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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.
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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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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.
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When you click on Add New Company the following page will be open:
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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.
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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.
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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.
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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.
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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.
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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.
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When you create Department Master, the Department Code must be of 3 alphanumeric characters.
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Edit: You can Edit information except department code, press button to Edit.
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When you click on 'Update' button the Department Master will be updated and the following page will
be open:
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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.
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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.
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Next: Pressing button to switch to the Next department.

Last: Pressing button to switch to the last page.
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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.
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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
is mandatory to fill to create the division in the department. Division code and division name are the
compulsory field to create the division.

CUSTOMEB HELF ENE TOLE FHEE T foll duchad HAE
ARSI

<! ’ST'\R LINK 100011 8038 €2l =) ko Admin

o ot i b -
L

Adld Tivision Master

Cilwl=l e s,

Livizion Marma

“

STAR LINK COMMUNICATION PVT. LTD. 1




When add new division, division code must be of three characters.
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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.
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Delete: You can delete existing section information through this option.

Previous: Press button "Previous" to switch to the previous section.
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Search: You can use this option to search a section which you want to find.
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Next: Press button "Next" to switch to the next section.

Last: Press button “Last” to switch to the last page.
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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.
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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.
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When you create new grade master, the grade code will be three characters.
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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.
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Delete: You can delete existing Grade information through this option. But if this Grade master is
assigned to other Employee you cannot delete it.
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Previous: Press button "Previous", to switch to the previous Grade.

Search: You can use this option to search a Grade.
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Next: Press button "Next" to switch to the next Grade.

Last: Press button “Last” to switch to the last page.
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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.
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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.
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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.
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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.
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Next: Press button "Next" to switch to the next Category.

Last: Press button “Last” to switch to the last page.
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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.
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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.
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While adding a new Location Master, the Location Code should be of three characters.
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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.
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Delete: You can delete existing Branch information through this option. But if this Location master is
assigned to other Employee you cannot delete it.
CLETONER HELP LTRET TULL. FREE 3 (al) Tk}

s'MIR LINK 150011 888 24 = 7) ekstie A PR
Mo ki e Biiitinne 8

Muer~ Tt Dz Fracers = Loowrs Riemspemmeny = Audomsn = Raports

Manage Location Add New Tign.
:
Location Code = Location Name
LS9 THRUVANANTHAPURANM
L8 THANE
LS5 SUBAT
156 SRIRANFUR

= s”""_ﬂ'ﬂw
Thextiin Cuds. Tocatial i

Comymait & St= Lisk Camummshon(Til s, All netes re=wed

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

Search: You can use this option to search a Branch.
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Next: Press button "Next" to switch to the next Branch.

Last: Press button “Last” to switch to the last page.
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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.
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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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Before updating the Shift master click on Check button.
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After click on check button you will click on Update button and the shift will be created.
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These are following options you can use to make a shift.

Shift code

Shift Start Time

Shift End Time

Shift Duration

Lunch Start Time

Lunch Duration

Lunch End Time

Lunch deduction

Max Over Time

OT Start After

Overtime deduction

: Add the new shift code.

: This is the shift starting time.

: This is the shift end time.

: This is the total working hours
: This is lunch’s starting time.

: This is the duration of lunch.

: This is lunch’s end time.

: This is the time period that will be deducted
from the working Hours.

: 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.

: 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.

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

<7 STAR LINK
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StartTim= e [[Ter= = 23 Hr Formst o Time T30 (Tivein 28 Hr Format) Shift Durssions L0 7 ime I Houis

Lurmch Star Tims 130 ([Time mn 24 Hr Formss Lunch End Time: £330 {Tme-in=4 Hr Formai) Lunoh Buration B0g Mmen Hoars

OT Desduench

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 wup-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.
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After clicking check button you will clicking Add button and the shift will be created
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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
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Add New Employee: Click on "Add New Employee" to add a new employee in the company.
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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.

You can decide that employee is on roll or not.

Pay code and card no should be unique.

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

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.

You can add ESI No. of employee.

7 You can add date of joining of employee.

DLW =

(o)

STAR LINK COMMUNICATION PVT. LTD. 3




A -
.7 STAR LINK

st el — T Tudahsias

Mdattss » Timmssction = Dads Prooest « Leave Mmassment = Adsiin « Srpech =

Wetlams Admin

Add New Employee

Office Detail
Sresent Sard Mo | - PayCode:
Eotiva TRUE: W

Hama W Cxt= OF Jaleng
Conmaniy CO0-HGHE v Department
Eachan CO0-HOHE ¥ LocsnonErapch:
Desighation 201 ALFERTISEMERT PAGINATOR W Bark:

IF Mo ES5| MNe.

PAN Mo Dizpanzary:
Fhato | m Vo fite chosen Signsiurs

=3

i

A0 -AECOUNTS & ANANCE
LG <HOHE

BO1-Bank &1

| Choos= Fie | s fils chesen

Craste Employes login

Caizgoty AFT-APPOUHTMENT -

Grade GENOKE v

Aaher e

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.
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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 . CLUS
7. STAR LINK Qi

Yoor nupddii, Our Rdabions |

Add New Employee

Time Office policy

Farmiszibis Lete Amival D0 ([Ter= n Haus) Parmissible Ssrly Depanturs w0 [[Timen Howss L=x Worsing Hours in day 2400 [Tmein Mods)
Runch raguired Ir day T » Siogie punch only Fiemd Qut T W Round The Cloocs Worsing
Eonsider Time Loss o Half Dgy marking: * Shor Lasws Marking o
Prasaiit Merking Durstion 04-00 (Ternain Hads) Mex Work for HefFDay B30 [T Hours Max Absenthour=Tfor ERT 08:00  {Mime-ir Hadirs)
Overime/QisrSiay ¥ DverTime: ¥ Retz |z Cof Apploshie: * ¢

AEE Sty m

CApFIE & S Lo Garmmineanen e Al oo rad

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.
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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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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 ID 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.
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By clicking on add new Machine you can add a new Machine Master.
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When you add Machine Master you should give Machine ID, Machine Name and Machine IP because
these are mandatory field.
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After filling all the parameter click on update button.
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You can also delete any Machine Master.
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You can also edit any Machine Master except Machine ID because it is an unique field.
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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.
7 STAR LINK
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Employee Manual Punch
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Funch Dzie DY RARAN Y Buneh Tima:

Daoc
Reszon. Punch Fostl Pimch Poat | Back Daln Process

Copyrztt & Sur Laik CemmmuicanonTlLat, A1 neft m=wd

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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When you click on Punch Post button the punch mformatlon will be shown as given below:
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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.
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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.
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3 4Shift Multi Transaction (By Range)
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There are three option in this which are Shift Change, Shift Replace, Shift Copy.

