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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 and text format. With the help of this time
office software we can calculate over time of those employees who stay after their working hours
and also can calculate out work.

After installing time office software, you just double click on star Time Office general and you

will see license window and ask the valid user name and password like below:

STAR LINK
o 20m ot com Star_Time Office

(An 15O 3001-2008 Certified Company)

" Licenced Ta -STAR STAR

Figure 1: License window for time office software
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STAR LINK

(An 150 3001-2008 Certified Company) Star. Time 0 ffi ce

Log In

Licence No. 2016042001
Licenced To :STAR STAR

Figure 2: Set User Name and Password

Enter a user name and password that you can set for open time office software
3 2 N O § Nrion 11170

yitan fae Yananihien  Dats L s Masagemaey Ay el Mey Mot U r
Welcome Admin Good Morning Login Tume 26 Mar 2026 1004 il A V-]

3. STAR LINK

Star Tave Office

Figure 3: Main Screen for Time Office Software

STAR LINK COMMUNICATION PVT. LTD.




1 System

In system you can set password or change password, and see calendar and
use calculator and import data.

1.1 Password

You can set password to restrict unauthorized user for access the time office software. If you are
giving password first time then you have to leave blank the old password textbox and enter
password which you want to give in the new password textbox then confirm it in the confirm new
password  textbox  Press  "Ok"  button to  activate the new  password.
You can change password through this option. Enter old password in the old password textbox and
continue the same process as new password creation and press "Ok". The new password will
activate after pressing "OK™" button.

To cancel the new password creation process press "Cancel™ button.

Star Time Office Password Change

Old Paszward | ok

MHew Pagzward |

Confirm Mew Pazswaord

Figure 4: Set/ Change Password window

1.2 Calculator

You can do any mathematical calculation through this calculator as you do through the pocket
calculator.

E Calculator
Edit Wiew Help

l_ [Backspace” CE H C ]

e ) 7 Jle e ) (]
e ) e JUs e J =]
E2 BN N N
[M+[D +,=-[ ]+[=]

Figure 5: Calculator
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1.3 Calendar

You can see calendar and set date from this option.

2] calander *

a March 2025 -]

23 24 25 26 27 28 1
2 3 4 5 6 1 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 @5) 26 27 28 29
30 31 1 2 3 4 5
C OTeday:25/03/2025

Figure 6: Calendar

1.4 Import

This option is used for import data from the excel sheet. If You are doing master feeding from the
excel sheet, you have to careful of one thing; The excel sheet is in the proper format(The format is
given in the software.). If you want to know the proper format, press "Excel file structure™ button.
The proper format will shown in the excel sheet.

For import the data from the excel sheet, press "Select Excel File" button. Then "select file dialog”
box will open select the file in which you save the master data and press "Open" button, the
selected excel file path will shown in the "Select File Textbox". then press "Import Data™ button.
Import data message will appear in the screen press "Ok" button. The import data process will
done successfully.

Press "Close™ button to close the import data window.
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Import Data Form...

This is a Import Data Vizard. Data can Import from Excel Sheet. ~
Only Employee Master Data can be import.
Data Must Be On Sheetl. As below format.
Excel File Name : {*.xLS Any file)
Column Fields Name Fields Description
Name
A - *ACTIVE - % (Only Active Employee Can Transfer)
B : *PAYCODE - 10 Digit Alphanumeric Unique No
C : *DATE OF JOINING - Date should be in Currect Format{DD/MMf Y 1Y)
D : *CARD NO - 8 Digit Alphanumeric Unique No.
E : *EMPLOYEE NAME - Name Of Employee
F GUARDIAN NAME - FatherfGuardian Name
G : Date OF BIRTH - Date Of Birth If Available
H : *COMPANY CODE - 3 Digit Company Code. Which is available in Compan
I : *DEPARTMENT CODE - 3 Digit Department Code. Which is available in Depart
J  *CATEGORY CODE - 3 Digit Category Code. Which is available in Category
K : *Division Code - 3 Digit Section Code. Which is available in Section Mz
L : *Grade Code - 3 Digit Grade Code. Which is available in Grade Mast
M SEX - M/F M- Male and F - Female
N ISMARRIED - YiN
O BUS ROUTE - 10 Digit Bus Route
F QUALIFICATION - 20 Digit Qualification 3
£ >
| Select Excel File | Excel File Structure
Import Data ‘ Close |
Figure 7: Import Data
2 Main

You can create one company as well as many companies through this option of time
office software. Company code should be unique. It is must to enter unique company
code and company name for the company creation.

