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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

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.




1. After Login, the following page will open:
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2.1.1 Organization

You can manage different organizaton through organization Master of Time Office
Software. Organization code should be unique. When you open the organization master,
you will see a window in which you see the following information like Add New
Organization, Edit, Delete, first, previous, next and last.
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.When you click on Add New Organization the following page will be open:
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Add Organization Master

Add New Organization: Click on "Add New Organization" to add the details of new
organization. A Organization Master window will open, in the window there are some
fields like organization code, organization name, organization address, Description
which you will fill to make the new organization. organization code and organization
name are the compulsory field to create the organization.

Edit: You can Edit information in organization master except organization code. If you
want any modification in the existing organization, press "Edit" button. After pressing
Edit button, complete details of the selected organization 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 organization Master will be updated and the
following page will be open:

Delete: You can delete any Organization through “Organization Master” option. But if
the selected organization is assigned to any Employee, then it cannot be deleted.
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Previous: Pressing 'Previous' button, you can switch to previous organization.

Search: For searching a organization you have to use "Search" text box. You can find
your organization by enter any information which is visible in page. (Like Organization
Code, Organization Name etc)

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

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




2.1.2. 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.




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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Update Company Master

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.
7. STAR LINK

yeTrTTE—

Campany Code T Compuny Name Campany Miiees fhart Napee 2 AN N S Dedew

 Messnge ] ‘
X Nihrt Marr PAN Na hest Dede
t Be Gainted bac mce oTe sTOky "~ S | t ] L




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, Panno. etc)

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

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




2.1.3. Contractor

You can manage different Contractors through Contractor Master of Time Office
Software. Contractor code should be unique. When you open the contractor master,
you will see a window in which you see the following information like Add New
Contractor, Edit, Delete, first, previous, next and last.
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When you click on Add New Contractor the following page will be open:
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Add New Contractor: Click on "Add New Contractor" to add the details of new
contractor. A Contractor Master window will open, in the window there are some fields
like Contractor code, Contractor name, Contractor address, Contractor Owner,
Contractor PAN No., Contractor TAN No., Contractor License No. and Contractor PF No.,
which you will fill to make the new contractor. Contractor code and Contractor name
are the compulsory field to create the Contractor.

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

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

Delete: You can delete any Contractor through “Contractor Master” option. But if the selected
Contractor is assigned to any Employee, then it cannot be deleted.
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Previous: Pressing 'Previous' button, you can switch to previous contractor.

Search: For searching a contractor you have to use "Search" text box. You can find your
contractor by enter any information which is visible in page. (Like contractor Code,
contractor Name, Panno. etc)

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

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




2.1.4 Location / 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 options 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.
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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.




2.1.5 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.

“ 7 STAR LINK i | —

© Dvprartosnt Code Mol b of 3 Alpdanninnny o ion
Eonml € ned

=)




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 cannot 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.




2.1.6 Sub- Department

You can create different Sub-departments in a department as per your requirement through '‘Add New
Subdepartment' option of Manage Sub-departments. Sub-department code should be unique. When
you open the Sub-departments, you will see Sub-departments Details window in which you see the
following button like Add new Subdepartments, edit, delete, previous, first, next and last.
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Add New Sub Department: Press button "Add New SubDepartment" to add a new
subdepartment in the department. A Sub-Department Master page will open, there are some fields like
sub-department code, sub-department name, deparment which you have to fill to make the
subdepartment in the department. Sub-Department code and Sub-department name are the
compulsory field to create the sub-department.
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When you click on 'Update’ button the SubDepartment Master will be updated and the following
page will be open:
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Delete: You can delete Sub Department Master information through this option. But if this Sub
Department isassigned to any Employee you cannot delete this SubDepartment Master
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Previous: Pressing button previous to switch to the previous Sub department.

Search: If you can use this option to search a Sub department.
Next: Pressing button to switch to the Next Sub department.

Last: Pressing button to switch to the last page.




2.1.7. 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.
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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.

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.

2.1.8. 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.

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
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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.




2.1.9. 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.




2.1.10. Designation

You can create a new designation for the employees as per your requirement through this option.

Designation code and Designation name are compulsory in master. Designation code should be unique.
When you open the Designation, you will see a Designation details page in which you see the following button like Add
New Designation, Search, first, previous, next and last.
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Add New Designation : Click button "Add New Designation" to add a new Designation for the
employee. A Designation Master page will open, in this page there are some fields like Designation code
and Designation name, which you have to fill to make the Designation. Designation code and Designation
name are the compulsory field to create the Designation.
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Add Designation Master

Edit: You can modify information except Designation code, If you want any modification in the existing
Designation then press "Edit" button .After pressing edit button complete information about Designation
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 Designation information through this option.

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

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

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




2.2. Bank Master

You can create a new Bank Master for the employees as per your requirement through this option. Bank

code and Bank name are compulsory in master. Bank code should be unique.
When you open the Bank, you will see a Designation details page in which you see the following button like Add New
Designation, Search, first, previous, next and last.
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Add New Bank Master: Click button "Add New Bank Master" to add a new Bank for the employee. A
Bank Master page will open, in this page there are some fields like Bank code and Bank name, which you
have to fill to make the Bank Master. Bank code and Bank name are the compulsory field to create the
Bank Master.
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Update Bank Master

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

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

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

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




2.3. Shift :-

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

be unique.

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

 Showing 1105 of 18 entries. st | prevons 1 [ 2 [ o | et [t

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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Overtime Setup : We can set the overtime policy for the shift. When an employee does the overtime after
the shift hours than overtime calculates by this policy.
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Shift Allowance: This option is use for the giving allowance to the employees according the allowance
setting in shift.
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Flexi Setup : We can set the Flexible timing for the shift. This option is use to make the shift timing flexible
which is use to mark the status of attendance according total working hours.
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Shift Mapping : This option use to map the shift for multiple locations. So this shift shows only for those
locations which are mapped in to the shift.
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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.
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.

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 durationmore
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
giventime employee attendance will mark as absent.

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

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'.

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.
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2.4 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
dateof 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.

2.4.1.1. Office Details

2.4.1.2. Personal Details

2.4.1.3. Time Office Policy

2.4.1.4. Shift/WO Policy

2.4.1.5. Extra Details

2.4.1.1. 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 organization, company, contractor, department, sub
department, category and designation etc to each employee, which he/she belongs to.
You can even include the scanned photographs of employee andemployee signature.
You can add PF No. of employee.

You can add ESI No. of employee.

You can add Aadhar No. of the employee.

You can add Pan No. of the employee.

You can add date of joining of employee.

A WN =
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There are only three parameters compulsory for any entry of new employee i.e. ID card no., name
andpay code.




2.4.1.2. 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.

. You can add date of birth of employee.

. You can add married status of employee.

. You can add blood group and sex of employee.

. You can add qualification and experience of employee.

. You can add permanent address and temporary address with contact no of employee.
You can add bus route and vehicle no. of employee.

O UTh WN R
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2.4.1.3. 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.
7. 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.

8. 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.

9. 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.




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

11. 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.

12. 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 his half day/short day.

13. 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
daypresent. If working hour is greater, then he is full day present.

14. Maximum absent hours for short day: For this field, please give the
samevalue as of Maxm Working hours. If employee working is less than
workinghrs, Status will be SRT.
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15. 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.

16. 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

then this extra duration of work will be shown as overstay.