Shiﬁ Change: From this we can change shift of Multiple Employees.
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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.
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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 ) CUSTCMER HELS LINE' TOLL FREE N0 (4l il CHANGE
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Data process

Brocess Nave Rost=

Fram dsis: [5 O 1-3am2017 To D=z et

Select Emplojes . a

Teke Shift Rotetion From Lesl Year |
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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.
v‘\ 3 e CUSTOMER HELS LINE" TULL FREENG (D Zadi) CHAKGE
J-IST’\R LINK 1BE0LI-A0R (24 X 7) Talome Admn  JREEIAT
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Process
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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.
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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.
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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.
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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.
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After Clicking on Posting option. Leave application window will be displayed.
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* 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.
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5.1.2. Leave Deletion> Go to Leave Management > Leave Application=>Click
on Deletion option.
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After Clicking Deletion option. Leave Delete Page will be Displayed as:.
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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 C(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.
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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.LO1, 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.

STAR LINK COMMUNICATION PVT. LTD. 5




A . CUSTORER HELP | 155 TOLL FRES O (all Infi) Sms
TJST*R LINK o T805-11.8688 (24 = T) — CHANGE

Vo nmiibaiis, T vietiond |

Add Leave Master

Lesve Figy SR Leavs Coos

Leave Dacanigtion. Ssngbion Limit WM 005D | Max 0000

I= WEeklv Gt inclide: is Halldsy include; = Megatiye Allow:
s ;'-mulal

e _IrFE. k=ave v

o J oo |

Copramt £ Smr Lk Comemmreaton| Pi.od. A righn reeeeead

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 s 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.
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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.

e Ifyou 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.
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After clicking on Edit button the page appear as:
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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.
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After Clicking on Add New Setup Leave Master, Create setup page will be
display as
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Here:

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

e 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

e After Clicking on message box “Ok” button, Setup created successfully. We can see
Created Setup in Manage Leave Setup master page.
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! Employee I Campany I Department Lacatian Givisions Category N
Create Sﬂ'[lp Tesignation T Grade ] Order By
Eetup Mama T=siing Seieci Employse
Deseription Finmncial Yesr | —— Al 3] |0 it smincted Bemoeraf]
D000 -RA KAkl IHA 1Y) 4 -
Selzct Emplcyze ¢ Step 1 OAB0GT Uneds BALEM THENKAS (v} + [ |
D8a0c -Vandehi Trsskar () +
m OTDOS -Samil Jain £v) *
OOTE -GEONGE VARCHESE (1) +
1 000020 <R € MALFOTRA (V) o
000QFD -5 T [¥) +
o0 {1 -sharst Ahunkhan Sl (1) +
10004 13 -Neslam Talwar (7] +
000424 -Freim Ballsth Jash 1¥) +
0004 28 e Bhthgr (1) +
Step 3 o0t 13 -aall wuiwat (1) i
0004 44 ~Prakasyy Chand Sharma (1) -
Active v

Cogryrizin £ S Lisik ConmmeicssimnFil 43 AT rivirs st || |

e Managing leave setup Master.

A CTTOhER HELE LEIS TOLL 5FEE 1 Tuds
- " -l UdER nely NS UL pESE Ell inaes, m&_
4 ST"\R LINK 0 10125888 (24 1 7 R e BTSN
‘o kb e ikt
Manage Leave Setup Master Add New Leave Setup Master
1o v j
Setup 1d < Xsme Description = Edit Delete
L3 WB & APT Laavs Emplaves T WE & APT Loave catposy Press 4 ]
N WEH & APT Lasve Employe 7 WE & APT Lesve camgary Joumlisr Ssmp s
3 WB &-APT Laavs Emplayes & WEB & APT Lzavs tardeary Afmmsmtos Zapug ¥ L]
& TH [=a72 Lewr= of Trasnzs Emplovess Latup rd ']
Testins Financiat Faar m P .
Setup 14 Name Description Setop Edif Dule

By

Dowlnoad Employes policy Detail

Copymzht & S Lok CormmmuicanondPLat. A4 nusers mssrwd

r:mimumlll:J'
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e Click on Setup link text. Then Leave Setup Master page will be displayed as :

| VI . CCETOMER HELD LINE TOLL FREE N (sl =8 RN
‘L;’STﬁR LINK o 1900119086 242 7) o e R

Welrms Admm BASSWORD
i inieila, U bl |

EEMFERIT

Leave Setup Master
Setect st | seiect Lezve code -
I3 Finansial Yes . SsnctonLimt  Min pe M= 00

Epplosnizon Weekly OF Applicens on Holday:

= Negatve Afow:

|=Aroiiral

|=Sarry Forwsrd: Max Gany Foravard Lt on

Copyrgist & Sty Lisk Cormmmestaml P A i r—d

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

Leave Setup Master

Seacl Lesvs Ssfect Leave Cote v |
CL -CASLIAL LEAVE

|=-Finanpisl PL-PREVIL AGE LEAVE Imit  Min G0 A& pp
51 -SICK LE&VE
ML -MATERNITY LEAVE

PTLRATERNITY LEAVE

Loplicagle on Waskey g Applicatie an Holidey: iz Megathe Abow:

AR CCF-COMP OFF
LOP-Loss of Pay
|= Caey Forwsrd: GO -Cut Duty

May Camy Forgard Limin Q0
Select Leave Code

Copyrate £ Sur Lk Copremcnon( il AR ngim s=ared

e For instance we have chosen CL type leave:
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A
!

Leave Setup Master

S=iact Leave | CL -CASUAL LEAVE

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.

o 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
T 7STAR LINK

i nkiihe_. D bt

=
{isleome Adimin TASTWIED

Leave Setup Master
Seisstisele [l casual Leae v
=Fmencal Yes L Serchion-Lim:t Wit 0.5 Max 405
Appliczbiz on Waekly D Zpplicsbie on Holldsy iz Magstive Allaw
ls-Acoural: - ¢
Aronial On Month Mo v = Fled: Ye= w Leave: 00
Is Tary Forwerd: ho v Max-Samy Forwend Limin Bo

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 C(Casel:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- Yes
o (Case2:- Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- Yes
o (Case3:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- No
o (Cased:- Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- No

Casel:-

n . CUSTOMER 5l 1 ENE" TOLL FREE RO {aliTafiy)
Y 7 STAR LINK Q GaRE ” _— Nl

Tl U st | -

* Tommmes - Do Foces « Lo Sleomsmes - Adey - Eapoam -

Leave Setup Master

SelachLesvs [cLcasuaene .

