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Introduction

Time office software is generally used to generate reports ( after capturing punching data) on daily basis,
monthly basis, yearly basis etc in excel, word, text, csv, pdf formats. With the help of Time Office
Software, you can maintain attendance records easily, you can calculate overtime of those employees
who stay back even after their working hours and also helps to calculate work. It also helps you to track
down the leave records of any employee. The Time Office Software manages the departments with their
specific strengths and their work. Additionally, this software also helps you to calculate the shift rotation
times and also manages shift schedule, late coming, early departure and holidays. Overall, this software
is going to help you in every possible way by streamlining the work flow with proper set-up.

After installing Web Time Office Software, you just need to open the website and select the Login Type

and enter the given UserID and Password.

Star Link Communication n

this is company for Attendance and Time ofcie software

Home Page of the Web Time Office

Select Login Type and enter the User ID and Password then click on Login Now. You
can also click on 'Remember me' if you want to save your password.

After Login, the following page will open:
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'\_A . CUSTOWER HELP LIME" TOLL FREE N (all India)
7.7 STAR LINK 1600.11.6008 24 xT) Telzowe Adduin

Your nesds... D Solifions !

Master ¥ THansacion * Data Process * Leave Managemendt ¥ Admin ~ Repexis

shifc [SEI(19:00-0330) ¥| Dare - [

Present Ahsent Leave Weekly Off Holiday
0 1 0 493 0
Late Arrival Early Arrival On Time Arrival
1] 1] 1]
Early Departure Late Departure Omn Titne Departure
0 0 0
New Joinee(7 Days) Left(7 Days)
0 0
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2.1 Company

You can manage different companies through Company Master of Time Office Software. Company
code should be unique. When you open the company master, you will see a window in which you see
the following information like Add New Company, Edit, Delete, first, previous, next and last.

‘_l‘\ . CUSTORMER HELF LIME" TOLL FREE NO (all Indis) CHANCE
k¢ STAR LINK 1800-11.8088 (24 x7) Welootne Admin )

Your nwnc..,. Dor Soluions |

Master *  Transacdiion * Data Precess ¥ Leave Managenend ~ Admin * Reporis ~

Manage Company Add New Company

Sor wocams ek )

Company Code = Company Name _ Company Address % Short Name < PAN No. < Edit Delete

TIE THE INDIAN EXPRESS FVT LTD e T

oo NONE £ T

jizie} IE ONLINE MEDLA SERVICES FVT LTD - T

GFM GLOBAL FAIRS é& MEDIA LTD & T

Company Code Company Name Company Address Short Name PAN No. Edit Delete
l’hslll’mvw\ull lelLaﬂ]

Copyright @ Star Link Commumication(P)Lid. ALl vights reserved

When you click on Add New Company the following page will be open:

‘_”\_ . CUSTORER HELF LIME" TOLL FREE NO (all Indis)
H’ STAR LINK 1800-11-8088 24x7) Wieloome Admin

Your nesds.... Do Solufions !

Master ¥ Transaclion  Data Process ¥ Leave Management ™ Adwin * Reports

Add Company Master

Company Code: \ Company Mame:

Company Address:

Short Mame:

FAM Ma: TAN Mo: Wat MO

FF Mo ESI Mo License MO
Registration Mo: Ernail ID

cabion(P)Lid. AL rights

Add New Company: Click on "Add New Company" to add the details of new company. A Company
Master window will open, in the window there are some fields like company code, company name,
company address, short name of company, Company PAN No., Company TAN No., Company License
No. and Company PF No., which you will fill to make the new company. Company code and company
name are the compulsory field to create the company.

STAR LINK COMMUNICATION PVT. LTD. 6




Edit: You can Edit information in company master except company code. If you want any
modification in the existing company, press "Edit" button. After pressing Edit button, complete details
of the selected company will be shown in the window. Edit those details accordingly and press "Update"
button. All the modification will be done.

A . CUSTOMER, HELP LINE" TOLL FREE HO (sl India)
‘; \‘7 STAR LINK 1800-11-8088 (24 x T)

Your neads..,. Dur Sasbons |

Weleorae fdwin

Master ¥ Framsaction ™ Data Process ¥ Leave Managenant ™ Adwin ™ Reports *

Update Company Master

Company Code: TE Company Mame THE INDI&N EXPRESS PWT LTD

Commpany Address

Short Mame:

PAM Mo TAM Mo Wat MO

FF Mo ESI Mo License Mo
Registration No: Ernail I

Update Back

When You click on Update button the Company Master will be updated and the following page will be
open:

Delete: You can delete any Company through “Company Master” option. But if the selected company
is assigned to any Employee, then it cannot be deleted.

A . CUSTOMER. HELP LINE" TOLL FREE HO (all Indis)
1‘7 STAR LINK 1800-11-3088 (24 x 7)

eur rals... Dur Sclubions |

Welcome Admn

Master ¥ TFransaclion  Data Process ¥ Leave Management ™ Admin ~ Reports ™

Manage Company Add New Company

S e e 1
Company Code % Company Name _ Company Address % Short Name % PAN No. & Edit Delete

TIE THE INDIAN EXPRESS FVT LTD - L]

e} NONE col T

1ED IE ONLINE MEDLA SERVICES PVT LTD & L]

GFI GLOBAL FAIRS & WEDIA LTD a ]

Message x .
Company Code Company Name Short Name PAN No. Edit Delete

This Company could not be deleted because some employes _ First l Previous l 1 l Next l Last l
already assigned this company!

[=]

STAR LINK COMMUNICATION PVT. LTD. 7




Previous: Pressing 'Previous' button, you can switch to previous company.

Search: For searching a company you have to use "Search" text box. You can find your Company by
enter any information which is visible in page. (Like Company Code, Company Name, Short Name, Pan
No. etc)

Next: Pressing button next to switch to the next company.

Last: Pressing button last to switch to the last page.

CUSTCWER HELF LINE" TOLL FREE HO (all India)

A .
‘i\? STAR ll"K 1800-11-3088 (24 x Ty Weleorae Adiin

Your rwac..,. Dior Souions |

Transacion * Data Precess ¥ Leave Managenend ~ Admin * Reporis *

Manage Category Add New

B ]
< Name _ Edit Deleie

WED WEGE BOARD g L

TEN TRAINEE L]

coo HONE T

CTR CONTRACT L]

APT APPOINTRENT T

Code Name Edit Deleie

Copyright © Star Link Commumucation(FJLid. A1l rights reserved
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2.2 Department

You can create different departments as per your requirement through 'Add New Department' option of
Manage Department. Department code should be unique. When you open the department, you will see
Department Details window in which you see the following button like Add new department, edit,
delete, previous, first, next and last.

A . CUSTOMER. HELP LINE" TOLL FREE NO (all India)
‘i\( S'M_R LINK 1800-11-8088 (24 x T)

Welcome fudmin
eur nesds.... D Solufions ¢

Master ¥ Transaclion ~ Data Process ¥ Leave Management ™ Adwin > Reports ™

Manage Department Add New Department
mnov ]
Depariment Code % Department Name _ Head of Depariment < Edit Delete
143 WOREN'S PORTAL # @
142 VIDEC & L
141 THE INDIAN EXPRESS & L)
140 THE FINANCIAL EXFRESS < )
130 TECHHOLOGY # L)
Department Code Department Name Head of Department Edit Delete

Copyright @ Star Link Conumaucation/P)Lid. A1l rights reserved

Add New Department: Press button "Add New Department” to add a new department in the

company. A Department Master page will open, there are some fields like department code, department

name, HOD (Head of Department) , which you have to fill to make the department in the company.

Department code and department name are the compulsory field to create the department.
CUSTOMER HELF LINE" TOLL FREE HO (all India)

A .
‘1;\7 STAR LINK 1800-11-8086 24 xT)

Weleomme Adroin
Your nend.... Do Sufions !

Master = Transadlion ~ Data Precess ~ Leave Managemend ~ Adwmin ~ Reports =

Add Department Master

Department Code \ Department Mame:

Head of Depatment:

STAR LINK COMMUNICATION PVT. LTD. 9




When you create Department Master, the Department Code must be of 3 alphanumeric characters.

A . CUSTOMER HELF LINE" TOLL FREE MO (all India)
7\\7 ST’\R I-I"K 1800-11-8088 (24 x T)
Your ... Do Salubions |

Master =

Welcome Adrmin
Transaction ~ Data Precess © Leave NManagemend ~  Adwin ~ Reports ~

LOGOUT
Add Department Master

Department Code oo Department Mame:

softweare
Head of Department:
Message x

@ Department Code Must be of 3 Alphanumeric characters

[e«]

Edit: You can Edit information except department code, press button to Edit.

?A . CUSTOMER HELP LINE" TOLL FREE NO (all India)
.7 STAR LINK 01088 27 o i RO
Your .. D Qiufons !
[Master ¥ Fransaction  Dada Process  Leave Managenent ™ Admin ~ Reporis
Update Department Master
Department Code 139 Department Mame TECHMOLOGY
Head of Department:
Email ID: Send mail

Update
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When you click on 'Update’ button the Department Master will be updated and the following page will
be open:

A » CUSTOMER HELP LINE" TOLL FREE MO (all India)
5. STAR LINK 180011 8088 24 x7) Wilsows bt [RESEGEAY
Your s

O Sulions |

hlaster = TFramsaction ™ Data Process  Leave Managenwent ~ Admin * Repornis ~

Update Department Master

Department Code 139 Department Name: IMFORMATION TECHMOLOG Y
Head of Departrment

Email ID: Send mail

(5]

Department Detail has been updated.
Go To thanage Department .

Ok

Delete: You can delete Department Master information through this option. But if this Department is
assigned to any Employee you can not delete this Department Master.

(’\ - CUSTOMER HELF LIME" TOLL FREE MO (all India)
7. STAR LINK 180011 8088 G427 o i

Yeur ... Do Solufions !

Master * Transaction ~ Data Process © Leave Managanent ~ Admin ~ Reports ~

Manage Department Add New Department

]

Depariment Code = Depariment Name . Head of Depariment < Edit Delete

143 WOMEN'S PORTAL L ]

142 VIDEQ L o

141 THE INDIAN EXPRESS & L]

140 THE FINANCIAL EXPRESS £ o
Message »

138 TE&M RED & o

Depariment Code Depariment Name & This Department could not be deleted because some employes f Department Deleie

Edit
already assigned thizs Department! - First lm ll l; lg 14 15 I ] I Next I Last I
(o]
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Previous: Pressing button previous to switch to the previous department.

Search: If you can use this option to search a department.

A . CUSTOMER. HELP LINE" TOLL FREE NO {al India) (
7"7 ST"\R LINK 1600-11-8088 24 x 7y Weleome Admin E.

“Your ... Our Salufions. |

hlaster = Tramsaction * Dada Process ~ Leave Managanent ~ Admin * Reponis ~

Manage Department Add New Department

T THE MDA xj
Depariment Code = Department Name _ Head of Depariment < Edit Delete
141 THE INDIAN EXPRESS # L)
Depariment Code Depariment Name Head of Department Edit Delete

First || Previous | 1 [} Next || Last

Next: Pressing button to switch to the Next department.

Last: Pressing button to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD. 1




2.3 Division / Section

You can create different divisions through this option. Division/Section code should be unique. Division
code and Division name are compulsory parameter for creating Division. When you open the division,

you will see Division Details window in which you see the following button Add New Division, Edit,
Previous, Delete, Next, Search and Last.

A . CUSTOMER HELP LINE* TOLL FREE MO (all India)
'i ‘7 S'MR LINK 1800-11-8088 (24 xT) Welcorae & drmin
Yeur rsails... D Quutions |

jtaster ¥ Framsacion ™ Data Process ¥ Leave Managenent ™ Admin * Reports ~

\lanage Division Add New Division

‘S}mw 0 v | enfries

Division Code % Division Name _ Edit
oo HOHE & T
Division Code

Division Name Edit
‘ Showing 110 1 of | entries

Add New Division: - Press button "Add New Division" to add a new division in the department. A
Division Master page will open, in this page there are some fields like division code and division name

iIs mandatory to fill to create the division in the department. Division code and division name are the
compulsory field to create the division.

-’\ . CUSTOMER HELF LINE" TOLL FREE N {all Indha)
5. STAR LINK 1800-11-8088 24 x7) Veloatne Aduin
Your nemds..... Ow Solufions |

Masier * Transaction ¥ Data Process ¥ Leave Managanend ~ Admin ¥ Reporis

Add Division Master

Division Coda |

Division Mame:

STAR LINK COMMUNICATION PVT. LTD. 1




When add new division, division code must be of three characters.

A - CUSTORMER HELF LINE" TOLL FREE N {all India) CHANGE
e STAR LINK 1800-11-8088 24 x Ty Tl i )
Veur neds .. Do Sohifons !

Master ¥ Fransacien ™ Dats Process ™ Leave NManaganent ™ Adwin * Reporis ©

Add Division Master
Divigion Code: oo
Division Mame DELHI

Division Code Must be of 3 slphanumeric characters

[ ]

Edit:- You can edit every information except division code. If you want any modification in the
existing division then press "Edit" button. After pressing edit button complete information about

division will be shown. Edit accordingly and press "Update" button. All the modification will updated
then.

A . CUSTOWER HELF LINE" TOLL FREE MO (all Indis)
*H’ STAR LINK 1800-11.8088 24 xT) Wekcome Adnin [0
Your nids... Our Sohilinns |

Mlaster ~  Tramsaction ~ Data Process * Leave Managanent ~ Admin ~ Reports ~

Update Division Master
Division Code Doo

Division Mame NONE

Update

Divisions Detail has been updated.
Go Ta Manage Divisions .

Ok

Delete: You can delete existing section information through this option.

Previous: Press button "Previous" to switch to the previous section.
STAR LINK COMMUNICATION PVT. LTD. 1




Search: You can use this option to search a section which you want to find.

T’\ . CUSTOWER HELF LINE" TOLL FEEE MO {all India)
7. STAR LINK 1800-11-6088 4% Ty Weleore din
Your neads..... Dw Sclubions !

Masier * Transaclion ~ Data Process * Leave Managanen ~ Admin ~ Reporis

Manage Division Add New Division
.  _________ @r <
Division Code = Division Name _ Edit Delete
Do HONE - s
Division Code Division Name Edit Delete
Fixst llelwus ll lNadlI.ui]

Next:  Press button "Next" to switch to the next section.

Last: Press button “Last” to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD. 1




2.4 Grade

You can create Grades to allot the employees through this option. Grade code and Grade name are
compulsory parameter in Grade master. Grade code should be unique.

When you open the Grade, you will see a Grade Detail page in which you see the following button like
Add New Grade, first, Previous, Next, Last.

‘_-P\ . CUSTOMER. HELF LINE" TOLL FREE MO {all Indis)
R¢ STAR LINK 1300-11.8088 (24 x7) Weloome Adin

Your nwads..,. Dor Souions |

Wlaster *  Tramsaction * Data Precess ¥ Leave Managenend ~ Admin * Reporis *

Manage Grade Add New Grade

S ocmms e ) |
Grade Code % Grade Name _ Edit Delete

[£,0c] Press g ¥

00 HOHE L

G2 Jourmalist ¥

GOt Administration l T

Grade Code Grade Name Edit Deleie

Er N S D

Add New Grade: Click button "Add New Grade" to add a new Grade in the department. A Grade
Master page will open, in the window there are some fields like grade code and grade name, which you

will fill to make the grade master. Grade code and Grade name is the compulsory field to create the
Grade.

TA i CUSTOMER HELF LINE" TOLL FREE NO (all India)
7. STAR LINK 1600-11-8086 24x7) Vieleoue Adnis

“Your nesls.... O Sulufions |

Mlaster *  Tramsaction ~  Data Process ©  Leave Managemendt *  Admin = Repurts ~

Add Grade Master

Grade Code |

Grade Name

STAR LINK COMMUNICATION PVT. LTD. 1




When you create new grade master, the grade code will be three characters.

B :\7 . CUSTOMER, HELP LINE" TOLL FREE NO {all India)
7.7 STAR LINK 1800-11.8088 24 x7) e
“Yeur neds.... Ow Sohitinns |
plaster ~ TFransactiom ~ Data Process ~  Leave Management = Admin = Repords ~
Add Grade Master
Grade Code. G0
Grade Marme: IS}
Message x

€ Grad Code Must be of 3 Alphanumeric characters

(o]

Edit: You can Edit information except Grade code. If you want any modification in the existing Grade
then press "Edit" button .After pressing edit button complete information about Grade will shown in the

window. Modify that option which you want to modify and press "update™ button. All the modification
will be updated now.

A . CUSTOMER HELP LINE" TOLL FREE NO {all Inclia)
1‘7 STAR LINK 1600-11-8088 (24 x T

Your nesds.... Our Saufions |

Weleorae Adiwin

hlaster * Transaction ~ Data Process ™ Leave Managanen ~ Admin ~ Reponis

Update Grade Master

Grade Code: GO3

Grade Mame Press

Update Back

Grade Detail has been updated,
Go To thanage Grade .

Ok

Delete: You can delete existing Grade information through this option. But if this Grade master is
assigned to other Employee you cannot delete it.

STAR LINK COMMUNICATION PVT. LTD. 1




K » CUSTOMER HELP LIME" TOLL FREE MO (all India)
7. STAR LINK 1600-11-0088 245 ) s bt
Your nade... Ow Sohitions |

LOGOUT
aster = Transaciion ~ Data Precess © Leave Managemend ~  Admin ~ Reports
Manage Grade Add New Grade
LI ]

Grade Code % Grade Mame _ Edit Delete

Go3 FPress # a

GO0 HONE L L]

G02 Journalist s L

#

Grade Code Grade N | i Edit Delete

already assigned thiz Grade!

Previous: Press button "Previous", to switch to the previous Grade.

Search: You can use this option to search a Grade.

TA . CUSTOMER HELF LINE" TOLL FREE MO (all India)
7. STAR LINK 1600-11-8098 24x7) Vieleowe Adnis

Your neads.... Our Sohsbions |

Masier * Transaction ¥ Data Process * Leave Managanen ~ Admin * Reporis ~

Manage Grade Add New Grade
o’ jou| "j
Grade Code < Grade Name _ Edit Delete
G032 Tourmalist e L)
Grade Code Grade Name Edit Delete

Sl e e [ [

Next: Press button "Next" to switch to the next Grade.