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

18. Leave Setup :- We apply the leave setup to the employee.

19. Late plan Setup :- We apply the late setup if we want to deduct the late of
the employee.

2.4.1.4. 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
weeklyoff.
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There are three type of shifts ---Fixed, Rotational and Ignore
20. Fixed shift: If an employee comes in a single shift, it means his shift will be fixed.
21. 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.

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

2.4.1.5. 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 relationand email
address.
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2.4.2. Update Employee Data: we can update the multiple columns information for multiple

employees at a time by excel sheet. When we select the columns and then download the excel sheet. Fill the
excel sheet and then select here the path and then click on import data button. Then your data is changing
according your sheet.
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2.4.3 Employee Bulk Inactive:- We can download an excel file here. Which is filled by




an example data. Fill the excel sheet with your data and import here then fill the
employee codes become inactive.
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2.5. 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.

| India
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Your needs..., Dur Bekatiees ¢
Add Machine Master
Machine id: 2
Mzchine Name: Jest2
Mschine Ip: 192.182.0.50
Machine Port 1085
Machine Type: Attendance ¥

el ey

Copyright © Star Link Commmmication(P)Lud. Al fights reserved

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 ,

punchentry 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 :-

3.1.1. Manual Punch

When an employee forgets his card, in that case you can mark his attendance present through this
optionin 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.
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When you give Pay code and click on get data the other information will auto shown or you can also
usetab button to get other information.
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Punch Date: DOMMYYYY Punch Time: 00:00

Reszon Punch Post: Punch Post | Back Data Process

Punch Detail
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Welcome Admin

Get Employee Dsis:

Company THE INDIAN EXPRESS PVT LTD

= o ST

N N

04-Now-2017 00:30 ¥ N

03-Nov-2017 15:00 N N

06-Nov-2017 0114 Y N

06-Nov-2017 11:53 N N

00:54 Y N

12:05 N N

1316 N N

23:15 N N

13:04 N N

00:41 x N

= 10-Nov-2017 12:00 N N

When you click on Punch Post button the punch information will be shown as given below:
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. Workis el utl 12 O
428 03-Now-2017 17:42  04-Nov-2017 00:50
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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




employee will save in the system. When you see the attendance report of that employee present
willshow manual.

3.1.2. Canteen Manual Punch: canteen manual punch working is same as

Attendance manual punch but the difference is this option is working for canteen punch
data with canteen machines.
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3.1.3. Manual Punch by Range: Through this option Entry of Manual
Punch can bedone for a date range and for more than one employees.
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Punch Posting from this fonm alv IxManual=N)

Punch From Dste:

Resson Punch Post

3.1.4. Import In-Out : Through this option we can enter manual punches by excel file for
multiple date and multiple employees.
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3.2. Shift Change Window :- Through this option we can change shifts and week off.

3.2.1 Shift 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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Paycode Code T & Card No: 00000001

Shift 3 Shift Attend ¢ Status T
Year/Month: 2017 Y| dan ¥ Get Empioyee Dats GEN GEN A
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Name RAJKAMAL JHA Company: THE INDIAN EXPRESS PVT LTD

CFF OFF (]
Department: THE INDIAN EXPRESS Location NOIDA - 81 v OFF OFF WO
Designation: CHIEF EDITOR-IE v 27-Jan-2017 GEN GEN A

Select  Date Shift Shift Attend Status

Shift Change Dste: 5 Attend Shift Select Y s

IR20 30405860 7§ Next § Last
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3.2.2. Shift Multi Transaction (By Range)

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.
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Shift Multi Trasaction

Operstion ® shift Change © Shift Replace W Shift Copy
From Dste: 01-Now-2017 To Date: 31-Dec-2017
Attend Shift

SA2 (1300-21:30 ¥ | (only in Case of Shift Change)

Select Employee : 0

Get Shift Schedule

© Operation Done successfully

[ox ]

Copynzit © Star Link Conmuumcation{PiLtd. All ighus reserved

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

3.2.3. Import Single Shift from Excel
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Import Single Shift From Excel
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3.3 Overtime :- Through this operation we can manipulate the
Overtime.

3.3.1 Overtime (Approval) :- When Overtime is not running on
Auto Approve, if any employee is working overtime, the overtime appears
here and then the user approves the overtime from here.

<7 STAR LINK

ot Overte st

o @
aw v DR —"

Pupede Nave * Compury Drpartwest 1 Losatben © Desigustion  © Duse SN 5RO 0 0TI S FheanWarked Foain T Apprwe Siats Mereal T Agprened

3.3.2. Manual Overtime :- Through this option we can change the or give the overtime
manually to any employee from here.

T 7 STAR LINK o [
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3.3.3. OverStay To Overtime :- Through this operation user can change overstay to
overtime.

5 7 STARLINK
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Master s Transacthen . Gate Pasie  Data Proscess.  Leave Managament- Admin. Reporos .

o “em

SINI 20UT2 2 HownWerked




3.4 Holiday

You can add all holidays from this option
57 STAR LINK

uose needs.... Dur Bekitierss |

Welcome Admin

< Description
Rapublic Dav ]
i Delete

Iﬂm § Previous | 1 § Next |§ Last I

3.5 Attendance Adjustment :- Through this operation user can adjust the
attendance for multiple employees for any date.

A ¢ CHANGE
" 7 STAR LINK O nerie [
— - neYROLL
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LOGOUY
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2
: . - s 114 Ab v AN

Payrade & Namie o § B OUT LomAriva EartyDepartnd Earty Arenad ThoursWarke® Nisrd Abin E LA LwteComming | Al EartyOoingd | AT artyComming®




4. Gate Pass :- Through this operation we can insert and delete the gate pass.

4.1. Gate Pass Insert : - We can insert gate pass through this operation. User can
insert two type of gate pass (i)Official Gate Pass, (ii)Personal Gate Pass.

"7 STAR LINK v e ;

Gate Pass Process Form

Employer detail
-
e - From Date | 0% oy 2004 al iy ' Gt Da
"y
My
\ip
atn OB 26NMM04 [RRIEIE CGiate Paan Type nlsct - St Theree Totst Dyeative
Saducthon Tyga! | B v Renat [ b |
\tendance o |

[x] 3

4.2. Gate Pass Details:- After inserting the gate pass we can see the details of gate
pass from here.

7 7STARLINK

Gate Pass Details
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5. Data process

5.1. 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.

o 7STAR LINK

Data process

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

5.2. 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.

" ZSTAR LINK

Data process

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.

5.3. Back Date Processing

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

<7 STAR LINK D iwnssaizy S—

Yoo needs.... Our Behabisrs 1

Data process

Process Nsme: BackDay




5.4. Re-processing

If Time office software is running and you want to generate report after capturing punching data,

youhave to run re-processing and punching data will be automatically fetched and arranged in
sequence.

A 4 cus [ER HELP LINE" TOLL FREE NOQ {sil India
‘L *7 STAR LINK @ 1800-11-8088 (241 7) e

Welcome Adnun
W needs.... Dur Bekatiers |

Master v Transaction » Dsta Process ~ Lesve Manazement « Admin « Reports v

Data process
Process Name ReProcess

From dste: [5 D1-Now-2017 Ta Date

Select Employee : Q

%) 231-Dec-2017

Cogynght © Star Link Conrommication(P)Ltd. All rights reserved

5.5. Attendance Lock:- Through this operation we can lock attendance of a particular

date, week and month. When user locks attendance then any other operation does not impact
on locked attendance.