I=-Finarpial veis * Sangtion LimiE  Min 055 Kl 475

&pglicabie on Waskiy Off Applicatie an Holidey: ‘= Megathve Ahow:
R = “

Azgruzt On Moni N v Iz Fleed Yes . Lesye 200

|z Cary Forward Yes v Max Damy Farwsrd Limit: i)

e Click on save button. Leave manage policy has been created successfully.
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A . CURTUMEES HEL7 LIRE™ TOLL FREE O A4
‘;H{'TST"\R LINK 1uu-r_~u'44ulalcy n D

Wiiznme Adwn
Towat maeiba, o Ane et |

Mgy~ Demzacties - Data Freeesy - Leewy Masspemmad - Admix - Reposn -

Leave Setup Master

Sitact it euiut | eLicasuns LEave v

ixEranesl Y= . Saochon Lt M 050 (TSNS

Apoficasiz on Waaky OF 8 Aoplieste an Habday B ENegativm Alaw:.
b Aeciiral e

Agzrusl On Monh MNa v = Fusg Vs v Legye BIG

ts Cany Forward'

oo )

O Leave Mastar fias besn updsted.
Go To Mensee Lesvs Master .

e=m=cena(PLa AR EEs e

v CETOMER HELF ENE TOLL FRE KD (all Tughay
7 STAR LINK [« Ity

CHANGE
Talzome Admin BASTELIET

Trazscpes - Timis Proses «  Lesve Mansgemesi + Adnus = Eeporis

Leave Setup Master

Seimct Leaue [P rPrENACE LEAE v

|= Finanelsl Yes * Sanolion Limit;  Mirt 050 M 200

#Applesbieon Weekly O, Applcshi=on Holday: - = Magatve Allow:
|z Azsural L]

Azt On Manth et v = Fizad Yes v Lesye sz

|= Cairy Foreatd a5 v M=y Carty Foreard Uit | 1000

Copynge © Sar Lk Cormmmicmm{Plat. Al gk remresd

e Click on save button. Leave manage setup created successfully.
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e (Case3:-

A - \ CUSTOMER HELD LD TOLL FREE WO (sl I=da) CHANGE
‘I,.;: ST"‘R LIHK 0 1900-EH-3088 (24x7) ' MB‘B'I:I!D

Wshroms Admm
Tt i i Gkt |

Leave Setnp Master

Ssiect Leave | sLsicr1EAVE v

|= Fimanszizl Yes v Sanctign Limit M G5 M= 4 0

Apafimablz on Weskly OF Appfiizapi= on Haliday: 'z Mzgative Afow

l=Aooural i

#oorusl On Montn o v Iz Froed! Nis ¥ Leaye |15

|nglds Prasent. w Include Absant: L |nEiude Hotday | Include Leave |nchude Weskiy Gff
Day=s 18.00 Agsruz! On Each Areurs! Daye = |z Accursl Oay From Frevioss: = Max Azcural Limit 2200

|z Sarmy Forward: Mak Bay Farkard Limit 1200

Yes v
m

Copyrsiit € Star Lisk Corrmmmesron(PiL i AY rizhis revsred

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)
Case4:-

A = - CCSTOMER HELD [R9E" TREL FREENO (A fodes) Rk
%7 STAR LINK Q L St s T

Waar msrke . P Rkt |

Leave Setup Master

S=iact Leava I Pt -PREVILAGE LEAVE v

|= Finsnaial ez b Ssaction Limit  Mm 08D M 300

Apolicemis on Waakly OF Appliicenis on Hofdey: ! i= Nag=tive Allow:

I= Asouisl -

Acaruel On Manth ez ’ 1= Foed! g ’ Leays: 130

Includs Srasent W Ingluds Abssnt Insrads Hofday. Inclugs Leave: J |nehads Waekly OFf
Cay=. 12030 Learysi On Eseh AntursiTisys L2 |z AmeUrs| Day Fraom Fraviais L2 Max feeurel Limit 200

|= Cenmy-Forwsrd: M= Samy Foreard Limit: BLG

Ves v

Copreke 8 Sis Lk CommmestionILa Al sty st

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).

CaseS:- Coff Setup

<\ . G “q=”—_:__| (£ TOLL FEES 50 (all tndes CHANIE
ik STAR LINK VEO0 11-598H (14 5 T) Welcomé Admin (BASRARD
Wi iombib e U Wikibioos 1 =TI

Leave Setup Master
Salact Lesve | corcomm oFF v
I= Finansis| Yes v Sancion Limie:  WMin 8D Ma= 1.08
Apslicable o Waskly OF © Appliestia o Haldey! = Nagstive £low
|= Aocussl
|= Catry Forwsrd: Mo b May C=ry Fonssrd Lmit =il ]
]

wnhm Crenmpistion(V) of AT righie r=asad

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.
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5.3 Leave Accrual:-
1) Go to Leave Management > Leave Accrual 2 Leave Accrual option.

LR T L5 TOEE. TS

';‘:-_ST}\R LI"“ 1||||-||.:1":_F"-_-,-':'_- . S Hhiiuie Ao

L TE T S TR P T

Late Asrhal Early Arrival O Thine Arrival
0 L] 0
Earty Dégarturs Lave Depariore On Timi Departure
0 1] 0
Sew Jomes(T Dava) Lefi( T Dayw)
0 0
Coprrgts & S Len {remre wrwn ¥ 6 M oige s oeo@

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

A . CUETOAEE RELS LIRE TOLL FEFE 300 (el 2aie) AT
‘;:’ ST&R LINK o ONI-A0m A x T ‘ T PRESWOED

o bl o e Pk 1

Leave Accural

Aooural Type: Manthhy v

Azoural For Morith ¥ Year A
Aztion Sourse: o v

Selact Empinyess a

Actusi Download Lesve Actural Stahis

Coprzis & S Laed Carremortion(Pilad AN relis reard

Leave can be accured as :
1) Monthly
i1) Yearly

Monthly Leave Accrual(Auto):-
1) Click on “Accrual type” drop down box and Select Monthly.
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i1) Click on “Accrual for” Drop down box. And select month and year.
i11)  Click on “Action Source” drop down box and Select “Auto” source.
1v)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.