Last: Press button “Last” to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD. 1




2.5 Category

You can create a new category to categorize the employees as per your requirement through this option.
Category code and Category name are compulsory in master. Category code should be unique.

When you open the Category, you will see a Category details page in which you see the following
button like Add New Category, Search, first, previous, next and last.

A . CUSTORER HELF LINE" TOLL FREE NO (all India) |
W STAR LINK 1000-11-0088 24 xT) Velooms Adnin  [I0sE e
Yeur e ... Do Solibions |

Master © Transaclisn ~ Data Precess ~ Leave Management ~  Adwin ~ Reports = R

Manage Category Add New

Show 10 ¥ enbriss Search:
Code: & Name _ Edit Delete

WED WEGE BOARD L]
TEN TRAINEE T
oo HONE & T
CTE. CONTRACT £ L]
APT APPOINTMENT T
Code MName Edit Delete

Showing 1 to 5 of 5 entries First | Previeus § 1 | Nexi | Last

Add New Category : Click button "Add New Category" to add a new Category for the employee.
A Category Master page will open, in this page there are some fields like Category code and Category

name, which you have to fill to make the Category .Category code and Category name are the
compulsory field to create the Category.

A CUSTOMER HELF LINE" TOLL FREE MO (all India)
¢ STAR LINK 1000-11-8008 24x7) Welcome Adrain [REIRE LI}
Yeas nesils... Dw Sohibons |

Master * Transacion * Data Process * Leave Managenend * Admin * Repoxds ~

Add Category Master

Code |

Mame:

Edit: You can modify information except Category code, If you want any modification in the existing
Category then press "Edit" button .After pressing edit button complete information about Category will
shown in the window. Modify that option which you want to modify and press "Update" button. All the
modification will activated now.

STAR LINK COMMUNICATION PVT. LTD. 1




T’\ - CUSTOMER HELP LINE" TOLL FREE MO (all Indiay
7. STAR LINK 1000-11-9088 24 %) Welcoe Adhmis

our neads.... Do Solubions !

[Master ¥ Fransacien ™ Data Process ™ Leave Managenaut ™ Admin * Repons ¥

Update Category Master

Code: TRM

Mame: TRAINEE

Update Back

Delete: You can delete existing Category information through this option.
Previous: Press button "Previous", to switch to the previous Category.

Search: You can use this option to search a Category. which you want to find.

VA - CUSTOMER HELF LINE" TOLL FREE MO (&l India)
H’ STAR LINK 1800-11-8088 24 x7) Weloome Admin

Your nesls.... Do Sulfions !

Master ¥ TFramsaction ¥ Data Process ¥ Leave Managewant ™ Admin * Repars *

Manage Category Add New

oo cong x]
Code % Name _ Edit Delete
CTR CONTRACT & L]
Code Name Edit Delete

First || Previous | 1 || Next || Last

Next: Press button "Next" to switch to the next Category.

Last: Press button “Last” to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD. 2




2.6 Branch

You can create Branches of the company as per requirement through this option. Branch code and
Branch name are compulsory in master. Branch code should be unique.

A " CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
"}"\{' STA\R ll"K 1800-11-3088 (24x7) Welcome Admm

Your nisecls... Dur Suubinns 1

Manage Location Add New Location

Show 10

Lacation Code Location Name

)€
g

L9 THIRUVANANTHAPURAM L]
L38 THANE £ ]
L3 SURAT 4 E ]
L SRIRAMPUR o
L3 SRINAGAR ’ ]

Delete

D 0oonn OEe|

Location Code Location Name

Copyright © Star Link Communication(F)L4d. ATl rights reserved

When you open the Branch, you will see a page of Branch Details in which you see the following button
like Add New Location, search, first, previous, next, last.

Add New Location: Press button "Add New Location" to add a new Branch for the Company. A
Branch/Location Master page will open, in the window there are some fields like B/Location code and
B/Location name, which you will fill to make the Branch. B/Location code and B/Location name are the
compulsory field to create the Branch.

STAR LINK COMMUNICATION PVT. LTD. 2




,ﬂ_ - CUSTOMER HELP LINE" TOLL FREE NO {all Indsa) CHANGE
"«;\{ STKR LINK 1800-11-8088 (24x 7) Welcome Admin PASSWORD
Yeur nesil... D Solufions 1

Masfer > Tramsaction * Data Process » Leave Manspement ~ Admin = Reports ~

Add Location Master

Location Code:

Location Name:

Copyright € Star Link Commumication(FiLtd. ATl nights reserved

While adding a new Location Master, the Location Code should be of three characters.

A , CUSTOMER HELP LINE" TOLL FREE NO (all Tndia) CHANGE
3 STAR LINK 1500.11.8088 24 x7) Welcome Admin RS
Your iy .. Do Qohubions |

Add Location Master
Location Code: | ND
Locafion Mame: | Noida

3

& Location Code Must be of 3 Alphanumeric characters

(o]

Copyright © Star Link Comermication(P)Ltd ATl rights reserved o 9 o @

Edit: You can modify information except B/Location code, If you want any modification in the
existing Branch then press "Edit" button .After pressing edit button complete information about Branch
will shown in the window. Modify those option which you want to modify and press "Update” button.
All the modification will be updated now.

STAR LINK COMMUNICATION PVT. LTD. 2




A y CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
7,‘7 STAR LINK 1806- B 8158 C4.07) Welcome Admin MRG0
Yeur nemils... Do Solulions !

Masfer * Tramsaction * Dula Process = Leave Manspement ~ Admin = Reporis =

Update Location Master

Location Code: L5g

Location Name:

THANE
co

Copyright € Star Link Commumication(FjLtd. ATl nights ressrved

Delete: You can delete existing Branch information through this option. But if this Location master is
assigned to other Employee you cannot delete it.

J\ . CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
‘; i ST\R LINK 1300118058 24 <7) Wekoomie Admin  IRZES0A 0]
N Yeuse tisei.... O Sulibion |
LOG OUT
Adaster =  Tramsaction Duta Process = Lenve Manspement ~  Admin Reports
Manage Location Add New Location
o - ]
Location Code % Location Name Delete
L9 THIRUVANANTHAPURAM ]
L38 THANE i
L3} SURAT o
L56 SRIFAMPUR ]
e = x Al
Location Code Locatiol Delete
& This Location could not be deleted because some employee

already assigned this Location!

L=

Copyright & Star Link Commumication{F)Lid. ATl nghts ressrved

Previous: Press button "Previous”, to switch to the previous Branch.

Search: You can use this option to search a Branch.

STAR LINK COMMUNICATION PVT. LTD. 2




CHANGE

CUSTOMER HELP LINE" TOLL FREE NO {all Ind:a)
PASSWORD

A .
‘;‘7 “‘)\R LINK 1800-11-8088 (24x 7) Welcome Admin

Yousr neals.... D Solufins |
LOGOUT
Mduster + Trsmsaction * Dsia Precess « Lesve Manspement = A4dooin Reports +
Manage Location Add New Location
Location Code < Location Name Edit Delete

ra

Ly SURAT
Location Napég Edit

Location Cnd-e_ i D:lete
]

Copyright € Star Link Commumication/PiLtd All nghts ressrved

Next: Press button "Next" to switch to the next Branch.

Last: Press button “Last” to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD. 2




2.7 Shift

So many companies’ works 24 hours like production companies, for that purpose they make shift for the
employee, for the working of 24 hours. You can create shift through this option. Shift code should be
unique.

A x CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
'\;\\7 ST)\R LINK 1300-11-8088 (24x7) Welcame: Adin PASSWORD
fesr i, D Solufions |

LOG OUT

Mdasfer = Tramssction ~ Dain Process = Leave Manspement ~  Admin ~ Eeporh =
Manage Shift Add New Shift

how| 10
Shift Code

2 Start Time "End Time < Shift = Shift Position = Edit Delete
SE3 19:00 03:30 08:30 NIGHT A 3
To2 19:00 03:00 08:00 NIGHT # @
SE2 18:00 02:30 08:30 EVENING ' ]
SE1 17:00 01:30 08:30 EVENING P &
A5 16:00 030 08:30 EVENING # ]

Shift Code Start Time End Time Shift Hours Shift Position Edit Delete

Copyright © Star Link Commumication{F)Ltd. All nghts reservad

When you open the Shift, you will see Shift Details page in which you see the following button Add
New Shift , search, first, previous, delete, next, and last.

Shifts are identified by their unique codes.
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A = o CUSTOMER HELP LINE' TOLL FREE NO (all Indiz) CHANGE
‘i\{r ST,A\R L"'K 1800-11-8083 (241 T) Thheome: Ao DASSWORD
irar naeds..., Due Bubstiers | LOGOUT
X

Mnster » Tramsaction » Dafa Process = Lesve Masagement » Admin ~ Eeports =

Add Shift Master

Shift Setup

Shift Code: | | Shift Position: DAY v

Start Time: DIZ‘(DD‘ |{Tinne2 in 24 Hr Format) End Time: 00:00 {Time in 24 Hr Format) Shift Duration: mm (Time in Howrs)
Lunch Start Time: 00-00 |(Tewee in 24 Hr Format} Lunch End Time: D0:00 {Time in 24 Hr Format) Lunch Duration: | BE:00 (Time in Hours)
Advance Setup

Max OverTime Time: 23:80 |[Time in Hours) 0T Start After: | D0:O0 {Time in Hours}

OT Deduction: 00:00 |[Teme in Hours) OT Deduct After: 00:00 {Time in Hours}

Lumch Deduction: 0C0:00 |[Thvez in Hours) OT Remove After Late: | D0:00 \{Tlme in Hours} Absent After Late: 0300 (Time in Hours)
Flexi Shift Setup

Is Shift Flaxi: (=]

o &

Copyright € Star Link Communication[F)Lid ALl rights reserved

Before updating the Shift master click on Check button.

CUSTOMER HELP.LINE" TOLL FREE MO {all Fndia) CHANGE

7:7 ST,«R Lt"K' 1500-11-3088 (243 T) e T
Wisar k..., Dur Bokien 1

LOGOUT

Master = Tramsaction « Data Process « Lesve Mansgemenl = Admis « Reporty =

Update Shift Master
Shift Setup
Shift Code: EEX Shift Posifion: I EVENING ¥ :
Start Time: | 18:00 |[Timoe in 24 Hr Format) End Time: |02:30 {(Time: in 24 Hr Format) Shift Durstion: ‘ﬁ;@ (Time in Hours)
Lumeh Start Time: | 00-00 !rl'lme mn 24 Hr Format} Lunch End Time: | DO:O0. ,{Tlme in 24 Hr Formai) Lunch Duration: |mrﬁme in Hours)
Advance Setup
o O o[ or o
— A Flease first validate data on click Check butran!
OT Deduction: | 00:00 Irl'sme n Hours) OT Dedy
Lunch Deduction: | 0000 |rl'¢re in Hours} OT Rem P D00 ;::Tlme in Hours)
Flexi Shift Setup ] Ok [
Is Shift Flexi: (=]

e

Copyright © Star Link Comemmication[P)Lid Al rights reserved

After click on check button you will click on Update button and the shift will be created.
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"- *
.7 STAR LINK

orar ntedds.... e Bokatiorss |

Welcome Admin

Manage Shift Add New Shift
Show'| 10 v [emmes earcht | D |
Shift Cade = Start Time End Time + Shift Hours = Shift Pasition = Edit Delete
GEN @0:30 18-00 08:30 DAY s [}
Shift Code Start Time End Time Shift Hours Shift Position Edit Delete

mlmlﬁ{lmwmwwm) First || Previous ] 1 || Next || Last [

These are following options you can use to make a shift.

Shift code : Add the new shift code.

Shift Start Time : This is the shift starting time.

Shift End Time : This is the shift end time.

Shift Duration : This is the total working hours

Lunch Start Time : This is lunch’s starting time.

Lunch Duration : This is the duration of lunch.

Lunch End Time : This is lunch’s end time.

Lunch deduction : This is the time period that will be deducted

from the working Hours.

Max Over Time : This is the limit of period after which the OT won’t be considered e.g. If
OT deduct after is initialized as 3.00 hrs and employee having OT 5.00
hrs. Then it would consider 3.00 hrs. Only if you want to give actual
overtime, set 23.59 in this option.

OT Start After . This is the time period after which OT will be considered. If you set 30
minute in this option, between this duration OT will not calculate, But if
employee stays till 31st minute in the company, he/her will get OT 31
min.

Overtime deduction : This is the time period that will deduct from the overtime hours.

Example, if over time is 4 hours and overtime deduction is 30 min , total
over time will be 3 hours and 30 min.

STAR LINK COMMUNICATION PVT. LTD. 2




Shift Position : Three types of shift as Day, Night and Half day.
Lunch Deduction : This is the time period that will deduct from overtime hours.

OT Remove After Late: This option is use for if employee late coming duration
more than given time it will be deduct from over time.

Absent After Late : This option is use for if employee late coming duration more than given
time employee attendance will mark as absent.

STAR LINK COMMUNICATION PVT. LTD. 2




2.7.2 Flexi Shift Setup: - If you want to flexi Shift. Click on Is Flexi Shift check box.
Multiple options will be displayed.

A :
5.7 STAR LINK

Yorar nteds.... Dur Boksfiens |

Welcoma Admin

Add Shift Master

Shift Setup

Shift Code: TO5 Shift Position: Dy v
Start Time: 0g:00 [(Tene in 24 Hr Format) End Time: 17:30 {Time in 24 Hr Format) Shift Duration: D00 (Time in Hours)
Lunch Start Time: 13:00 ([Time in 24 Hr Format) Lunch End Time: 13:30 {Time in 24 Hr Format} Lunch Duration: DE:00 (Time in Hours)

Advance Setup

Max OvearTime Time: 23:58 ((Time in Hours) OT Start After: D0:00 {Time in Hours}
OT Deduction: 00:00 ((Teme in Hours) OT Deduct After: 00:00 {Time in Hours}
Lunch Deduction: 00:00 f{Tene in Hours) OT Remove After Late: | D0:00 {Time in Hours) Absent After Late: 00:00 (Time in Hours)

Flexi Shift Setup

Is Shift Flexi: = Flexi In Month: om2 {1 to tast Date of month)
Flexi In Time: 0030 {Tene in Hours) Flexi Half Day in Time: | 04:00 {Time in Hours} Min Working Hours For | D8:00 {Time in Hours}
HalfDay:
Flaxi Qut Time: 0020 ({Tene in Hours) Flexi HalfDay Out Time: | 01:00 {Time in Hours) Min Working Hours For | 08:00 {Time in Hours})
Frazent:
3

Flexi In Month: No of Flexi In Time & OUT time can be availed in a month as per value
feed in this text box. Employee will have to compensate this late arrival with late
departure.

Flexi In Time: IN time can be varied up-to the time given in Flexi In Time from
scheduled IN up-to max limit given in Flexi In month.
If someone crosses the max limit of Flexi In month, it will count in HLF.

Flexi half Day In Time :-. If someone crosses the time given in Flexi IN Time but do not
cross the value given in Flexi Half Day In Time, status will be marked as HLF.If Flexi
Half Day In Time is crossed, status will be marked as Absent.

Minimum Working Hours For Half Day:- If employee works less than the “Minimum
working for Half day “ hours ,Status will be marks as HLF.

Flexi Out Time :- OUT time can be varied up-to the time given in Flexi OUT Time
from scheduled OUT up-to max limit given in Flexi In month. If someone makes an
early departure and if Max working hours is less than given value, status will be marked
as ‘HLF’.
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Flexi half Day OUT Time :- If Employee marks punch between “Flexi out Time” and “
Flexi Half Day Out Time” , status will be HLF. And if employee exceeds the “Flexi Half
Day Out Time * Status Will be Absent.

Min Working Hours For Present: If employee working hours is less than “Minimum
working Hours for Present “ Status will be HLF.

Before updating the Shift master click on Check button.

CUSTOMER HELP LENE" TOLL FREE NO{sll Indis) CHANGE

A N ‘
‘;\"7 ST,\R Ll“K o 1300-11-8038 (24 x7) Wb oeie et PASSWORD

“Yorar neethi, e, T Bokafisrn |

Add Shift Master

Shift Setup
Shift Code: | 708 Shift Posifion: DAY L
Start Time: .CIQ'.EE-. (Timee 024 Hr Format) End Time: 17:30 {Time in 24 Hr Format) Shift Duraton: 08:00 (Time in Hours)
Lunch Start Time: 13:00 |[Teve in 24 Hr Format) Lunch End Time: 13:30 {Time in 24 Hr Format} Lunch Duration: m-?{l {Time in Hours)

Advance Setup

R orsed

4k Click on Add Button to Add This Shift!

OT Deduction: DOEOD ([T in Hours) QT Dedl

Lunch Deduction: 00:30 {{Teme in Hours) OT Rem =3 00:00 (Time in Hours)

Flexi Shift Setup Wl

Is Shift Flexi: -] Flexi In h - =

Flexi in Time: ICII]'.EDI (Teme in Hours) Flexi Half Day in Time: | 01:00 {Time in Hours) Mir Working Hours For | 08:00 [Time in Hours)
HaliDay:

Flexi Out Time: 0030 {{Time in Hours) Flexi HalfDay Out Time: | 01:00 {Time in Hours) Min Working Hours For | G8:00 {Time in Hours)
Present

Copyrizht © Star Link Communication/P)Ltd AT rizghts reserved o e o @
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CUSTOMER HELP LINE" TOLL FREE MO (all India) CHAMNGE

A ;
T‘.' 3 STAR LINK 1800-11-8083 24 £ 7) it R PASSWORD

it naads.... Dus Bukdien |

LOGOUT

Mnsier ~ Tramsscfion «~ Dafs Process « Lesye Manazsment ~ Admin « Reports =

Add Shift Master
Shift Setup
Shift Code: [0s | Shift Position: | DAY v |
Shﬂ Time: | 0900 |{'I'Ine in 24 Hr Format) End Time: | 1730 !{Tlme in 24 Hr Format) Shift Duration: @"fﬁme in Hours)
Lunch Start Time: | 13[0. I{Tm'e in 24 Hr Format) Lunch End Time: 3:30 :{Tlme in 24 Hr Format} Lunch Duration: %‘{ﬁrﬂe in Hours)
Advance Setup

o Ctne . [ e o son M)

@ Shift has been Added. Go To Manage Shift .