% 7 STAR LINK O il asom

Welczmis Adme MSSWORD
o ot B S

Master - Tramsactien« Gate Passr Data Process.  Loave Managrnents  Adein,  Reports -

Data process

Process Name farcancel ook

From date ) 1o Data = JG-Nav-2024
Lock®infock (Unchack |

for Unleck)

Sslect Employes

@




5.6. Late Plan Process :- This operation is working on attendance according to the late
deduction plan.

* 7STAR LINK

Mestwrs  Teawnaarthons  Gum Pase s Duta Feoronn Lows Management Avwess Camtrod - Aimin - ligguete
Datu process

6. Leave Management
6.1 Leave Application:-Through this option, leave can be posted and deleted

6.1.1. Leave Posting:- Go to Leave management FlLeave ApplicationBIClick on Posting
Option.

Y'AV ’
7 STAR LINK

Yose needa.... Dur Bebahern |

Welcome Admn

Data process

§ i

Process Name: ReProcess L '

From dste 5] D1-Now-§ ard o Date 5 21-Dec-2017
Seiect Employee : @




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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6.1.2. Leave Deletion@ Go to
on Deletion option.
7 STAR LINK

NPB1A16.2360)v
Fresom Abiot i
0 0 0

Futy Arvivd On Thine Arvival Early Doparturn

u 0 0

Ahsent 3 Days Absent 4 te 1D Days Alxest more than 10

Days
0 0
0

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

" ZSTAR LINK

oot b \oe dty o

Leave Delete

« o
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detailswill be display.

Enter the Employee Paycode and Press “Tab” button.

Leave Management B Leave Application@Click
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0 0 ]
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0 ) U
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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.

6.2. Leave Setup:-

6.2.1. 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.

STAR LINK

Add Leave Maste

In leave master, there are following field which you have to fill them:
® |eave Field: Leave field will automatically generate from the software & compulsory
parameter.i.e.L01, LO2, etc.
® |eave Code: Leave code is unique & compulsory parameter.
® |eave Description: This is also compulsory parameter.
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.




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.

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.

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.

If you want to Compensatory type leave. Go to leave master page, click on Edit link text . Leave
details will be displayed.




Leave Edit: To modify a leave or its type click in highlighted button.

A . CUSTOMER, HELP LINE" TOLL FREE NO {all Indis)
p¢ STAR LINK o 1800-11-8088 (24 1 7) : ) CHANGE

Welcome Admun FASSWORD
Wt neds.... O Hekiteres |

Manage Leave Master Add New Leave Master

S 200 ¥ R T Sean j
Leave Field ) < Leave Code Description < Leave Trpe < Is Accrual < Edit Delete
Loz SL SICK LEAVE Leave N s, )
Los PTL PATERNITY LEAVE Leave N s 1]
Lo2 PL PREVILAGE LEAVE Leave N L o
Los oD Out Duty Prezent N s o
Lo¢ ML MATERNITY LEAVE Leave N 4 ]
Lo7 LoP Loss of Pay Abzent N s ]
Lo coF CoMP OFF Present ¥ » s @
Lol CcL CASUAL LEAVE Leave X s ]
Leave Field Leave Code Description Leave Type Is Accrual Edit Delete

:' First I Previgus Il—I Next 1 Ln!]

Copynight © Star Link Commumication(P)Ltd. Al rights reserved

After clicking on Edit button the page appear as:
5 7 STAR LINK O i N

LSSV

Mastore Tiampaction- Gate Paan - Dase Pincess < Lown Managemeni- Acerss Conmwls  Admin: Ropoes~

Add Leave Master

Laaw Fleke (0] Lugwe Coce o
Lo Deycriphon <t Lo
Lowm Tpe Lagwe Mapped with | Salect v

Laave v

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




6.2.2. Leave Setup:-

Go to leave management ElLeave Setupl 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‘T sT‘,\R LI"K 0 CUSTOMER HELP LINE" TOLL FREE NO (all India)

1500-11-5088 24 x T)
Toar needs.... Dur Bokhens |

Manage Leave Setup Master

Add New Leave Setup Master @

|5]l:w 10 ¥ enfries

Search:
Setup Id % Name Description % Setup + Edit Drelete
5 WE & APT Leave Employes P WE & APT Leave category Press Setup £ ]
4 WE & APT Leave Employes J WE & APT Leave category Joumalist Setup £ ']
WE & APT Leave Employes A WE & APT Leave category Administration Setup & ]
(] TE. Leave Leave of Traines Emplovess Setup # o
2 Contract Emp Leave Contract Emploves Leave Policy Sstup # o
Setup Id Name Description Setup Edit Dielete
| Showing 1 to 5 of 5 entries

First |§ Previons § 1 § Next | Last
L)

Dowlnoad Employee policy Detail E.’

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

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

vAY ¥
.7 STAR LINK

Yoo needi, Ui Gebsheed |

Welcome Admin PASSWORD:
Create Setup -

Setup Name Testing

Description Fnancis! Year

Select Employee * @
=




Here:

® C(lick on Employee Selection icon. And Select employee. Then Click on ADD button.

® 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

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

" ISTAR LINK

Croste Setup

® Managing leave setup Master.

A Ve CUSTOMER HELP LINE" TOLL FREE E pdas
1\7STAR Ll“K o 1500-11-3058 (24 x7 Welcome Admun

Yoa needs .. - Ybatvens

nest ~ Admin ~ Reports «

» Tramssction + Datz Process « ; Regports «
Add New Leave Setup Master

T\'Iax:age Leai';'erigerru; Master

SEoWs 10 v entriss Search

Setup Id < Name Description < Setup < Edit Delete

5 W PT Lesve ca Setup 7 ®

3 ploves A W PTL ion Semup s ]

6 TR Leave Le £a ploves Setup / ]

T Testing Financial Year $; ‘ ]

Setup Id Name Description Setup Edit Delete
Showing 1 10 5 of § entries First | Previous 8 1 1 2 | Next || Last

Dowlnoad Employee policy Detail E‘




e Cain Fhdmat it [0 |
[T TP P TNTO S
P
s

WosmitBoruin Dapt (500 e unnn bt | ot g2 ) Sadve M Than [ fraand beas s
M WA P e 'ﬁq'p-n._nu-u M Thra Dacabieny |0 e St Lasen)

D PR G —
-

SUPTIRLES HBLE LIS YIS FRER U0 Ol i
LM N

Whegene iew L

Maboavs Cannt i 1oa | o) e e Uty YA lq

LT
Tornen Torue
L R L PR R PR T (VT [ Pagenrt Babs b N ArpRab e e D00

- L P bnat Laneas e Vs O e 060 s wha e dppos
[T L 7 T BT WS-

-,




ST'R LINK

Here we are applying leave policy for concern leave:

® 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.

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

® 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.

® 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.

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

® 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:




ST'R LINK

Leave Setup Master

BEm
® 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:

® Casel:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- Yes
® Case2:-Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- Yes
® Case3:- Is Accrual:- Yes, Accrual on Month:- No, Is Fixed :- No
® Case4:- Is Accrual:- Yes, Accrual on Month:- Yes, Is Fixed :- No

Casel:-
y 'ST"R LINK

Leave Setup Master

5o Jf 2es |
® Click on save button. Leave manage policy has been created successfully.
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® Click on save button. Leave manage setup created successfully.




® Case3:-
ST'Rll.NK

Lvave Setup Master

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 fromPrevious”
option must be unchecked.
(Here Accural on Month is NO)
Case4:-

FSTR LINK

Leave Setup Master

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 Yes).

Note:-
1. In Leave Type C-off/LOP/OD “Is Accrual” checkbox must
beunchecked.
2. In Leave Type LOP (Leave without Payment)/OD (Out Duty) “Is
Negative Allow checkbox must be checked.