";:’ STAR LINK G free "’--’ * Select Employes - Google Chrome:

LT e W L

@ localhastIndExp/Pages/TimeOffice/Selaction.aspx#

Employes I Company ] Departmeant

Leave Accural

Dengnation ] Grads ! Order By

Acours| Type: Monthly ¥ * Setp 1 Select Employes

Azsural Forc Mov ¥ || 20T v - . e s
@tep‘! 000D <€ € Satn () + = | ¥ dogbo: WAsAL IHE (¥}
Astinn Seurs Ayt r 200141 -Eharar Shishen sansl (v) i % e -3 5 AS
stinr Sourse uto ﬁtep3 2t Eharat Bhitshin Sans
o045 -weslam Tabkar (Y
Bt il <
Bt EmRIREE: ﬂ¢5t8p4 D004 - Pram Ballanh Joshi 1)

D01 2E -Beng thingra ) + § OOUDOE -CEDRGE VARGHESE (1)

DOCY 31 -amil samar (V) & T 000030 <R C MALHOTRA (V]
m Elownioad | eave Arcural Statos
Q00441 -Prakash Changd Sharma (Y) 4
"

DOOA TS ~Saniay Wurnas (v}

Hay Kasharagn (Y)

Steps ste .JUC_'!?:

20216 -Bafende Sl (v

ONE23T Somider L3k S [Y) -
Active ¥ |
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A

b

T STAR LINK

. WelzomeAduiz =
Wit tonniheas e Bidelboms |

Leave Accural
Apeursi Type My w
Ateurs| For Horv Y [ 217 L
Agtion Soatce SuHD v
Sabemt Emplogmes ﬁ

A issve sccural Complete.
=]

Copeighn © Bise ik CommmmiasimiP) sl ATl sizbizsmmnyes 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.

i1) Click on “Accrual for” Drop down box. And select month and year.

i11)  Click on “Action Source” drop down box and Select “Import™ source.

1v)Click on Temp Download Icon. Excel format will be downloaded. And
fill the required data.

=2 Home insert Fage Layout Farmuias Data Review View Add-Ins Team o - !
¥ s = = _ 3 =L _?.—l L) (=t || Swinsertr || E = A ¥
Calibri 11 | | S==l|@| |=E General L. H = & 1= i
=3 - e =" f’_ _j 5 I _ﬁ _% % Deiste - || 3] Z? ﬁ?
Paste B I O3 A-lI===|=== "% - % +| =8 £ Conditional Format Cell ’ Sorf & Find &
- J iali= = =l i O =01 eormatting = as Tablz = Styles - B rormat < || 2 Fiitar= Select
Clionoara Fant Aligrment " Mumtat L Stytes Celis Editing
D7 -0 J |
A B c D E F G H 1 ] K L M N a
1 [PAYCODE LEAVECOLACC WALUE
>
Z 000001 PL 4
"
3 nooog2 PL
>
4 00oooos PL

s Doooos  BL
5 000008  PL
7 ooozo  BL
8 DooooL  CL
9 ‘Dooooz  cL
10 'oo000a L
11 Doooos  cL
12 looooos cL
13 00020 ¢l
14

[SE T TR T TR R T T TV N - T S
D
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. |
. Z STAR LINK

W it D ililiossn

Leave Accural

Organize »

W Favorites
Acgutal Typa: Morthly ¥ ¢Step1 M Desktop
Aoeursl For Moy v 2m7 ¥ & Downloads:
= Step] =l Recent Places
Achon Sourss: Ipriport

. T ‘wfe=Step3
Temalat Ownioad El‘ ¢5t3p4

MNew folder

Y

T

Ravi
System Fo

’g{ Computer

Network

| Libraries
| (b System Folder

System Folder

lder

7 Libraries
T |<| Documents
Seiect File Choose Fils thEPS o) Music
lk=| Pictures
)
& videos

M Computer

* Network

Coprzst S Stz Lisk Commmumcnon(Plsf AT rfits rswved I
|

System Folder

Foxit Reader

@I
[
Shorteut

L
l 1.09 KB

4. Gooale Chrome

-

Filename [PETETEEIAEE] ~  [AllFiles

s'&s

Stepb =b‘l e I |

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

vi)Click on “Accrual” button.

A, ;
7.7 STAR LINK

o ke Oy Bidstoa |

Leave Accural

Anoural Type: Monthly v
Azcurs| For Nov w || 20y L]
Arrion Eourcs import v

Templet Downlead Ei

Seiect Flig | Choose File | Lesvabecursl (2] e

? Downlpad Lesve Accural Siaius

f

Step 7 Step 8

Welzome Admy
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After successful accrual ,Excel will be generated automatically showing

status.
NCLED L st e T - 1= s

-—/I Hame Inseit Page Layout Formulas Data Eeview View add-Ins Team '@.‘ -

= : = e = =il (= = = " S g || SRt - | Z- Age 5B
'B bl calibri -] _E-||§_| | =7 General ﬁ jﬂ ﬂ# = ? |ﬁ

Poste o ||[BE B[ | [ A | : Sl [ Somomanll (e et e mie | o s
Clipboarsd iEl Font fall | Allgriment fal| | Mumbe i} Shiles Celis Editing
A1 v (@2 | D
Pl s | c | b | & | F | G | M ' ; K L M | N | o0
1 _llD IPAYCDDE LEAVECOLACC_VALLERROR_MSG
2 | 1000001 | PL 4 Updated successfully
3| 2'boooo2 P 4 Updated successfully
4 | 3ooooos  pL 4 Updated successfully
5 | 4'boooos  pL 4 Updated successfully
6 | s'boogog  pL 4 Updated successfully
7| 6000020 PL 4 Updated successfully
8 | 70001 oL 3'Updated successfully
9 | g'booon2  cL 3 Updated successfully
10| s'ooooa oL 3 Updated successfully
11| 10000005 CL 3 Updated successfully
12| 11'oo0oos oL 3 Updated successfully
13| 12000020 cCL 3 Updated successfully
s
=
1s|
17|

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

Generated.