OT Deduction: [ o000 |frime in Hours) OT Dedl Or You Want to Add Shift Add Shirt

ok Dedlhing |ED_|[TM o Hoors) OT Her = |Erﬁme inFioaisy

Flexi Shift Setup | ok

Is Stift Flexi: = Flexi In b — o

Flexi In Time: |E |{'I'n'-e in Hours) Flexi Half Day In Time: IE!{TME in Hours} Min Working Hours For |E;ﬂ'|me in Hours)
HalDay:

Flesi Qut Time- |E}rﬁm in Hours) Flexi HalfDay Out Tima: '@ {Time in Hours) Min Waerking Holrs Far |@:ﬂ1m& in Hours)
Present:

Do e

After clicking check button you will clicking Add button and the shift will be created

A . CUSTOMIER HELP LINE" TOLL FREE NO (sl Tndis) CHANGE
;‘7 ST'\R LINK 1500115038 (24 =7} Welcome Admia PASSWORD
“Vorat ek, e Bubatins §

LOGOUT

Manage Shift Add New Shift

C ] Delete

SE3 19:00 03:30 08:30 T s o
T02 12-00 03:00 0300 {2

SEZ 18-00 02:30 0830 Y £ o
SEl 17:00 130 0830 ' ' ]
SAS 16:00 00-30 0830 ! s ]
SA4 15:00 2330 0830 DAY L ]
SA3 14:00 22230 08230 DAY £ (]
SAI 13:00 2130 B30 DAY & ']
sal 1200 20:30 0830 DAY 4 ]
G4 11:00 18:30 B30 DAY - (]
G2 10:30 10-00 030 DAY s ]
G2 10-00 18:30 08:30 DAY s [}
GEN 00:30 18-00 0830 DAY £ @
T03 09:30 18-00 0800 DAY £ ]
ol 9:00 1730 D500 DAY s ]
T3 Lo-00 17:30 DE00 DAY s ]
b E] 08:30 17-00 0830 DAY ' (]
M2 0730 16-00 0830 DAY s (]
SML 06:30 15:00 0830 DAY £ o

Shift Code Start Time End Time Shift Hours Shift Position Edit Delete

o [ | [ ]
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2.8 Employee

You can make entry of new employee of the company through this option of time office software. Pay
code and card no. should be unique. It must to enter unique Pay code, unique card no. and name and date
of joining for the employee creation.

When you open the Employee master, you will see three type of parameter; All, Active and Inactive.

All —see all (active & nonactive) employees of company

Active — see all active employees of company

Inactive — see all nonactive employees who have left job from that Company

CUSTOMER HELP LINE" TOLL FREE MO {all India}
1800-11-8033 (24 1 T)

A :
.7 STAR LINK

Yorar nteds.... Dur Boksfiens |

Welcoma Admin

Master v Transsction « Data Process = Lesve Mansgpment « Admin ~ Eeporis «

0

Capyright € Star Link Conmmmmication(P)Ltd. All rights reserved

CUSTOMER HELP LINE" TGLL FREE NO (all Indis) CHANGE
1800-11-8038 (24 1 7) Welcome Admin PASSWORD

A :
L STAR LINK

Yivar nttds... e Bikstisns |

LOG OUT

Manage Employee Add New Employee

)

Actige PayCodeCard Nof Emploves Name H ?;i:i:: < Company % Department % Location % Designation 2 Edit Delete

Y TO0?  TO0?  Ravi Two_lnznor 01-Tan-2017 {:Ergll\:li'nm MEDIA SERVICES ) r-cUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;W
TOOE  TO08  RaviTwo_Rotstiomal NETC  01-Jan-2017 ;ﬁ.‘?ll\:'i'nm MEDIA SERVICES ) -cQUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;s ow
TO07  TO07  Ravi Nopunch Fixed NRTC  01-Jan-2017 GLOBAL FAIRS & MEDIALTD ACCOUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR. ;W
TOO§  TOO6  Favi Single fived 01-Tan-2017 E‘f; INDIANEXFRESSPVT  OUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;s w

¥  TOOS  TO0S  Ravi Four Fixed NETC 05-Tan-2017 ?T% INDIAN EXFRESSPVT 4 rroUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR. s ow

Y  TO04 TO04  Ravi Multiple Fized NRTC  01-Jan-2017 ;ﬁ.‘?ll\:li'nm MEDIA SERVICES ) r-cUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;i w

Y  TOO3 TO03  Ravi Two Fixed RTC 01-Tan-2017 {:E.'?Il\:'i'nm MEDIA SERVICES ) -cQUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;s ow

Y TO0Z TO02  Ravi Two Fixed RunAuto BT 01-Jan-2017 E‘f; INDIANEXFRESSPVT 4 0coUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR ;i w

Y TO0l  TO01  Ravi Fized Runduto_TwoD  01-Jan-2016 GLOBAL FAIRS & MEDIALTD ACCOUNTS & FINANCE NONE ADVERTISEMENT PAGINATOR s w

Y  F006 F006  RaviLunch Duduction 04-Jan 2017 NONE ACCOUNTS & FINANCE  NONE ADVERTISEMENT PAGINATOR s w

Active FayCode Card No Emploves Name ?;i:i:;r Company Department Location Designation Edit Delete

- mcoioepos DmE

Copyright © Star Link Conmemication(PjLtd. All rights reserved
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Add New Employee: Click on "Add New Employee" to add a new employee in the company.

Welcoma Admin

A
.7 STAR LINK

ovar maeds.., Dur Bokatisns |

Master v Transsction ~ Dafa Process = Leave Munagement = Admin ~ Reports =
Add New Employee

[ ofrice detait | Personat detatt | Time office poticy ] stirt/wo poticy | exraceran [T

Office Detail
Present Card Mo: | n PayCode: - Create Employee login
Active: TRUE T
Name: B Date OF Joining: = i Guardian Name:
Company CO0-HOME ¥ Department 101-ACCOUNTS & FINANCE ¥ Category AFT-APPOINTMENT v
Section: DO0-HONE Y Location/Branch: LO0 -HOKHE Y Grade: GOO-NONE ¥
Designation: 201-ADVERTISEMENT PAGINATOR ¥ Bank: EO1-Bank 01 v
PF Mao: ESI No: Adhar Mo:
PAN Mo: Dispensary:

Prato: [ Choose File | to file chosen Signsture | Cheoss File | 1o file chosen

s

There are five type of information which is used to complete the whole information regarding employee
master.

2.8.1. Office Details

2.8.2. Personal Details

2.8.3. Time Office Policy

2.8.4. Shift/WO Policy

2.8.5. Extra Details

2.8.1 Office Detail: There are information’s about official details of an employee like active,
card No, Name of employee, guardian name, pay code, company, department, category, section,
grade, photograph, and signature, PF No, ESI No. and Dispensary.

1 You can decide that employee is on roll or not.

2 Pay code and card no should be unique.

3 You can add name of employee, guardian name, etc.

4 You can assign the respective company, department and category, etc to each employee,
which he/she belongs to. You can even include the scanned photographs of employee and
employee signature.

5 You can add PF No. of employee.

6 You can add ESI No. of employee.

7 You can add date of joining of employee.

STAR LINK COMMUNICATION PVT. LTD. 3




Welcoma Admin

A :
| 7 STAR LINK

ovar maeds.., Dur Bokatisns |

Add New Emplovee

[ Office Detail T Personal detail T Time Office policy T Shift/WO Policy T Extra detail _

Office Detail
Present Card Mo: | ‘ PayCode: “ Create Employee login
Active: TRUE T
Name: B Date OF Joining: =] [ Guardian Name:
Company: CO0-HOME g Department: 101-ACCOUNTS & FINANCE v Category APT-APPOINTMENT v
Section: DO0-HONE ¥ Location/Branch: LO0 -HONE A Grade: GOO-NONE v
Designation: 201-ADVERTISEMENT PAGINATOR ¥ Bank: EO1-Bank 01 v
PF No: ESl Nao: Adhar Ma:
PAN Mo: Cizpensary:
Prato: Choase File | Ho file chosen Signasture: | Choose File | Ho file chosen
=

There are only three parameters compulsory for any entry of new employee i.e. ID card no., name and
pay code.

2.8.2. Personal Detail: There are much information regarding personal detail of a employee
like date of joining, date of birth, married status, blood group, qualification, experience,
permanent address & phone no, temporary address & phone no, designation, sex, email id , bus
route and vehicle No.

1. You can add date of birth of employee.
2. You can add married status of employee.
3. You can add blood group and sex of employee.
4. You can add qualification and experience of employee.
5. You can add permanent address and temporary address with contact no of employee.
6. You can add bus route and vehicle no. of employee.
STAR LINK COMMUNICATION PVT. LTD. 3




k. ;
.7 STAR LINK

‘orar ek, D Bokabierss |

Welcome Admin

Add New Employvee

Personal detail

Date of Birth: =]

Married: YES ¥ Sex: Mala v Blood Group: HiA W
Quaiification: Experience: Designation:

Bank A/C No: Email 1d:

Bus Routs: wehicle:

Permanent Address

Address: i Pin Code: PhoneiMob. No:

Temporary Address

Address: x Fin Code: PhonefMob. Na:

Date of joining is the compulsory parameter in personal details.

2.8.3. Time office policy: There are information regarding time office policy of a particular
employee like permissible late arrival, permissible early departure, maximum working hours in a day,
round the clock work, Time loss, half day marking, short leave marking, present marking duration,
maximum working hours for half day, maximum absent for short leave, punches, over time and over
stay.
1. Permissible late arrival :You can allow any of your employee as per your wish list to
come at any time, whose late arrival will not be marked.

2. Permissible early departure: You can also allow the time to any of your employee as
per your wish list to depart any time, whose early departure will not be marked.

3. Maximum working hours in a day : If there is a shift timing your company and
employee wants to continue next shift then you can set the time as 24:00. After 24 hours,
employee has to punch again.

4. Round the clock work : If a employee wants to continue next shift, in that case you have
to select this option.

5. Consider Time loss: If you want to activate feature like time loss, half day and short
leave, just click out these option in the window.

6. Present marking duration: If working hour is less than present duration, then
employee's status will be absent. If working hour is equal to & greater then system check
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his half day/short day.

7. Maximum working hour for half day: If employee working hours is between
present working hour and max working hour for half day then the status will be half day
present. If working hour is greater, then he is full day present.

8. Maximum absent hours for short day: For this field, please give the same
value as of Maxm Working hours. If employee working is less than working
hrs,Status will be SRT.

A : £ s
1;,\\7 ST"'R LINK | \ B

e needs.... Dur Bobhiers 1

Master ~ Tramsscfion > DataFrocess ~ Leave Munazement ~ Admin ~ Beports~

Add New Employee

Time Office policy

Parmissibia Late Arrival: 00:10 (Tirne in Hours) Parmissible Early Departure: 00:10 |[Time in Hours) Max Working Hours in day: 24:00 Y{Time in Hours}

Punch required In day: Two v Single punch only: Fixed Out Time ¥ Round The Clock Working:
Consider Time Loss: v Half Day marking: ) Short Leave Marking: o

Present Marking Duration: 04:00 |(Time in Hours) Max \Work for Half Day : 06:30 |[Time in Hours) Max Absent hours for SRT : 08:00 {Time in Heurs)

Overtime/OverStay: ™| Over Time ¥ Rate |z Cof Applicable: ¥ ¢
v

Capyright © Star Link Commmmication/P)Ltd. ATl rights reserved

9. Punches required in a day:
No punch: This punch is used for senior employees whose attendance is not
required.

Single punch: This punch is used for single punch to mark present. Out Punch will
be taken automatically from the machine as shift out time whether out punch is
existing or not.

Two punch: This option is for 2 punches like IN punch and out punch.

Four punches: This option is for 4 punches —IN, OUT, Lunch IN & Lunch OUT.

Multiple punch: This option is work for max 20 punches.

10. Overtime and overstay: When an employee works after his working hour,
that work will be counted in overtime but if company don’t want to give over time
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then this extra duration of work will be shown as overstay.

11. Is C-Off Applicable :- You will have to check this option for those employees
for whose you have to give C-OFF.

2.8.4. Shift/WO Policy: There are many information regarding shift/WO policy of a
particular employee like shift type, shift, run auto shift, weekly off details and second weekly
off.

A S M CUS
<7 STAR LINK O

Yorar niteds. .. Dur Beksfiere |

Welcome Admin

Muster +  Tramusction = Dats Proces = Lesve Management + Admin « Eeports «

Add New Employee

Shift/WO Policy
Shift Policy

Shift Type: Fixed v Select Shift: GEN (0%:20-18:00 ) v
Run Auto Shift
Weekly Off Policy
First Wid: Sunday v Second WiD: Mome v Second WO Type: Full v

Second WO Day: 1 2 3 4 5 Half day Shift: Select T

. Copyuizht © St Lixk Cormmmction(0)] 1 A1l Dkt remerved

There are three type of shifts ---Fixed, Rotational and Ignore

1. Fixed shift: If an employee comes in a single shift, it means his shift will be fixed.

2. Rotational shift: In the rotational shift, employee’s shift will change after duration of
time. Even you can set a number of days after which shift will change. Shift days will
specify the number of days that are remaining in the first allocated shift. If you are not
interested in entering each employee's shift details, the system can be used for
automatically changing the shifts. For this purpose all the possible shifts in which an
employee can come should be entered in the authorized shift field.

3. Ignore Shift: It means Employee have no any Shift allotment. He will come in any time.

2.8.5 Extra Details: In the extra details you can add Father’s name, Emergency contact no,
Anniversary date, Insurance No., Employee’s location, Nominee’s Name, Nominee’s relation
and email address.
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A . o CUSTOMER. HELP LINE" TOLL FREE NO (all Indis) CHANGE
w; *7 ST’\R LINK 1800-11-8058 (24X 7) Welcome Admin PASSWORD

Yoar nwed... Dur Bubsticrs |

LOGOUT

Add New Employee

Extra detail
DOE of Nominee; | =) Name of Mominee: | Relation with
Nominze:
Fathar Nama: | Emergency contact | Emergency contact
Person: Moo
Insurance MNo: | Employee Location: Anniversary Date: E
=

Copyright € Star Link Commmnication(PjLud. Al rights reserved

2.9 Machine Setting

By this option you can use this machine for attendance or for lunch. If the machine for attendance is
hanging, check on the option attendance followed by entering machine ID number and location name. If
the machine for Canteen is hang, check on option canteen and enter machine 1D number and location
name and also select tea, lunch, dinner etc. When you open the Machine setting, you will see a Machine
Master window in which you see the following button like append, modify, delete, previous, find, next

and close.

CUSTOMER, HELP LINE" TOLL FREE NO {all Indis) CHANGE
1500-11-9038 (241 7) Welcome Admin PASSWORD

A .
. STAR LINK

orar k..., Do Biokstiorss |

Id Ip Delate
s Tastl 102.162.0.50 Amendanca 1085 0 ' [
¥ Tast 102.162.0.50 Attendance 1085 I e ]
Id Name Ip Trpe Port INOUT Edit Delete

Capyright € Star Link Communication(FiLtd Al dghts resenved

By clicking on add new Machine you can add a new Machine Master.
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CUSTOMER HELP LINE" TOLL FREE NO (all Indis) CHANGE

A
‘;;{7 ST,\R LmK‘ G 1300-11-3038 241 7) ST PASEWORD

Yoar needa.... Our Boktisns |

LOGOUT

Add Machine Master
Machine Id: 2
Machine Name: | Testz
Machine Ip: | 182.162.0.50
Machine Port .‘ID&S .
Machine Type: .N!endance v INOUT Qut v

Copyright & Star Link Commmmication(F)Lid. AT rights resened

When you add Machine Master you should give Machine ID, Machine Name and Machine IP because
these are mandatory field.

A :
.7 STAR LINK

Yirar reaih... Our Bokatiées |

CHANGE

CUSTOMER. HELP LTNE" TOLL FREENO {20 Indiz)
PASSWORD

1800-11-8038 (24 x 7) Welcome Admin

LOG CUT

I v Trammction ~ Dats Process » Lesve Mansgement « Admin « Reporis «

Add Machine Master

Machine Id: [a |

Machine Name: 'R.equn:ed

Machine Ip: _. .| Requirad

Kachine Port [10es |

Mzchine Type: | Attendance "| 1M ouT [ v

4, Please provide Maching name

[=]

Copynght © Star Link Commumication(PiLd. ATl rights resered

After filling all the parameter click on update button.
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A . CUSTOMER HELP LTNE® TOLL FREE MO (all Endis)
‘;,,*7 ST’\R LINK 1800-11-8088 (24 £ 7)

Welcoms Admin
uisr nneds... D Bobefiers |

Tramsacfion = Data Process = Lenve Msnsrement =  Admil

Add Machine Master

Mschinie id: fa |

Machine Name: |;ﬁ

Mschine Ip: [1s21020m0 |

Machirie Port E|

Machine Type: |maﬁ| INQUT | Ir:—7|

oo

@ Machine Add SucessFully. Go To Manage Machine .
Or You Want to Add Machine

Copyright © Star Link Commurication(PjLtd. All rights resenved

You can also delete any Machine Master.

A . 0 CUSTOMER HELP LINE" TOLL FREE NO {all Indis) CHANGE
i STAR LINK 1500-11-8088 (241 7) = el DASSWORD.
F~
Wie ntidd,... Dur Bokafiers |

Manage Machine Add New Machine
Id < Name Ip < Trpe = Port * INOUT Delete
F Tastl 182.162.0.50 Atrendance 1085 o] - [}
i Tast 102.162.0.50 Attendance 1085 I s L]
Id Name Ip Trpe Port INOUT

Capyright € Star Link Communication(FiLtd Al dghts resenved

You can also edit any Machine Master except Machine ID because it is an unique field.

