing the program operations. The number of messages
to display can be adjusted at the Interface tab for parameter settings (see para 9.3.3 Interface Tab).

To clear operations log, right click the Operations Log window and choose Clear in the context menu:

9]



Save Operations Log

Clear

To save Operations Log as a text file, right click the Operations Log screen and choose Save Operations Log
in the context menu:

Sawve Operations Log

Clear

The Save As dialog box of Windows OS will appear. Enter a file name and click Save:

'l '
i Save As ﬁ

Savein: | | My Documents - ﬁ' ? ¥

= Mame . Date modified Type
';'ﬁ J Integration Services Script Component 10/3/2012 2:36 PM File folder
Recent Places | 14e0ration Services Script Task 10/3/2013235PM  File folder
! | Motes 10/7/2012 4:09 PM File folder
| Snagit 10/3/2013 5:39 PM File folder
Desktop J 50L Server Management Studic 10/7/201212:31 PM File folder
—— J Visual Studic 2005 10/3/2013 9:33 PM File folder
= J Visual Studic 2008 10/3/2013 2:22 PM File folder
Libraries || ServerManagerErrors 10/12/201312:05 ...  Text Docu

A
Computer

“
u 1| 1] r

Metwaork
File name: Protacol - Save
Save as type: [Text files [~ txt) *] [ Cancel ]
L A




9.2 General Terms and Definitions

Scheduled Working Time is the duration of a working day (the end time of a working day minus the
start time of a working day and minus a lunch period). In other words, a scheduled working time is a
block of time of a working day minus lunch and other breaks.

Example:
There is a schedule from 9.00 to 18:00 with a lunch break from 12:00 to 13:00.
Start End

13:00 15:00

Scheduled Working Time is the end time of a working day (18.00) minus the start time of a working day
(9.00) and minus lunch period = 8:00.

Overtime is extra working time at work beyond the Scheduled Working Time (morning overtime and
evening overtime)
Morning Overtime is the time at work before the beginning of a working day based on an employee’s
schedule (an arrival time per schedule minus a punch-in time).
Evening Overtime is the time at work after the end of a working day based on an employee’s
schedule (Punch-out time minus a departure time per schedule).
Example:
Let’s assume, an employee punched in at 8.:53 and punched out at 18:17
Morning Overtime is the arrival time at wok as per schedule (9:00) minus an actual punch-in (8:53) =
0:07 min.
Evening Overtime is a punch-out time (18.17) minus departure from work as per schedule =00:17
Overtime is the morning overtime (0.07) plus the evening overtime (0:17) = 0.24
Hours Worked are the hours spent by an employee at work during a day (punch-out time1 minus
punch-in 1 plus punch-out 2 minus punch-in 2 plus ...)
In other words, Hours Worked is the grand total of time intervals as attended by an employee at work.
Example:
Let's assume an employee came to work at 8:53, went for lunch at 12:02, returned after lunch at 12:49
and finished work at 18:17.
Hours Worked equal the 1°" interval plus the 2" interval = (punch-out 1(12:00) minus punch-in 1
(9:00)) plus punch-out 2 (18:00) minus punch-in 2 (13:00)) = (12:00 - 9:00) + (18:00 - 13:00) = 3 hours
+ 5 hours = 8 hours.
The parameters affecting accounting algorithm of reported Hours Worked are as follows:

- Include Overtime in Hours Worked

- Do Not Count Breaks as Working Time

- Method of Absence Processing

- Method of Absence Reasons Processing
(Refer to Chapter 9.3.2.1 Parameters Affecting Report Generation, Chapter 9.3.2.2 Methods of
Absence Processing, and Chapter 9.3.2.3 Methods of Absence Reasons Processing)

Late punch-in is an arrival at work later than the time set as the workday start (the time of actual arrival
(punch-in) minus the arrival time per schedule).

Example:

Let’s assume an employee comes to work at 9:08.

Late punch-in is the time of actual arrival at work (9:08) minus the time per schedule (9:00) =00:08.

Early punch-out is the time of departure from work earlier than the time set per schedule (departure
time per schedule minus punch-out time)

Example:

If an employee leaves work at 17:37

Early punch-out is the departure time per schedule (18:00) minus the punch-out time (17:37) = 0.23

Late punch-in during a day is a return to work later than the time set as the end of lunch or any other
break (the time of actual return to work during a day minus the time per schedule during a working
day).

Example:

If an employee returns to work after a break at 13:71.



Late punch-out during a day is the time of actual punch-in during a day minus the scheduled break-end
(13:00) = 0:11.

Early punch-out during a day is a departure for a break earlier than the time set as the start of lunch or
any other break (the time per schedule minus the actual departure for a break during a working day)
Example:

Assuming that an employee leaves work before the official break time at 11:55

Early punch-in during a day is the time per schedule (12:00) minus the time of punch-out during a day
(11:55) = 0:05.

Unjustified Absence includes all disruptions of a working schedule (late punch-in plus early punch-out
during a day plus late punch-out during a day plus early punch-in; or minus Scheduled working time in
case of a full workday absence).

Example 1:

If an employee arrived at work at 9:15, left for lunch at 11:47, returned to work at 13:11 and left work at
17:51.

Unjustified absence would be late punch-in (0.:15) plus early punch-out during a day (0:13) plus late
punch-in during a day (0:11) plus early punch-out (0.09) = 0.48

Example 2:

If an employee was absent from work for an entire workday:

Unjustified absence would be a scheduled working time (8.00) = 8 hours

Since the parameters such as Include overtime in hours worked, Do not include work breaks in a
workday time, Absence Processing, and Absence Reasons Processing affect late Punch-ins, Early
Punch-outs during a Day, Late Punch-ins during a Day, and Early punch-outs, these parameters also
affect the Unjustified Absence.

If an employee does not show up at work during the whole day, the Method of Absence Reasons
Processing affects accounting for absence.



9.3 Options

The Options dialog box is used for various settings of the application operation. To open this dialog box,
please go to the File menu and choose Options.

File Server Export Window
Load Temnplate

Save Template

About Program

Edit Configuraticn File for Autogeneration

Save Configuartion File for Autogeneration

@ Quit

The Options dialog box will appear.

Options \EI

Connection |ﬁ.dvanced I Interface I .ﬁ.utageneratinn|

i

i @ Defing how pou want bo connect to the Onon Pro sesver
LOF= and enter user credentials to log in to the server.

Connection Sethings

127.0.01

|f the server name bow iz left blank, attemptz will be made to zearch for
a zerver on this computer.

Orion Pro User
% User WwWT/SUPPORT-11-57
Pazzword

Connect to the server when Time and Attendance starts

P il -l -l il il il ol oM B

The upper part of the window contains graphics elements to toggle between the tabs of the Options dialog:

Options @

Connection |.-’-'-.u:|vanu:ed | Interface | .ﬁ.utngeneratinnl

The Connection tab is meant for setting connection to the Central Server

The Advanced tab is used for setting parameters affecting the program operations
The Interface tab contains interface settings

The Autogeneration contains options of automatic report generation.

9.3.1 Connection



[ Options @ﬁ

Connectian |.ﬁ.dvanced Interface .-’-‘-.utn:ngeneratin:nn|

¥ Define how you want to connect ta the Orion Pro sever

= and enter uzer credentialz to log in to the server.

Connection Settings

127.0.01

[ the serer name bow iz left blank, attemptsz will be made to search for
a zerver on this computer,

Orion Pro User
m User WT/SUPPORT-11-57
Paszward

Connect to the zerver when Time and Attendance startz

The zettingz cannat be changed while the connection iz active.

ok || Cancel || Hep

Here, you can define the workstation of Central Server that will interact with Time and Attendance.

Please type a required server name in the Server name (address) box or click to open a dialog box to
select the server of the local area network. If you prefer typing, you can type the following in this
box:

The normally readable network name of the computer (e.g. OrionServer) or the computer’s IP address (e.g.
192.168.10.50), or

You can leave this field blank (if so, the T&A will start searching for the Central Server on the computer where
it is running)

The User box is filled up automatically and not accessible for editing. The automatically generated name in
this box is used by Central Server for the identification of the T&A.

The Password box is accessible.
To connect to the Central Server immediately after the startup of the application, select Connect to the server
when Time and Attendance starts in the check box; this will slightly slow down the application loading.

Note: If you open the program when the connection to the Central Server is active, you will not be able to
change the connection settings and the following notification will appear at the bottom of the tab.

The settings cannot be changed while the connection is active.

9.3.2 The Advanced Tab



[ Options @ﬁ

Cornection | Advanced | |nterface .-’-‘-.utn:ngeneratin:nn|

| Allow generation of reportz for future penods
| Full detailed report on employes
Allowy flesible work, schedule
| Account for overtime
| Include overtime in hours worked
| Account for late punch-ing and early punch-outs
Do mot count breaks as warking time
Deduct davs off and halidays from reparts
Auto zave of operationz log

Process zoft abzences:

I [lgnare soft absences] - I

YWhen a reazon for a full day of absence and work, records are present;

I.-’-‘-.u:cu:uunt anly for actual hours worked v]

Process a day carmvover ban:

llgnnre day carmyover ban TI
Per zone location search back to: 1 = day|z]
k aximurn tirme inzide the perimeter ot to excesd: 24 = haur(z]

Starting time for the Absentees repork;

@) Current time

) Default time 0:00; =

ok || Cancel || Hep

The report generation parameters are set in this tab.

9.3.2.1 Report Generation Parameters

Allovs generation of reports for future penods
Full detailed report o employee
Allon Flesible work, zcheduls

o Account for overtime

| Include overtime in hours worked

| Account for late punch-ing and early punch-outs
Do not count breaks az working time
Deduct daps off and holidaps from reports
Auta zave of operationz log

If you need to allow generation of reports for future periods, check Allow generation of reports for future
periods. If checked, this option may affect the estimate of Hours Worked by employees. If the report is
generated for the date by which no event takes place, all the employees will get an (unjustified) absence from
work in their timesheets if their work schedule includes that date.

The Full detailed report on employee option regulates generation of the Employee Detailed Report. With this
parameter enabled, the report will include all employee-related events recorded by the system. |If it is disabled,
the report will include only the first punch-in and the last punch-out during a day. (It is highly recommended to
have this option always selected.)

9



The Allow flexible work schedule parameter controls accounting for the working time of flexible-schedule
employees. With this option enabled, all, if any, disruptions of labor discipline by an employee will be ignored,
and only his/her hours worked will be included in his/her working time. If it is disabled, the working time will be
calculated on the regular basis.

(Now the parameter is always enabled. The flexible work schedule can be allowed and disallowed individually
for each employee using the Flexible Schedule option.)

The Account for overtime parameter allows T&A to account for overtime and include it in a report.

The Include overtime in hours worked parameter instructs T&A that the overtime should be accounted for an
employee’ hours worked. If the parameter is unchecked, overtime will not be accounted for an employee’s
hours worked.

(If Account for overtime is unchecked, the Include overtime in hours worked parameter will be ignored.)

The Account for late punch-in and early punch-out instructs T&A to calculate and report employees’ late
punch-ins and early punch-outs. Some reports always incorporate calculation of late punch-ins or early punch-
outs.