6.3. Leave Accrual:-

6.3.1 Leave Accrual :-
Go to Leave Management ElLeave Accrual BlLeave Accrual option.

< 7 STAR LINK
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’ , " . i
W25 I039865% ] pies @.. AR m
Provent Ao L e Al BWwakly O Hollday Linte Arrtval
0 0 st 0 0
a2 ¥
Easly Arvival O Thne Arrival TMe Departine Ou Thne Departre Absent 2 Duys
0 Ll 0 0 0 ]
Abawid 3 Dayn Ahwwot & to 1 Duys Abxent move than 1) Now Jakawn (T Duyy) Left{™ Dayn) Mis Punch
ays
0 L 0 0 0
0

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

Welcome Admin

v’\r K X
S ol

Your ey, Due Bl

Leave Accural

Accural Type: Monthly v
Accural For: Month v | Year v
Action Source Auto v

Se'ect Employees ¢ 0
Download Leave Accural Status

Cogryright © Star Link Commumicatio(P)Ltd. All 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.




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

7 STAR LINK

Leave Accrual

. <= Step 1 ‘ ication | Conpeay | Contracter | Department | Sub Depertment To—

© <P gtep 2
T <= Step 3 :
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Step6 Step 7
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Welcome Admin %
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Vo ek Ou Bckatiins |

Msster « Tramsaction + Data Process ~ Lesve Munszement ~ Admin + Reports =

Leave Accural

Accursi Type: Monthly ¥
Accursl For: Nov v (2047 v

Action Sourca Auto v

Salect Employees © Q
T T —

A Leave Accural Complete.

[ox ]

Capyright € Star Lisk Communicarion(P}E43. AR rights reserved

® Leave Accrual Status Report:-

Company [Inet Functon g, G| OBAL FAIRS & MEDIA LTD),IE ONLINE MEDIA SERVICES PVT LTD, THE INDIAN EXPF

i

2 Run Date & Time :-27/12/2017

3 LeaveAccuralDetail for Nov 2017

4

i Company Departme Catagory ( Location ( Leave Cod Accured Li Days On A Year Leave Yea Accural Type
6 1 000001 RAJ KAMALIHA TIE 141 CTR L41 €L 05 0.00 2017 2017 Month
12 :}00001 RAI KAMAL JHA TIE '1 41 CTR 141 PL 25 :J.Dl] '201? '201? Month
83 :}00001 RAI KAMAL JHA TIE rl 41 CTR 141 5L 033 TJ.CN] '201? r201? Month
9 4 000002 UNNI RAIEN SHANKAR  TIE 41 CTR L41 €L 05 000 o 0w Month
105 000002  UNNIRAJEN SHANKAR  TIE '1 41 CTR 141 PL 25 :J.Dl] '201? '201? Month
116 :}00002 UNNI RAJEN SHANKAR  TIE '1 41 CTR 141 5L 033 TJ.CN] '201? '201? Month
1217 :}00004 Vaidehi Thakar TIE '125 CTR L35 cL 05 :J.Dl] '201? '201? Month
138 :}00004 Vaidehi Thakar TIE '125 CTR L35 PL 25 :J.Dl] '201? '201? Month
49 000004 Vaidehi Thakar TIE 125 CTR L35 5L 033 000 00 0 Manth
15|10 :}00005 Sunil Jain TIE '140 CTR 141 L 05 :J.Dl] '201? '201? Month
16|11 :}00005 Sunil Jain TIE '140 CTR 141 PL 25 :J.Dl] '201? '201? Month
17|12 000005 Sunil Jain TIE 40 CTR 141 5L 033 000 w0 Manth
18|13 :}DDDDB GEORGE VARGHESE TIE Doo CTR L35 L 05 :J.Dl] '201? '201? Month
13|14 :}DDDDB GEORGE VARGHESE TIE Doo CTR L35 PL 25 TJ.CN] '201? ’201? Month
20|15 :}DDDDB GEORGE VARGHESE TIE D00 CTR L35 5L 033 :J.Dl] '201? '201? Month
21|16 300020 RCMALHOTRA TIE '132 CTR L40 L 05 :J.Dl] '201? '201? Month
2|1 000020 RCMALHOTRA TIE 132 CTR 140 PL 15 000 00 0 Manth

r r r r r
2318 000020  RCMALHOTRA TIE 132 CTR L40 5L 033 0.00 2017 2017 Month




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 Data Review View Add-Ins Team v - !
& RS T llE=E= = H B! il | gelnsert ~ T - A ’
Calibri i1t~ A == =||® = General x i | r i
Eg ) 1s3] 2 3% Delete ~ || (3]~ 1;7 }}
Paste B 7 U-|lii-|[&- A =E == EE a v % 9| /%08 ;9 Conditional Format Cell e Sort & Find &
v 7 = = < ] = =X 3 o i Formatting ~ as Table » Styles > || (2=l Format~ || (2~ Fijter~ Select ~
Clipboard ™ Font ] Alignment ] Number Fl Styles Celis Editing
D7 v Je |
A B C [ D E F G H | J K L M N O
1 PAYCODE LEAVECOLACC_VALUE
2 000001  PL 4
3 000002 PL 4
4 [oo0004  PL 4
5 '000005 PL 4
6 000008 PL 4
r
7 '000020 PL 4| .I
8 000001 CL 3
9 'o00002 CL 3
10 (000004 cCL 3
11 /000005 cL 3
12 (000008 CL 3
13 foo0020  cL 3

14
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Leave Accural

Accural Type: Monthly ¥ GStep]_
Accural For: Nov v || 2047 v @Stepz
Action Source import

T 3= Step3
=y <= Steps

[ Groose e | g Ste p5

Download Leave Accural Status

Templet Downioad

Select File

Copyright © Star Link Commumaicatioa(P)Lod. All rights reserved |

Organize v New folder = » [l @
2 L} —_ -
W Favorites F " Libraries 3
Deskto i || System Folder =
= p L yste

4 Downloads

=] Recent Places

a Libraries
| Documents
J’ Music
[&=] Pictures
¥ Videos

% Computer

€' Network

Ravi
System Folder

3 k

Computer
System Folder

) Network
| System Folder

Foxit Reader
| Shortcut
& ) 1.09KB
X 4. Gooale Chrome N

GG eaveAccural (2).xdsx

St&G Step6 $[ Open i'] [ Cancel I

v [l Fites

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

vi)Click on “Accrual” button.

Al ]
7.7 STAR LINK

iran neechice, D Bokationn |

Welcome Admir

Master ~ Tramsaction ~ Data Process + Leave Management ~ Admin ~ Reporis «

Leave Accural

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

Templet Download

By

Selact Filz Choose File | LeaveAccural (2) xdsx

Download Leave Accural Status

¢ ¢

Step 7 Step 8




After successful accrual, Excel will be generated automatically showing

status.
/U:\\ = 5 \ = 7 . v LleaveAccuralResuit (8) - Microsoft Excei _"&@E
_J/ =

Home Insert Page Layout Formulas Data Review View Add-Ins Team @ -
=2 - = T == = T "1‘:17’ =11 | S=lInsert ~ >~ =
Calibri -1 - |AA == (= General v . = = | N
= =3 | é" 2 3 Delete - | (8]~ Z ‘ia
Paste | | . ‘3763 3% | Conditional Format Cell i Sort & Find &
¥ Formatting ~ as Table ~ Styles~ || =1Format > || (2~ Fifter~ Select -
Clipboard Font T Alignment Ta Number £ Styles Cells Editing
Al v fe| 1D
A B C D E F G H | J K L M N (6]

1 IID lpavcope LEAVECOLACC_VALLERROR_MSG
2 1000001 PL 4 Updated successfully
3 2000002  PL 4 Updated successfully
4 3000002 PL 4 Updated successfully
5 4000005  PL 4 Updated successfully
6 5000008  PL 4 Updated successfully
2 6000020 PL 4 Updated successfully
8 7000001 CL 3 Updated successfully
9 8000002 cL 3 Updated successfully
10 90000024 cL 3 Updated successfully
11 10'000005 CL 3 Updated successfully
12 11000008 CL 3 Updated successfully
13 12'000020 cL 3 Updated successfully
14
15
16
17

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

Generated.