STAR LINK COMMUNICATION PVT. LTD. 4




CUSTOMER HELP LINE" TOLL FREE NO (all India)

‘ﬁf ST'\R L["K' 1500-11-8088 (24 < 7) Welcome Admin

s pesils.... Due Bohtiens |

Mfaster + Tramection = Dats Progen = Lesve Msnszemenst ~  Admin +~ Reports

Update Machine Master
Machine d: 2
Machine Name: | TestZ
Machine Ip: |m|
Machine Port | _158_5_ |
Machiris Fypes | Attendance ¥ | N OUT | out v|

@ Machine Detail has been updated.
Go To Manage Machine .

3

Capyrizht € Star Link Cormmmicstion{P)Le. All fizhrs reserved
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3 Transaction
Transaction is used for enter some data directly like manual attendance, overstay or overtime, shift change , punch
entry for over time & canteen and holiday entry. Whenever you will change anything in shift, over time , etc, you
have to use back date entry for generate the reports.

3.1 Manual Punch

When an employee forgets his card, in that case you can mark his attendance present through this option
in time office software. But when you will generate report, Manual record will be shown before that
entry of attendance.

There are two options in this punch entry for attendance window. One is punch post and second is Back
Data Process.

K 5 @ CUSTOMEE. HELP LIMNE" TOLL FREE NO {afl India)
‘;;‘7 STAR LINK e Welcoms Admin
Yoar nuedh... Dus Bokabiees |
Employee Manual Punch
-
Paycode Code: | ﬁ Process from: DOMMY Y Get Employes Dais: Get Data
Card Mo: Mame: Company:
Punch Date: DDMAM Y Punch Time: 0a:00
Reason: Punch Post: m Back Data Process

Copynight © Star Link Commmumication(P)Lid. ATl right= reserved

When you give Pay code and click on get data the other information will auto shown or you can also use
tab button to get other information.
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A ) 0 CUSTOMER. HELP LINE" TOLL FREE NO (a1l Indis)
‘;\f STAR LINK LR K3 Welcome Admin

Yorar ..., Our Boktisns |

Employee Manual Punch
-
Paycode Code: &\ Process from: 002017 Get Employee Data: Get Data
0oooot
Card MNo: 00000001 MNarmea: RAJ HAMAL JHA (RTC) Company: THE INDIAM EXPRESS PVT LTD
Punch Date: DO Y Y Punch Time: 0000

Reszon: Punch Post: Punch Pest | Back Data Process

Punch Detail

|

Day In Oui Is Manual From Machine

N

4 01-Now-2017 0044 ¥ N L]

A GEN 3 e 2o - -

A GEN 510 03-Novw-2017 17:42 N N o

A GEN 30 042ov-2017 000 ¥ N ©

ECS TR 05-¥ow-2017  15:09 N N o

SN fov-2017 014 ¥ N T

WO OFF 06-Novw-2017 -

Wo OFF 06-Mow-2017 11:53 N N [ ]

A GEN 510 07-Now-2017 00:34 I 3 N o
10-Jan-2017 A GEN 510 B : ) i i
11-Fan-2017 A GEN 510 07-Now-2017 12:05 N N [}
1272017 A4 GEN 510 08Nov-2017 1316 N N T
T TS (N Sl 08Wow-2017 2315 N % ]
1471207 WO OFF — - -
15Jam2017 WO OFF 00-Nov-2017 1304 N N ®
16-l;2017 A GEN 310 10Now-2017  00#l ¥ N ©
D A T P 10Mew-2017 1200 N N L]
1872017 A GEN 3l A =
When you click on Punch Post button the punch information will be shown as given below:

A ) CUSTOMER HELP LINE" TOLL FREE NO (all Indi) CHANGE

‘;‘7 STAR LINK 1300-11-8038 (24 x 7) QCETWE BASSTORD

Yioar netrds. Tur Bokstisre |

Employee Manual Punch
-
Paycode Code: &\ Process from: 011172017 Get Employes Data: Get Data
0Doo01
Card No: 00000001 Name: RAJ KAMAL JHA (RTC) Company: THE INDIAN EXPRESS PVT LTD
Punch Date: DD Y Punch Time: D0:00
Reaszon: Punch Post: Punch Post | Back Dats Process
Punch Detail
01-Nov-2017 00:44 X N [}
3 Nov-2017 742 g
428 03-Nov-2017 17:42 04-Nov-2017 00:50 D3Hav-201 1 N M -
04-Nov-2017 00:30 X N L]
605 06-Nov-2017 01:14 605 05 Nov-2017 1508 ¥ e T
781 07-Nov-2017 00:54 27 _ _
06-Nov-2017 01:14 X N L]
16 iee 08-Nov-2017 23:15 BQ 06-Nov-2017 11:53 N N L]
697 10-Kov-2017 00:41 187 07Nov2017 0054 = T ¥
5 07-Now-2017 12:05 N N [}
i 08-Nov-2017 13:16 N N [}
i 08Nov-2017 2315 N N T
A 00-Nov-2017 13:04 N N L]
A 10-Now-2017 00:41 X N L]
5 T-Now-. T 3 T-Now-. T B
P 560 17-Now-2017 12:00 17-Now-2017 21:20 50 103ow-2017 1200 = = ®
18-Nov-201T WO OFF - : -
A 3 4 3

Punch Post:- Clicking on Punch posting allows to make a punch of any employee for the attendance
who forgot the card. For punch entry enter the unique pay code of employee and press tab button of
keyboard then card no. and employee name and department will automatically show in their respective
text boxes. Then enter date for process from, then all processed and unprocessed punches will show in
the respective grid. Enter date for which date you want the punching entry and enter his coming time of
office on that day. After all data will filled then press button "Punch posting” then the punch of the
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employee will save in the system. When you see the attendance report of that employee present will
show manual.

3.2 Manual Punch by Range: Through this option Entry of Manual Punch can be
done for a date range and for more than one employees.

CUSTOMER HELP LINE" TOLL FREE NO (all Indis) CHANGE
1800-11-8088 (24 1 7) CH

A .
.7 STAR LINK

‘ar naihs.... Dur Bekafiors |

Manual Punch By range

{Punch Posting from thiz form always [=hJanual=}}

Punch From Date: B 31122017 Punch To Date: B 32207
Punch Time: an-00 || 00 {provide number if you want to random Punch)

Machine Id: 000 (Last Three digit for Machine 1P}

Setect Employee : &
Resson: Punch Post

Copyright © Star Link Commumication(P)Ltd. All right= resenved

3.3Shift change window

You can directly change shift for a particular day through this window. After filling all the parameter
click on Shift Change.

CUSTOMER HELP LINE" TOLL FREE NO {all India)

"*'7 i 0 1800-11-8058 (24T 7) o Ea
7 STAR LINK o = siSswoRD

oar ek, Do Bukatiers |

Welcome Admin

Shift Change Window
- . .
Paycode Code: &j'l Card No: 0000001 Shift Detail
DOocoo1
Eelect  Date Shift  + Shift Attend + Status =
“Year/Manth: 27 Y|(dam ¥ Gei Employes Data: v 31-Tam-2017 GEN GEN A
z . 3 o 30-Fam-2017 GEN GEN A
Name: RAJ KAMAL JHA Company: THE INDIAN EXPRESS PUT LTD- Skt
o 28-Tan-2017 OFF OFF WO
Departmant: THE INDIAN EXPRESS Location: NOIDA -B1 o 28.Tan 2017 OFF OFF wo
Designation: CHIEF EDITOR - [E v 27-Tan-2017 GEN GEN A
i Select Date Shift Shift Attend Status
Shift Change Date: | py Attend Shift Select v - Tt ] S I 5 I 5 ] 3 I P ] él 6] 7I ik i o I
Change Shift: Shift Change

Copynght 8 Star Link Commumication{PiEtd. All rights resenved
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3.4Shift Multi Transaction (By Range)

A . e CUSTOMER HELP LINE" TOLL FREE MO (all India) CHANGE
‘;*7 STKR LI"K 1300-11-3038 (24 £ 7) Welcame A dmin PASSWORD
ot e, Due Bebstiers |

LOGOUT

Shift Multi Trasaction

Operation @ Shift Change © Shift Replace @ Shift Capy
From Date: B 21-Dec-2017 Ta Date: 4 31-Dec-2017
Attend Shift Setect

¥ | (onky in Case of Shiff Changze)

Selact Employes © 9 Get Shift Schedule

Copyright £ Star Link Commmumication(FiLtd. AN rights resened

There are three option in this which are Shift Change, Shift Replace, Shift Copy.

Shift Change: From this we can change shift of Multiple Employees.

A - o CUSTOMER, HELP LINE" TOLL FREE NO {all Indis) CHANGE
‘;\{7 STKR LINK 1300-11-8053 (24 £ 7) S gl
fose .. Our Deiiss |
(haster » Tramssction + Dats Process v Lesve Misnagemest « Admin =~ Reports
Shift Multi Trasaction
Operation

® shift Change ) Shift Replace U Shift Copy

From Date: | & 01-Mow-2017 To Date: 5 21-Dec-2017:

Atizna St | SAZ (13:00-2130 ¥ | (only in Case of Shiff Chamze)

Select Employee © 0 Get Shift Schedule

@ Operation Done successfully

[>]

Copynzit © Star Link Conmumcation(PjLid. All ngins reserved

Shift Replace: From this we can replace Shift of Multiple Employees.
Shift Copy: From this we can copy the shift of Multiple Employees.
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3.5Holiday Entry

You can add all holidays from this option.
77 STR LINK T —

orar ntedds.... e Bokatiorss |
LOGOUT

Holiday Add New Holiday

Date < Description = Dele
26-Tan-2017 Republic Dav ]
Description Delete

s~ [ =[]

)

Copyright € Star Link Commmumication(P)Ltd. Al rights resenved
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4. Data process

4.1. Duty Roster Creation
The Duty Roster is used to create for one year. Selecting option “All” will create Attendance
Register for each & every employee of the organization.

A . 0 CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
‘;“7 STA'R LINK 1800-11-8088 24 £ 7) Wercome Admin TEUTETAD)
Yerar needa.... D Bekabiers |

Masier » Tramssction = Dafa Process = Leave Management ~ Admin ~ Reporis =

Data process
Process Name: Roster

From date: 5 01-dan2M7 To Date: [ 21-Dec-2017
Selact Employee : O

Take Shift Rotstion From Last Yasr: [

Process

Copyright € Star Link Commmicstion(P)Ltd. ATl rights reserved oe °@

For creating Attendance Register of a particular employee, you have to click on select Employee
button and then click on Send Request for Process.
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4.2. Duty Roster Updation

If the shift policies of all employees or selective employees have changed and if you want these changes
should be affective for the remaining year, you must use this option. Firstly make all changes in the
masters of a particular date and then use this option.
‘;:7 sT)\R LIHK‘ e CUSTOMEF. HELP LINE" TOLL FREE NO {all India)

CHANGE
1800-11-3038 (242 7)
orar redh.... O Bokatiorss |

Welcome Admin PASSWORD

Data process

Process Mame: ROSTERUPDATE
From date: (4 21-Dec-2017 To Date: 5 21-Dec-2017

Sealact Employes Q

Take Shift Rotstion From Last Year:

Process

Capyright € Star Link Communication(FiLtd Al dghts resenved

For a particular employee, you have to select “Employee” button and enter a pay code of that employee
and then click on Send Request for Process.

4.3. Back Date Processing

If you manually mark in attendance, overtime, shift change window then you have to run this process.

o CUSTOMER HELP LINE" TOLL FREE MO {all India) CHANGE:
1300-11-8088 (241 7) Welcome Admin PASSWORD

A "
7 STARLINK

o ..., D Bubrhiens 1

Master = Transaction - Daia Process = Leave Management ~ Admin = Reporty =

Data process

Process Mame: BackDay

From date: (4 21-Dec-2017 To Date: [ 21-Dec-2017

Select Employee : &

Copyright € Star Link Commumicstion(P)ltd Al rights resened oe 00
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4.4. Re-processing

If Time office software is running and you want to generate report after capturing punching data , you
have to run re-processing and punching data will be automatically fetched and arranged in sequence.

A s 0 CUSTOMER. HELP LINE" TOLL FREE NO (all India)
1;’\{7 STﬁ\R LINK 1900-11-8088 (24 1 7)

CHANGE
Welcoma Admin PASSWORD
Yorar nteds.... Dur Boksfiens |

Data process

Process Mame: ReProcess
From date: 5 01-Mow-2017 To Date: (5 21-Dec-2017
Select Employee : 0
Copyright € Star Link Conmmmicstion(F)Ltd ATl rights reserved oe o@
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4.5. Verification

Before taking any general report you have to run this operation for marking absent on week day off /
Holiday if the employee is absent before or after the week day off / Holiday. This will effect only if you
fix the No. of week off — 3 and for auto absent allowed, choose Yes and mark AWA (Absent Weekly
off Absent) as AAA.

o CUSTOMEF. HELP LINE" TOLL FREE NO (all India) CHANGE.
1300-11-8035 (24  T) Welcome Admin DASSWORD

A :
.7 STAR LINK

Yorar et T Bkafiere |

Data process

Process Mame: ReProcess
From date: 5 01-Mow-2017 To Date: (5 21-Dec-2017
Select Employee : 0

Copyright € Star Link Commmmicstion(F)Ltd ATl rights reserved oe o@

5. Leave Management
5.1 Leave Application:-Through this option, leave can be posted and deleted.
5.1.1 Leave Posting:- Go to Leave management - Leave Application—->Click on Posting
Option.

CUSTOMER HELP LINE" TOLL FREE MO {all India)
1300-11-8088 (24 x 7)

A :
7.7 STAR LINK

‘orar ek, D Bokabierss |

Welcome Admin

5 31-Dec-2017

Copyright € Star Link Commmication(P)Ltd AT rights reserved oe o@
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After Clicking on Posting option. Leave application window will be displayed.

o CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
1500-11-9088 (24 x 7) Wl Admin PASSWORD

A .
. STAR LINK

Voar e, Dur Bubatisre |

Leave Application
Employee detail Leave Balance Detail
o ,.. Leave Code = Accural + Consume + Balance -
Paycode Code: = “- Cand Mo: FDOS Get Data: oL 13 5 10
oL 16 5 1T
Mame: Ravi_Multiple_Fixed NRTC Company: MNONE S o 1] 0
- — ML [ [ 0
Departmant: ACCOUNTS & FINANCE Location: MONE PIL 0 0 0
COF 0 o L
Designation: ADVERTISEMENT PAGINATOR Leave Year: 217 LOP 17 5 12
oD 20 5 15
From Date: [ 13122017 To Date: 5 121202017 Leave Code Accural Consnme Balance
Apoly Leave LO1-CASUAL LEAVE(CL) v Duration: FullDay ¥
Reason Reson should be within =
128 characters Y.

A

Copyright & Star Link Comnmmication(FjLid Al rights reserved

* Enter Employee Paycode and Press the “Tab” button. All Leave Balance details and
employee records will be display.

e Fill the all required data and Click on Apply Leave Button.

A . CUSTOMER HELP LINE” TOLL FREE NO {all India)
‘;‘7 STA,R LINK 1900-11-.8088 24x7) o i
Yoor needs.... Dur Bubabiens |

Afaster + Tramsacfion * Dsts Process » Lesve Mansgement = Admin = Reports «

Leave Application

Employee detail Leave Balance Detail
. ! o - . Leave Code = Accural
Paycode Code: : “ﬁ Card No: {r_nmn]-f Get Data: Get Data CL 50
= PL 0
Name: RAJ KAMAL JHA Company: THE INDIAN EXPRESS PVT LTD SL 0
- = i ML 0
i T o i Leave Posed successfully! for 1 days COF 0
Designation: @EE{!M{AE Leave Year. LOP 50
) ) oD 50
From Date: [ 1341202017 To Date: Leave Code Accural
Apply Leave LO8-Cut Duty(OD) x| Duration: Full Dz
Reason Testing | ok |
24

Apply Leave
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5.1.2. Leave Deletion> Go to Leave Management = Leave Application=>Click
on Deletion option.

A . CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
- ] 23 - "
R STAR LINK 1800119088 (24 x 7) weicome A IR
Yor needs.... Our Bubstians |

LOG OUT

shift [SE1(17:00-01:30 ) ¥ | o

Present Weekly Off Holiday
Late Arrival Early Arrival On Time Arrival
0 0 0
Early Departure Late Departure On Time Departure
0 0 0
New Joinee(7 Days) Left(7 Days})
0 0

Copyright © Star Link Communication(B)Lt4. Al rights reerved

After Clicking Deletion option. Leave Delete Page will be Displayed as:.

A . . .
< '7 ’\ CUSTOMER HELP LINE" TOLL FREE MO {all Indis) CHANGE
N ST R Ll"K o 1900-11-8088 (24 x T) Welcome Admin PASSWORD
nash.. '
i nbe... D Bakabers |

Leave Delete

-
Paycode Code: 6) Card No: FODE Get Data: Delete Data: Delete All Selected
FOO8

From Date: 5 D207 To Date: B 26122017

Mame: Ravi Lunch Duduction Company: MNONE

Department: ACCOUNTS & FIMANCE Location: MNONE Designation: ADVERTISEMENT PAGINATOR
Leave Date % Leave Code . Leave Amount % HalfFull Day % Resion % Approve Date % Approved By * 1 gelect AN % Delete S
07-Dec-2017 oD [ First Half 24-Dec-2017 Admin =] Delate
08-Dec-2017 oD [ Second Half 24-Dec-2017 Admin =] Delate
05-Dec-2017 Lorp [ First Half 24-Dec-2017 Admin =] Delate
06-Dec-2017 LopP [ Second Half 24-Dec-2017 Admin =] Delate
01-Dec-2017 CL 03 First Half 24-Dec-2017 Admin =] Delate
02-Dec-2017 CL 05 Second Half 24-Dec-2017 Admin (5] Delate
Leave Date Leave Code Leave Amount HalfFull Day Resion Approve Date Approved By Select All Delete

Copyright € Star Link Commumication(P)Ltd Al rights reserved

e Enter the Employee Paycode and Press “Tab” button. Then employee all details
will be display.
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e Fill “From date” and “To Date” and Click on “Get Data” button. Then all Apply
Leave will be display.
e Click on Delete link text. Particular leave will be deleted.