The Do not count breaks as working time parameter tells the application to deduct breaks from working hours.
E.g., if there is a work schedule with a lunch break from 12:00 to 13:00 and an employee stays inside the
perimeter area during this period, this time is not treated as working time. If this parameter is disabled, lunch
breaks will be included into working hours and the software will add one hour more to the employee’s hours
worked.

The Deduct days off and holidays parameter excludes days-off and holidays to facilitate report assessment.
The Auto save of operations log parameter instructs the software to save operations log automatically.

When saved automatically, the operations log is saved as the protocol.txt file in the Orion Pro directory.

9.3.2.2 Unjustified Absence Processing

Apply Short Breaks methiod
Apply Overlaps method

The Process soft absences method allows the software to disregard absence within a workday as an
unjustified absence
Please choose one of the following methods to support the accurate accounting processes:

Method The T&A actions while generating reports

(Ignore soft absences) The T&A client calculates working time as the aggregate of
periods worked during a day.

The intervals between periods add up in the Absence column
in a generated report.

Apply the From Beginning to End The software samples data about periods worked over a day
method (not recommended) and consolidates them into a single period (including a lunch

break). This period lasts from the moment of the first punch-
in and ends with the last punch-out. The intervals between
periods worked add up to be subsequently reported in the
Soft Absences column in a generated report.

Apply the Short Breaks method While processing the periods worked over a day, the software
will apply the Short Break time concept.

If an interval between periods worked does not exceed an
assigned time of the Short Break (see para 9.4.1 Report), the
software will not count it as absence and consolidate two
periods in one. The interval between periods will be added to
the Soft Absences column of a generated report.

10



If the interval between working periods exceeds the assigned
time of Short Break the interval between the working periods
will add up to the Unjustified Absence column of a generated
report.

Apply the Overlaps method If the Overlaps method is used for processing periods worked
during a day, the software checks whether the interval
between working periods stays within the scheduled working
hours.

o |If Yes, the periods will be consolidated into one
period and the total interval will show up in the Soft
Absence column of a generated report.

e If No, the periods will not add up in one report and the
total interval will not show up in the Unjustified
Absence column of a generated report.

If the Process soft absences method is active, the additional Soft Absence will be added to the
Hours Worked and the Employee Report.

Example:

Supposing that an employee has a work schedule set from 9:00 to 18.00 with lunch from 13:00 to 14.00. Let’s
discuss Ins and Outs of the employee during a workday:

Employes - Date and Time Direction  Access Point Accounting  Access Zone
Peterson Peter  0d4.06.2014 3:50:40 Ertry Ertry tumstile Yes 1
Peterson Peter  04.06.2014 12:06:18  Entry Canteen/Smoking Room Door Mo 2
Peterson Peter  04.06.2014 12:10:51  Exit Canteen/Smoking Room Doar fes 1
Peterson Peter  04.06.2014 131534  Entry Carteen/Smoking Room Door Mo 2
Peterson Peter  (04.06.201413:41:06 Exit Canteen/Smoking Room Doar fes 1
Peterson Peter  04.06.2014 18:05:38 Bt Exit tumistile Mo 1]

As shown in the report, the employee left the working area for a period between 12:06 till 12:10 (4 minutes)
during a working time.

Let us discuss the employee’s working time when different absence processing methods are applied:

o (Ignore Soft Absences):

Employes Date Hours Worked  Unjustified Absences
Peterson Peter  04.06 2014 7:56 0:04

e From Beginning to End (not recommended):
Employee Date Hours "Worked  Unjustified Abzences  Soft Abzences
Peterson Peter 04.06.2014 5:00 (.00 {04

. U=

e Apply Short Breaks:

Short Break 3 = minutes
Employes = D ate Hours Worked  Unjustified Abzences  Saft Abzences
Peterson Peter 04.06.2014 g:00 000 004
Short Break 3 = minutes

11



Employes D ate Hours Worked  Unjustified Absences  Soft Abzences
Peterson Peter (4.06.2014 756 0:04 0:00

e Overlaps method to use:

Employes D ate Hours Worked  Unjustified Absences  Soft Abzences
Peterson Peter (4.06.2014 &:00 0:00 (:04

9.3.2.3 Absence Reason Processing

The program can process a situation where an employee has a legitimate reason of his/her absence for the
entire day but the operations log includes the employee’s punches with the following two options applied:
Count a2 a full working da

Account only for actual hours worked

Count as a full working day. In this case, the T&A client calculates and reports the time an employee must
work during this day.

Account only for actual hours worked. The T&A client calculates and reports hours actually worked by an
employee.

(See Chapter 9.5 Advanced Accounting of Absence Reasons for details of absence justification)

9.3.2.4 The Day Carryover Ban Processing Methods

The Day Carryover Ban processing method tells the software how to maintain the records on employees who
may not work 24 hour shifts but such records still exist. One of the following methods can be selected to deal
with this issue:

Ignore day caryover ban

Lirnit day to period between start and end of scheduled warking day
Limit to penod between first entry and last exit

Lirnit to pernod between first entry and last exit duning scheduled time

Below we will consider the practical aspects of the Day Carryover Ban method. If an employee has a fixed
working schedule from 9:00 to 18:00 (lunch from 13:00 to 14:00), the Day Carryover Ban option MUST be
applied to such an employee. If there are no EXIT (PUNCH-OUT) events, the following four methods can be
used to calculate how many hours were worked.

Supposing that an employee has the following events recorded for one working day:
Employes Date and Time Direction  Acces: Point Accounting  Access Zone
Peterson Peter 24072014 83734 Entry Entry tumstile es 1
1. Ignore day carryover ban: the day carryover ban will be ignored
Employes D ate Hours Worked  Unjustified Abzences  Ewening Overtime  Morning Owertime

Peterson Peter 2407 2014 3:00 0:00 h:A9 0:23

2. Limit to a period between start and end of a scheduled working day (the limitation affects only the end
of a normal working period) - this way all hours worked as per work schedule including a morning
overtime will be added up (evening overtime will not be counted as a working day is limited by the end
of a normal work schedule).

12



Employes Drate Hours Worked  Unjustified Abzences  Evening Overtime  Marming Overtime
Peterson Peter  24.07 2014 800 0:00 5:59 0:00

Limit to a period between the first entry and last exit- the operations log has an employee’s first entry
and last exit time. Thus, if an employee punches-in (enters) at 8.55 and NO punch-out (exit) event is
recorded, the hours worked will be 0 (zero) and absence will be counted as 8 hours. Therefore,
circumventing turnstiles delivers no benefits for an employee.

Employes D ate Hours "Worked  Unjustified Abzences  Evening Owvertime  Moring Overtime

Peterson Peter  24.07 2014 0:00 8:00 0:00 0:00

Limit to a period between the first entry and last exit during the scheduled time - similar to option 3
above but punching events are searched for within scheduled time

Employes D ate Hours "Worked  Unjustified Abzsences  Ewening Owertime  Morming Overtime
Peterson Peter 24.07.2014 0.00 2.00 0:00 0:00



9.3.2.5 Additional Parameters Affecting Report Generation

Per zone location zearch back to: 1 = dayls)

b awirnum time inzide the perimeter not to exceed: 24 = hourz]

Starting time for the Abzentees report;

@ Current time

Default time E:00: =

Per zone location search back to: .. days defines how many days back before the starting day of a report one
should go to find the zone of a processed employee location.

The available search range is from 1 to 5 days. If calculation reveals that an employee’s attendance at work
lasted longer than one day, the Operations Log window displays an alert.

Maximum time inside the perimeter not to exceed:.. hours: defines maximum allowable hours for an
employee to stay within the perimeter (that is, at work).
The available range is from 1 to 72 hours.

This parameter should discourage employees from jumping over turnstiles and climbing out of windows, etc. to
simulate their attendance at work while being actually absent. In this case, they would not have EXIT recorded
in the operations log. If the time inside the perimeter exceeds the allowable limit, and an employee is not in
the Outside World zone, the operations log will have a record of this, and reassign (eject) the employee to the
Outside World zone. Please note that this parameter is required when an employee has permission for DAY
CARRYOVER, which is often the case for people working on a rotating shift basis.

We will consider the following two cases:

1. An employee works on a rotating shift basis, has permission for a day carryover and 72 hour's maximum
time inside perimeter.
The employee has a punch-in recorded at 8:0 and does not have any recorded punch-out on either this or the
next day. However, he has a punch-in at 12:00 in a day. Maximum time inside the perimeter was not exceeded
yet and will NOT be cleared to 0 (zero).
The employee is still inside the perimeter. When maximum time inside the perimeter expires:

- The employee will be transferred to the Outside World

- The T&A client will count 72 hours as hours worked beginning from the first punch-in (that is, the

employee is deemed to punch in at 8:00 one day and punch out at 8:00 three days later.

When there is no Exit event (Punch-out) for an employee before maximum time inside the perimeter expires,
all events within that period will be disregarded. The employee’s next attendance will be counted from the first
Entry (Punch-in) event after expiration of maximum time inside the perimeter.

2. An employee has a fixed work schedule from 9:00 to 18:00 (lunch from 13:00 to 14:00), day carryoveris not
allowed.
The reader failed, and an employee entered and exited through a turnstile multiple times during a day. He had
multiple Entry events (punch-ins) but no Exit event (punch-out).
First entry was recorded at 8:50.
e time limit inside the perimeter is 24 hours.
Hours worked are calculated as functions of a selected treatment of the Day carryover ban.
Maximal time inside the perimeter will not be exceeded because of the Day Carryover Ban
method
e time limit inside the perimeter is 10 hours.
The software will count an employee’s attendance at work since 8:50 till 18:50 as the
maximum time inside the perimeter has been exceeded. The employee will be moved to the
Outside World zone at 18:50.

Starting Time for the Absentees Report
The Starting Time for the Absentees report parameter affects only the Absentees report which uses either
fixed time (specified in the parameter) or current time (time when report is generated).



9.3.3 The Interface Tab

erﬂons l 2 -zhr

| Cannection | Advanced | Interface Autogeneratiunl

Full employee names on the list.

b aximize report windows after generation.
Sound events.
Wwharn if wrong dates for T-12 Form are uzed.

Show emplovee status.
Mezzages to be included in the operations log:

[AII Meszages -

This tab is used for settings affecting the graphic user interface.
If the Full employee names on the list option is checked, the full name of an employee will be displayed.
Otherwise, employees’ last names and initials only will be displayed:

If the Maximize report windows after generation check box is selected, the program will maximize a report after
its generation.
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The Sound events option provides sound notification of some events. With the box checked, the selected
sound will be played if a certain event occurs. To enable the sound feature, sound settings should be selected
in the Windows Control Panel.

( i“% Sound @1

| Playback | Recording | Sounds |Cummunicaticns

A sound theme is a set of sounds applied to events in Windows
and programs. You can select an existing scheme or save one you
have modified.