A B & D E F G H 1 J 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
5 Company Departme Catagory ( Location € Leave Cod Accured L Days On A Year (LR Accural Type
6 |1 000001 RAJ KAMAL JHA TIE 141 CTR L41 CL 3 0.00 2017 2017 Month
7|2 :JDDDCF] RAI KAMAL JHA TIE '141 CTR L41 PL 4 '000 '201? '201? Maonth
8 3 :JDDDDZ UNNI RAIEN SHANEAR  TIE '141 CTR L41 CL 3 'ODD '201? ’201? Month
9 4 :JDDDOZ UNNI RAJEN SHANKAR — TIE '141 CTR L41 PL 4 '000 '201? '201? Month
10 |5 ::DDDO!I Waidehi Thakar TIE '125 CTR L35 CL 3 'OOO '201? '201? Month
11 (6 1300004 Waidehi Thakar TIE '125 CTR L35 PL 4 '000 '2017‘I '201? Month
12 |7 :JDDDOS Sunil Jain TIE '140 CTR L41 CcL 3 'OOO '201? '201? Month
13 |8 1)00005 Sunil Jain TIE '140 CTR L41 PL 4 '000 '201?‘I '201? Month
14 |9 :JDDDCFS GEORGE VARGHESE TIE D00 CTR L35 CL 3 '000 '201? '201? Maonth
15 |10 :])DDDS GEORGE VARGHESE TIE D00 CTR L35 PL 4 'ODD '201? '201? Month
16 (11 :JDDOZO R C MALHOTRA TIE '132 CTR L40 CL 3 '000 '201? '201? Month
17 |12 :JDDDZO R C MALHOTRA TIE '132 CTR L40 PL 4 'ODD '201? ’201? Month
18
13
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.
i11) Click on “Action Source” drop down box and Select “Auto” source.
1v) 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.

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

- o s = . e
A (8 T s HEU o Select Employee - Google Chrome = -
. STAR LINK (e_ajl‘n

e vk, B Wb (@ localhost/NewTosWeb/Pages/TimeOffice/3

slection.aspx Q

Divisions l Catepory Designation

Leave Accnral

Grade ﬂ Order By

&ecursl Typa Yesily = ¢ Step 1 Select Employes
Assurel For busl T r ¢5t8p2 - — ™
Achon Sourse ] v *StepS
Seizct Employess ﬁ Htepq-

=3

Stept Sﬁap?

STAR LINK COMMUNICATION PVT. LTD. 7




A "
.7 STAR LINK

CLSTONER TELFIDE" TOLL FF=10 {si faits
e VD04 1T-HNER Te = T)
LT A Ve R

Leave Accnral

Wiltoems Adm|

Azsursl Typa U= L4
Ascina! Far 047 -
A=tics Soures Ao ¥

SR

Downdoad Lesve Acoorsd Shishes

A Llesve Arcurs] Complsts

£y

Copendd € Sor Lk Ceormmemon Vil o8 4] reasy resmr=ed o

e [eave 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 r:lE.SG '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 r12.00 '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.

i1) Click on “Accrual for” Drop down box. And select year.
i11)  Click on “Action Source” drop down box and Select “Import” source.

1v)Click on Temp Download Icon. Excel format will be download. And fill

the required data.
B s [ c [ o [ e [ e [ 6 [ & [ J [ k][ LM 0
1 PAYCODE.LEAVECO[ACC_VALUE
g _Tl‘iﬂl EL 14
3 _T1401 EL 14
4 lTl‘iﬂ?r EL 14
5 _T].4U4 EL 14
'_3 lTlﬁﬂ'E EL 14
7 _T1401 cL 12
? lTl‘iﬂZ cL 12
9 lT14ﬂ'3 cL 12
10 _T14m cL 12
n .T1405 cL 12
2
13 |
i
15 4
16|
i7
7 STAR LINK O: H| s
o b e Bebabtuin \_,"\_) ; |! DEskku_p b - |‘2| | Search Desitop }3_|
= I Orgariize = New folder e Tl @
Leave Accural =
TS 5 Leave_Accural_usp
Text Bocument
Ecciral Tyes ¢anrly v ¢S‘tep1 I Desitop 813K
Kt g e =017 v W Dowelnads — LeavefccrualPage
(EEETE ey @Se‘tpz ! Recent Places PNG image
Achon Source mpart v ¢Step3 — 121 KB
Templst Dbwnlcad E@S‘t 4 =i Libraries — LeaveAccural (2)
ep .:LI Documents = IX5 | ALSKFile
838 %8
Salgct 7l Choose File | m o) Music
7 : Steps | LeaveAccural (6)
- Leavefccural I
PNG image
— 10 KB
€ Network x LeaveAccural fad
File name Leavehceural (8) ~ | AllFiles -
Step6 L — B
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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.

A .
-7 STAR LINK

| TR Y TR TEMTA

Welcome Ademe

Ligster~ Tresuessss - Dets Proces -« Lesrelfsmeremeny - fdues « Eopeshy =

Leave Accural

Azoursl Type! Yesily L
Aecurs| For 2017 L
Aotion Saurcs ImEeit ¥
.
Temolzt Gownlesd @‘
Seiec| Fiie | ‘Choose File | L saveAcoural (B)dsx

{

Step 7 Step 8

PlL.oa | & G D E F G H I ) K L M N | 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|

vil) Click on “Download Leave Accrual Status” and Excel report
Generated
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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
3 Leave Yea Accural Type
6|1 T1401  RaviT1401 co1 po1 coo 101 EL 14 0.00 2017 20017 Year
L 2 Ti401 Ravi T1401 co1 Do1 Coo Lo1 CcL 12 :]00 '201? '201}' Year
RE T1402  RaviT1402 co1 bo1 coo 101 EL 14 "0.00 017 2017 vear
i 4 T1402 Ravi T1402 co1 Do1 Coo Lo1 CcL 12 :]00 '201? 7201? Year
ﬂ 5 T1403 Ravi T1403 co1 Do1 Coo Lo1 EL 14 :]00 ’201? ’201? Year
1ls T1403  RaviT1403 co1 D01 coo Lo1 L 12 "0.00 017 017 vear
£ 7 Ti404 Ravi 1403 co1 Do1 Coo Lo1 EL 14 :]00 '201? '201? Year
123 T1404  Ravi 1403 co1 bo1 coo Lo1 cL 12 "0.00 017 2017 vear
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 Go to Leave Management Menu and Click on Leave Carry Forward.

A . CISTOMER HELF [INE TOLL FRER 0 fall Tndiag
'1 ,f STAR LINK @ 1800-11 8085 (24 = 7} Tislzoms Adm

e il B Bebdibem, |

shste [SGA(TLO0AEAA] v | o0

Present Leave Weekly Off Haliday
Late Arrival Early Arrival On Time Arrival
0 0 0
Early Departure Late Departure Omn Time Departure
0 0 0
New Joinee(T Days) Left(7 Days)
0 0
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o After Clicking Leave Carry Forward option Leave Carry forward page will
be display.