5.2 Leave Setup:-

5.2.1. Leave Master

You can create all possible leaves by using this option. You can create maximum twenty types of leave
in the leave master. For creating a new leave, click on add New leave Master. For modifying in existing
leave, click on “Edit” Button and use delete to delete existing leave, previous to switch to previous data
and find to search a leave in many leave , next to switch to next leave and Last for going to last page of
the Leave Master.

Welcome Admin

A _
T{ STAR LINK

w Leave Master

Show| 10 ¥ emires ‘Bearch:

Leave Field . = Leave Cod L. Tvp £ Is Accrual Edit Delet

L03 L Leav bot L]

LOS PTL ITY LE! L 5. | ]

Loz L DEEVILAGE LEAVE Leave N 1]

Los oD Ot Duty B N (]

Lo4 ML MATERNITY LEAVE L N L]

Leave Field Leave Code Deescription L Tryp Is Accrual Edit Drelety

| Shﬁmﬁ;‘lnﬁSd!énh:is - . - Fi em.'.-: BT Laxsi

In leave master, there are following field which you have to fill them:
e Leave Field: Leave field will automatically generate from the software & compulsory
parameter.i.e.L01, L02, etc.
e Leave Code: Leave code is unique & compulsory parameter.
e Leave Description: This is also compulsory parameter.

® \Weekly Off include (Yes/No): If weekly off is coming between leaves, then it will be considered
only when you click on “weekly off include”. Otherwise it will not include.
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A CUSTOMER. HELP 1 INE" TOLL FREE NO (all India)
j\f ST*.R LINK o 1800118058 lrl ;-r, ) St

Welcome Admin
igr needs.... Du- Bebaticon |

" Tramssction ~ Dats Process + Lesve Manszement + Admin ~ Reporis «

Add Leave Master

Leave Fig- LDg Leave Coda:
Leave Docpription: Sanction Limit:  Mén 0p.00 Max 00.00
l= Wk s niuge: Is Holiday Include: s Negative Allow:
Is Azcu Tal
Leave T‘ype: Leave -
o J o

Copyright € Star Link Commmmication(F)Lid. All rights reserved

e Holiday Include (Yes/No): If holiday is coming between leaves then it will be considered when
you click on “holiday include” else holiday will not be counted.

e Is accrual (Yes/No): This option is used to carry forward the balance leaves for next year or to
lapse the remaining leaves in the current year. When you click on this option, sanction limit (min
& max) window will open in the same window of leave master from where you enter min limit
by 3 and max limit by 20, in that case you can’t take less than 3 leave and more than 20 leaves at

a time.
A . CUSTOMER HELP LINE" TOLL FREE MO {all Indis) CHANGE
7 STAR LINK Q ooy -
Toiar b, .. U Holihens |

Muster » Tramssction » Dats Process = Leave Munazement + Admin ~ BEeports =

Add Leave Master

Leave Fiald: Log Leave Code:

Leave Description: Sanction Limit: Min 00.00 Max 00.00

I= Weekly Off Includa: Is Holiday Include: Is Megative Allow:

Is Accural: o

Present: = Absent: Holiday: Leave:

Weekly OF & Days: | O0.00 Leave: | 00.00 Mz Accural Limit: 00.00

Lasve Typa: Leave v

Copyright € Star Link Commmication(P)Ltd. A1 rights reserved oe °@

e Leave Type: You can specify either Leave or Present or absent by using this option. CL or SL or

EL will be counted as a Leave. And in case of Absenteeism, it will be considered as a Leave
without pay.

o |f you want to Compensatory type leave. Go to leave master page , click on Edit link text . Leave
details will be displayed.
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Leave Edit: To modify a leave or its type click in highlighted button.

A - .

! - USTOMER. HELP LINE" TOLL FREE NO (Il Indis) CHANGE

1 ‘7 STAR LINK 0 1800-11-8088 (24 1 T) e BASSWORD
Vot naeds,... U Bokihans |

LOG OUT

Manage Leave Master Add New Leave Master

)

Leave Field + Leave Code Description % Leave Type % Is Accrual % Edit Delete

Lo3 SE SICE LEAVE Leave " # '}
Los PTL DATERNITY LEAVE Leave N s [
Loz PL PREVILAGE LEAVE Leave N s (]
Loz oD Out Duty Dresant N s ]
L4 ML MATERNITY LEAVE Leave N - ]
Lo? LOP Lozs of Pay Abzant N # (']
Lo cor COMP OFF Dresent ¥ $ s 3
Lol CL CASUAL LEAVE Leave N s [ ]
Leave Field Leave Code ]fle;rriptian Leave Tvpe Is Accrual Edit Delete

Hm:ll’m-im:llll.\'mll_utl

Copyrizht € Star Link Communcation(PiLtd. All nghis reserved

After clicking on Edit button the page appear as:

A — : i
< 7 STAR LINK o CUSTOMER, HELP LENE" TOLL FREE MO {all Indis) CHANGE
4 o “:\*R = ; 1500-11-5038 (243 T) Welcome Admin PASSWORD
LOG OUT

(Mdssier « Tramesction = Dafs Process + Lesve Managpment « Admin ~ Reports «

Update Leave Master

Leave Fieid: Lm, Leave Code: ’cz;:

Leave Description: | COMP OFF | Sanction Limit: Min 0.50 Mad 200 |

Is Weekly OF Include: @ 1= Holiday Include: (7] Is Magstive Allow: =

|5 Accural: o

Fresent: ] Abzent ] Holiday: ] Leave: @
Weekly Off: @ Days: [aoo | Leave: (oo | Max focural Limit |00 |

|s COF Applicable: @ @

Leave Type: Present ; .'.

=38

Copyright © Star Link Conmumication(P)Lid. ATl righis reserved

Note: From the list of leave, only one leave can be made as C-off type.
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5.2.2 Leave Setup:-

Go to leave management —>Leave Setup—> Click on Leave Setup
option.

Add New Leave Setup Master: -Click on "Add New Leave Setup Master"
to add a new Leave policy. Please fill some mandatory fields like Setup
Name, Description; Employee Selection etc.

A . . . . E—
~'> CUSTOMEE. HELP LINE" TOLL FREE NO (all Indis) T
4 STAR LINK o 1300-11-8038 (241 7) Weleome Admi PASSWORD

Yorar neds.... e Bokhene |

LOG OUT

v i v v e v A im - -
Manage Leave Setup Master Add New Leave Setup Master @
% Se + Edi
By .

Setup Id % Name Description
5 WE & APT Leave Emploves P WE & APT Leave category Prass

4 WE & APT Leave Emploves T WE & APT Leave category Joumalist

Semup T
Setup T

WE & APT Leave Employes A WE & APT Leave category Administration Setup s 1]
] TR. Leave Leave of Traines Employees Satup ]
Setup ]

i {Contract Emp Leave Contract Emploves Leave Policy
Setup Id Namy Description Setup

—
Dowlnoad Employee policy Detail EI‘

Copyright © Star Link Conmumication(PiLid. All rights reserved

After Clicking on Add New Setup Leave Master, Create setup page will be
display as

A
-~ INKC CUSTOMER HELP LINE" TOLL FREE NO (all Indis) CHANGE
P.,f ST"\R LINK e 1900119088 4 x7) Welcome Admin PASSWORD
irar pieil..., it Bolshind |

Selact Employes : a
@

Copryright © Star Link Commumication(PiLtd Al rights reserved
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Here:

e Click on Employee Selection icon. And Select employee. Then Click on ADD button.

o After Clicking on Add button, message pop up box will be generated with message ,
Click on “OK” button. Then again one more message box will be generated with
message , click on “OK” button

o After Clicking on message box “OKk” button, Setup created successfully. We can see
Created Setup in Manage Leave Setup master page.

- STAR LINK' Y Select Employee - Google Chrome E=HEEN AR
J,-‘ PASEWORD
e e | @ localhost/IndExp/Pages/TimeOffice/Selection.aspx Q |
I LOG OUT
I Employee I Company ] Department Location Divisions Category
Create SEtl.lp Designation I Grade I Order By
Setup Name Testing Select Employee
Description Financial Yesr | Addall | ©items selected Remaove all
00000 -RAJS KAMAL JHA (¥) P
Select Employee : a ¢ Step 1 000002 -UNNI RAJEN SHANKAR. (¥} o
000004 -vaidehi Thakar (¥} +
m 1000005 -Sundl Jain {¥) +
000008 -GEORGE VARGHESE (Y) +
D00020 -R C MALHOTRA [} +
1000090 -5 C Jain (¥} -
10004 11 -Bharat Bhushan Bansal () +
0004 13 -Neelam Talbwar (1) +
1000424 -Prem Ballabh Joshi (¥} +
1000428 -Renu Dhingra (¥) +
Step 3 000434 -Anil Kumar (¥} +
000444 -Prakash Chand Sharma (¥} + v
Active ¥

Copyright € Star Link Conmmmication(P)Ltd_ Al rights reserved | |

¢ Managing leave setup Master.

A " CUSTOMER HELP LINE" TOLL FREE NO {all Indis) CHANGE
. STAR LINK O e N
“foat e, - okt 1

Manage Leave Setup Master Add New Leave Setup Master

Setup Id = Name Description % Edi Drelete
5 WE & APT Leave Emploves P WE & APT Leave category Press Setup 4 ]
4 WE & APT Leave Employes J WE & APT Leave catezory Joumalist Setup &, o
3 WE & APT Leave Employes A WE & APT Leave catezory Administration # (]
& TR Leave Leave of Trames Emplavess Fy [}

Setup
Setup
Tasting Financial Year m o ]
Description Setup Edit Delete
I-‘im_l Frevions ] 1_1 2 l Next 1Lﬁl ]

Dowlnoad Employee policy Detail E‘

Copyright © Star Link Commumication(P)Ltd. Al rights reserved oe o@
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e Click on Setup link text. Then Leave Setup Master page will be displayed as :

CUSTOMER HELP LINE" TOLL FREE NO (all Indiz) CHANGE
1500-11-8038 (24 x 7) Welcame Admin PASSWORD

A e
Ad

LOGOUT

Leave Setup Master

Select Leave: | Select Leave Code r

Is Financial: Yes b Sancfion Limit:  Min 0.0 Max 0.0

Apgplicable on Weekly Off: @ Applicable on Holiday: @ Is Megative Allow: ]
Is Accural:

Is Carry Forward: Yes v Max Carry Forward Limit: oo

oo e

Copyright & Star Link Commumcation(F)Ltd. A1 righi= reserved

e Choose concern leave from drop-down for which policy has to be created

Leave Setup Master
Select Leave: | Select Leave Code v
CL -CASUAL LEAVE I
|= Financial: PL -PREVILAGE LEAVE imit:  Min 0.0 Max 0.0

SL-SICK LEAVE
ML -MATERNITY LEAVE
PFTL-PATERNITY LEAVE

Applicable on Weekiy O Applicable on Holday: ] Is Megative Allow: 1]

Is A I
i COF-COMP OFF
LCP-Loss of Pay o
|= Carry Forward: OD -Out Duty Max Carry Forward Limnit: oo

Select Leave Code

Copyrizht € Star Link Commumication(PiLtd. All rights reserved

e For instance we have chosen CL type leave:

STAR LINK COMMUNICATION PVT. LTD. 5




A )
.7 STAR LINK

Yo needs... e Bokitens

Welcome Admin

(Master = Transscfion ~ Data Process « Leave Munazement ~ Admin = Reports =

Leave Setup Master

Salact Leave: | CL -CASUAL LEAVE

Applicable on Weekly Off Applicabke on Holiday: s Megative Allow:

Is Camry Forwa rd Mo v Max Carry Forward Limit: oo

Here we are applying leave policy for concern leave:

e Is Financial: -Choose Yes or NO.
Note: In a setup all leaves should be of same type. Eg; you have chosen a leave as
financial then rest leaves of that set up should be financial.

e Sanction Limit: - It indicates the Min and Max amount of leave that can be applied.

o Weekly Off include (Yes/No):- If weekly off is coming between leaves, then it will
be considered only when you click on “weekly off include”. Otherwise it will not
include.

e Holiday Include (Yes/No):- If holiday is coming between leaves then it will be
considered when you click on “holiday include” else holiday will not be counted.

e Is Negative Allow (Yes/No):- If Negative Allow is checked. You will get the
permission to apply Negative Balance Leave.

e Is Accrual (Yes/No):- If “Is Accrual” is checked, then leave can be accured on the

basis of Yearly and monthly and some more sub-sections you will get to click which
is explain below:

STAR LINK COMMUNICATION PVT. LTD. 5




A ’ = ETE———— 2 =
CUSTOMER HELP LENE" TOLL FREE MO {all India) CHAMGHE
": IST{"‘R LI““ o lSﬂE—l]-ﬂ 033 fltd T Aanint i Weicomia Admi mgwgpg_[)
Voo needs.,, U Bobibene |

Masier »  Tramsscfion = Dats Process = Leave Management ~ Admin =~ Reporis =

Leave Setup Master

Szt Leave: [cL-casuaL LERVE v

Is Financial: Yes v Sanction Limit:  Min 0.8 Mazx 4.00

Applicable on Weekly Off: L Applicable on Holiday: -/ Is Meagative Allow:
Is Accural: = ¢

Accrual On Maonth: Mo v |5 Ficed: es v Leave: | 0.0

Is Carry Forward: Ne b Max Carry Forward Limit: 0o

Copyright € Star Link Comommmication(Piltd ATl rights reserved oeo@
o After Checked “Is Accrual” option. There are three more option will be displayed,
Like “Accrual on Month”, “Is Fixed” and “Leave”.

All 4 combinations of above 3 is explained below:

e Casel:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- Yes
e Case2:- Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- Yes
e Case3:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- No

e Cased:- Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- No

Casel:-

A . CUSTOMER HELD 1 INE" TOLL FREE NO (all Indis) CHANGE
‘; ‘T STAR LINK G 1900-11-8088 (24 xT) .

ovar nerha.... e Bukmsre |

Welcoms Admin EASSWORD

Leave Setup Master

Select Leave: | CL-CASUAL LEAVE v

Is Financial: Yes v Sanction Limit: ~ Min 0.50 Max| 400

Applicable on Weekly Off: 1 Applicable on Holiday: - Is Magative Allow:
Is Accural: L]

Accrual On Month: No v Is Fixed: es v Leave: | 500

|s Carry Forward: Yes v Max Carry Forward Limit: 500

Copyright © Star Link Communication(PjLtd. All rights reserved

¢ Click on save button. Leave manage policy has been created successfully.
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CUSTORER HELP LINE" TOLL FEEE NO-{all Indza) CHANGE

A "
‘L,{ ST"\R LINK 1900-11-9038 (24x7) et BASSWORD
“Torar el 1 Bekihere |

LOGOUT

Mdnster = Tramsaction = Data Procesy « Lesve Mansgement = Admis = Beporiy =

Leave Setup Master
Seisct Leave: [cL-casuaL LEAVE v
I= Financial- Yes v| SsnctionLimit M 050 | Mex 400 |
Applicable on Weekly Off: o Applicable-on Holday: 0] s Magative Allow: @
Is Accural: ¥
Accrusi On Month: | No v I Fixed: | Yes v Leave: [500 |
Save Back @ Leave Master has been updated.

Go To Manage Leave Master .

Copyright € Star Link Commemication[P)Ltd ATl rights resened

Case2:-

‘—" = CUSTOMER HELP LINE" TOLL FREE NO (afl India’

\ USTOMER E E" TOLL FREE MO {all India)

‘,‘{ STKR L I"K o 1300-11-8088 ?34 7 Welcome Admin
Yorar nieihs..., U Bokatn | -

[Master » Tramwcfion ~ Data Process ~ Lesve Manazement ~ Admin ~ Feporis »

Leave Setup Master

Seimct Lesve: [PL-PREVILAGE LEAVE B
Iz Financial: [ Yes v Sanction Limit: ~ Min 0.50 Max; ;I.DO |
Applicable on Weekly Off: @ Applicable on Holiday: =] Is Negative Allow: (=]
Is Accural: |}
Accrual On Month: Yes v |5 Fiazed: .Yea v Leave: 18_EID.
|s Carry Forward: [ Yes v Max Carry Forward Limit 10.00
Save Back

Copyright € Star Link Communication(P)Lid. Al rigits reserved

¢ Click on save button. Leave manage setup created successfully.

STAR LINK COMMUNICATION PVT. LTD. 6




e (Case3:-

A

. CUSTOMER HELP LINE" TOLL FREE MO (all India) CHANGE
.7 STAR LINK Q iy o RS
TS e U ok |

Leave Setup Master

Select Leave: [ sL-sick LEAVE v

I= Financial: ez v Sanction Limit: ~ Min 0.5 Max| 4.00

Applicable on Weskly Off: | Applicable on Holiday: | s Megative Allow: L

Iz Accural: L.