When you open the Company, you will see a Company Details window in which you see the
following button like append, modify, delete, previous, find, next and close.
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Mant  Dasnction  Duts Proce Lowas Manmgamatt  Adme Mepurts  Help  Absut Uy bt
Welco ey ng Login Time:26 Mar 2026 1004 | &M |51™ 4 @S |
e

i\STHR LINK

SLtar Tave Office

Figure 8: Main Master

2.1 Company

You can create one company as well as many companies in this main
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 append, modify, delete,
previous, find, next and close.

COMPAMNYCODE | COR P PR A M E COMPARTADDHRESS SHCIR

ke (CO1 Mame Delhi DHC
R damo?2 Delhi IFIC
T coa demod DELHI S0H
I |coa oo00 Company Demo Address |[Den
: cos oon Company Demo Address |Den

| ,

|| < | @ <& | MM
Append Modify Delete Previous Eind _G_Inﬂa

Figure 9: company master -1

i. Append: Press button "Append" to add a 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.,
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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 ..

Company Master

* Company Code

* Company Mame |Name
Cornpany Address |DE|hi
Shoart Mame OF Company |DEI:I:PL Company PAN Mo

Compary PF Mo. | Comparny ESI Hao.

|
Compary TAN Mo, | Compary ¥AT No. |
|
|

Company Reqg. Mo

Company Licence Mo |

Qg Cancel | “

Figure 10: Company Master-2

ii. Modify: You can modify information in company master except company code.
If you want any modification in the existing company, press "Modify" button.
After pressing modify button complete information about company will shown in
the window. Modify those options which you want to modify and press "Ok"
button. All the modification will activated now.

iii.  Delete: You can delete information through this option.

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

V. Find: You can use this option to search a company. For searching a company
you have to press "Find" button. A dialog box will open enter the company
code which you want to find in the textbox and press "Ok" button. The arrow
will move to that company which you want to find.

Vi. Next: Pressing button Next to switch to the next company.
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vii.  Close: You can close this window through this button.

2.2 Department

You can create a number of departments as per your requirement through this option. Department
code should be unique. When you open the department, you will see a Department Details window
in which you see the following button like append, modify, delete, previous, find, next and close.

DEPARTMEMTCODE [DEPARTMEMTMAME [DEP&RTMENTHEAD
p (01D Department
" |o2D Department
- |Dm Accounts & Finance Mr. Neeraj Jain
- |Do2 Marketing Mr. C.P. Yidhyarthi
- D03 legal Mr. Purusottam Mishra
- |Do4 Store Shri. Jaipal
| |Dos Electrician
" |Dos Reception
| |Do7 Guards
" |Dos cleaning
I [LE cook
| [D1o Name
|« I »
© | = | Q@ <& | # | = =
Append Modify Delete Previous Find MNext Close

Figure 11: Department Master-1

I Append: Press button "Append” to add a new department in the company. A
Department Master window will open, in the window there are some fields
like department code, department name, HOD (Head of Department) and Email
Id, 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.
There is a sendmail send mail checkbox in the window. If you want to
send report of absenteeism and late coming of employees to HOD of department,
Check the send mail checkbox
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Department Master

# Departmment Code |

# [epartment MName |D epartment

HOD I

E mnail 1D |
[ Send kail

LCancel

Figure 12: Department Master-2

il Modify: You can modify information except department code, press button to

modify.

iii.  Delete: You can delete information through this option.

iv. Previous: Pressing button previous to switch to the previous department.
V. Find: If you can use this option to search a department.
Vi. Next: Pressing button to switch to the Next department.

vii.  Close: You can close this window through this button.

2.3 Section

In a company, department divides in many section. You can create sections
Through this option. Section code should be unique. Section code and section

name are compulsory parameter for creating sections.

When you open the section, you will see Section Details Window in which you
see the following button append, modify, previous, delete, next, find and close.