A B C 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
6 |1 000001  RAJ KAMAL JHA TIE 141 CTR L41 cL 3 0.00 2017 2017 Month
7|2 '000001  RAJ KAMAL JHA TIE a1 CTR L41 PL 4 "0.00 "017 "017 Month
K ‘300002 UNNIRAJEN SHANKAR  TIE 41 CTR L41 cL 3 "0.00 017 017 Month
9 |a '000002  UNNI RAJEN SHANKAR  TIE a1 CTR L41 PL 4 "0.00 "017 "017 Month
10 |5 '000004  Vaidehi Thakar TIE "125 CTR L35 cL 3 "0.00 017 017 Month
11 |6 '000004  vaidehi Thakar TIE "125 CTR L35 PL 4 "0.00 "017 "017 Month
12 |7 500005 sunil Jain TIE "La0 CTR L41 cL 3 "0.00 017 017 Month
13 |8 '000005  sunil Jain TIE "140 CTR L41 PL 4 "0.00 "017 "017 Month
14 |3 ‘300008 GEORGE VARGHESE TIE D00 CTR L35 cL 3 "0.00 017 017 Month
15 |10 '000008  GEORGE VARGHESE TIE oo CTR L35 PL 4 "0.00 "017 "017 Month
16 (11 '300020 R CMALHOTRA TIE "132 CTR L40 cL 3 "0.00 017 017 Month
17 |12 '000020 R CMALHOTRA TIE "32 CTR L40 PL 4 "0.00 "017 "017 Month
18
19
20
21
22

5]
w




® Yearly Leave Accrual (Auto):-
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 “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 willbe
generated.

STAR LINK
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L'FREE NQ {all Infis)

A " ¢ ER HEL
*; ‘7 STAR LINK G 1500-11-3058 (24

Vour reed, o O Bidadionm |

Welcome Admi

Leave Accural

Accural Type: Yearly v
Accural For 2017 v
Action Source Auto v

Seect Employees - O
Download Leave Accural Stalus

E

A Leave Accural Complete.

® Leave Accrual Status Report:-

A B | c | o | e | F | &6 | n | ] K L M N 0
1 Company Name:- Star Link Communiacation Pvt Ltd
2 Run Date & Time :-27/12/2017
E |LeaveAccu ralDetail for 2017 |
4
5 Company Departme Catagory { Location ( Leave Cod Accured L Days On AYear Leave Yealte«llr:| AT
6 |1 T1401  RaviT1401 o1 Do1 oo Lo1 EL 28 0.00 2017 2017 Year
72 T1401  RaviT1401 o1 Do1 oo Lo1 cL 18 3300 2017 017 Year
8|3 T1402 Ravi T1402 co1 Dol Coo L01 EL 28 1100 '201? '201? Year
9 |4 T1402 Ravi T1402 co1 Dol Coo L01 CL 1313 ’1?.50 ’201? ’201? Year
10 |5 T1403  Ravi T1403 co1 Do1 coo Lo1 EL 28 000 "017 2017 Year
116 T1403  Ravi T1403 co1 Do1 coo Lo1 cL 1088 1450 2017 2017 Year
127 T1404  Ravi 1403 co1 Do1 €00 Lo1 EL 28 000 H017 h017 Year
13 8 T1404  Ravi 1403 o1 Do1 oo Lo1 cL 1238 1650 2017 h017 Year
149 T1405  Ravi T1405 isflexi COL Do1 oo Lo1 EL 28 .00 "017 7017 Year
15 10 T1405 Ravi T1405 isflexi CO1 Dol Coo L01 CL 8.25 '11.00 '201? '201? Year
16 11 T1406 Ravi T1406 co1 Dol Coo L01 EL 28 1100 '201? '201? Year
17 |12 T1406  RaviT1406 co1 Do1 coo Lo1 cL 9 1200 2017 %017 Year
18
19

20




® Yearly Leave Accrual(lmport):-
1) Click on “Accrual type” drop down box and Select Yearly.

i) Click on “Accrual for” Drop down box. And select year.

1ii) 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

1 PAYCODE!LEAVECO[ACC_\-",G.LUE
2 |T1401 EL 14
3 |T1402 EL 14
4 T1403 EL 14
5 |T1404 EL 14
6 |T1405 EL 14
7 |T1401 CL 12
8 |T1402 CL 12
9 |T1403 CL 12
10 T1404 CL 12
11 T1405 CL 12
12

13

14

15

16

17

A‘
% 7 STAR LINK

Vou e, 00 Bidilbin

Master TaRsacton v Daix Frocess

Leave Accural

Accural Type o Y ¢Step1
Ackiiat For " agi==Setp2
Action Source et Y ¢Step3
Templet Download E‘@Stepll

Select File |@] m Steps

m Download Leave Accural Status

G H | J K L M N 0
’| & Open X
\/\/ ‘! Desktop » - | 02 ’ | Search Desktop pe ‘
Organize = New folder c~ [ @
e Favorites 2 I:eave_AccuraI_usp =
Text Document
B Desktop 313 KB
W Downloads —— LeaveAccrualPage
1= Recent Places § PNG image
S— 138 KB
4 Libraries | LeaveAccural (2)
%] Documents (= JX5/[ XLSXFile
! 8.38 KB
@' Music
(& Pictures LeaveAccural (6)
jXz'| XLSXFile
B videos | 741x8 E
—5 LeaveAccural
/M Computer PNG image
Sn— T IA KB
€ Network N LeaveAccural X
File name: LeaveAccural (6) - |A" Files v '
Step6 ﬁ Open |v] ] Cancel l ‘




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 , o CUS
7 STAR LINK O

Your ieedi. Ow Bckafum |

Welcome Admir

Leave Accural

Accural Type: Yearly v
Accural For: 2017 v
Action Source import v

Templet Downlosd @i

Select File | Choose File | LeaveAccural {6} xisx

A B C D E F G H | 1 K L M N o]
1 |ID PAYCODE LEAVECOLACC_VALLERROR_MS5G
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
] 7 T1402 CL 12 Updated successfully
9 B T1403 CL 12 Updated successfully
10 9 T1404 CL 12 Updated successfully
11 10 T1405 CL 12 Updated successfully [}
12 Jon
13
14
15
16
17