Accrual On Month: Mo v |5 Fixed: Mo v Leave: | 1.5

Include Present: bl nclude Absent: Include Holiday: L nclude Leave: L Include Weekly Off: L
Days: | 12.00 Accrusl On Each Accural Days: & |z Accural Day From Previous: Mazx Accural Limit 2200

|s Carry Forward: Yes v Max Carry Forward Limit: 12.00

Copryright © Star Link Conmmmication(P)Ltd. All rights reserved

Note:-

1. If Is Financial: - Yes, Is Fixed: - No then “Is Accrual Day from
Previous” option must be checked.
2. If Is Financial: - No, Is Fixed: - No then “Is Accrual Day from
Previous” option must be unchecked.
(Here Accural on Month is NO)
Cased:-

A ; CUSTOMER HELP LINE" TOLL FREE MO (all Tndiz)
‘J:“{TSTAR LINK e 1900119088 24 2 ) A

CHANGE
Welcome Admin BASSWORD
Vorsr nwerhe. Ty Qebobons |

Leave Setup Master

Select Leave: | PL -PREVILAGE LEAVE v

Is Financial: Ves b Sanction Limit: ~ Min 050 Max 400

Applicable on Weekly Off:. Applicabke on Holiday: (5] Is Megative Allow:

Iz Accural: -4

Accrual On Month: Yes . Is Fixed: Ma r Leave: | 1.00

Inciude Present: 4 Include Absent: Inciude Holiday: Lo Include Leave: L Include Weekly Off: =
Days: | 18.00 Accrusi On Each Accursil Days: ® |s Accural Day From Previous: B Max Accural Limit: 200

Is Camry Forwand: Max Carry Forward Limit: 200

Yes X

Copyright © Star Link Commumication{P)Lid. A1l righis reserved

Note:-

1. If Is Financial: - Yes, Is Fixed: - No then “Is Accrual Day from
Previous” option must be checked.

2. If Is Financial: - No, Is Fixed: - No then “Is Accrual Day from

STAR LINK COMMUNICATION PVT. LTD. 6




Previous” option must be unchecked.
(Here Accural on Month is Yes).

Caseb:- Coff Setup

A . G CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
-; ‘r ST"\R LINK 1300-11-8038 24x 7) Welcome Admin ‘PASSWORD

Yorar e, Do Bekafbern |

Leave Setup Master

Seiect Lesve: [ cor-comp oFF v

Is Financial: Yes v Sanction Limit:  Min 050 Masx 1.00

Applicable on Weekiy Off: | Applicable on Holidsy: | is Megative Allow:
Is Accural:

Is Carry Forward: No A Max Carry Forwsard Limit: o.oa

Copyright © Star Link Commmunication(FiLtd. ATl rights resened

Note:-
1. In Leave Type C-off/LOP/OD *“Is Accrual” checkbox must be
unchecked.

2. In Leave Type LOP (Leave without Payment)/OD (Out Duty) “Is
Negative Allow checkbox must be checked.

STAR LINK COMMUNICATION PVT. LTD. 6




5.3 Leave Accrual:-
1) Go to Leave Management - Leave Accrual - Leave Accrual option.

......................

Weekly Off

Late Arrival Early Arrival On Time Arrival
0 L] 0
Early Departure Late Departure On Time Departure
0 L[] 0
New Joinee{7 Days) Lefit(7 Days)
0 1]

Cognrighe & Star Link CommunicationPiLed. All rights neseryed oooo

o After Clicking Leave Accrual option, Leave Accrual page is display as:

A . CUSTOMER HELP LINE" TOLL FREE NO (all Indis) CHANGE
g STAR LINK e 1800-11-8088 (24 x 7) S A DASSWORD

o etk T Bkl |

Leave Accural

Accural Type: Monthly v
Azcursl | For: | Month ¥ || Year v
Action Source Auto v
Select Employees : @
Download Leave Accural Status

Copyright € Star Link Commumication(PiLtd Al rights reserved

Leave can be accured as :
1) Monthly
i) Yearly

Monthly Leave Accrual(Auto):-
1) Click on “Accrual type” drop down box and Select Monthly.
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i) Click on “Accrual for” Drop down box. And select month and year.
1)  Click on “Action Source” drop down box and Select “Auto” source.
Iv)Click on Select Employee icon and Select employee.

v) Click on “Accrual” button, Message pop up is display with massage
“Leave Accrual Successfully” and Click on Ok button.

vi)Click on “Download Leave Accrual Status” and Report in Excel format
IS generated.

A , CUSTOMER K CHAN
‘;‘.‘7 sT,)\R LINK 0 1500-11-5053 | Y Select Employee - Google Chrome I. = | & g

Yorar e, Due Bulatin 1

{ @® localhost/IndExp/Pages,/TimeOffice/Selection.aspx# Q LOG O
[p—————

-
Employee l Company I Department Location Divisions Category
Leave Accural
Designation ] Grade l Order By

Accursl Type: Monthly ¥ *Setp 1 Select Employes

— -~ = ]
¢St8p¢! 000090 -5 C Jain (¥) 4+ & | T 000001 -RAJ KAMAL JHA (¥) _
Action Source Auto v ﬁtep3 000411 -Bharat Bhushan Bansal (¥) * 1 000002 -UNNI RAJEN SHANKAR () -
000113 -Neelam Talwar (¥) + 1 000004 -vaidehi Thakar (¥} -
Select Employees : Q¢S‘tep4 000424 -Prem EBallabh Joshi (¥} 4 1 000005 -Sunil Jain (¥} -
000428 -Renu Dhingra {Y) e 1 000008 -GEORGE VARGHESE () -
_E ‘ 000434 -Anil Kumar (¥) + 1 000020 -R C MALHOTRA (¥) _
000441 -Prakash Chand Sharma (¥} +
000479 -Sanjay Kumar (Y} +
ﬁ 000481 -Vijay Kashayap (¥} +
000432 -Rajesh sharma (¥} +
Step5 Ste 000207 -Alexander Mathew (¥) e
000246 -Rajender Goel (¥) +
000237 -sunder Lal Sharma (Y} + v
Active ¥ |

Copyright & Star Link Commmmication(F)Ltd All right= reserved
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A " # CUSTOMER HELP LINE" TOL i CHANS
"; ‘7 STAR LINK 1300-11-8083 (241 T) Welcome Admin DASSWOR]

Yo reedhasee T Bolafiein |

Master » Tramssction + Dats Procesy « Lesve Munagement « Admin « Reports «

Leave Accural

Accural Type: Monthly ¥

Accural For: Now ¥ |F2M7 v
Action Source Auto bl

Sslect Employees : Q

&y Leave Accural Complete.
[ ]

Capyright € Star Link Communication(PiLd. AR rights ressrved oe o@

e | eave Accrual Status Report:-

1 Company |"=tFunction\E, GLOBAL FAIRS & MEDIA LTD,IE ONLINE MEDIA SERVICES PVT LTD, THE INDIAN EXPF
2] Run Date & Time :-27/12/2017
3 LeaveAccuralDetail for Nov 2017

4

i Company Departme Catagory { Location C Leave Cod Accured Ly Days On A Year Leave Yea Accural Type
i 1 000001 RAJKAMAL JHA TIE 141 CTR 141 L 05 0.00 017 2017 Month
L 2 :JDDDOI RAI KAMAL JHA TIE '141 CTR 141 PL 15 :J.DD '201? '201? Month
83 000001 RAIKAMALIHA TIE 41 CTR 141 s 033 000 W07 2017 Manth
i 4 1300002 UNNI RAIEN SHANKAR  TIE '1 41 CTR 141 L 05 :J.DD '201? '201? Month
ﬂ 5 1300002 UNNI RAIEN SHANKAR  TIE '1 41 CTR 141 PL 15 :J.DD '201? '201? Month
1_ 6 1300002 UNNI RAIEN SHANKAR  TIE '141 CTR 141 st 033 :J.DD '201? '201? Month
E 7 1300004 Vaidehi Thakar TIE '125 CTR L35 L 05 :J.DD '201? '201? Month
E 8 1300004 Vaidehi Thakar TIE '125 CTR L35 PL 15 :J.DD '201? '201? Month
E El 1300004 Vaidehi Thakar TIE '125 CTR L35 st 033 :J.DD '201? '201? Month
E 10 :JDDDOS Sunil Jain TIE '140 CTR 141 L 05 :J.DD '201? '201? Month
E 11 :JDDDOS Sunil Jain TIE '140 CTR 141 PL 15 :J.DD '201? '201? Manth
E 12 :JDDDOS Sunil Jain TIE '140 CTR 141 st 033 :J.DD '201? '201? Month
E 13 :JDDDOS GEORGE VARGHESE TIE DoO CTR L35 L 05 :J.DD '201? '201? Month
E 14 :JDDDOS GEORGE VARGHESE TIE DoO CTR L35 PL 15 :J.DD '201? '201? Month
E 15 :JDDDOS GEORGE VARGHESE TIE DoO CTR L35 st 033 :J.DD '201? '201? Month
A 16 1300020 R C MALHOTRA TIE '132 CTR 140 L 05 :J.DD '201? '201? Month
E 17 1300020 R C MALHOTRA TIE '132 CTR 140 PL 15 :J.DD '201? '201? Month
E 18 1300020 R C MALHOTRA TIE '132 CTR 140 st 033 :J.DD '201? '201? Month
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e Import of Monthly Leave Accrual :
1) Click on “Accrual type” drop down box and Select Monthly.

i) Click on “Accrual for” Drop down box. And select month and year.
i)  Click on “Action Source” drop down box and Select “Import” source.

Iv)Click on Temp Download Icon. Excel format will be downloaded. And
fill the required data.

Home Insert Page Layout Formulas Drata Review View Add-Ins Team

&

Calibri 11 <A A

g
= ” v 5= T 2 %F i
(|| | = General M *gl #;ﬂ I:jdl S - E- \?a

— % Delete
&= =@~ |[$ - % »|[%3 ;%8| Conditional Format  Cell e Sort & Find &
£ | = o 90 >0 | Formatting ~ as Table = Styles~ || (=) Format || (2~ Filter~ Select~

_{ﬁ .
Paste ¥ (B I U -3 A

Clipboard ™= Font (Fi Alignment P} MNumber P} Styles Cells Editing
D7 - k|
A B c D E F G H I J K L M N 0

1 |PAYCODE LEAVECOL ACC_VALUE

2 [ooooo1  PL 4

3 foooooz  pL

4 oooooa  PL

5 'ooooos  PL

6 (000008 PL

7 [oooo20  pL

8 000001 CL

g foooooz  cL
10 000004 CL
11 000005 CL
12 looooog  cL
13 000020 CL
14

[TERNTC IR TUI U TCRRY U R N S A Y
D
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A . CUSTOME
<7 STAR LINK 0 LTS
}' ‘ war newrh G Bubaliom |
Leave Accural Organize + New folder s 0 @
0 Favorites B fibraries
Accural Type: Monthly ¥ ¢S‘tep1 M Desktop | System Folder E|
Accural For: Mow ¥ || 2017 T % # Downloads
f— tep2 "5l Recent Places ]& Ravi I
Action Source mpoi v Systern Folder
= «2=15tep3
Templet Download | Libraries
', ¢5t8p4 - L | Computer
@ Documents 1 1 Systemn Folder
Select Fie 'w=Step5 & Music .
Pictures
& =
B videos System Folder
Foxit Reader
18 Computer Shortcut
#F ) 10okB
€& Network S Al Gooale Chrome =2 I
EUNEW R eavelcoural (2).adsg - ’A“ Files ']

sfbe  steps > lom B s |

v) Click on “Choose file” button, and Select Import Excel file.

vi)Click on “Accrual’ button.

A . 0 CUSTOMER HELP LINE" TOLL FREE NO (all India)
)2 ‘7 STAR LINK 1800-11-8058 (24 £ 7)

Welcoms Admi
Yorar eedhi., O Bobilinm |

Leave Accural

Accural Type: Monthly ¥
Accural For: Mov ¥ | 2017 v
Action Source Impaort v

Temnplet Download @i

Selact File LeaveAccural (2)xdsx
Downioad Leave Accural Status

¢ ¢

Step 7 Step 8
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After successful accrual ,Excel will be generated automatically showing

status.
tl:.h\ = R ) = .' @ = - vEea!.l'_ﬁe..\?\CCL.lraIRsuIt (8) - Microsoft Eucel—LElﬂl!
=

Home Insert Page Layout Formulas Data Review View Add-Ins Team ':@ e

_L&jj; Calibri -u A )] |[B==(®] |5 | cenen - ijﬁ‘ ﬂ _‘l__j §=Insert - 5:? [ﬁ

3 j* Delete ~

et | Bz ] [OriA | F)| - | (oo ]| conatorat romet e |l | . o Feaa
Clipboard M Font F} Alignment F} MNumber Fl Styles Cells Editing
Al - (> fe| D
A B C D E F G H 1 ] K L M N o}
1 |ID IPAYCODE LEAVECOLACC_VALLERROR_MSG
2 1"000001 PL 4 Updated successfully
3 2000002 PL 4 Updated successfully
4 3000004 PL 4 Updated successfully
5 4'ooooos  pL 4 Updated successfully
6 s'ooooos  pL 4 Updated successfully
7 6000020 PL 4 Updated successfully
8 7000001 CL 3 Updated successfully
9 g'oooon2  cL 3 Updated successfully
10 s'oooooa  cL 3 Updated successfully
11 10000005 CL 3 Updated successfully
12 11000008 CL 3 Updated successfully
13 12000020 CL 3 Updated successfully
14
15
16
17

vii) Click on “Download Leave Accrual Status” and Excel report
Generated.

A D E F G H | 1 K L M N
1 _| Company Name:-NONE,GLOBAL FAIRS & MEDIA LTD,IE ONLINE MEDIA SERVICES PVT LTD,THE INDIAN EXPF
2 Run Date & Time :-27/12/2017
3 LeaveAccuralDetail for Nov 2017
4
Ellsno _Code _Name _______ Company Departme Catagory { Location C Leave Cod Accured L Days On A Year __ Leave Yeal e BRI
6 |1 000001 RAJ KAMAL JHA TIE 141 CTR L41 CL 3 0.00 2017 2017 Month
7|2 :JDDDOI RAI KAMAL JHA TIE '141 CTR L41 PL 4 7DCFCF '201? '201? Maonth
8 |3 TJDDDOZ UNNI RAIEN SHANEAR  TIE '141 CTR L41 CL 3 :JDO '201? ’201? Month
9 4 BDDDOZ UNNI RAJEN SHANKAR — TIE '141 CTR L41 PL 4 :JOO '201? '201? Month
10 |5 300004 Waidehi Thakar TIE '125 CTR L35 CL 3 :JOO '2017‘I '201? Month
11 |6 600004 Waidehi Thakar TIE '125 CTR L35 PL 4 :JOO '201? '201? Month
12 |7 :JDDOOS Sunil Jain TIE '14-'0 CTR L41 CcL 3 :JOO '201? '201? Month
13 8 BDDDOS Sunil Jain TIE '14-0 CTR L41 PL 4 :JOO '201? '201? Month
14 |9 :JDDDOE GEORGE VARGHESE TIE D00 CTR L35 CL 3 7DCFCF '201? '201? Maonth
15 |10 TJDDDOS GEORGE VARGHESE TIE D00 CTR L35 PL 4 :JDO '201? '201? Month
16 (11 1)00020 R C MALHOTRA TIE '132 CTR L40 CL 3 :JOO '201? '201? Month
17 |12 1300020 R C MALHOTRA TIE '132 CTR L40 PL 4 :JDO '201? ’201? Month
18
19
20
21
22
23
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e Yearly Leave Accrual (Auto):-
1) Click on “Accrual type” drop down box and Select Yearly.

i1) Click on “Accrual for” Drop down box. And select Year.
iii) Click on “Action Source” drop down box and Select “Auto” source.
Iv) Click on Select Employee icon and Select employee.

v) Click on “Accrual” button, Message pop up is display with massage
“Leave Accrual Successfully” then Click on ok button.

vii) Click on “Download Leave Accrual Status” and Report in Excel will
be generated.

A CUSTOMER HELH| ol
- s Select Employee - Google Chrome =
5.7 STAR LINK 1800-11-3085 (24 X P

Yora v, D Bukaliin |

Master + Transsction ~ Data Process ~ Leave Management ~ Admin ~ Reports «

Leave Accural

(@ localhost/NewTosWeb/Pages,/TimeOffice/Selection.aspx <]

Company Department Location Divisions Category Dresignation

Grade | Order By

Accursl Type: Vearly ¥ ey Stepl e addall | 6 items selected Remove all
3
Accural For: 2017 r ¢5t8p2 00002002 -Rawi Service Test (¥) + | ¥ T1401 -Ravi T4404 {¥)

T T1402 -Rawi T1402 {¥)

tction Source Auto - : Step3 00002005 -Ravi Service Test2 (v)

00005044 -Ravi 00005044 (¥}

Select Employees @ Htep‘q 00005015 -Rawi 00005045 (¥}

11412222 -Rav & e

F1404 -Ravi F (v}
Download Leave Accural Status F1402 -Ravi F1402 (¥}
. :
{

Step& Sﬁep?

T T1403 -Ravi T1403 {¥)

T T1404 -Ravi 1403 (Y]}

T T1405 -Ravi T1405 isflexi (¥)
T T1406 -Ravi T1406 {¥)

L S R A A

Active ¥
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‘_r'\ i - CUSTOMER HELP LINE" TOLL FREE MO (all Indis)
o ST'A\R LI“K 1800-11-5038 (14 x 7) Welrome Admi

oan e B Bobadios 1

Mevier + Tramssction ~ Dafs Process = Leave Msnszement + Admin ~ Reports «

Leave Accural

Accural Type: Yearly v
Accural For: 207 ¥
Action Source Auto b

Selact Employees © 9

A Leave Accursl Complste.

e Leave Accrual Status Report:-
A | 8| ¢ | o | e | el e | vl 1| 3] x| L[ M| N]| o0

1 Company Name:- Star Link Communiacation Pvt Ltd
2] Run Date & Time :-27/12/2017
3 |LeaveAccuraIDetaiI for 2017 |

4

5 Company Departme Catagory ( Location C Leave Cod Accured L Days On A Year RN (2 Accural Type
61 T1401  RaviT1401 o1 D01 oo Lo1 EL 8 000 2017 2017 Year
T2 T1401  RaviT1401 o1 D01 oo Lo1 cL 18 3300 2017 2017 Year
i 3 T1402 RaviT1402 co1 Dol Co0 Lol EL 28 :J.GD '201? '201? Year
94 T1402  RaviT1402 co1 D01 coo Lo1 cL 1313 1750 2017 2017 Year
105 T1403  RaviT1403 co1 D01 coo Lo1 EL 18 000 017 2017 Year
1|6 T1403  RaviT1403 o1 D01 oo Lo1 cL 1088 1450 2017 2017 Year
127 T1404  Ravi 1403 o1 D01 oo Lo1 EL 18 .00 ho17 2017 Year
E 8 T1404 Ravi 1403 co1 Dol Co0 Lol CL 12.38 '16.50 '201? '201? Year
149 T1405  RaviT1405 isflexi CO1 D01 coo Lo1 EL 18 000 017 2017 Year
1510 T1405  RaviT1405 isflexi CO1 D01 coo Lo1 cL 8.25 Moo 07 Dow Year
16|11 T1406  RaviT1406 o1 D01 oo Lo1 EL 8 00 hor o1z Year
E 12 T1406 RaviT1406 co1 Dol Co0 Lol CL El '12.00 '201? '201? Year
18
19

20
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e Yearly Leave Accrual(Import):-
1) Click on “Accrual type” drop down box and Select Yearly.

i) Click on “Accrual for” Drop down box. And select year.
i)  Click on “Action Source” drop down box and Select “Import” source.