STAR LINK COMMUNICATION PVT. LTD.
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SectionCode

| SectionMame

p (0D1

none

o

Append

>

Modify

Q

Delete

=

Previous

#h

Find

=

MNext

Close

Figure 13: Section Master-1

Append: - Press button "Append" to add a new section in the department. A Section Master
window will open, in the window there are some fields like section code and section name, which
you will fill to make the section in the department. Section code and section name are the
compulsory field to create the section.

Section Master

% Section Code

* Section Mame |hu:une

Cancel |

Figure 14: Section Master-2

Modify:- You can modify information except section code, If you want any modification in the
existing section then press "Modify" button .After pressing modify button complete information
about section will shown in the window. Modify that option which you want to modify and press

"Ok" button. All the modification will activated now.

STAR LINK COMMUNICATION PVT. LTD.
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Delete: You can delete existing section information through this option.
Previous: Press button "Previous", to switch to the previous section.

Find: You can use this option to search a section. For searching a section you have to press
"Find" button. A dialog box will open enter the section code which you want to find in the
textbox and press "Ok™" button. The arrow will move to that section which you want to find.

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

Close: You can close this window through this button.

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 window in which you see the following
button like append, modify, delete, find and close.

GradeCode | GradeM ame
p (001 none

© = | Q@ << |5 | =

Append Modify Delete Previous Eind Mext Close
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Figure 15: Grade Master -1

Append: Press button "Append" to add a new Grade in the department. A Grade Master window
will open, in the window there are some fields like grade code and grade name, which you will fill
to make the grade .Grade code and Grade name are the compulsory field to create the Grade.

Grade Master |
# Grade Code

# Grade Mame |r'u:-r'|e

1] LCancel

Figure 16: Grade Master-2

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

Delete: You can delete existing Grade information through this option.
Previous: Press button "Previous”, to switch to the previous Grade.
Find: You can use this option to search a Grade. For searching a Grade you have to press "Find"

button. A dialog box will open enter the Grade code which you want to find in the textbox and
press "Ok" button. The arrow will move to that Grade which you want to find.

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

Close: You can close this window through this button.

2.5 Category

You can create 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 window in which you see the
following button like append, modify, delete, find and close.
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Cat Catagaoryi ame
b (STF staff
WRE worker

)

Append

<

Modify

Q

Delete

=

Previous

=

|Z
1]
=

Close

Figure 17: Category Master -1

Append: Press button "Append" to add a new Category for the employee. A Category Master

window will

open,

in the window there are some fields

like Category code and

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

Category Master

% Category Code

% Category Mame |staff

Cancel

Figure-18: Category Master-2

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

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

Find: You can use this option to search a Category. For searching a Category you have to press
"Find" button. A dialog box will open enter the Category code which you want to find in the
textbox and press "OK" button. The arrow will move to that Category which you want to find.

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

Close: You can close this window through this button.

2.6 Branch

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

When you open the Branch, you will see a Branch Details window in which you see the
following button like append, modify, delete, find and close.

STAR LINK COMMUNICATION PVT. LTD. 17




L Code [ LM ame |
p (0O1 New Subzi Mandi, Azadpur
ooz ¥ill. Matiana. Shimla (HFP)

Q| Q@ <~ | # |5 | &

Append Modify Delete Brevious Eind MHext Close

Figure 19: Branch/Location Master-1

Append: Press button "Append" to add a new Branch for the Company. A Branch/Location
Master window 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 hame
are the compulsory field to create the Branch.

Branch { Location Master
- % B /Location Code

* B / Location Mame |New Subzi Mandi, Azadpur

] Cancel

Figure 20: Branch/Location Master-2

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

STAR LINK COMMUNICATION PVT. LTD. 18




Delete: You can delete existing Branch information through this option.
Previous: Press button "Previous", to switch to the previous Branch.
Find: You can use this option to search a Branch. For searching a Branch you have to press

"Find" button. A dialog box will open enter the Branch code which you want to find in the
textbox and press "Ok™" button. The arrow will move to that Branch which you want to find.

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

Close: You can close this window through this button.

2.7 Shift

So many company 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.