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

Generated




Leave Accrual Report:-

a | 8 | c |l o | e | F G H I J K L M N

1 Company Name:-NONE
2| Run Date & Time :-27/12/2017
3| ILe aveAccuralDetail for 2017

a

5 Company Departme Catagory ( Location € Leave Cod Accured L Days On AVCELS Leave Yea Accural Type
i 1 Ti401 Ravi T1401 co1 ool Coo Lol EL 14 0.00 2017 '201? Year
i 2 T1401 Ravi T1401 Co1 0ol Ccoo Lol CcL 1z :JOO '2'01? '201? Year
8 |3 T1402 Ravi T1402 co1 D01 coo Lo1 EL 14 "0.00 2017 2017 Year
9 |4 T1402 Ravi T1402 co1 D01 coo Lo1 cL 12 "0.00 2017 2017 Year
£ 5 T1403 Ravi T1403 co1 ool Coo Lol EL 14 :JOO '2'01? '201? Year
i 6 T1403 Ravi T1403 Co1 0ol Ccoo Lol CcL 1z :JOO '2'01? '201? Year
1217 T1404 Ravi 1403 co1 D01 coo Lo1 EL 14 "0.00 2017 2017 Year
138 T1404 Ravi 1403 co1 D01 coo Lo1 cL 12 "0.00 2017 2017 Year
ig T1405 Ravi T1405 isflexi CO1 ool Coo Lol EL 14 :JOO '2'01? '201? Year
£ 10 T1405 Ravi T1405 isflexi CO1 Dol Ccoo Lol CcL 1z :JOO '2'01? '201? Year
16|
17|

6.3.2. Leave Accrual Manual :- Through this operation we can give the leave data
manually to employess.
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6.3.3. C-OFF Import Balance:- Through this operation we can insert the coff
opening balance for employees through excel file.
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6.4. 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.

® Go to Leave Management Menu and Click on Leave Carry Forward.
ST'R LINK

After Clicking Leave Carry Forward option Leave Carry forward page willbe display.

STAR LINK

® Select Leave Year eg 2024 and Select Employee through Employee
Selection.
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® After Selection of Employee Click on Carry Forward button. And after click
carry forward button one message pop box open, Click on “OK”.
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® After click on Ok button one more massage box of OK will display.

* 7STAR LINK 1921686109 says
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Leave Carry Forward

Dawrioed L easw Camy Fowain Stais

e After Clicking OK Button. Conformation message box will be display.
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® Click on “OK” button. And to get Leave Carry forward Status report Click
on “Download Leave Carry Forward Status” button.

Leave Carry Forword

Laave Yaar 2007

Copveyds & e | ke Commmmentton(fLad. Al cights oo ved

%]  LeaveCarryForwar..xlsx A Show all >

e Click on Download “Leave Carry Forward Report”:-




A [ B ‘ | o1 o | b. [ F [ -(; [ H [ 1 [ J [ K [ L [ M ] N

a

5 ACC_LEAV CARRY_FC LAPS_LEA'LEAVE_YE LEAVE_YE LEAVECOL LEAVEDES CARRY_FC DAYS_ON_ACCRUAL
6 |Too1 Ruvi_Fixed_ TOO1 GLOBAL FAIRS & MEL 3 3 0 2017 2017 CL CASUAL LE28/12/201 0
7 |To01 Ravi_Fixed_TOO1 GLOBAL FAIRS & MELC 18 2017 2017 PL PREVILAGE LEAVE [+]
8 |TOO1 Ravi_Fixed_ TOOL GLOBAL FAIRS & MEC 15 11 a 2017 2017 SL SICK LEAV 28/12/201 20.5
9 |Too1 Ravi_Fixed_ TOO1 GLOBAL FAIRS & MEC 2.5 2017 2017 OD Out Duty 5
10 |To02 Ravi_Two_FiTOD2 THE INDIAN EXPRESS 3 3 0 2017 2017 CL CASUAL LE2B/12/201 0
11 [Tooz2 Ravi Twa_F TOD2 THE INDIAN EXPRESS 18 2017 2017 PL PREVILAGE LEAVE 0
12 1002 Ravi_Two_Fi TO02 THE INDIAN EXPRESS 12 11 1 2017 2017 SL SICK LEAV 28/12/201 16
13 {T002 Ravi_Two_FI T002 THE INDIAN EXPRESS LS 2017 2017 OD Out Duty a
14 :TOOB Ravi_Two_FiTOO3 IE ONLINE MEDIA SEF 3 3 o 2017 2017 CL CASUAL LE28/12/201 0
15 |Tooa Ravi_Two_F(TOO3 IE ONLINE MEDIA SEF 18 2017 2017 PL PREVILAGE LEAVE 0
16 |TO03 Ravi_Two_FiTOD3 IF ONLINE MEDIA SEF 15 11 4 2017 2017 Si SICK LEAV 28/12/201 24,5
17 |Toos Ravi_Two_Fi TOOS IE ONLINE MEDIA SEF 2 2017 2017 OD Out Duty 4
18 |To04 Ravi_Multip TO04 IE ONLINE MEDIA SEf 3 3 0 2017 2017 CL CASUAL LE28/12/201 0
19 |To04 Ravi_Multip TOO4 I|E ONLINE MEDIA SEF 18 2017 2017 PL PREVILAGE LEAVE 0
20 |T004 Ravi_Multip TOD4 1E ONLINE MEDIA SEF 15 11 a 2017 2017 SL SICK LEAV 28/12/201 34,5
21 |To04 Ravi_Multip TODA IE ONLINE MEDIA SEF 2.5 2017 2017 QD Qut Duty 5
22 |Toos Ravi_Four FTOOS THE INDIAN EXPRESS 3 3 0 2017 2017 CL CASUAL LE28/12/201 0
23 1005 Ravi_Four_F TO0S THE INDIAN EXPRESS 18 2017 2017 PL PREVILAGE LEAVE 0
24 TOOS Ravi_Four_F TOOS THE INDIAN EXPRESS 15 11 a 2017 2017 5L SICK LEAV 28/12/201 23
25 |TooS Ravi_Four_FTOOS THE INDIAN EXPRESS 1.2% 2017 2017 0D Out Duty 2.5
26 |TO06 Ravi_Single_TOOG THE INDIAN EXPRESS 3 3 0 2017 2017 CL CASUAL LE28/12/201 0
27 |Tooo Ravi_Single, TODG THE INDIAN EXPRESS 18 2017 2017 PL PREVILAGE LEAVE 0
28 |Toos Ravi_Single TOOS THE INDIAN EXPRESS 7.88 7.88 0 2017 2017 SL SICK LEAV 28/12/201 10.5

6.5. Leave Encash :- If user want to encash the leave data then the user can use this
operation.

6.5.1. Leave Encash:

5 ZSTAR LINK

ot ki

hate (MOT(IGIDDRID; V! #uinn

Prosont Weekly O Heliduy Late Arvival
n 4 a L] 0
e, .
Farty Aovivad On Thae Arvivad ) Departurs On Tune Departurs Abgent 2 Days
0 0 0 0 0
Abxent 5 Duyy Abvent 4 te 10 Dayy Abxent mare than 10 Now Jomoe!™ Duyx) Lett(T Days) Mis Pumch

Diys
0 0 0 0 0
0




| ol listn Clay

A - [
5 ZSTAR LINK O i I

)

B e

VTR

Masswa Trammartion  Gom Pass Dase Prweess o Towes Masagenest  Aosams Commnlc Almine  Tapsrm

ooy
Leave Encashment \
) -
o
hynb' Name = Company 5 Laeatnn = Depuromemt = Dwangnatian T Arrwl Astreed B proviess yeart Conewmed Enoshod Mas Dnowh Lt
(o FIYUZIOIM F MEOHANATI KVE I Bt Lad  Nsrsda MIIL WUMAN EECUNCED 4 12 wian Bmestin 1w 0 om o
LoBC1002 ANIT FROBMODRIHAT XA PVE Dl IS0 Lo Ml MIZIL AUTO LOGIETICN DIYIIECS  Asssidy (L 1 m cm o