Sound Scheme:

Windows Default v] [ Save As... Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme,

Program Events:

[®1 Time and Attendance (BOLID) -
Generation aborted by User
Report generated successfully
g Report generated with errors
i Semver disconnection L=

Play Windows 5tartup sound

Sounds:

[[None] 'I P Test

[ Ok ][ Cancel ] Apply

L E— ’

The Warn if wrong dates for T-12 Form... parameter controls the Standard Timesheet report. Usually, this
report shows employees’ time worked over a month and covers the period from the first through the last day of
a month. With this box unchecked, the T&A client will generate report with any first and last dates. If this box is
checked and the beginning and end dates of a report differ from the beginning and end of the month, the
following warning notification will appear:

" ™y
e ==

Usually, this report is generated from the first till the last day of a
# I % maonth,
Do you want to proceed with report generation?

B[ n
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Attention. This option does not affect T-12 Unified Form and T-13 Unified Form. These reports
cover one-month period only. If dates of the beginning and end of these reports differ from the days
of the beginning and end of a month, the following message will appear:

r—Err::lr ﬁw

[8} This report is generated from the first till the last day of a month

The Show Employee Status parameter allows displaying employee’s status in a company on the list of
employees (This option in not available in this version of Orion Pro).

The Messages included in the Operations Log parameter controls what messages go to the operations log:
e The Only errors option allows operations errors to be incorporated in the log
e The Errors and alerts option adds alerting messages in the log.
e The All messages option incorporates all operation messages in the log. If selected, it may slow
down the performance due to the large number of messages sent to operations log.

17



9.3.4 The Autogeneration Tab

The Autogeneration tab provides settings for the parameters affecting automated report generation.
Options -5 el
| Connection | &dvanced I Interface| Autogeneration

Save reparts in; b D

Save templates in; b D

Accounting period
Dayz before Period Days after

1 & | Curent date v] I B

* Period from 13.04.2014 to 17.05.2014

Export formats:

Export to Ercel
Ewport to HTML
Ewport bo kAL
Ewport to TT
Ewport to C5W

[7] Cloze the program after exporting reports
[] Do rat showe any enor messages

[7] 5ave reports in department's folders

Ok || cCancal || Hep

This tab is used to define the following:
o Folder where accounting results (reports) are to be saved
o Folder where report templates are to be saved (*.ini files with auto generation settings)

e Period between dates to be accounted for.

Mondap of the curent week,
taonday of the presvious week
The beginning of the current manth

The figure shows that there are several options to define an accounting period:
The current date and number of days before and after it

Monday of the current week and number of days before and after it

Monday of the previous week and number of days before and after it

The beginning of the current month and number of days before and after it

e The footnote shows a period as defined by the User
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* Period from 13.04. 2014 to 17.05.2014

¢ Document formats that are supported for report exports.

Attention!
o The program memorizes the path of a selected template folder.
o All other settings are used to save templates (see Chapter 9.8 Autogeneration of Reports) and are not
saved when the program is closed.

9.4 Report Generation

Please, do the following to generate a report:
¢ Go to the Employee tab:
o Select employees for the report:
e Go the Report tab:
o Set areporting period
o Select a type of report
* |f necessary, define additional parameters ( Overtime, Late Punch-In, Short Break,
Punch-In Tolerance
e Press the Generate button.

Generate ]

At the beginning of software usage (in order to be acquainted with the Time and Attendance client), or if
reported figures seem wrong, it is required (for the assessment of a report generated) to use two reports each
time: a required report and the Employee Detailed Report. The Employee Detailed Report shows all punching
events of employees for a set period, which can be used fo assess the entire logic of the other reports (e.g. if
the employee has no punches during a certain day, or he has a recorded punch-in and no punch-out, etc,) and
also shows what access zone area was accessed (If a working area or not). All such things become visible
when the Employee Detailed Report is generated.

In addition, the Employee Report is used to show all information about the employee’s working time for each
day for a selected period.

It should be kept in mind, that the following reports: Standard Timesheet, Standard Timesheet ( with absence
reasons), Problem Employees, Late Punch-Ins, Early Punch-Outs, Employee Report, Employee Final Report,
Simple Report, Report on Schedule Disruption, Hours Worked, Absentees, T-12 Unified Form, T-13 Unified
Form are generated following the same algorithm and differ only by fields displayed in a report.

Therefore, the following parameters and methods affect the above reports:

Include overtime in hours worked (if the Account for overtime is enabled)

Do not count breaks as working time

Soft absences processing

Absence reasons processing

Day carryover ban processing

Per zone location search back to ..

Maximum time inside the perimeter not to exceed...

Overtime ( with enabled Account for overtime and /nclude overtime in hours worked )
Late punch-in

Short Break parameter (if the Apply Shot Break method is selected for processing soft absences)

VVVVVYVYVYVY

The Employee Detailed report shows all punching events of the employee for a set period. The following
parameter affects the report:
» Full detailed report on employee

The Absence Reasons report shows all legitimate reasons of employee absences for a set period. Parameters
do not affect this report.



9.4.1 The Report Tab

This tab allows selection of the following:
e The first and last days of a reporting period
e Type of report
e Additional reporting parameters

The Report tab looks as follows:
4 Report |83 Employees|

Type: I w Standard Timeshest -

From  Monday , April 14, -

To Monday , April 14, =

Overtime 0 ~ minutes

Late Punch-In O = minutes

Early Punch-Out 0 — minutes
Generate

The starting date of the report is set in the From field.
The end of the report is set in the Till field.

Pressing - will bring out a dialog box to select days for these fields:
Monday ,  April 14,[;]

1 April, 2014 K

Sun Mon Tue Wed Thu Fri  Sat
0 A 1 2 3 4 5
6 7 g g 10 11 12

13 15 16 17 18 19

o A 2 B M B b

2 28 29 30 1 2 3
4 5 6 7 8 9 10

[ Today: 4/14/2014

The arrow buttons 4 and ¥ can be used to navigate.
A month is selected by clicking a month field:

Monday ,  April 14,[;]

4 2014 b

Jan Feb Mar Apr |

May Jun Jul Aug

Sep Oct Mov Dec
[ ] Today: 4/14/2014
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A year is selected by pressing a year field:
Monday ,  Aprl 14, l:]

1 2010-2019 r

2009 2010 2011 2012

2013 2014 2015 2016

2017 2018 20149 2020
] Today: 4/14,/2014

The Overtime field is used to set minutes for which attendance at work is not regarded as overtime (It is
applied for Evening Overtime only).
Supposing that an employee works till 18:00. One day, the employee punched out at 18:09:

| Qvertime = — rhinutes
2. (or less)

Employes D ate E vening overtime
Smith John Kevin 23072014 0:09

3 Qvertime q ~ minutes
4. (or more)
Employes D ate Evening overtime

Smith John Kevin 23072014 0:00

The Late Punch-In field is used to set minutes allowable for the employee to be late for work and not yet
regarded as a late punch-in (this is applicable only for accounting of Late Punch-Ins and it does not affect Late
Punch-Ins During a Day)

Our example assumes that an employee’s scheduled working time starts at 9:00. One day, the
employee punched in at 09:07:

1 Late Punch-In - & > minutes

2. (or less)
Employes D ate Haours “Worked Late punch-in
Tuma Bonnie 23072014 7:53 0:07

3 Late Punch-In - 7 = minutes

4. (or more)
Employes D ate Hours "Worked Late punch-in

Tuma Bonnie 23.07. 204 800 0:00



The Short Break field is used to set minutes for which an employee is allowed to leave work without regarding
it as absence (it applies for the Short Breaks processing method; if this method is not selected, the Short Break
parameter is not accessible on the Report tab)

Supposing that an employee left the working area for 4 minutes:

1 Short Break 4

2. (or more)
Employes
Peterson Peter

3 Short Break 3

4. (or less)
Employee

Peterson Peter

~ minutes

Date
04.06.2014

~ minutes

D ate
04.06.2014

Hours "Worked

-
E.u‘u

Haurs "Worked

7:56

Late punch-in Soft abzences

0:00 0:04
[njustified Abzence Soft abzences
0:04 0:00

The employee may leave his working area multiple times. The duration of each break compares
individually against the duration set for a Short Break.

The Early Punch-Out field is used to set time (in minutes) till the end of a working day when an employee may
leave a working area without regarding it as an early punch-out.

A type of a generated report is defined in the Type field:

« Standard Timesheet -

w Standard Timesheet »
w Standard Timesheet (wi
&4 Problem Employees

B4 Late Punch-In Employee
8% Early Punch-Out Employ:
€ Employee Detailed Repo
=
€ Employee Final Report

€ Employee Detailed Repo
€ Simple Report

%/ Report on Schedule Disr
$ Hours Worked

[ Absentees

[ absent from work (in all
T-12 Unified Form -

The above screenshot shows types of reports that the system can generate:

Standard Timesheet

Problem Employees

AN N N N N N Y N NN

Late Punch-In Employees
Early Punch-Out Employees
Employee Detailed Report
Employee Report

Employee Final Report
Simple Report

Standard Timesheet (with absence reasons)

Report on Schedule Disruptions
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Hours Worked
Absentees

T-12 Unified Form
T-13 Unified Form
Absence Reasons

ANANENENRN

9.4.1.1 Standard Timesheet

[ w Standard Timesheet -

% Standard Timesheet: from 16.07.2014 to 23.07.2014 = R <™
Employee {—All Employees—) -
Employes Job Titles Empl I Department Company 16 17 18 19
Ivanov Peter Manager ] Bxecutive Management  BOLID Company 8:00 8:00 2.00 78
Smith John Kevin  Manager 1 Bxecutive Management  BOLID Compary 8:00 8:00 750 80
Smith Kevin Sale Cler 6 Sales Department BOLID Comparny 0:15 0:00 0:00 0:0
McKeon Diana Programmer 3 Saftware Developmerts  BOLID Company 8:00 8:00 756 74
Peterson Peter Programmer 4 Software Developments  BOLID Company 0:45 0:42 0:41 0:4
Jaksan Jack Saftwater Tester 2 Saftware Testing BOLID Compary 6:50 83 500 00
Tuma Baonnie Softwater Tester 7 Software Testing BOLID Comparny 3:33 0:24 746 0:0
all i . b

This report shows the time worked by employees in a regular format. Each employee’s working time is
displayed for the specified day of a selected period.

Attention! We recommend generating this report for the entire month.

Fields displayed in this report are as follows:

Field When displayed:
Employee Always
Job Title Always
Employee ID Always
Department Always
Company Always
First day of time period Always
Last day of time period Always
Total Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the name of a required employee in the Employee list
at the top of the Report screen. When done, you will see the tree of access zones associated with this
employee.

[\
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% Employee Report: from 23.07.2014 to 23.07.2014 o -3 ]

Employee Tuma Bonnie -

Emplayee =« Job Title EmplID  Department ER~+] Tuma Bonnie
Tuma Bonnie  Softwater Tester 7 Software Testing =%, Work schedule "Tumstile”
= Access zones (1 totaly)
—"/-] Access Jone
=% Time Zone"Time and Attendance”
- gy from 9:00:00t0 13:00:00
- P from 14:00:00to0 18:00:00

Y| s - . :. = < ;

9.4.1.2 Standard Timesheet (with absence reasons)

l « Standard Timeshest (with absence reasons) vl

‘ﬂ Standard timesheet with absence reasons ; from 16.07.2014 to 23.07.2014 EI@
Employes (—All Employees—) -

Erployee Jaob Titles Empl ID  Department Corpary 0a 09 10 11
Ivanow Peter Manager h Executive Management  BOLID Company 8:00 8:00 8:00 ]
Jakson Jack Softwater Tester b Saftware Testing BOLID Compary 8:00 8:00 750 80
McKeon Diana Programmer 3 Software Developmerts  BOLID Compary 0:15 0:00 0:00 0:0
Peterson Peter Programmer 4 Software Developmerts  BOLID Company 8:00 8:00 7:56 74
Smith John Kevin  Manager 1 Executive Management  BOLID Company 0:45 0:42 D:41 0:4
Smith Kevin Sale Clerk & Sales Department BOLID Compary 6:50 8.3 h:00 0:0
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Compary 333 0:24 7:46 0:0
4 | 1 r

This report shows the time worked by employees in a standard format. It shows hours worked by each
employee during a day for the selected period.