When you open the Shift, you will see Shift Details Window in which you see the following button
append , modify, previous, delete, next, find and close.

Shift [ StartTime [EndTime [ LunchStartTime [ LunchEndTime [ Lunc:hDurati(_
p |(OO1 06:00 15:00 00:00 0o0:00 1]
| |o02 09:30 18:30 00:00 0o0:00 1]
| |o03 08:00 17:00 00:00 0o0:00 1]
[ |o04 20:00 o5:00 0000 oo0:00 1)
[ |oos 10:00 19:00 0000 oo0:00 1) =
[ |o06 22:00 o7:00 0000 oo0:00 1)
[ |o07 09:30 18:30 00:00 00:00 0
[ |oos 13:00 22:00 00:00 00:00 0
| (012 14:00 22:00 00:00 0o0:00 1]
| (013 23:00 08:00 00:00 0o0:00 1]
[ |AaFT 15:00 23:00 00:00 0o0:00 1]
| |GE 09:00 18:00 13:00 13:00 1)
[ |GEN 09:00 18:00 13:00 13:30 30 =
|« 77 = e = = o v ]
Q| = | Q<< | 4 = | m
Append Modify Delete Frevious Find HNext Close

Figure 21: Shift Master-1
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Shifts are identified by their unique codes. There are three type of shift fixed, rotational and ignore
shift. You can enter any valid 3 character code for shift except OFF and IGN because OFF is
reserved for weekly off and IGN is reserved for ignorable shift employees. IGN is used to allot for
senior employees whose attendance is not compulsory.

Shift Master
Shift Master

Shift Setup
# Shift Code
Shift Start Time Lunch Start Time o000
Shift End Time Lunch Diuration W
Shift Hours Lunch End Time |
Advanced Setup
Owertime Deduct After W Lunch Deduction W
Owertime Stark After W S hift Pazition DAY =
Dvertirne Deduction W OT Femaowe After Late|00:00  Howr
] Cancel

Figure 22: Shift Master-2

There are following option you can use to make a shift.

Shift code

Shift Start Time
Shift End Time
Shift Hours
Lunch Start Time
Lunch Duration

Lunch End Time

STAR LINK COMMUNICATION PVT. LTD.

. 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.
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Lunch deduction :This is the time period that will be deducted from the
working hours.

Overtime deduct after:  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.

Overtime 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.

2.8 Employee

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

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

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

Nonactive — see all nonactive employees who have left job from that Company.
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Figure 23: Employee Master-1
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PAYCODE [ACTIVE [PRESENTCARDNG | EMPNAME | -

» (0001 Y 00000001 ANIL DWIVEDI ]
| |oo03 Y 00000003 JAIPAL -
o004 Y 00000004 KEWAL SINGH :
| |ooos Y 00000005 MAHINDRA SHARMA '
- o006 Y 00000006 MEGDA LEENA TOPPO |
| |oo07 Y 00000007 AJIT SINGH :
. |ooo8 Y 00000008 C.P.VIDYARTHI :
| |ooo3 Y 00000009 OM PRAKASH VERMA !
 |oo10 Y 00000010 KANCHAN :
- |oo11 Y 00000011 VINOD SINGH '
- |o012 Y 00000012 RAM PREET MANDAL |
- |o013 Y 00000013 KULDEEP TOPPO
o014 Y 00000014 VINOD SHUKLA '
B rTT— = e e g

O = | @ & | # |2 =&
Append Modify Delete Previous Eind Next Close

Figure 24: Employee Master -2

Append: Press button "Append" to add a new employee in the company.

There are five type of information which used to complete the whole information regarding

employee master.
2.8.1. Office details
2.8.2. Personal details

2.8.3. Time Office policy

2.8.4. Shift/WO policy

2.8.5. Extra details

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

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

2 Pay code and card no should be unique.

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

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

You can add PF No. of employee.

