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1. DAILY REPORTS 
 

1.1 DAILY ATTENDANCE REPORT 

  

       This report shows the attendance of all the employees for a specified date. One can take this report any time after the 

start of the shift.      
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1.2 DAILY ABSENTEEISM REPORT 

 

        This report shows the employees who are absent, on leave, on Duty on the date for which the report is generated.  
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1.3 LATE ARRIVAL  

 

       This report shows the employees who have come later than the Permissable Late Arrival allowed in the shift on the date 

for which the report is generated.  It also shows the late duration like whether he has come within 10-30 mins, 30 to  1 Hr or more 

than 1 Hr by marking ** below the Late field  for which he has come late.   
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1.4 Machine Raw Punch 

 

 
                       

           

 

1.5 Manual Punch 
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1.6 DAILY PERFORMANCE REPORT 

 

       This report shows the Daily Performance for the employee on the date for which the report is generated. 
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1.7 EARLY DEPARTURE 

 

                 This report shows the employee who have gone earlier in the shift than the Permissable Early  Departure allowed for the 

employee on the date for which the report is generated. 
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1.8 MISSING & REVERIFICATION REPORT 

 

      This report shows the employees who have not punched their cards as per the punches required for a   day or who have 

incorrect shift allocation on the date for which the report is generated. This report facilitates the user to Correct the shifts, punches for 

further processing.  
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2. MONTHLY REPORTS 
 

2.1 REGISTERS  

 

2.1.1   MONTHLY PERFORMANCE REGISTER 

 

This report shows the Monthly Performance for each individual employee for each individual date with all the details as 

total No. of Days Present, Absent, Hours Worked. It also shows the In Time Punch, Out Time, Total Hours Worked, Total Hour 

OverTime Done and the Status (Present, Absent, Leave Type taken , Weekly Off etc) for each individual date. 
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2.1.2.  LATE REGISTER 

 

This report shows the details of the employee who have come late date wise and the total duration for the period the 

report is generated. 

 

                 

 
 

 

 

2.1.3.  OVER TIME REPORT 

 

This report shows the details of the employee who have done overtime date wise and the total duration for the period 

the report is generated. 
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2.1.4.  SHIFT SCHEDULE  

 

This report shows the details of the shift the employee has to attend date wise (the one created through the Duty Roster 

Option and changed through the Shift Change Voucher ) for the period the report is generated. 

 

 

 
 

         

2.1.5  MUSTER ROLL 

 

This report shows the details of the employee date wise for two halfs for each employee for which the report is 

generated. 
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2.2 SUMMARY REPORTS 

        

2.2.1  EMPLOYEE WISE SUMMARY DETAIL 

 

This report shows the Attendance details of the employee in a concise form for the period the report is generated. 
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2.2.2.  DEPARTMENT WISE SUMMARY DETAILS 

 

This report shows the Department wise Attendance details in a concise form for the period the report is generated. 

 

 
 

 

2.2.3.  EARLY DEPARTURE SUMMARY 
 

This report shows the details of the employee who have gone and the total no. of days in a concise form for the period 

the report is generated. 
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2.2.4.  OVER TIME SUMMARY 
 

This report shows the details of the Over Time done and the Over Time Amount for each individual employee for the 

period the report is generated. 

 

 
 

 

2.2.5.  LATE AND OVER STAY 

 

This report shows the total number of Days an employee has come Late and has stayed more than the Shift Hours  for 

the period the report is generated. 
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3. MEMO GENERATIONS  

 

 

3.1.  LATE ARRIVAL MEMO 
 

The memo for each individual employee can be generated and given to each individual employee. The memo clearly 

explains the total duration he was late and the date he was late. This is a useful tool for the Personnel Department as the memo is 

generated automatically. 
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3.2.  ABSENT MEMO 

 

         The memo for each individual employee can be generated and given to each individual employee. The memo clearly 

explains the date he was absent along with the day.  

                      

       
 

 

 

 

 

 

 

 

 

 

 

 



WebTOS ReportSet (2014.08.01)   Star Link Communication Pvt. Ltd. 

 

 

 

3.3.  CONTINUOUS LATE ARRIVAL 
 

This report shows the employees who have come late in the shift than the Permissable Late Arrival allowed for the 

employee from the date the user has entered and for the number of days the user has entered.  It allows the user to enter the 

number of days he wants the report to be generated. It helps to track down the employees who are continuously coming late for 

any number of days.  
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3.4.  CONTINUOUS ABSENTEEISM 
 

This report is same as the above mentioned one except that it shows the employees who are continuously absent from 

the date and for the number of days the user has entered.  It allows the user to enter the number of days he wants the report to be 

generated. It helps to track down the employees who are continuously absent for any number of days.  
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4. LEAVE REPORTS  
   

4.1.  LEAVE CARD 

 

        The Leave Card for each individual employee for a particular year can be generated which gives the details of the 

Accrual Leaves,Consumed Leaves and the Leave Balance to his credit.  
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4.2.  SANCTIONED LEAVES 

 

         This report shows the details of the Sanctioned Leave taken by the employee. Apart from other Details, it also shows 

whether the Leave has been posted through Voucher or is through the Reason Card. 

   

 
 

 

 

4.3.  LEAVE ACCURAL 

 

         This report shows the details of the Leave Accrued for each individual employee during a particular year. The fields 

defined are as per the Leave fields defined in the Leave Master.  
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4.4.  LEAVE BALANCE 

 

        This report shows the details of the Leave Balance for each individual employee during a particular year. The fields 

defined are as per the Leave fields defined in the Leave Master.  
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5. MASTERS REPORTS 
 

5.1.  COMPANY MASTER 
  

         This report gives the details of the Company as entered in the masters. 

 

         
 

 

5.2.  DEPARTMENT MASTER 
 

        This report gives the details of the Department as entered in the masters. 
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5.3.  Designation  

  

        
 

 

5.4.  CATEGORY MASTER 
  

         This report gives the details of the Category as entered in the masters. 
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5.5.  SHIFT MASTER 

  

        This report gives the details of the Shift as entered in the masters. 

 
 

 

 

5.6.  LEAVE MASTER 

 

        This report gives the details of the Leave as entered in the masters. 
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5.7.  EMPLOYEE DETAILS MASTER 

 

        This report gives the details of the Employee working in the company. The report can be generated for either Active 

Employees / Non- Active Employees or for both type of employees. 

 

 
 

5.8.  EMPLOYEE PERSONAL DETAILS 

 

        This report gives the personal details of the Employee working in the company. The report can be generated for either 

Active Employees or Non- Active Employees or for both type of employees 

                   

 
  

      



WebTOS ReportSet (2014.08.01)   Star Link Communication Pvt. Ltd. 

 

 

 

5.9.  HOLIDAY MASTER  

 

        This report gives the details of the Department as entered in the masters. 
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6. REPORT CHART 
                      

         6.1.  ATTENDANCE REPORT 

 

                        This shows the attendance report in the Chart: 

 

 

 

                
 

 

 