Attention! We recommend generating this report for the entire month.

Fields displayed in this report are as follows:

Field When displayed:
Employee Always
Job Title Always
Employee ID Always
Department Always
Company Always
I’ day of time period Always
Last day of time period Always
Total Always

Attention! Unlike the Standard Timesheet, this Standard Timesheet (with absence reasons) will show an
absence reason in a relevant cell rather than “00:00’, if an employee is absent from work for the entire day and
does not have a legitimate absence reason.

We will consider three types of absence reasons:
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> If an absence reason is recorded for an employee but it is not regarded as a legitimate reason:
Regard az a legitimate reazon

But do not consider for accounting

An absence reason will show in red color in a relevant day cell in the report related to this

employee:
8:00 0:00 a:04
g8:00 business trip 8.00
749 g:00 16:19

» If an absence reason is recorded for an employee and is regarded as a legitimate reason,

J|Reqgard as a legitimate reasort

But do not conader for accounting

a relevant day cell of a report will show hours worked as per schedule related to such an
employee:

7-51 00

Ud

i
R

s
Ud

s
REY,

-1

o U

Wy
(LR TN

s
Ud

s
REL

» If an absence reason is recorded for an employee and it is regarded as a legitimate reason but is
not considered for accounting,

| Regard as a legitimate reason

[ R R =

[ R e (R e

+ [iBut do not conzider for accounting

the absence reason will be shown in blue color in a relevant day cell in the report on this
employee:

Ty - 0.NA
BT (LR G U

N

3:00 business trip 3:00

45 8:00 16:19

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the name of a required employee in the Employee list
at the top of the Report screen. When done, you will see the tree of access zones associated with this
employee.

9.4.1.3 Problem Employees

|Eﬁ Problemn Emplayess -

% Problem Employees: from 23.07.2014 to 23.07.2014 o -E |
Employee (—Al Employees—) -

Employes Job Title EmplID  Department Company Date Late punc...  Early punct
lvanov Peter Manager 5 Executive Management BOLID Company  23.07.2014 0:01 0:00
Jakson Jack Softwater Tester 2 Software Testing BOLID Company  23.07.2014 0:00 0.0
Peterson Peter Programmer 4 Software Developments BOLID Company  23.07.2074 0:00 0.0
Smith Kevin Sale Clerk 3 Sales Department BOLID Company  23.07.2074 0:00 0:00
P m . p

This report generates a list of employees with disrupted schedules: late punch-ins, early punch-outs and work
absences.

All such schedule disruptions are displayed individually for each day.

[\
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The fields displayed in this report are as follows:

Field When displayed:
Employee Always
Job Tittle Always
Empl ID Always
Department Always
Company Always
Date Always
Late In Always
Early Out Always
Absence Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s from Employee List at the top of the

Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.4 Late Punch-In Employees

Iﬁﬁ Late Punch-In Employees

% Late Punch-In Employees: from 30.06.2014 to 23.07.2014 [ -E| ]
Employee {—All Employees—) -
Emploves Job Title Empl ID  Department Compary [ ate Late punch-in
vanov Peter Manager 5 Executive Management  BOLID Company  01.07.2014 1:29
Peterson Peter Programmer 4 Software Developments  BOLID Company  08.07.2014 223
Peterson Peter Programmer 4 Software Developments  BOLID Company  15.07.2014 0:17
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Company  14.07.2014 P T

This report generates the list of latecomers. It shows the latecomers’ punch-ins individually for each day.

The fields displayed in the report are as follows:

Field When displayed
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Data Always
Late Punch-In Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top
of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.5 Early Punch-Out Employees

Iﬁﬁ Early Punch-Out Employees =




s

% Early Punch-Out Employees: from 17.06.2014 to 27.07.2014 o= | 3]
Employee {—All Employees—) -
Emploves Job Title EmplID  Department Caompaty [rate E arly punch-out
Ivanow Peter Manager 5 Executive Management BOLID Compary  30.06.2014 1:30
Ivanov Peter Manager 5 Executive Management BOLID Compary  08.07.2014 2:48
Smith John Kevin ~ Manager 1 BExecutive Management BOLID Compary  30.06.2014 500
Peterson Peter Programmer 4 Software Developments BOLID Compary  01.07.2014 0:32
Peterson Peter Programmer 4 Software Developments BOLID Compary  07.07.2014 3:26
Peterson Peter Programmer 4 Software Developments BOLID Compary  08.07 2014 6:37
Peterson Peter Programmer 4 Software Developments BOLID Compary  23.07.2014 0:01
Jakson Jack Softwater Tester 2 Software Testing BOLID Compary 22072014 0:14
Jakson Jack Softwater Tester 2 Software Testing BOLID Compary  23.07.2014 0:01
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Compary  18.07.2014 0:14
4 1y 3
This report generates a list of employees who left work earlier than due time.
Early punch-outs are shown individually for each day.
The fields displayed in the report are as follows:
Field When displayed:
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Data Always
Early Punch-Outs Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.6 Employee Detailed Report

[ € Employee Detziled Report

= |

P

)

EmplID  Department

Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments
Software Developments

~n [ '

% Detailed Report: from 30.06.2014 to 23.07.2014
Employee (—All Employees—)
Employes Job Title
McKeon Diana  Programmer 3
McKeon Diana Programmer 3
McKeon Diana Programmer 3
McKeon Diana Programmer 3
McKeon Diana  Programmer 3
McKeon Diana Programmer 3
McKeon Diana Programmer 3
Peterson Peter Programmer 4
Peterson Peter  Programmer 4
Peterson Peter Programmer 4
Peterson Peter Programmer 4
fn F = = - rr'r"

Compary

BOLID Compary
BOLID Comparyy
BOLID Compary
BOLID Comparmy
BOLID Compary
BOLID Comparyy
BOLID Compary
BOLID Comparny
BOLID Compary
BOLID Compary
BOLID Compary

T TR T

[= ]|

Date and Time
21.07.2014 17:56:02
22.07.2014 8:55:59
22072014 18:11:05
22.07.2014 18:.40:09
22072014 18:40:50
22072014 18:41:21
23.07 2014 5:02:47
01.07.2014 17.28:25
01.07.2014 17:28:30
07.07.2014 14:34:38
07.07 2014 14:34:44

AT AT ANA S 44 na Fn

Direction  Ac
Em'-t &~




The Employee Detailed Report displays all an employee’s punches for the defined period at the level of events
recorded in the Orion Pro system.

The fields displayed in the report are as follows:

Field When displayed:
Employee Always
Job Tittle Always
Emp. ID Always
Department Always
Company Always
Date and Time Always
Direction Always
Access Point Always
Comments Always
Accounting Always
Access Zone Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top
of the Report screen. When done, you will see the tree of access zones associated with this employee.

Attention! This report is very important for the assessment of all other reports.
The following fields deserve special attention:
» Access Zone: The ID of a zone accessed by employee
» Accounted: Whether this zone is a working area (whether the attendance in this area is regarded
as attendance at work)

Below we review an example, where the employee’s time and attendance are accounted in Access Zone 1
only.

Supposing that the employee has the following record for one working day:

Emplopes D ate and Time Direction  Access Point Accounting  Access Zone
Peterson Peter 04 .06.2014 8:50:40 Ertry Entry tumstile fes 1
Peterson Peter 04.06.2014 18:05:38 Bt Exit tumstile Mo 0

Therefore, when generating reports of other types, the program will show an employee attending work from
8:45to 18:14.

Supposing that the employee has the following records for another workday:

Employes Date and Time Direction  Access Point Accounting  Access Zone
Peterson Peter  04.06.2014 8:50:40 Entry Entry tumstile fes 1
Peterson Peter  04.06.2014 131534 Entry Canteen/Smoking Room Door Mo 2
Peterson Peter 04062014 13:41:.06 Exit Carteen/Smoking Room Door fes 1
Peterson Peter  04.06.2014 18:05:38 Bt Exit tumstile Mo 0

Notice that the employee accessed non-working area at 13:10 and returned to a working area at 13:33.

Therefore, when generating other reports, the program will regard the employee attending work from
08:45 to 13:10 and from 13:33 to 18:14.

9.4.1.7 Employee Report



b |

| € Employee Report

% Employee Report: from 30.06.2014 to 23.07.2014 o &=
Employee (—All Employees—) -
Ermnployee Job Title Empl D' Department Compary Date Hours Worked  Late punch-in
Tuma Bonnie Softwater Tester F Software Testing  BOLID Compary  15.07 2014 8:00 0:00
Tuma Bonnie Softwater Tester 7 Software Testing  BOLID Company  16.07.2014 333 0:00
Tuma Bonnie Softwater Tester 7 Software Testing  BOLID Company  17.07 2014 0:00 0:00
Tuma Bonnie Softwater Tester 7 Software Testing  BOLID Compary  18.07 2014 746 0:00
Tuma Bonnie Softwater Tester 7 Software Testing  BOLID Company  22.07 2014 8:00 0:00
Tuma Bonnie Softwater Tester 7 Software Testing  BOLID Company  23.07 2014 8:00 0:00 -
il Tl . . r

This report presents a selected employee’s hours worked, late punch-ins, overtime, absences, and
punch-outs calculated for each day of a set period.

The fields displayed in the report are as follows:

early

Field When displayed:
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Date Always
Hours Worked Always
Absence Always
Soft Absence If one of the soft absence processing methods is selected

Morning Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Late Punch-In

If the Account for late punch-ins and early punch-outs
parameter is enabled o dccount for late punch-ing and early punch-outs

Early punch-out during a day

If the Account for late punch-ins and early punch-outs
parameter is enabled o dccount for late punch-ing and early punch-outs

Late punch-in during a day

If the Account for late punch-ins and early punch-outs
parameter is enabled !/ &ccount for late punch-ing and early punch-outs

Early punch-out

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥/ &ccount for late punch-ine and early punch-outs

Evening Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Work on Holidays

If the Account for overtime parameter is enabled
| Account for overtime

Total Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Absence Reason Always
Absence Reason Comments Always
Start of Day Always
End of Day Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top
of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.8 Employee Final Report



| € Emplovee Final Report

-

% Employee Final Report: from 30.06.2014 to 23.07.2014 o & =5
Employee {—All Employees—) -
Employes Job Title Empl D Department Compaty [ ate Hourz Worked  Late punch-ir
Jakson Jack  Softwater Tester 2 Software Testing  BOLID Company  19.07.2014 0:00 0:00 it
Jakson Jack  Softwater Tester 2 Software Testing  BOLID Company  20.07.2014 0:00 0:00
Jakson Jack  Softwater Tester 2 Software Testing  BOLID Company  21.07.2014 0:30 8:30
Jakson Jack  Softwater Tester 2 Software Testing  BOLID Company 22.07.2014 746 0.00
Jakson Jack  Softwater Tester 2 Software Testing  BOLID Company 23.07.2014 759 0:00
TOTAL 16:15 8:30 i
4 m 2

This report displays hours worked, late punch-ins, overtime, absences, and early punch-outs calculated for
selected employees for each day of a defined period. In addition, total calculations are displayed for all days.