6 You can add ESI No. of employee.

o1

Employee Personal Entry Screen |
Office Detail | PesonalDetsl | TimeOfficePolicy | ShitwO Policy | EwvaDetsl | ]
Office Details
Active True 5 ('/_ \\1
% Card Mo, 00000001
% Name HNIL Dw/VEDI Photograph Select Photo...
Guardian M amne |F‘-"-"-"-"I FRASAD DWwWIVEDI Remove Phata...
* Pay Code
Campary |C02 demo? |
Department ' -
EparimEn |DD2 Markefing J Select Signature.
Catagary |5TF shaff j SRl
Remove Sign...
Section |EIEI1 rore j l\\ _/)
E/Location  |001 Mew Subzi Mandi, &: |
Grade |EIEI'I naone j Fir e | | )
ES| Mo Dizspensary ‘
]S LCancel

Figure 25: Official Detail in Employee Master
There are only three parameters are compulsory which are 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.
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You can add date of joining of employee.

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.

Employee Personal Entry Screen

[ Office Detai EvraDetsl | ]
Personal Details
. Permanent
* DateofJoin  |01,04/1998 s

D ate of Birth 080741973 B-3/EE, -
Sectar-11.

Marned Yas - Rohini-110085, Delhi “

Blood Group B A2 -
PinCode |-| 10085

Qualification |I3F|.-5.D UATE
Telephone

Experience | / Mahile N, |9810243325

Dezignation |

. Temporary
e
Add
* Male " Female [e5s

Bank Afc |

Ma

E-kail |

Buz Route | PinCode |

Wehicle No. | Telephone |

(] Cancel

Figure 26: Personal Details in Employee Master

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
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duration, maximum working hours for half day, maximum absent for short leave, punches, over
time and over stay.

1. Permissible late arrival :You can set time which you give to employee who
comes late without marking as late.

2. Permissible early departure: You can set time which you give to employee who goes
early without show early.

3. Maximum working hours in a day: If there is a shift and employee wants to continue
next sift then you can set this 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 tick out this option.

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

6. Present marking duration: If working hour is less than this present marking duration,

employee will show absent. If working hour is equal to
& greater then system check his half day/short day.
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Employee Personal Entry Screen

[ OficeDetal | PersonalDetail | ! cy| ShitwOPolicy | EwaDetal |

Time Office Policy

Punches Required in a Day

Permizzible Late Arrival 00:m

" Mo Punch
Permizzible E arly Deaprture 00:00 & Sl Fumd Oy
b amirnunn ‘Working Hours in a Day 17.20 {* Two Punches
Found The Clack Warking [w ™ Four Punches
Conzider Time Losz [v " Multiple Punch
Half Diay marking v
Shart lzave marking [ £ Fived Out Time
Present Marking Duration 04:00 f Owenwrite

b axirmum ‘Working Hours for half day  (04:00
[ Owertime Applicable

h aximum Absent Hours for Shart dap (0200 Overtime Bate Per Hour 10,00

[ Owerstay Applicable

(] 8 | LCancel

Figure 27: Time shift policy in Employee Master

7. Maximum working hour for half day: If employee working
hours is between present working hour and max working hour for half day
then he is half day present. If working hour is greater than it, he is full day
present.

8. Maximum absent hours for short day:

Absent hour= shift hour — working hour
If absent hour is greater than this max absent hour, he is marked SRT.

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
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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 works will count in overtime but if company
don’t want to give over time then it will show as overstay.
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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.

Employee Personal Entry Screen
[ Office Datai EviaDetal | ]

Shift'WO Policy

Weekly Off Deltails

Shift Type Fived ¥l i Time  End Time First Weekly Dff SUNDa&Y =
Shift w | [os0 115:00 Second'Weskly Off  [NOME =
Shift Pattern Second Wo Tepe
Half Dray Shift
Remave Pattern Second Weekly Off Days
I
v Fun Auto Shift r
Add Shift ~ = r
Authorized Shifts B
002,001,003 r
Rermowve Shift - 3} Shift Remaining 0 aps

Shift Change After How Many D ays

(]S | LCancel

Figure 28: Shift/WO Policy in Employee Master

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

1. Fixed shift: If a employee comes in a single shift, it means his shift will be fixed.
2. Rotational shift: In the rotational, employee’s shift will change after a duration
of time. Even you can set a number of days after which shift will change.
Shift remaining days specifies 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
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entered in the authorized shift field.

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.