OBCI Y FAINUDEAN M ANSAR YK Dok Pt L Whassie MEIL AUTO LOOLET VIR Pasin 1o (1} L 0

pOCIDM  RANISH NI YR Db Py L Stasaia MITL AUTD LOGISTICE DIVEIEH  Yiad Tupwersey irm om m am
peCI PATES MAVE EMANYA YN D I LM N ML AUTO LOOIBTES iyl Newmrtd (LR ] ] om o
LoBCIoM  VIMAY DANIT YAIAMN PR Incda 10 Lad Maads MTIL AUTD LOGISTIOS DIVEIEN  Asssnddy o m om w
[hcim EMERAT FAMILTIHART NVE Db 1 L0 Mourads ML AUTO LOAISTIS CIVEEMN  Denwy (LAl 0 0w L

6.5.2. C-Off Encash:- We can also encash the coff leaves.
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6.5.3. C-Off Encash Delete :- If user want to delete the encash coff leaves then the user
use this operation and this operation roll back the encash data.
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7. Admin:-

7.1. Time office Setup

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

STAR LINK

Yernp 14 Max Waihing In & day Povmionahle Late Arival Permbsnddle Farly dopartnre Dupliente Cheek M L)

Magped Lot sian M Whrbilog In o dsy Feombasshle Las Arieal Pormbsndtle Early dopartans Draplhente Chee b Alin Lda

Mg | 4o 3 of 25 smtrne

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

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

® 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.

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

® 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.

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

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

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




STAR LINK

Update Thne OfMice Se

g

ST/R LINK

Update Thim

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.

Premis Early min auto shift: By setting this time duration, if an employee is coming earlier,
thatemployee will belong to which shift.

Weekly Day include or not in Duty Roster: If you want to include weekly off in duty roster, click 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.
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Update Time Office Setup

/]

[TV Ry TP
® 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.

® |s 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=0ut 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
afterworking 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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7.2. 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, .
7. STAR LINK

Your needs.... Ou Bubsbiore |

Welcome Admin

Update Employee

Select Employee : Q Clear Selection

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

Office Detail

Please check which you want to update in Employee master

Company: CO0-NONE V= Department: 101-ACCOUNTS & FINARCE v
Category APT-APPOINTMENT AL Section: DOO-NOME ¥ |k
LocationBranch LOO -NONE v Grade. GO0-NOHE V-
Designaticn: 201-ADVERTISEMENT PAGINATOR ¥

ki

Copyright © Star Link Communication(PiLd. All rights reserved

Same as above you can change in time office policy of employee master and save them to all or selected
employees.
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7.3 Mail Setting:

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

A
3. STAR LINK

Yisse needhs.... Ow Bebabinns |

Welcome Admin

Mail Setting

Masil Sarver Address ravi.shankar@stasini. co.in Mail Server Port.

s SSL v Display Name: star Time Office

1: Mail Server Address: Mail server IP.

2: Mail Server Port: port no of mail server.

3:1s SSL: You can either check or Uncheck it.

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 After doing all mail setting press update.

7.4. Create User : Through this operation we can make the another user with role based
authentication.

“ ZSTAR LINK

B O ¢ -t
Conr = Lnar Trpe Fapends = Atk Camgany = Awth Deparomess = Ak Lorston = Pulew
Shawwg ! bs Lofdndnm

7.4.1. User: Through this page we can create multiple users with role based authentication
as shown in below picture. We can give the limited permission to another users.
STAR LINK .

Add User Permisslon

i @




7.4.2. User Log :- This operation create the logs of working of another users.

5 7 STRLINK

r

o e Do

Masters  Tramacsun - Catr Faue Dats Procass-  Lowee Masagrment . Admin:  Hogorty

User Action LOZ mester [Masier | st

.-

Loer "2 Uier Name

No dats srmlisily bl

7.4.3. Employee

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

Welcome Admin PASSWORD

B — ;
.7 STAR LINK

Yorar need.... Ove Bebibiera |

Manage Employee Type User [New v | (o ™ = El < 21t A1l Employes [ (Only Display Record)
m 10 v j
PayCodeEmployee Name < ?::::; e ¢ Company % Department < Location < Designation < LoginID £ Password < s
TO02  Ravi_Two_Ingnore ézzg\\%c%?p\‘ir;;n ;&c&%‘; S& NONE ADVERTISEMENT PAGRNATOR Toos T0d0
T008  Ravi Two_Rotationsl NRTC ISEE g\\%é‘f p-\\’FTI;_‘;D ;&fg&*s & NONE ADVERTISEMENT PAGINATOR T008 Toos i
T007  Ravi Nopunch_Fixed NRTC f{:ga*’- FAIRS S MEDIA Qg‘:&‘gg X NONE ADVERTISEMENT PAGINATOR 7007
TO06  Ravi_Single fixed 3% DYHAN KXPRESSPVE ;&cggé_ 5& NONE ADVERTISEMENT PAGINATOR 7008
T00S  Ravi_Four_Fixed NRTC E_“g INDLAN EXPRESS PATE ;&T}c‘; 5% NONE ADVERTISEMENT PAGINATOR 7005
T004  Ravi_Multipls Fixed NRTC éig&%}gﬁtﬁ) ;LC\CS’?: G NONE ADVERTISEMENT PAGINATOR To04 T004 [
T003  Ravi_Two_Fixed RTC I&g&’gﬁ\ﬁ%ﬁn ;&c&t&\;s & NONE ADVERTISEMENT PAGINATOR T003
T002  Revi Two_Fixed Runduto RT o EXPRESSEVE e NONE ADVERTISEMENT PAGINATOR 7002 T032
T001  Ravi_Fixed_Runduto_Two D flEgB-"‘L FAIRZE MEDIX ;&Cf\%é_ S NONE ADVERTISEMENT PAGINATOR. Too1
FO0S  Ravi Multiple_Fixed NRTC NONE }-_\;C&%}"‘S & NONE ADVERTISEMENT PAGRVATOR F005 F0O5 @

odeEmployee Name Date OF Company Department Location Designation Login ID Password Select

Joining

rme Previoas mx I 2 ]3 Lx ls am l Next ]Lr.m JI

Star Link Commumication{P)Led. AN nghts reserved oe OQ




7.5. Import/Export Data:-
7.5.1. Import

From this we can Import all Masters like Company Master, Department Master, Location
Master etc.

T 7 STAR LINK B rie S

Master  Lrmnssction - Cate I'ass-  Data Pyscsss . Lonve Management . Admin:  Bopurn .

Tmport Data From Excel

Seluct Type of Data gty Muide

Chd hn Downdiadt [a .
ket Fin Choone Flle o e ch m

7.5.2. Export Data:-

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

: Department Master.
: Location Master.

: Designation Master.
: Grade Master.

: Section Master.

: Category Master.

: Shift Master.

: Employee Master.
10: Leave Master.

Ooo~NOYTULULIDEWN

7 STAR LINK o D

Master - Trmmeaction = Gube Pasec Dwts Prscess - Lonve Manngemont - Admin . Bepares

Import Data From Excel
sloct Typw of Datn sy Ma

Chod b Downioad




el :
.7 STAR LINK

Yorur needhy,... Our Bebitiore |

Welcome Admin

Export Data In Excel

Select Type of Data: Location Masier ¥

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

Click for Download

7.5.3. Import Data From Excel

™ =
7 STAR LIk WO _i
dialad e Bimie

7.6. Report Configuration:-
Through this option you may modify the column name and Create report as
per your desired format like Dynamic.
1) Column Setup
Il) Create Report.