Attention.: Unlike the Employee Report, this Employee Final Report includes the total calculation generated for

each employee for all days of a defined period

The fields displayed in the report are as follows:

Field When displayed:
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Date Always
Hours Worked Always
Absence Always
Soft Absence If one of the soft absence processing methods is selected

Morning Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Late Punch-In

If the Account for late punch-ins and early punch-outs
parameter is enabled o dccount for late punch-ing and early punch-outs

Early punch-out during a day

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥/ &ccount for late punch-ine and early punch-outs

Late punch-in during a day

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥/ &ccount for late punch-ine and early punch-outs

Early punch-out

If the Account for late punch-ins and early punch-outs
parameter is enabled o dccount for late punch-ing and early punch-outs

Evening Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Work on Holidays

If the Account for overtime parameter is enabled
| Account for overtime

Total Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Absence Reason Always
Absence Reason Comments Always
Start of Day Always
End of Day Always




When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.9 Employee Detailed Report (Simple)

| € Employee Detailed Report (simple) -

% Employee Detailed Report (simple): from 22.07.2014 to 23.07.2014 =N R
Employee [{—All Employees—) -
Employes Jab Title Empl I Department Compary Date and Time 1 Direction 1
Jakson Jack Softwater Tester 2 Software Testing BOLID Company  22.072014 8:22.14 Bt
Jakson Jack Softwater Tester 2 Software Testing BOLID Company  23.07.2014 5:03:06  Entry
McKeon Diana Programmer 3 Software Developments ~ BOLID Compary 22,07 2014 8:55:55 Bt
McKeon Diana Programmer 3 Software Developmerts  BOLID Compary  23.07.2014 5:02:47  Ertry
Peterson Peter Programmer 4 Software Developments  BOLID Company  22.07.2014 8:55:54  Exit
Peterson Peter Programmer 4 Software Developments  BOLID Company  23.07.2014 5:07:43  Entry
Smith John Kevin  Manager 1 Executive Managemert  BOLID Compary 22072014 8:22:12 Bt
Smith John Kevin  Manager 1 Executive Managemert  BOLID Compary 2307 2014 5:00:24  Ertry
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Company  22.07.2014 510:37 Bt
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Compary  23.07.2014 90718  Entry
4 i 3

The Employee Detailed Report (Simple) displays the first and last punches of employees for each day of the

defined period at level of events recorded in the Orion Pro system.

The fields displayed in the report are as follows:

Field When displayed:
CoTpyaHuK Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Date and Time 1 Always
Direction 1 Always
Access Point 1 Always
Calculated 1 Always
Access Zone 1 Always
Date and Time 2 Always
Direction2 Always
Access Point 2 Always
Calculated 2 Always
Access Zone 2 Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.10 Simple Report

| € Simple Report =




%% Simple Report: from 22.07.2014 to 23.07.2014

Employee

Employes
Ivanov Peter
Ivanov Peter
Jakson Jack
Jakson Jack
McKeon Diana
McKeon Diana
Peterson Peter
Peterson Peter
Smith John Kevin
Smith John Kevin
Smith Kevin
Smith Kevin
Tuma Bonnie
Tuma Bonnie

€ £

(—All Employees—)

-

Job Title
Manager
Manager
Softwater Tester
Softwater Tester
Programmer
Programmer
Programmer
Programmer
Manager
Manager

Sale Cler

Sale Cler
Softwater Tester
Softwater Tester

Empl ID  Department

5

L R = I = Bk TR SR SE [y SE T (N B L By &)

Executive Management
Executive Management
Software Testing
Software Testing
Software Developments
Software Developments
Software Developments
Software Developments
Executive Management
Executive Management
Sales Department
Sales Department
Software Testing
Software Testing

Company

BOLID Comparmy
BOLID Comparmy
BOLID Company
BOLID Company
BOLID Company
BOLID Company
BOLID Comparmy
BOLID Comparmy
BOLID Comparry
BOLID Company
BOLID Company
BOLID Company
BOLID Comparry
BOLID Comparmy

Date

22072014
23072014
207204
23072004
22072014
23072014
22072014
23072014
207204
2307204
207204
23072014
22072014
23072014

Lo |5 ] fm]

Hours Worked  Abzence
0:00
0-00

This report shows selected employees’ hours worked calculated for each day of the defined period.

The fields displayed in the report are as follows:

Field When displayed:
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Date Always
Hours Worked Always
Absence Reason Always
Start of Day Always
End of Day Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.11 Report on Schedule Disruptions

IE} Report on Schedule Disruptons

-

e

4 Report on 5chedule Disruptions: from 01.07.2014 to 23.07.2014

Employes {—All Employees—) -

Employes Job Title Empl Il Department Compaty Date
lvanov Peter  Manager b Executive Management BOLID Company  01.07.2014
Tuma Bonnie  Softwater Tester 7 Software Testing BOLID Compary  14.07 2014
Tuma Bonnie  Softwater Tester 7 Software Testing BOLID Compary  16.07 2014
Tuma Bonnie  Softwater Tester 7 Software Testing BOLID Compary  17.07.2014
Ilvanov Peter  Manager 5 059.07 2014

e

i

Executive Management

BOLID Compary

[= ][O ]

Late punch-in
29

37

L= R o I

i
.NE

0:00
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This report displays disruptions such as late punch-ins, absences, and early punch-outs calculated for selected
employees for each day of the defined period

The fields displayed in the report are as follows:

Field When Displayed:
Employee Always
Job Tittle Always
Emp ID Always
Department Always
Company Always
Date Always
Late punch-in Always
Lunch punch-out (punch-out for | Always

lunch)

Early punch-out during a day Always

Lunch punch-in (Punch-in after | Always

lunch)

Late punch-in during a day Always
Early punch-out Always
Absence Always
Absence reason Always
Start of Day Always
End of Day Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.12 Hours Worked Report

| € Hours Worked =

% Hours Worked: from 01.07.2014 to 23.07.2014 o -2 |z
Employee {—All Employees—) -
Employes Job Title & EmplID  Department Company Hours "Worked Late punch-in
lvanov Peter Manaaer B Executive Management  BOLID Company 33.06 7.06
Smith John Kevin  Manager 1 Executive Management  BOLID Compary 16:15 8:30
McKeon Diana Programmer 3 Software Developmerts  BOLID Company 17:00 17.:00
Peterson Peter Programmer 4 Software Developments  BOLID Company 15:42 16:42
Smith Kevin Sale Clerk & Sales Department BOLID Company 0:00 0:00
Jakson Jack Softwater Tester 2 Software Testing BOLID Comparny 16:15 8:30
Tuma Bonnie Softwater Tester 7 Software Testing BOLID Company 431 2414
Fi T 3

This report displays calculated hours worked, late punch-ins, overtime, absences and early punch-outs.

This report differs from the Employee report by presenting all data as totals for the entire period whereas data
in the Employee Report are generated individually for each day.

The fields displayed in the report are as follows:

Field When displayed:
Employee Always
Job Tittle Always
Emp ID Always

9%
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Department Always
Company Always
Hours Worked Always
Absence Always
Soft Absence If one of the soft absence processing methods is selected

Morning Overtime

If the Account for overtime parameter is enabled
| Account for overtime

Late Punch-In

If the Account for late punch-ins and early punch-outs parameter is
enabled ¥ Account for late punch-ing and early punch-outs

Early Punch-Out During Day

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥ &ccount for late puncheing and early punch-outs

Late Punch-In During Day

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥ Account for late punchring and early punch-outs

Early Punch-Out

If the Account for late punch-ins and early punch-outs
parameter is enabled ¥ &ccount for late puncheing and early punch-outs

Evening Overtime

If the Account for overtime parameter is enabled | Account for overtime

Start of Day

Always

End of Day

Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top

of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.13 Absentees

| [ Absentees

.

o] O]

-

Empl
5

o o g N

‘3- Absentees: from 21.07.2014 to 23,07.2014
Employes (—All Employees—)
Employes Joh Title
lvanov Peter Manager
lvanov Peter Manager
Ivanov Peter Manager
Smith Kevin Sale Clerk
Smith Kevin Sale Cler:
Smith Kevin Sale Cler:
]

ID  Department Compaty Date Abzence Reasons
Executive Management BOLID Company  21.07.2014 Day Off
Executive Management BOLID Company 22072014 Day Off
Executive Management BOLID Company  23.07 2014 Busingss trip
Sales Department BOLID Company  21.07.2014 Business trip
Sales Department BOLID Company  22.07 2014 Day Off
Sales Department BOLID Company Day Off

23072014

T 3

The Absentees report generates list of employees absent from work during a given time within a specified

period.

The fields in this report are as follows:

Field When displayed:
Employee Always
Emp ID Always
Department Always
Company Always
Date Always
Absence Reasons Always
Start of Day Always




| End of Day | Always |

The Absence reason field can contain the following reasons:

>

Arrived at... is when an employee was absent at the time set for the report but arrived at work later
at the time specified in this field (this is also the case when the employee had been at work but left
it without returning back further: this may be tracked in the Start of Day field )

Left at...is when an employee had been at work but left it (without returning back)

Unjustified Absence.. is when an employee was absent from work during the entire day without a
legitimate reason.

Attention! The unjustified absence can be recorded in this report even when an absence reason is
specified but it is not regarded as a legitimate one.

Attention! In this case, Start of Day and End of Day fields will be filled in with the employee’s
working time per schedule rather than actual information.

Absence reason.. is when employee was absent from work during the entire day and has a
legitimate reason shown in the field.

Attention! In this case, Start of Day and End of Day fields will contain the employee’s working time
per schedule rather than the relevant information.

Day Off..is when employee should not attend work because it is a day off.

Attention!: If an employee attends work on a day off, the employee will not get the Day Off reason
but Arrived at or Left at depending on the employee’s punching events, or nothing would be
shown if the employee attended work at required time.

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top
of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.1.14 T-12 Unified Form

| & T-12 Unified Form -
59 |1. Time and Attendance
Total
61 time
62| 2 |Name, Initials, *'-_'MTE:
53 E i & T m 5
g (;beT“_L E‘“‘;EE" 1203|e|s5|6]| 7] 8| 9|10]11|12]|13] 14|15 |natros| 16
~ ofession, z
B catezory) the
— month
64
65 1 2 3 4 5
1 |Ivanov Pater . 5
66 hlanager
67 DA AIFO |0 |op2AL) 0|0 OO0 D0 B42 |0
27 |Jaloson Jack 2
68 Softwater
9 Tastar of{ofolojojofo|o)of{olo)o|ololo] 0 0

This report generates a standard T-12 Form.

Attention!
Excel format. Therefore, MS Excel needs to be installed to generate this report.