Employee Personal Entry Screen

OfficeDetal | Personal Detail | TimeOfficePolicy |  ShiftYwO Policy | Exira Detait |

Father's Marmne :

|
Ermergency Contact Persan : |
|

Emergency Contact Mo

Anniverzary Date ; S

Inzurance Mo : |

Emplovee's Locatian : |

MNominee's Mame : |

Maominee's Relation : |

E Mail Address |pankai@starlinkindia.cum

(] LCancel

Figure 29: Extra Details in Employee Master

2.9 Reason card

Reason Cards are used to show reason for official and unofficial outdoor work.
You can show reason card by two type of reason-one is on leave and another is
without leave. In the case of without leave, reason will be adjusted with different
type of leave like late , early, excess lunch and hours worked. If you are late
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because of jam, you show first reason card, show your attendance card. And in
this case no leave will be deducted from your over all leave. But in the case of
with leave, you tick out at with leave and your late, early extra hours will adjust

with earn leave, leave with out pay, OT, short leave etc. You can modify in
reason card.

When you open the reason card then reason detail will open, there are some
buttons like append, modify, delete previous, find, next and close.

Append: Press button "Append"” to add a new reason card. A reason

card window will open, in the window there are some fields like reason card,
description, and some checkbox's to check and select some field from dropdown list
which you will fill to make the new reason card.

BeazonCode | D escription | LeaveCode | Leavelalus
p (0O1 ouT DUTY 0
[« | »
Q| & | Q@ < | #M || =
Append Modify Delete Previous Find MNext Close

Figure 30: Reason Card

Possible leave values are 0.25, 0.50, 0.75 & 1.

Modify: You can modify information of reason card, If you want any modification in the existing
reason card then press "Modify" button .After pressing modify button complete information about
reason card will shown in the window. Modify that option which you want to modify and press
"Ok" button. All the modification will activated now.
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Delete: You can delete existing reason card information through this option.
Previous: Press button "Previous", to switch to the previous reason card.
Next: Press button "Next" to switch to the next reason card.

Close: You can close this window through this button.

2.10 Machine Setting

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

(9
-
1
1
|

St T L A e e W i
Mactme Bame oy
T
Pt B

is

Figure 31: Machine Setting

2.11 Canteen time slab

By using this option you can set time for all contents of the canteen like teal,
breakfast, lunch, tea2,dinner, others. When you open canteen time slab the
canteen time slab window will open here you fill some information like breakfast
start and end time, lunch start and end time, teal start and end time, dinner start
and end time, tea 2 start and end time and others. There are some buttons like
new, save, edit and exit.
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[ Canteen Time Slab & Rate ]

Report Fiem: Name Time Slab (HH:MDM) Rate
1 [00:00 [00:00 (00000
2 | [oooo [oooo [ooo.o0
3 | [00:00 {00:00 (00000
4 | [00:00 {00:00 (00000
5 | [oo.00 [00:00 (00000
5 | [00:00 {00:00 (00000
7| [00:00 {00:00 (00000
8 | [oo.00 [00:00 (00000
9 | [oo.00 [00:00 (00000
10| [oo:00 [00:00 (00000

Exit |

Figure 32: Time Slab for Canteen
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3 Transaction

Transaction is used for enter some data directly like manual attendance, overstay to 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 Punch entry for attendance
When an employee forgot his card, in that case you can mark his attendance present through this
option in time office software. But when you will generate report, present will show with Manual.
There are two options in this punch entry for attendance window. One is punching posting and
second is cancel.

-

Ermp Mame |
#FPaycode % Process From| ¢
Department
Card Mo # Punch Date £ * Punch Time [00-00 F |
|F'mcessed [rata |Un procezsed punches

r Punch Pozting | LCloge

Figure 33: Punch Entry for Attendance

e Punch Posting:-Press button Punch posting to make a punch of any employee for the
attendance who left 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 punch 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 will show
manual.
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o Close:-Press button close to close the punch entry for attendance window.
3.2 Punch entry for canteen

If an employee forgot his/her card at the time of lunch, tea, etc, in that case you can mark
attendance through this option.

L x|
Paycode : |:| Date: |19/01/2008 |+
Ermployes Mame :
Purpoze : |Lunch j Time : (0000

— |Elick on the desired row and pres

‘ ‘ LCancel

Figure 34: Punch Entry for Canteen

3.3 Overstay to Overtime
If an employee stays in company after working hours and company want to give him

over time, you can give over time through OS to OT conversion voucher .