A ] 0 CUSTONER HELF LE{=" TULL FEEE 0 (all Inde CHANGEN
"r; ';7 STAR LINK 1800129608 {24 1 T =5 PAESTY

et revile. e Aidelbrm

Leave Carry Forword

Lazve Yasr Yegar ¥

Ssizct Empleyses. ﬂ

Cary Fooword | Download Eeave Gy Forword Slalus

Copyrzht & Sur Lok CommmmicanonTlat. 41 nejm rrwd

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

7:7 STAR LINK 0 b _.r'* Select Employes - Google Chrome
L

TN e AT

@ localhost/IndExp/Pages/ TimeCffice/Selectionasox

e,
er————

Employae I Company ] Pepartment Location hvisions Catesory
Leave Carry Forword
Designation ] Grade l Order By

Lezve Yaar amT v ¢step 1 ‘Select Employes
. e ol | & itemm selectent
ssssensones (%) «@Step2
TOG? S3v_wapunch. Fieed MATE (1) # | * oo 23wl Fhes mEnawso Twoe B (V) =
002 -gayi Twe. Re=sianal - WATC (1] 4 | % 7002 -Ravi Twa Fiwed Runaute BTTN

Gany Foeword | Dowrilosd Leave Camy Forword Skatus TOOF S _Two_ MEnre {V) # | % TO03 Reavi Twe Fired RTC (V)

5 To0d Ravl Multiple Fhed NETC ()

¥ o0 sl Four_ Fooed MATC (Y]

§ TO04 -mavi_single Fixed (Y) 2

Active 7|

'

o After Selection of Employee Click on Carry Forward button. And after
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chck carry forward button one message pop box open, Click on “OK™.
ma LINK [ [——

QUNSSSTRY AR

1f any Cld Data Present then it Replace with new Data.
Do Youwant o continue?
Leave Carry Forword F
| = =l

L=sve r28s M7 v )
Sslesi Emplayess ! n

Carmy Fonword Downlpad Leave Camy Forwond Stalus

Copyesin & S Lad Carresmoation(Pilad Al retes r=arvnd

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

X . |
7. STAR LINK G localhost says:

Yo bl M Wb

, Aré you sure you want to continue?
Leave Carry Forword ﬁ | Cancel |

Lesve Year M7 v ﬁ

Selent Evployess

Cormy Forword Dowrllos: Lesve Cany Forword Status

Copyrasis £ Sey Lk CormmmmestamPLnE A1 nim sl

o After Clicking OK Button. Conformation message box will be display.
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As . o CUSTOAST. HELP Liie~ TOLL FREE 70 o Tdaa)
T4 STAR LINK 18081108 (2 e T)

Welzoune S HASH
o bl U kit §

)
Muny - Tremssoss o+ et Procesy o Laave Sfasagest - s~ Baporn -

Leave Carry Forword

LaaieYesr 2077 v

Salent Ervplogmes 0

Canry Foowoed Downiood Lesve Caity Foowtied Stitus

i Lleye Carry Forwam Complets

Copymes © 2 Lok Commmmrman Fjlsd. All sty semrye

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

Mo+ Tremsscton »  Dwis Prowesy »  Losve Massyesssd «  jdwsiy = Engarh =

Leave Carry Forword

L=sye resn 2007 v

Seistt Employesd © 0

Gairy Forword Pownkoad Leave Camy Forwoed Status

Copyp € i ok Commesrenan(Pl st Al righis rerrad

[F]  LeavaCaryForwar..dsy Showall | 3

e Click on Download “Leave Carry Forward Report”:-
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A | 8 | ¢ | D | e F G H I ) 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 LE28/12/201 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 time office setup will work for all
employees.

A :
7 STAR LINK

Wisar rmmih o B Bt § CUSTOMER HELP LINE
1500-11-5088 (24 x 7)

e Tramaction ~ Dets Process ¥ Lasve Mazezsment ~ Admin ~ Reporta ~

Time Office Setup Add New Time Office Setup

10

 Permissable Late Arival

2 Duplicate Check Min

1440 10 10 5
6 1440 10 10 ]
3 1440 10 10 3
4 1448 10 10 %
3 1440 10 10 3
Setup Id Max Working in a day Permissable Late Arival Permissable Early departure Duplieats Cheek Min

?Emll’miumlllilh’ulll.anl
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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.

A ’ TOMEE. HELP LINE" TGLL FFEE 28 Ind
7.7 STAR LINK & 1mositnss gy Welkome Admsn

Fivar nontba. G ukibvene |

Add Time Office Setup

’ Geperal betup T_m'leofﬁze policy 1 Dver Time Policy T Cof Sefup T In Gut-Applicable T Log-Applicabie _

General Setup
Setup Ragiztraton neo:

|z Aufp Absent Allowead o Mark AWA 5z ASLWD) ]

M=rk WC =25 Apsent Wnan No of Pressnt< Ne of Frasent fom WD Ma of Prazznt for WG

For Missing anc Reverficeson Report

Max Werking Mintar Venfication 1w (Mirais) Max Lats Armival Durstisn 240 |[(Minut=) Max Early Degertive Duradion 240 Minitef

I3 Negsiive Lesve Alipw Alfow Peycoce In Alphz Numesis  *

|5/ Hels Apphoeblis Sxop Page on departmsnt » Lime Par Fags 53

Rupm Aute Shift Aflow Farmiz Essdly Min for Run Auto &0 (Womute) Permls L8t Min for Run Aute an |MEnite]
ife Shit

= &

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
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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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A e CUSTOMER HELE [INE' TOLLFRER 50
‘; ‘? ST’.\R LINK 180015088 (24 = 7

CEANGE
TWelzome Admmn BASTRUET
Yingr i B Uk !

Tra=sscies ~ Tmin Proses = Lesve amsg=mesi ~ Adnas = Erports ~

Add Time Office Setup

(o T Tomme | oo oo T s M
Win Minots For Fulll Day; 0 (Minute) Min Minwi= For Heff Day L300 {Minuts) CofSaprea Dags &5
[sAuta Gaf #
Worsing Days Tof \Weskly OF Cof It Heldsy Cof |

L]

Copyngs © Sar Lai Cormmmomm{F)ial. All mrks e

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.