Iv)Click on Temp Download Icon. Excel format will be download. And fill
the required data.

A B C D E F G H | J K L M N 0
1 PAYCDDE!LEAVECD[ACC_VALUE
2 |T1401 EL 14
3 |T1402 EL 14
4 |T1403 EL 14
5 |Tl404 EL 14
6 |T1405 EL 14
7 |T1401 CL 12
g |T1402 CL 12
9 |T1403 CL 12
10 71404 CL 12
11 |T1405 CL 12
12
13
14
15
16
17
jh: “STAJR nl:!NK 1800-11-8058 (24 x i_opi‘ i e
Sy — (I |- Desktop » - | s | | Search Desktop & o
Leave Accural P 3 S - A
| Text Document
Accural Type: Yearly ¥ ¢Step1 B Desktop ] s13ke
aecursl Eor 2017 = ¢58th ﬂ’ Wl — LeangccruaIPage
=il Recent Places PNG image
Action Sourca |‘1|J\0rt v €=Step3 . o m—— 134 KB
emplet Downlosd ' @Stepq_ ﬁjj—'::j:nents . ﬂ lias\;e:r:ural @
sesane m Steps J? Husic ijasv:zccural ()]
e | s ||| EEE q
——— LeaveAccural m
18 Computer i PNG image
m—— 13E KB
9! MNetwork 2 ~ . LeaveAccural i
File name: LeaveAccural (6) -~ [AllFiles -
Step6 <P oem [ [ one ] |
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v) Click on “Choose file” button, and Select Import Excel file.

vi)Click on “Accrual” button, After Accrual Automatically Excel report
download like below.

{ELP LINE" TOLL FREE N (all India)

T

A 5 B o CUST
7.7 STAR LINK [ JE

“orat ety D Bobaliim §

Welcome Admir

Master + Tramusction ~ Dats Process » Lesve Management + Admin ~ Eeporis =

Leave Accural

Accural Type: Yearly v
Accural For: 2017 hd
Action Source Import v

Templet Download @i

Selact File Choose File | LeaveAccural (6).xdsx

Download Leave Accural Status

{

Step 7 Step 8

Copyright € Star Link Commumication(®)Ltd. All rights reserved o

Pea | 8 | ¢ [ o [ e | ¢ [ e [ w | o [ 3 [ k | v [ m [~ | o
~ 1 ]iD !PAYCODE LEAVECOLACC_VALLERROR_MSG

2 | 1 T1401 EL 14 Updated successfully

3| 2/T1402 EL 14 Updated successfully

4 | 3 T1403 EL 14 Updated successfully

5| 4 T1404 EL 14 Updated successfully

6 | 5 T1405 EL 14 Updated successfully

7| 6 T1401 CL 12 Updated successfully

8 | 7 T1402 CL 12 Updated successfully

9| 8 T1403 CL 12 Updated successfully

10| 9 T1404 CL 12 Updated successfully

11 10 T1405 CL 12 Updated successfully h‘
12 Jan
13|

14

15|

16|

17|

vii) Click on “Download Leave Accrual Status” and Excel report
Generated

STAR LINK COMMUNICATION PVT. LTD. 7




Leave Accrual Report:-

a | 8 | c |l o | E | F G H I ) K L M N
1 Company Name:-NONE
2| Run Date & Time :-27/12/2017
3 I _I LeaveAccuralDetail for 2017
a
5 Company Departme Catagory ( Location € Leave Cod Accured L Days On AVGEDS Leave Yea Accural Type
i 1 Ti401 Ravi T1401 Co1 ool Coo Lo1 EL 14 0.00 2017 '2'01? Year
7|2 T1401 Ravi T1401 co1 D01 coo Lo1 cL 12 "0.00 2017 017 Year
i 3 Ti402 Ravi T1402 Co1 ool Coo Lo1 EL 14 '000 '201? '2'01? Year
9 |a T1402 Ravi T1402 co1 D01 coo Lo1 cL 12 "0.00 Q017 D017 Year
10|s T1403 Ravi T1403 co1 D01 coo Lo1 EL 14 "o.00 2017 H017 Year
_1 6 T1403 Ravi T1403 Co1 Dol Coo Lo1 CL 12 'OOD '201? rZOl? Year
127 T1404 Ravi 1403 co1 D01 coo Lo1 EL 14 "0.00 2017 2017 Year
i 3 Ti404 Ravi 1403 Co1 ool Coo Lo1 CL 12 '000 '201? '2'01? Year
14ls T1405  RaviTL405 isflexi COL po1 coo Lo e 14 o0 2017 2017 vear
15|10 T1805  RaviTL405 isflexi CO1 po1 coo o1 o 12 oo 2017 2017 vear
16|
17|

5.4 Leave Carry Forward:-
Unconsumed Leaves can be forwarded to next year leave balance. Types
of leave that to be forward, can be define/managed through Leave Setup

policy.

e (o to Leave Management Menu and Click on Leave Carry Forward.

ER HELP LINE"
033 (24x7)

A ,
% [ STAR LINK

orat tiweibin, T Bubalhio |

Welcome Admin

Present

Late Arrival Early Arrival On Time Arrival
0 0 0
Early Departure Late Departure On Time Departure
0 0 0
New Joinee(7 Days) Left(7 Days)
0 0

Copyright © Star Link CommumicstionP)Lid. Al rights resened
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o After Clicking Leave Carry Forward option Leave Carry forward page will
be display.

A a
TSR

G CUSTOMER HELP LINE" TOLL FREE NO (all Indiz) CHANGE
1500-11-8088 (24 T) Welcome Admin PASSWORY
oo O Bobulivim |

Leave Carry Forword

Leave Year Year v

Select Employees : g
Camy Forword Downioad Leave Camy Forword Status

Copyright & Star Link Commmumication[F)Ltd. All rigits reserved

e Select Leave Year eg 2017 and Select Employee through Employee
Selection.

) . o CUSTOMER HELP LINE" TqF u:E
*‘7 STAR LINK 1300-11-8088 (243 7) ¥ Select Employee - Google Chrome P —r
Q,

Yorat e, Do Bkalienns | L

@ localhost/IndExp/Pages/TimeOffice/Selection.aspx

:
Employee I Company ] Department Location Divisions Category

Leave Carry Forword
Designation I Grade I Order By

Leave Year: 2017 v ¢Step 1 Select Employee

Too
Salact Employees 0 Gstepz
T008 -Ravi Two_Rotational NATC (Y} + | * ToO2 -Rawi_Two_Fixed RunAuto_RT(Y)

Carmy Forword Download Leave Carry Forword Status T -Ravi_Two_ingnore (¥)

TOO7 -Ravi_Nopunch_Fixed MRTC (Y] + | * ToO1 -Rawi_Fixed_Runauto_Two P (¥}

-

3 TOO3 -Ravi_Two_Fixed RTC (¥)

1 TOO4 -Ravi_Multiple_Fixed_MATC (¥}
3 T0O5 -Ravi_Four_Fixed_NRTC (¥}

1 ToOs -Rawi_single_fixed (¥}

Active ¥

Copyright © Star Link Conmmmication(P)jLid. A1l rights reserved i 1

o After Selection of Employee Click on Carry Forward button. And after
STAR LINK COMMUNICATION PVT. LTD. 7




C|ICk carry forward button one message pop box open Click on “OK”.
STA\R I.II’ll( G localhost says:

et T Bl |
If any Old Data Present then it Replace with new Data.
Do You want o contue?

Leave Carry Forword ‘ S |
OK | | Cancel | |

Leave Year: 2017 v
Selact Employees : 0
Camy Forword Download Leave Camy Forword Status

Copyright & Star Link Commumication(PLtd. Al rights reserved

e After click on Ok button one more massage box of OK will display.

STKR I.IHI( e localhost says:

Yorar e D Bkt

Are you sure you want to continue?
Master + Tramssction ~ Dsta Process » Lesve Management + Admin «

Leave Carry Forword |
|

Leave Year 2mM7 v

Select Employees : Q
Camy Forword Download Leave Cany Forword Stafus

Copyright £ Star Link Commmumication(FiLtd. AN rights resened

o After Clicking OK Button. Conformation message box will be display.
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A . CUSTOMER HELP LINE" TOLL FREE MO {all Indsa) e
;‘7 STAR LINK 1500-11-9088 (242 7) Welcome A dmin PASSWOH
Vorar ivwedhs,n, T Bokafinms |

Mduster » Tramsection + Dats Procens = Leave Mansgement « Admin ~ BEeporty «

Leave Carry Forword

Leave Yearn 2017 |

Szlect Employses © Q

Camy Forword Download Leave Camy Forword Status

A Leave Carry Forward Complets.

Ok |
Copyright € Star Link Commumicstion(PjLtd. AN rights reserved oeo [

e Click on “OK” button. And to get Leave Carry forward Status report Click
on “Download Leave Carry Forward Status” button.

Leave Carry Forword

Leave Yearn 2m7 T

Select Employees : Q

Camy Forword Download Leave Camy Forword Status

Copyright © jtar| ink Commmmication(F)Ltd AT rightis reserved

(=] LeaveCarryForwar...xlsx ™ >

Click on Download “Leave Carry Forward Report”:-
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A | B | | D | e F G H K | L | m N
a
s I o e I LA el ACC_LEAV CARRY_FC LAPS_LEA LEAVE_YE,LEAVE_YE,LEAVECOLLEAVEDES CARRY_FCDAYS_ON_ACCRUAL
6 TODL  RaviFixed_TOD1  GLOBALFAIRS & MEL 3 3 0 2007 20170 CASUAL LE 28/12/201 0
7T001  RaviFixed_TOD1  GLOBALFAIRS & MEL 18 2007 2017 PL PREVILAGE LEAVE 0
8 TOOL  RaviFixed_TOD1  GLOBALFAIRS & MEL 15 1 4 2007 2017sL SICKLEAV 28/12/201 26,5
i TOO1 Ravi_Fixed_ TOO1 GLOBAL FAIRS & MEL 2.5 2017 2017 OD Out Duty 5
107002 RaviTwo_FTOD2  THE INDIAN EXPRESS 3 3 0 2007 20170 CASUAL LE 28/12/201 0
117002 RaviTwo_FTOD2  THE INDIAN EXPRESS 18 2007 2017 PL PREVILAGE LEAVE 0
127002 Ravi_Two_FTOD2  THE INDIAN EXPRESS 12 1 1 2017 2017sL SICK LEAV 28/12/201 16
£ TOOZ Ravi_Two_FiTOD2 THE INDIAN EXPRESS 1.5 2017 2017 OD Out Duty 3
147003 Ravi_Two_FT003 IEONLINE MEDIASEF 3 3 0 2017 2017cL CASUAL LE 28/12/201 0
157003 Ravi_Two_FT003  IEONLINE MEDIASEF 18 2017 2017 PL PREVILAGE LEAVE 0
167003 Ravi_Two_FTO03  IEONLINE MEDIASEF 15 1 4 2017 2007SL SICKLEAV 28/12/201 245
17/T003  Ravi_Two FTO03  IEONLINE MEDIASEF 2 2017 2017 0D Out Duty 4
18/T002  Ravi_MultipTOD4 IEONLINE MEDIA SEF 3 3 0 2007 20170 CASUAL LE28/12/201 0
E TOD4 Ravi_Multip TOO4 IE ONLINE MEDIA SEF 18 2017 2017 PL PREVILAGE LEAVE 0
20/T002  Ravi_MultipTOD4 IEONLINE MEDIA SEF 15 1 4 2007 2017SL SICKLEAV 28/12/201 34,5
A TODZ Ravi_Multip TOO4 IE ONLINE MEDIA SEF 2.5 2017 2017 OD Out Duty 5
227005 Ravi_Four_FTODS THE INDIAN EXPRESS 3 3 0 2007 20170 CASUAL LE 28/12/201 0
237005 Ravi_Four_FTODS  THE INDIAN EXPRESS 18 2007 2017 PL PREVILAGE LEAVE 0
247005 Ravi_Four_FTODS  THE INDIAN EXPRESS 15 1 4 2007 2017sL SICK LEAV 28/12/201 23
E TOOS Ravi_Four_F TODS THE INDIAN EXPRESS 1.25 2017 2017 OD Out Duty 2.5
267005 Ravi_Single.TODE  THE INDIAN EXPRESS 3 3 0 2007 20170 CASUAL LE 28/12/201 0
277005 Revi_Single.TODE  THE INDIAN EXPRESS 18 2007 2017 PL PREVILAGE LEAVE 0
287005  Ravi_Single.TODE  THEINDIANEXPRESS  7.88 7.8 0 2007 2017sL SICKLEAV 28/12/201  10.5

6.1 Time office Setup

Each company has its own policy for time office setup. This
employees.

time office setup will work for all

Welcome Admin

CUSTOMEF. HELP LINE" TOLL FREE NO (all India)
1800-11-3088 (24x7)

J‘?ST&R LINK
N

Your et e Bokalis |

ister ¥ Transaction v Data Process ¥ Leave Management ~ Admin v Reports v

Time Office Setup

Add New Time Office Setup

S oocme e ]

Setup Id < Max Working in a day Permissable Late Arival %+ Permissable Early departure + Duplicate Check Min =
7 1440 BT 10 3

6 1440 10 10 5

5 1440 10 10 5

4 1440 10 10 5

3 1440 10 10 5

Setup Id Max Working in a day Permissable Late Arival Permissable Early departure Duplicate Check Min

- | 111
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There are following parameters which each company has to set for all employees:

e Setup Register No.: This will automatically generate whenever you make changes in the set-up
of time office.

e Duplicate check min: This is a time duration in which if a employee punch his/her card several
times, software will take first punch. And, the default time duration is 5 minute.

e Four Punch in Night shift: By clicking on this option, you can allow maximum 4 punches in the
night shift.

e End time to IN Punch & End time for End Punch: This option is used for RTC employees only,
for the duration of more than 24 hours.

e Maximum Late Arrival Duration: You can set maximum duration for late arrival (240minutes).

e Maximum Early Departure Duration: You can set maximum duration for early departure
(240minutes).

e Half Day Making: If you want to allow 2 half days to all employees, click on this option.

Welcomes Admin

A
5.7 STAR LINK

Virar ..., Our Bokstisns |

Add Time Office Setup

[ General Setup I Time Office policy I Over Time Policy T Cof Setup I In Qut Applicable T Log Applicable _

General Setup

Setup Registration no.

Iz Auto Absent Allowed ] Mark AWA a5 ARAIND) ] Mark AHA 33 ASAHLD) ]
Mark WO as Absent When Mo of Present< Ne of Present for WO Mo of Present for WO 3
For Missing and Reverification Report

Mazx Working Min for Verification 1020 (Minute) Max Late Arrival Duration 240 [(Minute) Max Early Departure Duration 240 {Minuie)

Is Megative Leave Allow Allow Paycode In Alpha Mumeric ¥
Is Help Applicable Skip Page on department ] Line Per Page 58
Run Auto Shift Allow Permis Early Min for Run Auto &0 [Minute) Permis Late Min for Run Auto &0 {Minute)

Shift Shift

—p—

Short Leave Marking: If you want to allow 2 short leave to all employees, click on this option.
Present Marking Duration: You can set min time to mark present.

Maximum Working Hours for Half Day: You can set maximum hours for half day.

Maximum Absent Hours for Short Day: You can set maximum absent hours for short day.

Auto Shift allowed: By clicking this option, software will pick up shift automatically.
PremisEarly min auto shift: By setting this time duration, if an employee is coming earlier, that
employee will belong to which shift.

e Weekly Day include or not in Duty Roster: If you want to include weekly off in duty roster, click

STAR LINK COMMUNICATION PVT. LTD. 7




this option.
Present on WO present: If you are present on weekly off, click on this option.
Present on HLD present: If you are present on holiday, click on this option.
Maximum Working Duration: You can set maximum working hours for working in a month.
Permissible Late Arrival: You can set time which you give to employee who comes late without
marking as late.
Permissible Early Departure: You can set time which you give to employee who goes early
without marking early departure.
Over Time Allowed: By clicking on this option, you can activate this option.
Out Work Allowed: By clicking on this option, you can activate this option.
Overstay Allowed: By clicking on this option, you can activate over stay.
Mark AWA as AAA: If an employee is absent on Saturday and also absent on Monday. By
clicking this option, Sunday will also count as absent.
No of present for WO: You can set no of days for weekly off.
Is Auto absent Allowed: If an employee is absent on Saturday, software will show his absent
automatically by clicking this option.
Mark WO as Absent when no of present < no of present of WO: if no of weekly off is greater
than no of present, weekly off will count as weekly off by clicking on this option.
There are some formulas for Over Time:

OT=Out Time-Shift End Time

OT=Working hours — shift hours

OT=Early coming + Late Departure

OT parameter options:
1. Check on “OT is allowed in case of early coming” : Over time will count on early coming.

2. Check “round OT” to count OT round figure.
OT Durations:

1. OT Early Coming Duration: In this you have to enter time duration before that if an
employee is coming, OT will not count. OT will count after that time.

2. OT Late Departure Duration: By setting this time duration, if an employee stay after
working hours, after this duration OT will not count.