This report is not displayed in the Time and Attendance program but it is opened directly in the

You can see the structure of a T-12 Form if you open the forma_t12_names.xls file located in the folder where
Orion Pro is installed.

Attention!. The Time and Attendance records only on p.2 of T-12 Form.

Attention! Now the Time and Attendance supports exporting to Microsoft Excel 2003 or earlier Excel versions



9.4.1.15 T-13 Unified Form

| & T-13 Unified Form -

16 | Ttem | Name Initials, | Employes Attendance racords by month days

17| Line |  Job Title D

13 Ne [f;f;i”; tl2lz|als|6]7|a]e|o]n|iz]z|a]1s]x
20

21 16|17 18] 19| 20| 21| 22| 23| 24| 25| 26| 27| 28] 20| 30| 31
22

23 1 2 3 4

24 Smitth 1 X
25 olololololole] [s]s|s8]s X
26

27

28 Tack 3 ARE AR
29 X

This report generates standards T-13 Form.

Attention! This report is not displayed in the Time and Attendance program but it is opened directly in the Excel
format. Therefore, MS Excel must be installed for this report to be generated.

You can see the structure of T-13 Form if you open the forma_t12_names.xls file located in the folder where
Orion Pro is installed.

Attention! The Time and Attendance program records only on p. 1 of T-13 Form.

Attention! Now, the Time and Attendance supports report exports to Microsoft Excel 2003 or earlier Excel
versions

9.4.1.16 Absence Reasons

|§;j Absence Reasons -
% Absence reasons: from 01.07.2014 to 31.07.2014 o = ==
Employee (—All Employess—) -
Employee Job Title Ermpl I Department Campary Abzence Reazonz  Legitimate Reason
lvanov Peter  Manager 5 Executive Management  BOLID Comparny  PC failure es
lvanov Peter  Manager 5 BExecutive Management  BOLID Company  Business trip Yes
Smith Kewin Sale Clerk & Sales Department BOLID Company  Business trip Yes
Smith Kewin Sale Clerk & Sales Department BOLID Company  Day Off Yes
P m ; b

This report shows legitimate reasons of absence of selected employees for a set period.



The fields displayed in this reports are as follows:

Field When displayed:
Employees Always
Emp ID Always
Department Always
Company Always
Absence Reasons Always
Legitimate Reasons Always
Do not consider for accounting | Always
Operator Always
Reason Dates Always
Number of Days Always
Time of Reasons Always
Hours Always

When generated, the report presents all employees’ details in block. The reports can be filtered by a selected
employee to facilitate review. To do that, please select the employee’s name from the Employee List at the top
of the Report screen. When done, you will see the tree of access zones associated with this employee.

9.4.2 The Employees Tab

This tab is used to select employees for the report.

The figure below shows the Employees tab:



€2 Employees

Firms [{—AII Companies—) - ]

Departmment | (—All Deparnents—
Employees (&)

Empl ID Mame

[ 2 Ivanov P..
4 Jakson ..
[ s Mckeon D..
Oz Peterson P..
[ 1 Smith 1.K.
s Turma B..

L8 )8 LA
| save || Load || cancel |
Search by | - |

The Department dropdown list allows you to select a department for the report. You can select any specific
department or prefer to choose all employees by selecting ---All Departments--- at the top of the list.

—All Departments—

Executive Management
Sales Department
Software Developments
Software Testing

Once you have selected a required department, the employees of the selected department will show
underneath, in the Employees list. Please check boxes next to employees’ names to include them in the

report.

Depariment [Executive Managemer -

Employees (2)
Empl ID  Name

3 Peterson P..
[ 1 Smith 1.K.

The following three buttons will help a user to work with the list:
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Select All Employees

==

Clear All Employees

F

Invert Selection

<[]
[ =]

9.4.2.1 Employee Quick Search

The Employee list has Quick Search by employee names or IDs. To do so, select a type of search in the
Search by dropdown box:
Search by [Name v]

EmEIDiee D

Then, please type the first letters of an employee’s name or ID’s first digits (depending on a desired type of
search). While an employee name or ID is entered, a cursor moves to the nearest employee’s name or ID with
identical first letters or digits. If you type wrong characters, you can delete them by pressing <BackSpace>.

a3 Emplnxeesl

Firms [ BOLID Company - ]

Departoment [[—AII Deparoments— v]

Employees (6)
Empl ID Mame

2 Ivanov P..
O a4 Jakson 1.
5 Mckeon D..
O3 Peterson P..
M1 Smith 1.K.
Oe Turma B..

.8 |8 JLB |
l Save H Load H I:ancel‘
Search by [Name v]
pl

Generate
9.4.2.2 Templates
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The Time and Attendance software module has templates incorporated to make work with the employee list
easier.

The template is the selection of employee names stored in the memory of the Time and Attendance program.

For example, you can select some employees from the list:
Department [{—AII Departments-— v]

Employees (6)

Empl ID Mame

2 Ivanow P..
4 Jakson 1..
B s Mckeon D..
3 Peterson P..
[ 1 Smith 1.K.
Ee Tuma B..

You may save your choice as a template by pressing or selecting Save Template in the File
menu:

File Server Export Window
139 Options

Load Termnplate

About Program

Edit Configuration File for Autogeneration

Save Configuartion File for Autogeneration

@ Quit

The Windows dialog box will appear where you should specify the path and name of a file of the desired

template to be saved, and then click\— 22"

Subsequently, you can load the template of employee selection by clicking

Load
__ or selecting File/Load Template:

File Server Export Window
"Jﬁ* Options

Load Template

Save Template

About Program

Edit Configuration File for Autogeneration

Save Configuartion File for Autogeneration

@ Quit

The Windows dialog box will appear where you should define the path and the name of the template to be

loaded, and click !

a0 |




The employees highlighted in loaded templates will be selected in the employee list.

Attention! A loaded template is stored in the T&A’s memory so if you change the selection of department for
the employees list, the employee selected in the template will be selected in the employee list.

Departrment |Execu1jve Managemer -

Employess (2)

I Empl ID  Mame
¥ 3 Peterson P..
M1 Smith 1.K.

To override a template (when changing the selection of department for employee list), press Cancel.
The template will be unloaded from memory, however it can be loaded in it again, if needed.
9.4.2.3 Employee Profile

The Employee Profile dialog box displays an access zone where an employee’s presence is regarded as
attendance at work and other information as well.

To open this dialog box, right click on the employee’s name in the employee list and select Employee Profile in
the context menu.

Employee Profile
Ahzence Reasans

T-12 and T-13 &lphabetic Codes

The Employee Profile window will appear:



r z ik
# Employee Profile @

Employes

i

Full Name:

Peterzan Peter

Identifier: 3
Employee ID: 3

Flexible Schedule:  Mat Allowed
Day Carryover: Allowed
Access and Time Zones:

=2, Work schedule "work”
= Access zones [2 totally)
- Access zone

-4 Time Zone'work"

E--f:’q frorn 9:00:00 Ak to 12:00:00 F'M?
: E--f:}q from 1:00:00 Pk to 6:00:00 Pk
|'_—',§-J ACCESE ZONE
=& Time Zone work" [
E--f:}q Frarn 9 00:00 AR ba 12:00:00 P |
E---':’;:| frarm 1:00:00 Pk to E:00:00 P
E? M onday
o Tuesday |
E} Wednesday
E? Thursday

5@ Friday

----- X Saturday
..... ¥ Sunday

. Y. P
1 | 0 | »

m

ok || Hep

L A

The window contains the following:

The full name of an employee

Employee Identifier (Employee ID in the database)

Employee ID (in Timesheets)

Whether a flexible schedule is allowed for an employee

Whether a day carryover is allowed for an employee

Working schedule in the form of hierarchical tree of access zones with time zones.

VVVYVY

9.5 Advanced Accounting for Absence Reasons

To access an employee’s absence reason, right click a required employee in the employee list and select
Absence reason in the dropdown context menu:

Employee Profile
Ahsence Reasons

T-12 and T-13 Alphabetic Codes

Then a window will appear displaying the list of absence reasons of a selected employee:

42



- )

& [Smith Kevin | - Absence Reasons E@
|l | & | x

Start Date | End Date | Start Time | End Time Reazon Leqitimate | Do Mat Conzsider | Operator ]
21:07:2014 0500 12:00 Buzineszz tnp ez ez Smith John Kevin E:

&072M4 23072014 00:00 2359 Cray OIff Yes Mo Smith John Kevin
24072014 24:07:2014  00:00 2359 Urwelness Mo Mo Smith John Fevin

*

One can work with the list using three buttons in the tools bar at the top of the window:

Button Actions
o Opens the Absence Reason dialog
* Opens the Absence Reason dialog for editing a selected absence reason
x Deletes a selected absence reason

A user’s access to fields on absence reasons varies depending on user’s privileges:

e If a user does not have privileges for Time and Attendance, the user may only add and edit his/her
own absence reasons but cannot label them as justified reasons. This user may not delete absence
reasons. The user will enter her/his name and initials in the Operator field. .

e If a user has privileges for Time and Attendance, the user has full rights to edit absence reasons for all
employees of the company. The Operator field will contain the name and initials of the user accessing
these features.

Pressing s or * opens the Absence Reason dialog:
Mot N

Aoence Reeson S

5 Provide comments on the absence reason
and specify f it is legitimate.

From 21.072014 - To 21072014 -

From 00:00 = To 10:59 =
Abszence reason (50 characters)

Business trip

Comments (255 characters)

4

[¥] Regard as a legitimate reason

[7] But do not consider for accounting

ok || cancel [[ e

You can add a new absence reason or change the old one in this window.

Please, specify the range of date and time where this reason is effective. The program allows you to add
absence reasons for several days or one day only. If a reason for several days is used, entering time is not




supported. Thus, in the process of calculation of an employee’s hours worked, if an employee has a day
absence with a legitimate reason, the program will account for the working time of that day in the report.

If a one-day absence is entered, you can specify a precise period to be regarded as justified for the absence
from work. When calculating, the software will add this period to working time scheduled for that day.

Enter a brief description of an absence reason in the Absence Reason field. The entry in this field cannot
exceed 50 characters. The text entered in this field will be displayed in the Employee Report in the Reason
field. The text entered in the Comments field (up to 255 characters) will not be displayed anywhere and serves
as reference information for supervising staff.

The Regard as a legitimate reason parameter allows you to instruct the program that absence duration set for
an employee is deemed legitimate and must be accounted for in the report generation.

The But do not consider for accounting parameter allows you to enter such reasons when an employee is
absent from work but this is not regarded as an illegitimate absence (e.g. in case of employee’s leave).

To save the absence reasons press the OK button. If you have changed your mind about entering (or
adjusting) the absence reason, press the Cancel button.

Let's consider an example of accounting for employee’s time and attendance (who has an 8-hour standard
working schedule but was absent from work for one day) depending on an absence reason.