There are two buttons in this window "Ok" and "Cancel".
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05 to 0T Conversation

05 to OT Conversion Youcher

[* Paycode || ¥ Date | £/ ]
S hift Lunch
M ame #Code Farm
Card Mo, From Tao
Dezignation Tao Hours
Company Hours Deduction
Department
Catagory
Section
Grade
Shift In Shift Qut Lunch Out Lunch In fictual Dverstay Ii
Das | | | | —
OwerTime Granted .
Time | | | |
Owertinme Armount
| LCancel |

Figure 35: Overstay to Overtime VVoucher

o OKk: - Press button ok to set the over time. Before press "ok" first enter unique paycode of
the employee and press tab button of the keyboard. Then all detail of the employee like
name, card no., designation, company, department, category, section etc will show
automatically enter the date for which you want to convert overstay to overtime then actual
overstay will show in the actual overstay textbox, enter the overtime granted time in the
overtime granted textbox for which you want overstay to overtime conversion and press
"ok" button, overstay will converted into overtime now.

o Cancel:-Press button cancel to cancel the overstay to overtime conversion or close the
window.
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3.4 Shift change window
You can directly change shift for a particular day through this window. There are two
buttons in the shift change window "Change" and "Close".

g

Shift Change Youcher

| wpheymn Dot sk

U ale R A amabed Rl

Figure 36: Shift Change Voucher

« Change:- For change the shift of the employee, click on the change button. Before clicking
on the change button you have to fill some information. Enter the Unique paycode of the
employee and press tab button of the keyboard, then all the information of the employee
will automatically in the related fields, then enter the year in which you want to shift
change and select the month from the dropdown list then a list will generate in the left side
of the window, in the list date, shift, shift attended, and status will show. Choose the date
from the list which you want to change. After clicking on the date of the list the date will
show in the date office textbox. Then select the shift in which employee will work from the
dropdown list. After selecting the shift the shift information will show in the related
textboxes. Then press button change to change the shift.

o Close:-Press button close to close the shift change window.
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3.5 Shift Change Window by Range

You can change shift for particular time duration by this shift change
Voucher.

Shift Change Youcher By Range

S5hift Change Youcher By Range

[ Shift Change Youcher ]

Date From | /2 / S hift -
Date To la’a’i

Cloze | ] Selection |

Figure 37: Shift Change Voucher by Range

3.6 Punch entry for overtime
You can manually mark entry for over time through this option. There are two buttons in this
manual punch voucher for the overtime calculation: one is update and second is close. You
have to check “for over time addition” checkbox and enter over time (in hour) and then press
button update to update in over time
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Manual Punch Vouchor For Over Tine Caloutation

10weOiee |58 In) PR Lbonsuenshocd 0T hasben | snaCoratond OF Sabnr | Ovet Tov il Heaa] |00 (X

““““

Prone n 0
Ao n
Holidoy 1}
Waoakuly O 0
Loave 0
» Owertime 0

Figure 38: Manual Entry for Overtime

Update:-Press button update to update the overtime of the employee for a particular day.
Before pressing update button you have to fill some information. Enter the Unique pay
code of the employee and press tab button of the keyboard, All the information of the
employee will automatically in the related fields. Enter the year and select the month to
change for OT from the dropdown list, a list will generate in the left side of the window, in
the list date, shift, in, out, hours work, OT duration, maximum OT duration, OT
addition and status will show. Choose the date from the list which you want to change.
After clicking on the date of the list the date will show in the date office textbox, enter over
time in hour. After selecting the date, information of that day like in time and out time
status and present value of that date will show in the related textboxes. Then press button
update to update the overtime of the employee.

Close:-Press button close to close the "Manual punch voucher for the overtime
calculation” window.