3. OT restricts End Duration: You have to set maximum over time.
C-off Setup:-

1. Min Minutes for full Day:- Through this option you can define the time after
which Full day present on C-Off Days will be considered.
2. Min Minutes For Half Day:- Through this option you can define the time after
which Half day present on C-Off Days will be considered.
3. C-off Expired Day:-Within this given period C-off must be consumed
otherwise after the given time, accured C-Off shall be expiring.
4. Is Auto: - If this option is checked, it will work automatically for C-Off
generating and expiring.
5. Working Days C-off /Weekly Off C-off /Holiday C-off: - C-off will generate
as per value mention in text box(Working Days C-off/Weekly Off C-off/Holiday

C-off).
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o CUSTOMER HELP LINE" TOLL FREE MO {all India)
1300-11-8083 (24 x 7) Welcome Admin

A ;
.7 STAR LINK

Yorar neieh... Dur Bukshisre |

[Master + Tramssction = Dats Process » Lesve Manszement « Admin ~ Reporis »

Add Time Office Setup

[ General Setup T Time Cffice policy T Over Time Policy T Cof Setup T In Out Applicable T Log Applicable _
Min Minuts For Full Day: 300 |(Minute) Min Minuts For Half Day: | 300 {Minute) Cof Expired Days 45
IsAuto Gof "]
Working Days Cof: 1 Weekly Off Cof: 1 Holiday Cof 1

L]

Copyright © Star Link Commumication[F)Lid. All rights resenved

6.2 Time office Corporate policy

If you want to make changes in time office policy or shift/WO policy for all employees or selected
employees in employee master, use this option.

You can make changes in permissible late arrival, permissible early departure and maximum working
hours in a day and save this information only.

CUSTOMER. HELP LINE" TOLL FREE NO (all Indis) CHANGE:

A ,
w;\";r STKR LINK o 1900-11-8083 (24 £ T) Welcome Admin PASSWORD

Yorar e, o, Our Bukstiens |

LOGOUT

Master » Transaction = Dats Process = Leave Management » Admin ~ Reports =

Update Employee

[ Office Detail T OT/0S Policy T RTC Policy T Punch Policy T Late/Early Policy T SRT/HLF Policy T Shift policy T WO Policy _

Office Detail

Pleaze check which you want to updats in Emploves master

Company: CO0-HOME v|B Department: 101-ACCOUNTS & FINANCE vi@
Category APT-APPOINTMENT v @ Section: CO0-HOKHE ¥ (@
Location/Branch: LOD -HOKE vi@ Grade: GOO-HOHE v\@
Designation: 201-ADVERTISEMENT PAGINATOR ' =

Copyright © Star Link Commumication(P)Lud. Al rights reserved

Time office corporate policy.
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Same as above you can change in time office policy of employee master and save them to all or selected
employees.

6.3 User Privilege

Through this option you can create User and Employees to give right to use the Web based Time Office
Software.

CUSTOMER. HELP LINE" TOLL FREE NO (all Indiz) CHANGE
1300-11-8038 24 x T) Welcome Admin PASSWORD

A :
L STAR LINK

Yorar neetds..e, e Bokstiers |

LOG OUT

Master + Transsction ~ Data Process ~ Leave Management ~ Admin ~ Eeports «

Manage Employee Type User

PayCodeEmplovee Name - ?:i:;'cg % Company % Department % Location % Desiznation % LoginID 5 Password H *
TO02  Ravi_Two_lngnors s P NONE ADVERTISEMENT PAGINATOR Tooo Toog @
TO0E  Ravi Two_Rotational NETC g;l{” é%gg&ﬂ% #&c&:ﬁl‘s e NONE ADVERTISEMENT PAGINATOR Too8 ToO® @
TO07  Ravi Nopunch_Fixed NRTC ZE;{_““' S;SB-‘U- FAIRS & MEDLA }’}&i‘;}é‘fs & NONE ADVERTISEMENT PAGINATOR TOO7 ToOT @
TO06  Ravi_Sinzle fixed g;l{““ L“I% DIEEXERESSIENT }‘1‘5&;};:?5 &5 NONE ADVERTISEMENT PAGINATOR To08 ToOB @
TO05  Ravi Fowr Fixed NRTC Sm- | ERINDIAN EXPRESSPVT | ACCOTS & NONE ADVERTISEMENT PAGINATOR TOOS ToOS @
TO04  Ravi Multiple_Fixed NRTC g;l{““ é%&;‘;pﬁﬂ% }‘}ch‘;‘;}é‘gs & NONE ADVERTISEMENT PAGINATOR To04 ToO4 @
T003  Ravi_Two_Fixed RTC e | EOMLINEMEDLA Atcommse NONME ADVERTISEMENT PAGINATOR Too2 ToO2 @
TO02  Ravi Two_Fixed Runduto RT g;ljj‘“ ?T% DR HICXERESS BT #&c&:ﬁrs & NONE ADVERTISEMENT PAGINATOR T002 ToO2 @
TO0l  Ravi Fixed_RunAuto_TwoD géfﬁﬂ' E#SB-‘U- FAIRS & MEDIA })}E&i}é?s & NONE ADVERTISEMENT PAGINATOR. To01 ToO1 @
FO05  Ravi Multiple_Fixed NRTC g;f:“' NOKE }‘}%‘i‘;}&?s‘ & NOKE ADVERTISEMENT PAGINATOR FOOS FOO5 @
PavCodeEmploves Name ?;i::i:g ‘Company Department Location Dresignation Login ID Password Select

T S [ [ = ]

Copyright & Star Link Commmumication(P)Lid. Al rights reserved

6.4 Import/Export Data
From this we can Import all Masters like Company Master, Department Master, Location
Master etc.

A .
| \;‘r STAR LINK o 1500-11-8088 (24 £ 7) e mgw.'ﬁ,

Yioar retcks..., Our Bokatisres |

LOGOUT

Master » Tramesction = Dats Procens » Lesve Mansgement «  Admin + Feporis «

Import Data From Excel

Sebect Type of Data: Employee Master ¥ | {file size must be less then 2MB}

b
Click for Downioad

Select File No file chosen Check Data

Copyright € Star Link Commmmication(FiLtd. Al rigits reserved
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Export Data:

Through Export data link user can Export the data of different types. Example:
1: Company Master.

2: Department Master.
3: Location Master.
4: Designation Master.
5: Grade Master.
6: Section Master.
7: Category Master.
8: Shift Master.

9: Employee Master.
10: Leave Master.

0 CUSTOMER HELP LINE" TOLL FREE NO {all India) CHANGE
1500-11-8088 24 1 7) Welcoms Admin  [ELLEECLT

A :
. STAR LINK

inse nsid.... D Buksbier |

Muster «  Tramsection + Dats Process = Lesve Manazement ~ Admin ~ Eeports «

Export Data In Excel
Select Type of Data: =--Select-= v
=--Select-=

Click for Download

Compsny Master
Depariment Master

Location Master
Designation Master
Grade Master
Section Master
Catagory Master
Shift Master

Leave Master
Employes Master

Copyright € Star Link Commmication(P)Ltd. AT rights reserved oe o@
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o CUSTOMER HELP LINE" TOLL FREE NO (all Indis) CHANGE

1900-11-8038 (24 £ 7) Welcome Admin DASSWWORD

A :
L STAR LINK

Yorar e, ... Our Boktisre |

LOGOUT

Export Data In Excel

Select Type of Data: Location Master v

=
Click for Download

Copyright € Star Link Commumication(F)Lud. All rights reserved

Click on the Image beside click for download and the selected master will be exported.

6.5Mail Setting:

In Mail Setting page all the setting related to sending mail is done.

,\ " o CUSTOMER HELP LINE" TOLL FREE NO (all Indiz) CHANGE
‘;‘7 ST'A\R LINK 1300-11-3083 (24 1 7) Welcome:Admin PASSWORD
irar neils..., Dur Bokrtiens |
Mail Setting
Mail Server Address: | ravi.shankan@stadinl.co.in Mail Server Port: 25
Is 55L: =] Display Mame: star Time Office
Emai iD: ravi.shankan@starfink.con Password: | seessseess

Copyright © Star Link Communication(PiLid All right= reserved

1: Mail Server Address: Mail server IP.
2: Mail Server Port: port no of mail server.
3: Is SSL: You can either check or Uncheck it.
STAR LINK COMMUNICATION PVT. LTD. 8




4: Display Name: It is name that we want to display on receiving mail.
5: Email ID: Mail Id through which Mail has to sent
6:Password: Password used in that mail ID.

After doing all mail setting press update button.

6.6Run Verification:

‘r'\7 j\
7 STAR LINK

o rvsha,n B Belalbo

. o CUSTOMER HELF LINE" TOLL FREE NO (all Indig)

1800-11-8088 (24 x 7) Welcome A dmin ED

Master ¥ Transaction ¥ Data Process ¥ Leave Management ¥ Admin ¥ Reports ™

Data process

@ Select Employee - Mozilla Firefox

Process Name warification —
|(i) localhost/GenWTOS Pages/ Tire Office/Selection.aspx
From date: 01-Sep-2016 To Date ] 30-Sep-2018
Employee Company Department Location Divisions Bus Route
Select Employee @
Designation Grade Order By

Click for Search Ernployes
Send Reg ess

Select Employes

m

Add all | 0 items selected Remove all
1111 -AAA (V) +
2222 -BBBE ()
3333 -CCCC (V)
4444 -DDDD (Y}
5555 -ASAS (Y)
F7FT HVE (V)
8888 -EEEE (V)

o

r Link Corerenmication{P)Ltd. 1l rights reserved
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6.7 Report Configuration:-
Through this option you may modify the column name and Create report as
per your desired format like Dynamic.
1) Column Setup
i) Create Report.

1. Column Setup:-
Go to Admin->Report Configuration = Click on Column Setup

A . CUSTOMER HELP LINE" TOLL FREE NO (all Indiz)
JNTSTP\R LINK 1800-11-3088 (24 x 7) Welcome Aduin
e itk B Bikulian |

er * Tramsaction = Daia Precess = Leave Masagement >~ Admin v Reports =

C

Present Weekly Off Holiday
Late Arrival Early 2
0 0
Early Departure Late Depaisuic “wu Time Departure
0 0 0
New Joinee(7 Days) Left(7 Days)
0 0

On clicking Column setup, Page will look like as :

STAR LINK COMMUNICATION PVT. LTD. 8




CUSTOMER HELP LINE™ TOLL FREE NO (all India) CHANGE

N. "
";{ STAR LINK o 1800-11-8088 (243 7) Welcome Admin  TRERELON

Fingr artenbs ..., Oue Bokalioms 1

LOGOUT

MMasfer =+ Tramsaction * Dats Process + Leave Mansgement = Admin ~ Reports =

) Report Column Setup Update

Employee

Column Section:

TimeOffice

i 190 | TimeGffice Summary ﬁ j
Name Leave 2

PAYCODE  |Leave Accural Emp Pay Code ) igmml
EMPNAME Employee Name
DATEOFEIRTH Date of Birth

DATEQFJOIN Diate of Joining
PRESENTCARDNO Card No

COMPANYCODE Company Code
COMPANYNAME Company Name
DEPARTMENTCODE Depariment Code
DEPARTMENTNAME Department Name

CAT Category Code
CATAGORYNAME Category Name

e Click on Column Section Drop down box and select any one.

e Click on Display column and change column name. For eg; Pay code instead of Emp
Pay code.

e Then Click on “Update” Button. A conformation message will be displayed. Changed
column name will be shown in the report,

" CUSTOMER HELP LINE" TOLL FREE NO (all Tnds: CHANGH
I STARLINK | € isorsussici 7 S : PASSWO

Wt peaibien Do Bikiliiim |

= Tramsaction = Dais Process = Leave AManspement ~ Admin ~ Reports =

column section: [Employee v Report Column Setup

Update
- . ) |
Name ¢ Display
PAYCODE I Emp Fay Code
(EMPNAME Employee Name
DATEOFEIRTH Niatenf Rirth
—
PRESENTCARDNO & Column display name updated.
COMPANYCODE
| COMPANYNAME
DEPARTMENTCODE ?|
CAT Category Code
| CATAGORYNAME Category Name
THVISTNCGANE Mivicinn Mrda
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2 Create Report:-
e (o to Admin—>Report Configuration - Click on Create Report.

A, CUSTOMER HELP LINE" TOLL FREE NO (all India)
~ 7 STAR LINK' 1800118088 (24 7) y .
.J" ~ Welcome Admin

o wrmcdc e Bebiliem |

Mdssfer = Tramsaction + Data Process + Lesve Manspement = Admin = Reporh

shift [SA2{13:00-21:30 ) v | pate : | [

Weekly Off Holiday

Present
Late Arrival
0
Early Departure Late Depariuse wu Lime Departure
0 0 0
New Joinee(7 Days) Left(7 Days)
0 0
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On Clicking Create report option, Report Master Page will be displayed as:

A
-
et ST*\IR I.IHK Welcome Admin
oren tremthas o Ty Bukativne |
Reports Master Add New Report wugeiriemm Create New Report
Show v e giiemy Show No Of Entries Sz
Report Name % Report Type Edit Delete
Yearly Attendance Details Yearly Attendance Details Edit Existing Report === Ll
M &

Performance Fegister Test erformance Register

v Employes Wise Performance vee Wise Performance y

ismmay Delete EXisiting Rep g s

I Leave Cons
Leave Consummed Details Leave Consumed Detail ’ 5
Employee Wise Aftendance Summary Employee Wise Aftendance Summary g =

Report Name Report Type Edit Delete

Showing 1 to 6 of 6 entries Move to page First $ First [} Previous 1 |§ Next | Last

e Add New Report: - Press on "Add New Report" to add a new report in the Report
Master. A Create Report page will open. In this page some fields like Report name
and Parent Report is mandatory to fill.

e Edit:- If you want any modification in the existing report click on "Edit" button.

Update the fields as per your requirement and click "Update” to save. All the

modification will updated then.

Delete: You can delete existing information through this option.

Previous: Press button "Previous" to switch to the previous section.

Search: You can use this option to search a section which you want to find.

Next:  Press button "Next" to switch to the next section.

Last: Press button “Last” to switch to the last page.

How to Add a new Report:-

e Click on Add new Report link text. Create Report page will be displayed.

e You Can Create Report column as per your own.

e First we will have to select Parent Report name. Then we can give new report
name in Report Name text box.
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A " CUSTOMER HELP LINE" TOLL FREE NO (zll India) CHANGE
< 7 STAR LINK 1800-11-8085 (24x 7 Welcome Admin RECSTS
()

e e, .. D Bodaliens T

Masfer ~ Tramsaction ~ Dais Process ~ Leave Management ~ Admin ~ Reports =

Create Report

Report Name: _ Add all 0 items selected Remaove all

- Emp Pay Code-Employee + -
Parent Report Daily Performance r
Employee Hame-Employee +
Daily Performance :
o Date of Birth-Employee +
Wap Colu Monthly Performance Register =
Manthly Employee Wise Performance | | Date of Joining-Employe= &
Employee Wise Attendance Summary| | Card No-Employee +
Yearly Attendance Details Company Code-Employee +
Leave Consumed Summarj T *
Leave Consumed Detail T E
. aromeny e-Em| (=]
Leave Yearly Accural Detail et 5
Department Name-Employee +
Category Code-Employee +
Category Hame-Employee +
+

Division Code-Employee

e You can select one by one column name through “+” symbol. And you may also
remove selected column through “-*“Symbol.

A " CUSTOMER HELP LINE" TOLL FREE NO (all India)
R g STAR LINK 1300-11-8088 24 x ) Welcome Admin

Horat itk O Brdalbiee §

Masfer = Tramsaction + Dais Process ~ Leave Manspement ~ Admin ~ Reports

Create Report

Report Name$ Dasily Performance Report _ Add
- = NE Emp Pay Code-Employes S
Parent Repart Daily Performance v secEmployes - Select it
1 Employee Hame-Employee —
BLOODGROUP-Employee +
- cC MName-Empl -
Map Column: EMPTYPE-Employee * ompsny FameEmpioyes
1 Depart t M Empl -
BANKACC-Employee + partment Fame-tmplayes
FATHERNAME-Employee = ¥ Location Name-Employee -
1 attendance date-TimeOffice —
Create Report FrAlLEnpleyes * |+ pay-Timeots
MOBILENO-Employee + BIANTILE -
1 shift Start -TimeOffice —
PAN_NO-Employee +
1 shift End-TimeOffice —
AADHAR_NO-Employee +
. 1 Lunch Start -TimeOffice —
05 Hours -TimeOffice +
¥ Lunch End -TimeOffi -
In Time Manual-Timedffice + e =ne e
. . § 1 HOURSWORKED-TimeOffice -
Out Time Manual-TimeOffice + - -
+ o

Remove one by one

e Click on “Map Column” button. And message will be displayed like Report
Created Successfully.
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57 STAR LINK

Vg ineeikie, Dur Bubalicin |

@ Report Created successfully. Go To View Repots List .
Or You Want to Add New Repor Create Report

e Click on Ok button. Go to Report master page , you can see created report
available in page.

*'. " CUSTOMER HELP LINE" TOLL FREE NO (all Indiz)
W STAR LINK 1800-11-8088 24 x 7 e A

Worsw ek, B Bolaliem 1

Reports Master Add New Report

Cmm |
Report Name < Report Type Edit Delete

Yearly Attendance Detals Yearly Attendance Detals & £l

Monthly Performance Register Test Monthly Performance Register & (]

Monthly Employee Wise Performance Monthly Employes Wise Performance & £l

Leave Consumed Summary Leave Consumed Summary £ o

Leave Consummed Details Leave Consumed Detail & £l

Emplovee Wise Attendance Summary Emplovee Wise Attendance Summary # o

Daily Performance Report Daily Performance ¢ # )

Report Name Report Type Edit Delete

a
e EESnEE

Note: - We can create following other reports as well through same process as mentioned
below.
1) Monthly Performance Register Report
i) Monthly Employee Wise Performance Report
Iii) Employee Wise Attendance Summary Report
Iv) Yearly Attendance Details Report
v) Leave Consumed Summary Report
vi) Leave Consumed Detail Report
Vii) Leave Yearly Accrual Detail Report
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	Introduction
	Overtime deduction : This is the time period that will deduct from the overtime hours. Example, if over time is 4 hours and overtime deduction is 30 min , total over time will be 3 hours and 30 min.