1. The absence reason is entered, but it is not regarded as a legitimate one:
From 21072014 | To 21072014 -

From 00:00 = To 2359 :

Abzence reason (30 characters)

Obtained leave

Comments (255 characters)

Unwellness -

4 L,

[ Reqgard as a legtimate reason
But do not consider for accounting
! would suggest using feeling not well instead of unwellness

Employee «  Date Hours "Worked  Unjustified Abzence  Absence Reasons
Smith Kevin 24072014 0:00 8:00 Obtained leave

In this situation, the working time of the employee will be calculated in the same manner as if there
were no absence reasons and the entry will be an unjustified absence for 8 hours

A red color font is used to display such a reason in a report.

2. The absence reason is entered and marked as a legitimate one:



From 24072014 =~ To 24072014 -

-

From 00:00 = To 2359 =

Absence reason (50 characters)

Business trp
Comments (255 characters)

Trip to compamy’s branch -

4 }

[¥] Regard as a legitimate reason
[] But do not consider for accourting

Employee «  Date Hours Woarked  Unjustified Abzence  Abzence Reasons
Smith Kevin 2407 2014 3:00 0:00 Business trip

That is, the employee’s working time will be eight hours in this case.
A green font is used to highlight such a reason in reports.

3. The absence reason is entered and marked as a legitimate one but with a notice not to consider it
for accounting.
From 24072014 =~ To 24072014 ~
From 00:00 = To 2359 =
Abzence reason (30 characters)

Vacation

Comments (255 characters)

4 ;

[¥] Regard as a legitimate reason
[¥] But do not consider for accounting

Employes Date Hourz Worked  Unjustified Abzence  Abszence Reasonz
Smith Kevin 2407 2014 0:00 0:00 Wacation

In this case, the employee will not be assigned hours worked as well as unjustified absence.

Such a reason will be displayed in blue in the reports.
Note: The Absentees report does not follow the logic above. In this report, if an absence reason is specified

but it is not a justified one, the relevant field is filled up with (Unjustified) Absence, the same applies when an
employee is absent from work with no absence justification.

9.6 Report Exporting

A generated report is exportable to the following formats:
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e  Microsoft Excel

e Textfile

o Character separated file
e XML

e HTML

Attention! T-12 and T-13 Unified Forms cannot be exported because they are not displayed in the Time and
Attendance software but opened directly in the MS Excel format.

Important: To export reports and database data to 1C 8.x software, a specific optional utility shall be used
rather than the Time and Attendance software module.

9.6.1 Export to Microsoft Excel
Ability to export to Microsoft Excel format requires this software to be installed on your computer.
Attention! Currently the Time and Attendance supports exporting to Microsoft 2003 or its earlier versions.
To export a report to the Excel format, generate a report and select Export to Microsoft Excel in the Export
menu:
Export
[ Export to Exel :
[ .’ZL Export to TXT
|EH Exportto CSV

@& Export to XML
@& Export to HTML

Export settings window will appear. Select required columns and click (See Chapter 9.6.6
Report Uploading Settings Dialog). Then, the exported current report will be opened in Microsoft Excel:

d9-o-ZAl= = B =
Home Insert Page Layout Formulas Data  Review  View vl 0 O B &3
Al - J= | Detailed Report: from 23.07.2014 to 24.07.2014 A
A | =B C D E F G H |ip
1 |Detailed d;epcurt: from 23.07.2014 to 24.07.2014 B
2
2 BOLID Compamnmy
4 =
5 EmployeelobTitle EmplID Departme Company Date and Time Direction Access Po T
6 Jakson lac Softwater 2 Software  BOLID Cor 23.07.2014 9:03 Entry 1:Enter E
7 |Jakson lac Softwater 2 Software  BOLID Cor 23.07.2014 17:59 Exit 2: Exit Exi
8 MckKeon D Programir 3 Software |BOLID Cor 23.07.2014 9:02 Entry 1:Enter EL_J
9 McKeon D Programir 3 Software |BOLID Cor 23.07.2014 9:02 Entry 1: Enter EI
10 McKeon D Programim 3 Software |BOLID Cor 24.07.2014 8:37 Entry 1: Enter Ei
11 McKeon D Programir 3 Software |BOLID Cor 24.07.2014 8:37 Entry 1: Enter Ei
12 |Peterson | Programir 4 Software |BOLID Cor 23.07.2014 9:07 Entry 1: Enter EI
13 Peterson | Programir 4 Software |BOLID Cor 23.07.2014 17:59 Exit 2 Exit Exij_
(4 < » ¥ Sheet1 /Sheet2 / Sheet3 . ¥J Kl m L
Ready | |[Em 100% (=) () (+) ..

Attention: If the report uses by-employee filtering, it will export only the data related to a specific employee. To
export data covering all employees, select the All Employee option in the Employee dropdown list at the top of
the report.
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Attention: Unlike other export types, Export to Microsoft Excel format does not save a file automatically

9.6.2 Export to Text File

To export a report to a text file (*.txt), generate a report and select the Export to text file command in the Export
menu.

Export
' Export to Exel
’; Export to TXT
'H Export to CSV
| & Bxport to XML
& Export to HTML

The export settings window will appear. You should select required columns and click (See
Chapter 9.6.6 Report Uploading Settings Dialog), then specify the name and path of the report file in the

standard dialog box and click o

The related file will contain the column headings of the exported report in the fifth line. The lines of the
exported report will occupy six and more lines downwards. Each data value will be quoted and separated by a

semicolon:

mj report - Notepad I. =0 ﬁ]

File Edit Format View Help
['Employee Report: from 7,/23/2014 to 7/24/2014" =

BOLID Company

"Employee”, "Job Title", ”Emp1 ID", "Department’, "'Company”,

"Ivanov P..", "Sale Clerk"™, "2", "Sales Department”, "BOLID C
"Ivanov P..", "sale Clerk”™, "2", "sales Department”, "BOLID C
"lakson 1..", "warehouse™, "4", "warehose', "BOLID Company’,
"Jakson 1..", "warehouse", "4", "Warehose", "BOLID Company",
"McKkeon D..", "Programmer”, "5", "software Developments ", "
"MckKeon D..", "Programmer”, "5", "Software Developments ", "
"peterson P..", "Manager"”, "3", "Executive Management', "BOLI
"Peterson P..", "Manager”, 3", "Executive Management', "BOLI
"smith J1.K.", "sale Clerk™, "1", "Executive Management", "BOL
"smith 1.K.", "sale Clerk”™, "1", "Executive Management', "BOL
"Tuma B..", "Support Assistant”, "6", "Technical support ",

"Tuma B..", "Ssupport Assistant”, "6", "Techmical Support ",

8

Attention: with by-employee filtering applied in the report, only this employee related data will be exported. To
export data covering all employees, select the All Employees option in the Employee dropdown list at the top

of the report.

9.6.3 Export to CSV File

To export to CSV file (*.csv), generate a report and select the Export to CSV file command in the Export menu:
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: Export

| 8] Export to Exel

:ﬁc Export to TXT

S Eporiocsv
€ Export to XML

& Export to HTML

The export settings window will appear. You should select required columns and click (See

Chapter 9.6.6 Report Uploading Settings Dialog), then specify the name and path of the report file and
. Save
click

The related file will contain the column headings of the exported report in the fifth line. The lines of the
exported report will occupy six and more lines. Each value will be quoted and separated by semicolons:

Mj report - Motepad - [ =" = ihj

File Edit Format WView Help
['Employee Report: from 7,/23/2014 to 7/24/2014"; -

BOLID Company

"Employee”; "lob Title"; Emp1 ID"; "Department”; cnmpany“;“nate

"Ivanov P..";"sale c1erk o 5&1&5 DepartmEHt ; '"BOLID Compa
"Ivanov P..“' 'sale c1erk”;”2”, 'sales Department : "BOLID Compa
"Jakson J..“; "warehouse"; "4": "warehose BOLID cnmpany L ST
"lakson 1..";"warehouse";"4"; "warehose"; "BOLID Company";"7/2
"McKeon D..";’ Prugrammer“,“S“'“SGftwarE Developments "; "BOLI
“McKenn D. ”, Prngrammer "7 "'5"; "software Developments "; "BOLI
"Peterson P..";"Manager";"3"; "Executive Management"; "BOLID o
"Peterson P. ;“Mana er“,“a“ "Executive Management”; "BOLID Co

smith 1.K. ; "sale Clerk”;"1"; "Executive Management”; "BOLID C

"smith J.K.";"sale Clerk";"1"; "Executive Management";"BOLID C
"Tuma B.." Suppnrt Assistant”;"8"; "Technica Support "; "BOL
"Tuma E--”;“SUppﬂrt Assistant”;"6"; "Technical support ";"BOL
T T .
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| [, I 4 ﬂ |= report.csv - Microsoft Excel = = 52
Home Insert Page Layout Farmulas Data Review View (] e o e ER

= & Calibri ~la -|| = E[;] ;F General = & j‘ﬂlnsert' xz - i“i"'
FTJ A~ | B I OU~-| A A E = - %' % 9 — 2% Delete = E" -
afte 7 v | Sre A~ = 25 | A~ 8 328 - H Format » | (2~
Clipboard 1= Font 7 Alignment (P Number (P Cells Editing
Al - S | Detailed Report: from 23.07.2014 to 24.07.2014 v
A B c D E F G H E
1 |Detailed Report: from 23.07.2014 to 24.07.2014 B
2
3 BOLID Company
4 =
5 |EmployeelobTitle EmplID Departme Company Date and Time Direction Access Po Cor| |
6 Jakson Jac Softwater 2 Software” BOLID Cor 23.07.2014 9:03 Entry 1: Enter Entny
7 |lakson Jac Softwater 2 Software BOUID Cor  23.07.2014 17:59 Exit 2: Exit Exittu
& McKeon D Programim 3 Software |BOLID Cor 23.07.2014 9:02 Entry 1: Enter Entry—
9 |McKeon D Programir 3 Software | BOLID Cor 23.07.2014 9:02 Entry 1: Enter Entrny
10 McKeon D Programir 3 Software |BOLID Cor 24.07.2014 8:37 Entry 1: Enter Entny
11 McKeon D Programim 3 Software |BOLID Cor 24.07.2014 8:37 Entry 1: Enter Entny
12 Peterson | Programi 4 Software |BOLID Cor 23.07.2014 9:07 Entry 1: Enter Entrny
132 |Peterson | Programir 4 Software |BOLID Cor  23.07.2014 17:59 Exit 2: Exit Exittu -
W 4 ¥ M| report ¥ 4] il ] 0
Ready | |[EEmEm 100 (=)

"

Attention: with by-employee filtering applied in the report, only this employee related data will be exported. To
export data covering all employees, select the All Employees option in the Employee dropdown list at the top
of the report.