A = o CUSTIRIER SELP LINE” TOLL FREEND (2 [nit) CHANGE
e il ¢ 508 ML ,
I~ ST‘\R LINK S Welcame &dms phezmD
“tar obseh, T Moo | S
LOGONT
Mg - Tromsciss - Dein Pz - Legve Massrsss) - Admes - Eapishy -

Update Employee

Sstect Empleyes . g Cle=r Sefaction

[ Offize Detail T 5T/0s _Pif:tin RTE huwTFmﬁ Bolley T LsteEarly Pn!lch SHT/HLF policy T Shift palley T W Patizy _
Office Detail

Pleate check which you wart to updats fn Emplaves maiter

Campany CHONGIE v Tenariment 101 ACTOUNTS & FIHAMCE v i
Sategory AFTAFPOITVERT v Saction: DOCNDHE v
Location/Brarch: LOG -HOHE v | [l Grads. GUT-HHE ¥ B
Designstion’ 204 ADVERTISEMENT PAGINATSR. v | &

Uit

Copvuzit € Gt Lisk ConmmmuatianPJlad. Al nrEs reyees

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.

CUSTOMEE HELY LEE" TOLL 7FREE 50 (all Indt
1009-21-0088 R4 = T)

A ;
%7 STAR LINK

Yo il Ui fhsfiten

Welinms Admin

vy

Tremssifion ~ Dais Fresen «  Lowme Musssewy «  Adess «  Esgarts »

Manage Employee Tvpe User [New ¥ | ST < ylery All Empliyes O {Omis Disgiles Reora)

o v i
Pn}fﬂ#&ph}’u?m - ?::hc: % Company 2 Diepartment = Lacanon % Deugnntion SLloginID 2 Password : %
TOU2  Rvi Twe_lnznoes : 'in_{“' %g%e% “mc.i‘_’@'m & ROKE ADVERTSEMENT PAGIYATOR T00g ™ =
TO0) R Tog Rommomsl NETC  Spoon iﬁ;fg;g&% SO & NOEE ADVERTISEMENT PAGINATOR Troe
TOOT R Nepinck Flasd NRIC i’é‘:l{“' %anu_ FAIRS & MEDLA ;‘LEES}EE“ ] NONE ADVERTISEMENTPAGINATOR (007
TOOS Rt Siaslefived i;j’_"’ _;‘_%mﬁ-“:‘: EEORESSBVT gﬁ%’“ & NONE ADVERTISENENT PAGRIATOR Focs ) Toae D
TO0Y Rt Feur Frsd NETC jé'l{f‘"' ;_?g— THIMANEXERESSRVE gg\fg“* NOKE ADVERTIEMENT BAGINATOR Toas o i
TOOY B Mkl Fret SETC zt"‘;"_"" gg;ﬁ% ﬁfg{“" & RaKE ADVERTSEAERT PAGINATOR T4
IO Rt Twe Fasd ETC MmN e warE ADVERTIEAERT SAGITATOR EeE
T2 R Two Fred Bundwn BT 3‘6,’,“' g AN EEPREESFVE Amc&]oﬁ“s & HORE ADVERTISEMENT PAGINATOR o2
TONl  Be Fred Ewmbur Twol 'i;lj;" %:?M FAIRS & MEDLL "‘mc.i‘_]“g'm & ROKE ADVERTIREMENT PAGISATOR ot &
FOOS Ry Muftiple Fixsd 3FTC f_;';"“ ¥ONE ng{;"":é;fs 2 NORE ADVERTISEMENT PAGINATOR Foas
ParCodeEmplaves Nums m Company DA Location Drevignation Bassword Select

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

A . CUSTOMER HELB LO7E™ TOLL FREE N0 (all Indli LA

\;:‘ sTA'R LINK 1RO0-TL-50ER (2L =T) Witloms Admin PASSACIAD
| rap b, O Dcksbiong ¢
LOG0TT.

Mlester - Trsmymtes - Dats Provest « Lesve Messerweesd - Adeem ~ Erparn -
Import Data From Excel
Seest Tyos of Dsts; Employes Master ¥ | [file size nuwst e less then 2MS)
Clik for Cownizad @

Seface Fie Chouss File | Mo il chossn

Compryrigie € Stwr Lk CormmresssmgPiLad Al ryssss remsrren]
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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.

.‘_\: ; G CUSTOMER HELD LVE® TOLL FREE N0l luds
.iv'-:“'hR LINK I81E- 110088 (243 Ty

Woiah il . D Dikibiztm |

Markes = Tramsctos + Daby Procen » Lewve Masogrmeeni = Adwmis = Heports =

Export Data In Excel

Seiec! Type of Dsis St =

=-Salett—
Compsny Masi=r
Deportment Mastes

Chok for Cownicad

Losafion Master
Dezignation Mester
Grate Mastst
Sepiion Master
Catagory Master
Shift Master

Leave Master
Employee Mesier

Walcome Adinin TASTRUIY

Copiight € Seer Ltk Commiesirznon(TL 14 All s perved oe oo
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CGSTOLERT

‘;: 751'}\“ L[HK e l'uu-":-lsi'-jfiih ‘l-"E‘_; l_':_: TUEL FREENO (2t fndis) CHANGE

Welroms Admm PASSROSD
Toearmmpily.... Burr Midstivm |

Export Data In Excel

Sziact Tyoe of Data: Locstion Mashet ¥

Tiizk #50 Cownizad E |

Coprozl: 8 Stz Lk Commmestioo[VLet AR ity st

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.

A - e CUSTONEE F=LP LINE® TOLL FREENO (a0 Inda) CHANRGE
‘;:“-‘\R u"x LN06:TLA0MY (74 2 7) ieleome Ad FASSWORD
wiarnanile O Tickstiors |

Mazsy ~  Tremeschess -+ Dyt Proces: »  Lasve Misazemes! ~  fissin - Rrporty =
Mail Setting

MaH Banar Addrsss = NE= it finl go.in Mall Serves Pdm i
S Qﬁlay Heme  stan Time Ofine
Emusi D! vl sEanERHEsasin 2o Prszword | weesarerne

Updaie

Copyopit € St Link Commesration(Pjl i Al rebs rresrves

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.
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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:

X - 0 CUETONEER HELF LINE® TOLL FREE I il lesls|
7; “7 S'IAR le 1B LY SUER 24 5Ty

Weloome Al
Hum rrdes e Bouban

Mimme * Tracacten T Thats Pooters 7 Taove Momagount * Sdmin " Eaporse 7

Data process

@ sttt L £l
racecs Mame Janticatins -

18] | foeathipst/ e WTDE P ag s o Tim el eedlielmrtiors i

From date: B 01552015 To Cistar 18 D0 2Ns
o : Emplayes Campany Cepartmant Leeation Civigians Buz Raute
Salact Employes - Q

Designation Grads Qrder By

Click fur S Frooployee
= Zelact Emplayes
] il | W ilee s ion Yo sl
1111 ARA (V)
2223 DR (V)
3393 ‘dece vy
e UDe )
2%k - ASAS ')

ITTF EYTT)
BB FTEL (V)

R B B B B SR

iyl T Stiy Lk Coenmihi i iR T A0 Rt i
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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
i1) Create Report.