7.6.1. Column Setup:-
Go to AdminBIReport Configuration [ Click on Column Setup
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TISTARLINK' @ 5o

Vst oteds .. O Bikaliows |

Welcome Admin

column Section: [Employee v @
Employee
e 1 TimeOffice
| Sicatial Lok 1iTimeOfﬁce Summary

Name | Leave
PAYCODE |Leave Accural

EMPNAME
DATEOFBIRTH
DATEOFJOIN
PRESENTCARDNO
COMPANYCODE
COMPANYNAME
DEPARTMENTCODE
DEPARTMENTNAME

CAT

CATAGORYNAME Category Name

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

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

® Then Click on “Update” Button. A conformation message will be displayed. Changed
cqumn name will be shown inthe report

STNR LINK oy

ot trttdhen Qo Bidiliiom |

Welcome Admin

column Section: |Employee v Report Column Setup

SR oo v S g )
| L —— ! ey Al
Name < Display
PAYCODE

Emp Pa

EMPNAME

DATEOFBIRTH

DATEQFJOIN
PRESENTCARDNO € Column display name updated.
COMPANYCODE

COMPANYNAME

DEPARTMENTCODE

2=

DEPARTMENTNAME
CAT
CATAGORYNAME

NIARKIONCONE




7.6.2. Create Report:-
e Go to Admin Report Configuration [@ Click on Create Report.

T 7 STAR LINK

MOZOIEI000A0s~ » ! / (s | m
Fresom Absent Leavw v Ofr Huoliday Late Arvival

0 ¢ 0 0 0

Early Arrivad On Time Arvival Early Departun sart Departure Absent 2 Days
0 0 0 el Ropert 0 0

s ¥
Ahsent 3 Days Alisunt 4 to 10 Days Absent more than w7 Days) Left(7 Days) Mis Puseh
Days
0 0 0 Ll
0

On Clicking Create report option, Report Master Page will be displayed as:

A
7 STAR LINK

Velcome Adnun

Ve Sdani Regerts

l{q\«:vrlk Master Add New Report .@Create New Report

| S VAN

G s «Zeea Show No Of Entries Soarch:
Report Name S Report Type . - Edit Delete
oty et s Yearly Attendance Detail Edit Existing Report = v
itk r T Performance Register
mthl 1pl iployee Wise Performance ]
Leave Consumed Summary Leave Consumed Sunmary - Delete EXiSitins Repma
C ned Details Leave Consumed Detail u
Employee Wise Attendance Summary Employee Wise Attendance Summary . g
Report Name Report Type Edit Delete
Showing 1 10 6 of 6 eniries Move to page First e=g=

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.

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

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




e Search: You can use this option to search a section which you want to find.
e Next: Press button "Next" to switch to the next section.
e 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.
First we will have to select Parent Report name. Then we can give new reportname
in Report Name text box.

Y ’STH um( D o

nmeeda. ... Ou Bulatk

Welcome Admin

Create Report

Report Name
Emp Pay Code-Employee
Parent Report Daily Performance v
i A Employse Name-Ej
Daily Performance :
Vi U ~ — Date of Birth-Empl
Iap Colu | Monthly Performance Register = =

wployee Wise Performance Date of Joining-Employee

Attendance Summary| | Card No-Employee

Company Code-Em

Department Code-Employee

Department Name-

Category Code-Employee

e You can select one by one column name through “+” symbol. And you may also
remove selected cqumn through “-“Symbol.
R ’ST’\R lINI(

Welcome Admin

Create Report

Report Name e | Daily Perfomance Report

Parent Report Daily Performance A SEXEnployes Select » et e
_ BLOODGROUP-Employee - Eimployee arve Cmpinyee
Map Column Map Column EMPTYPE-Employee 4 © Compacly Hame Employee
BANKACC-Employee ' :
t FATHERNAME-Employee + =

EMAIL-Employee

Create Report

MOBILENO-Employee

PAN_NO-Emplo 4

AADHAR_N(

0S Hours -Timet

In Time Manual-Ti
2 HOURSWORKED-TimeOffice
Out Time Manual-TimeOffice v v

:

Remove one by one

e Click on “Map Column” button. And message will be displayed like Report
Created Successfully.
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Afaster » Trasssclion » Data Proceis’> Lesve Masspement «  Admin * Reporty »

Create Report

Report Name %}e;yp;vf;mé;c;te;a; i ‘)

S = - = Date of Birth-Empioyee 4«3 EmpPay Code-Employee
2 2 Da .—'y P—ed?rm—a s Date of Joimng-Empioyee + 1 Employee Mame-Employes
Map Celumn: Card No-Employee: L 1 Company Kame-Employes
Company Code-Employee & % Department Name-Employee
-

Department Code-Emploves 1 Location Name-Employee

~TimaOffice - —
> )
@ Report Created successfully. Go To Yiew Repots List . Office E.
Or You Want to Add New Repor Create Report
ffice =
=0ffice o
Office -
fimenfhice o
Ok = =

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

A LE T : y t Z €
7' \( STAR LINK (24x7 Welcome Admin
Vorm v O Bkl |
Reports Master Add New Report
Show| 10 v [enines Search:
Report Name < Report Type Edit Delete
Yearly Attendance Details Yearly Attendance Details ;s ]
Montt @
loyee Wise Performance Mont ]
Leave Consumed Summary Leave Consumed Summary L]
Leave Consummed Details Leave Consumed Detail E)
Employee Wise Attendance Summary Employee W ]
Daily Performance Report Daily Performance ¢ ]
Report Name Report Type Edit Delete
‘Showing 1 to 7 of 7 entries First || Previons J§ 1 || Next || Last

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




7.7. Employee Setup: This operation is used to create the auto generate paycode for
employees.
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7.7.1. Add / Update Auto Code :-
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http://demo.starlink.co.in/WEBTOS2024/TimeOffice/Setup/Employee/AutoCode/Update/000
http://demo.starlink.co.in/WEBTOS2024/TimeOffice/Admin/SendMailSetup

7.9.Salary Mail Setup :- salary mail setup is use for sending salary slip on mail.
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7.10. Run Verification:
Note: - 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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http://demo.starlink.co.in/WEBTOS2024/TimeOffice/Admin/SalarySendMailSetup

7.11. Late Arrival Deduction :- This feature is use to deduct the attendance
of the employees for coming late arrival.

<7 STAR LINK o e

Master - Trassactuy - Gats Paw- Dats Frecws- Leare Masagomens - Adude - Ropeets -

7.11.1. Add Late Arrival deduction plan

. Write the plan code with three digits like. LO1 etc.

. Write the name of late plan.

. Serial number is follow the auto generated series.

. Then write the exempt days.

. Then fill late minutes for the checking of late coming time.

. Then give the every late days which is calculating attendance.
. Then select the deduction value of attendance.

00 N OO Ul B W N B

. Then select the type of deduction which is deduct by late plan.
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7.12. Approval Rule :- Approval rule is use for working on approval basis
operations ex. manual punch, Shift Roster and Overtime.

<7 STAR LINK

7.12.1. Add Approval Rule:
1. First select the type of approval operation.

2. Then write the name what you want for your rule.

3. Then write the description of the rule.

4. Then select the requester user ID.

5. Then select the approver user ID on level basis.

7. Then assign the companies which is working under approval rule.

8. Then assign the branch which branch of the company is working under
approval rule.

" 7 STAR LINK o e
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7.13. COF OT Setting :- This operation is use for approve the coff via LMS Software.
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IT Setting Add Nan
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Add new COF Settings
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**The End**