9.6.4 Export to XML

To export a report to XML (*.xml), generate the report and select Export to XML in the Export menu:

| Bwport
Export to Exel
! g Export to TXT
|E= Export to CSV
PefEvonciin

& Export to HTML

The Report export-settings window will appear. Select required columns and click (See Chapter

9.6.6 Upload Report Settings Dialog), then specify the name and path of the report file and click .
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| Report - Motepad — =RECIN X

File Edit Format View Help

<7?xm] wersion="1.0" encoding="wWindows-1251"7> =
<Report> 3
<p Report_title="Employee_Report:_from_7/23/2014_to_7/24/2014" />

<P Message=""/>
<P Message="BOLID_Company" />
<P Message=""/>

m

<P Employee="Ivanov P.." Job_Title="sale Clerk” Empl_ID="2" Department="5ales
/>

<P Employee="Ivanov P.." Job_Title="sale Clerk” Empl_ID="2" Department="s5ales
/=

<P Employee="3lakson 1.." Job_Title="warehouse" Empl_ID="4" Department="h‘arehoi
/=
<P Employee="lakson J.." Job_Title="warehouse" Empl_ID="4" Department="wareho
/>

<P Employee="McKeon D.." Job_Title="Programmer"” Empl_ID="5" Department="5oftw
/=

<P Employee="McKeon D.." Job_Title="Programmer"” Empl_ID="5" Department="softw
/=

<P Employee="Peterson P.." Job_Title="Manager" Empl_ID="3" Department="Executi

-

« | i ] ¢

Attention: If by-employee filtering is applied in the report, only this employee related data will be exported. To
export data covering all employees, select the All Employees option in the Employee dropdown list at the top
of the report.

9.6.5 Export to HTML

To export a report to HTML (*.htm), generate a report and select Export to HTML in the Export menu:

: Export

| B8] Export to Exel
:;‘ Export to TXT
| Export to C5V
& Export to XML

F = Export to HTML

The report Export Settings window will appear. Select required columns and click (See Chapter
9.6.6 Upload Report Settings Dialog), then specify the name and path of the report file and click .
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| @
I g strReport

Employee Repori: from 6/30/2014 to 7/24/2014

BOLID Company
Late .
. Empl Hours Evening
Employee Job Title D Department Company Date Worked prlil:l— ciiie
Sales BOLID
30/ - - .
Ivanov P._ | Sale Clerke | 2 D - " 6/30/2014| 0:00 | 0:00 0:00
Ivanov P.. | Sale Clerk | 2 Sales | BOLID 1515014 | 000 | 000 | 000
Department | Company
Sales BOLID
o), : ; .
Ivanov P.. | Sale Clerke | 2 D e = 7/2/2014 | 0:00 | 0:00 0:00

<

I

Attention: If by-employee filtering is applied in the report, only this employee related data will be exported. To
export data covering all employees, select the All Employees option in the Employee dropdown list at the top
of the report.

9.6.6 Upload Report Settings Dialog

I L

ig] Specify columns and their headers for the report export

Select columng:

Field in Table
Emplopes

Job Title

Ernpl 1D
Departrment
Company
Date and Time

Header in Bepart

Employes
4] Jab Title
Empl 1D
Departrnent
Cornpary

Date and Time
E}i Direction
.-“-‘-.ccess Paint

Directian

Access Point

Cancel

B T




Upload Report Settings Dialog provides options to select report columns to be exported in a report. In
addition, you can rename exported column headers.

To incorporate a column in the report, check the box next to the column name to be exported. You can use the
buttons as well.

Select all columns.
H Unselect all columns
| | Invert selection

To rename a column header, select it from the list and press <F2> on the keyboard. To confirm changes,
press <Enter> on the keyboard. To cancel changes, press<Esc>.

In the future, to avoid selecting and renaming the required columns again for the exported report, you can save
the list of columns with changes to a file to be loaded when needed. Use the buttons as described below:

Save the list of columns to a file.

Save Click this button to open the Windows standard dialog box where you should specify the
name and the path of the file with the list of columns and then press.

Load the list of columns from a file

Click this button to open the Windows standard dialog where you should specify the name
and the path of the file with the list of columns and then press

Load Open

Attention! If you attempt to select a file for your report with the list of columns meant for
another type of a report, the selected file will fail to load.

| Cancel | Unselect all columns and recover their default names.
Ok
To start export, press .
Cancel

To override export, press

9.7 Working with Software Windows

There is a Window menu to facilitate working with the report windows:
Window
Arrange Windows
B, Cascade
Close Ctrl+F4
Minimize All
= Horizontally
[T] Vertically

Mext Window Ctrl+F&
List of Windows Ctrl+W

1 Qperations Log
2 [5mith Kevin ] - Absence Reazons

e The Arrange command arranges all minimized report windows

9,
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The Cascade command arranges all windows in a cascade manner

The Close command closes a current report window

The Minimize All command minimizes all report windows

The Horizontally command arranges windows horizontally

The Vertically command arranges windows vertically

The Next Window command navigates to the next window

The List of Windows command displays the List of Windows screen to work with report windows

List of Windows is used to work with the list of report windows:

e 1

b Operations Log
3 Detailed Report: from 23.07 2014 to 24 07 2014

Help

¢ Close closes the windows of a selected report
e Close All closes all windows
e Ok activates the window of a selected report

9.8 Automatic Generation of Reports

Report generation can be configured for automatic generation per schedule using Scheduler of MS Windows
os.
Please do the following to use this feature:
1. Inthe Time and Attendance module:
a. Select a report type for the Type list:

Type: ’ﬂ Employee Report v]

b. Select the employees for the report in the dropdown list:

Cormpany [[—AII Companies—) v]

Employees (7)

Empl ID MName

o Ivanov Peter

O 2 Jakson Jack

3 Mckeon Diana
4 Peterson Pater
1 Smith John Kevin
Ce Smith Kevin

7 Tuma Bonnie

c. Set generation parameters in the Advance tab of the Options window:
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] & ion of repo e

il FuII detalled repu:-rt an empl-:u_lrlee

[ &llaw Flesible wark, schedule

¥ Account far avertime

[ Include overtime in hours worked

1 Account for late punch-ing and early punch-outs
[#] Do naot count breaks as working lime

[ Deduct days off and halidays from reports

[ Auto save of operations log

Process soft abzences;

[[Ignu:ure zoft abzences)

When a reazon for a full day of absence and work: recaords are present;

[.-'f-.cccuunt only for actual hours worked

Process a day campover ban:

[Ignure day caryover ban

Per zone location search back to:

k4 ainiurn tirme ingide the perimeter not to excesd:
Starting time for the Absentees report;

i@ Current tirme

i) Diefault time

d. Set automatic generation parameters in the Autogeneration tab of the Parameters window:
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|1
| Connection I Advanced | Interfau:e| Autogeneration

Save reports in: C:ABOLID, D
. 3 |
Save templates in: CABOLIDVARM_DRION_PRO1_12[ |
Accounting period
D avs before Period Drapz after
1 % Current date v] 2 %

*from 23.07. 2014 to 26.07.2014

Ewpart formats:

i) E =port to Excel
[7] Export ta HTML
[7] Expart to =ML
[7] Expart ta THT
[7] Export to C5Y

[ Cloze the program after exporting reports
[] Do mot show amy eror messages

[ 5 ave reports in department's folders

| ok || canced || Hep

e. Make sure that you check the box next to Connect to the server when Time and Attendance

starts in the Connection tab
f. Select Save Template for Auto Generation. All parameters described above will be saved to a

file.
Note: Each type of report requires a separale file to be generated.

2. In Scheduler of Windows OS:
a. Select Create Task:

s




-

@Task Scheduler E\@

File  Action  “iew Help

«=EEE

@ Task Scheduler (Localy

Actions
I [ Task Scheduler Library Task Scheduler (Local} s
Connect to Another Camputer..,

You can use Task Scheduler to create and = E Create Basic Task...
manage commoh tasks that your computer
will carry out automatically at the times you & Create Task...
specify, To begin, click a cammand in the Irnport Task...
Action menu, E

Display &l Running Tasks
Tazks are stnvad in faldars in the Tack o Q Disable &l Tasks Hist

«| Disable asks History
Task Status .

SRS | AT Service Account Configurati.,
Status of tasks that have 5. [Last 24 hours vl - Wiew 4
Summary: 23 total - 0 running, 23 succeeded, 0 stoppe.. | Refresh

Help

Task Mame Run Result | *

Ajttgent (last run succeeded at., =
Confighatification (last run suc...

Consolidator {last run succeede...

HotStart (last run succeeded at .., -

Last refreshed at 5/7/2014 2:14:45 Ph

Contains comimands for customizing this window,

b. Type the program name in the General tab of a resulting window, e.g Time and Attendance.
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() Create Task @

General |Triggers | Actions | Conditions | Settings|

Marme: Tirme and attendance|
Location: %

Suthoar: testpchuser
Description:

Security options

When running the task, use the following user account:

testpchuser Change User or Group..,

@ Run onlywhen user is logged on
) Run whether useris logged on ar not

Lo not store password, The task will only have access to local computer resources,

[ Rur with highest privileges

[] Hidden Configure forr | Mindows Wista™, Windows Server™ 2008 *]

(] l ’ Cancel

c. Click New in the Trigger tab:
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(5 Create Task
General | Triggers |.-'1\|:ti|:|ns | Conditions I Settings|

When you create a task, ywou can specify the conditions that will trigger the task,
Trigger Details Status
Mewy..., Eclith; Delete

] l ’ Cancel

Provided settings for scheduled report generation: recurrence, date and time of generation.
For example, daily at 14:44;52 commencing from 02.05.2014. Click OK to save settings
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Mew Trigger

Begin the task: |On a schedule

Settings

One time Start:  07/05/2014 [Dv 144452

@ Daily
1
Weekly Recur every days

1 Maoanthly

Adyanced settings

[ Delay task for up to (random delay): | 1 hour

[7] Repeattask every: |1 hour

[7] Stop task if it runs longer than: 3 days
[C] Expire: |07/05/2015 14:44:52
[7] Enabled

= 5 . :
— 1 syhichronize acrass tirme zones

1day

0] ] l Cancel

d. Click New... in the Actions tab:




() Create Task @

| General | Triggers| Actians |C|:|nditi|:|ns | Settings|

Wifhen you create a task, you must specify the action that will occur when your task starts,
Action Details
Mew,.., Edit... Delete

(] ] ’ Cancel

The window will appear where you should specify the path to the Time and Attendance
program (in the Program/Script line) and a file with report settings (in the Add Arguments
field). Click OK to save settings:
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e.
f.

61

Mew Action

You rmust specify what action this task will perform.

Action: | Starta program

Settings

Program/script:
CABOLIDYWARM _ORION_PRONMMYTimePro.exe

Add arguments (optional):

Start in {optional):

set_lini

Browse...

Divtest]

Ok

l ’ Cancel

Click OK to save parameters.

Make sure that the above actions resulted in the Time and Attendance task in Task Scheduler

Library




File  Action  ‘Wiew Help

-

Task Scheduler {Local)
a [ Task Scheduler Library
[ Bolid
a | Microsoft
i [ Windaws
3 Windows Defende
[ wpD

1 eessssslllsssssmm "

Status  Triggers Mext Run Time

(2] Tirme and Attendance

Ready

s n "

Last Run Time

: i ;\-.- 7

Actions

>

'@ Create Basic Task...

5 Create Task...

Import Task...

Display &1l Running Tasks
Disable & Tasks History

General |Triggers | Actions | Caonditions | Settings | Historyl

Mew Falder...

Marme: Tirne and Attendance
Lacation: “Bolid

Author: testpciuser
Description:

Security options

When running the task, use the following user account:

< | m |

X @ 6@ 5

Delete Folder

N

Wigw »
Refresh

ST

Help

B Run
® End
& Disable
Export.., i

= Properties

-
8P nalasn

Disables the selected task,

Attention! An individual task must be formed for each type of report.
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