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

e FREE ND (5!

STOMER HELP LIKE

A 5 N
JISTRLNK @ e il

Wi ke, b Bl

Present

Late Arrival
0

Early Departure

0 0 0
New Joinee(7 Days) Left{7 Days)
0 0

On clicking Column setup, Page will look like as :
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'—fi;' sT\ARUNE @

i e O Wchalbam |

Admdrr v Trazmscfios = Dais Proesn »

USTOMER. HELP LINE™ TOLL FREE NO (all India
B00-IL5088 (14T

Lezve Msnpremesi = Admin ~

CHANGE
PASSWORD!

TimeCfice
a0 ;

Name Leave

maveone  |Leave Acedral

DATEOFBIRTH
DATEOFIODN
FRESENTCARDING
COMPANYCODE
COMPANTNAME
DEPARTMENTCODE
DFPARTMENTRAME
CAT

CATAGORYNAME

TimeCffice Summary

-t Report Column Setup

Deparmm=nt Name
Category Code

Caledory Name

Updaie

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,

'rjl‘r H
.7 STAR LINK

Wit et D lakliom |

CUSTOMER HELP LINE TOEL FREE N0 all Indi) CHANGH
1800 11-G088 24 £ T) H

x] Report Column Sstup

Name = Display

PASCODE Emp Fay Cots

| EMPNANE Estiplopes Rains

DATECFERIH Fiztis it Blvin

DATEQFIOIN Message %
'PRESENTCARDING © Column display Rame updat=d,

ICONPANYCODE

COMPANTIYNAME

DEPARTMENTCODE 1 = I
DEPARTWENTRAME _—
ICAT Cimpory Cods

(CATAGORYNAME Catagory Name

AN Pt Frda
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2 Create Report:-
e Go to Admin—>Report Configuration = Click on Create Report.

A'. CUSTUMER. HELP LTNE" TOLL FREE NO {all Indsa}
S ZSTARLINK @ lsooisessinn —

Frar smamda. i T by |

LOGOHT

Mnger ~ Tremmbos = Dam Frocm » Leve Aissssnmesl » Admmn v Tepord. =

shift [SAZ(13:00-21:30) v | oate ¢ | [

Present

Late Arrival
0

Early Departure Late Depras suaae
0 0 0

New Joinee(T Days) Left(7 Davs)
0 1]
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On Clicking Create report option, Report Master Page will be displayed as:

A STOMER HELF LINE" TOLL FREE NO (all Indin) f
TR @ .

R_fi-?l.-‘- s Master Add em Repors -_Q;:-:,‘=Cré-iate New Report
Gww o v s o=y Show No Of Entries S Sexih )
’ il Edit Existing Report e

dit Drelete

sumee Delete Exisiting Rep|==-__=-.w

R.ell_.ort ‘\;mek = Repart Type = E.d.il DZEEIE
Showing 1 to § 0f 5 entries Mgvg.tg page.First = rint | Freim

Adtendemes Summary

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 C(lick 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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CUSTOMER HEIP 1T

"‘;‘7 STAR LINK 1890-11.8088 (24 2 7) T admin IR

Woa nwwrthe . Oep Brdalinree T

Create Report
Report Name |
Emp Pay Code-Employee T
5 e v ! +
Parent Report Baily Parformance Empioy== h o "
Date of Birth-Employes
Map Coly Montiily Parfgrmance Register N & =
Monthly Empioyee Wise Periormange | | Det= of Jomning-Employes +
Empioyes Wise Attendance Summary| | Card Mo-Employ== +
Yearly Attendanca Defsils Company Code-Emplayes +
Leave Consumed Suminary - iy M Employe 3
Leave Cansumed Detail ic =
Leave Yearly Accural Detail A G PERE »
Depaitmant Hame-Employes -+
Catwgmry Code Employes +
Category Kame-Emplayes -
Divisian Code-Employies +
-

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 N0 (all Indsa)
-:;‘-.rﬂ')\R LINK 1800-11-5088 (241 7) o :. i

For by O Bobitem §

Create Report

Repart Name¢ [eatly Performance Report [E— Add ali CEini i
- R Emp Pay CodeEmpluyes —=f=
Parant Reptit Daily Performance v sEeimslnes Select gt '
5 t Emplo M- loyes =
BLOODGRULP Employes + etNe Ty
kG Mame-Empl -
Map Column EMFTYPEEmployes & Y Ry
BANKACCErmploys - T Department MameEmployes: -
y Lgeation Mam e -
FATHERNAME -Employes + o Ll
= ¥ Attzpdance dateTimeOffice =
Create Report i S ————
MOBILENG-Employes N | Fm— N
b Shift $t=t -Timedffice -
PAN NO-Employes +
t Shift End-TimeGffice —
AATHAR S0-Employes *
! ¥ Lunch Start-Tiredifice =
0% Hout's -TimaDffice -
¥ Lumch Eoal -Time0ffi -
tn Tirve Manual-Tiredifos +* ! =
i 9 T HOURSWORKED-TimaDitice =
Dyt Time Manusl-TuseOffe * v -
. o

Remove one by one

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

Vv oirih . T Mokaliin 3

Message

© Fmport Created acessily. G0 To iew epots it
o.ﬂrTwWﬂﬁﬁh.Mim:QgﬁgM' )

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

CUSTOMER HELP LENE” TOLL FREE NO) (all Tndm) CHANGE
TOSTRUNG Q@ SR oo [T
Voo o B Bibaflecas |

Abzxder = Trassscam D Frocesy Lzmve Magzmesent - Adlzzm HE=party

Reports Master Add New Report

Report Name < Report Type Edit  Delete
Fearly Atteidinice Details Yearly Attendancs Dietmils F g E
Momthly Performance Register Test Menthly Performance Register ’ (]
hionthh Emploves Wite Performancs Minthly Emmploves Wess Performance s ]
Leave Consumed Summiary Leave Conmumed Summars 2 E
Lssve Commummed Detaile Lesve Comumed Detmil 7 &
Emploves Wise Attendsnce Summaary Emploves Wise Attendance Summary s E
Dhaily Performance Report Dauly Performance ¢ (4 Ll

i -

Note: - We can create following other reports as well through same process as mentioned
below.

1) Monthly Performance Register Report

i1)) Monthly Employee Wise Performance Report

ii1) 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.