3.7 Holiday Entry

You can add all holidays from this option.
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HDATE [HOLID&Y | B

p (0741172024 CHHATH FOOJA =]

 |021172024 GOYERDHAN POOJA

" |o11172024 DIWALI

" |12410/2024 DUSSEHRA

" |o2/1072024 MAHATMA GANDHI BIRTH

I |26/08/2024 JANMASHTAMI

I |19/08/2024 RAKSHA BANDHAN

_15,'1]3!2!]24 INDEFENDENCE DAY

" |25/0542024 ELECTION

" |o1/06/2024 LABOUR DAY

| |25/0372024 HOLI

" |z5p1242023 CHRISTMAS DAY

 [1an172023 BHAIYA DOOJ

" 13n172023 GOVERDHAN POOJA -
+ Q@ | # | 5 =

Append Modify Delete Previous Eind MNext Close

Figure 39: Holiday Entry
If you work on this holiday and you will get OT, tick on OT factor option.
Do not forget to select Company and Department selection to declare Holiday.
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4. Data process

4.1. Attendance Register Creation
The Attendance Register is used to create for one year. Selecting option all will create
Attendance Register for each & every employee of the organization.

& X
Duty Roster of Full Year

[ Date |Efl/01/2025 ]

Al

(" Selective

[~ Take Shift Rotation From Last Year

LCreate | Exit |

Figure 40: Attendance Register Creation-1

For creating Attendance Register of a particular employee, you have to
tick on selective and then enter pay code of the employee.

u e

Duty Roster of Full Year
Date | 01./01/2025

& i Selection >>
[~ Take Shift Rotation From Last vear
b oy

|‘ LCreate | Enit |

Figure 41: Attendance Register Creation-2
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4.2. Attendance Register Updating

If the shift policies of all employees or selective employees have changed and that
will be affective for the remaining year, you must use this option.

First make all changes in the masters of a particular date and then use this

option.

& X
Duty Roster of Full Year

Date | 25/03/2025 ~

¢ &

" Selective
[~ Take Shift Raotation Fram Last v'ear

Update | Exit

Figure 42: Attendance Register Updating-1

For a particular employee, you have to tick on selective and enter a paycode of that employee
and then press update.

= X
Duty Roster of Full Year
Date | 25/03/2025 -
£ ™
Ol

(+ Eelechye Selection »>
[~ Take Shift Rotation From Lazt Year
L -y

Update | Exit

Figure 43: Attendance Register Updating-2
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4.3. Back Date Processing

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

X
Back Day Processing ]
i
d @ @i O Selective [Range] ¢ Selective [Advance] R
From Date |25/03/2025 «
- v
[ ak. | LCancel | |

Figure 44: Back Date Processing

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 automatically set at their places.

4.5. Canteen Process
If you do any change in canteen shift, etc, you have to process this option.

Canteen Data Process‘_'ll_&&

Canteen Processing

From Date |21,’09£2015 LJ

e ~/

Cancel l

Figure 45: Canteen Processing
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5. Leave Management

5.1 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 create a new leave use Append. Modify
in existing leave and use delete to delete existing leave, previous to switch to previous
and find to search a leave in many leave , next to switch to next leave and finally use
button to close the leave window.

LeaveField [LeaveCode [l eaveDescription ['wieeklyO nclude [Holidayln
p |LOT CL CASUAL LEAYE Mo No
- |Lo2 SL SICK LEAYE No No
- |Lo3 PL EARN LEAYE Mo No
" |Lo4 oD ouT DUTY No No
- |Los COM COMPENSANTRY HOLIDANO No
. |Lo6 LWP LWP No No
[« | :
O = | Q||| | =
Append Modify Delete Brevious Eind MNext Close

Figure 46: Leave Master

In leave master, there are following field which you have to fill them:
+ Leave Field: Leave field will automatically generate from the software & compulsory
parameter.i.e.L01, LO2, etc.

+ Leave Code: Leave code is unique & compulsory parameter.

% Leave Description: This is also compulsory parameter.

% Weekly Off include (Yes/No): if weekly off is coming between leaves will be considered
when you tick on “weekly off include”. Else will not include.
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Leave Master

# Leave Field |7

% Leave Code ||:|_7

# Leave Description ||:'.-_~.5|_|,.-1-.'|_ LE AE
Mdeekl O Include [Yes/Mat W
Haoliday Include [ves/Mo] [
Iz Accmal [vesdMNa) [

Leave Tupe Leave -

1] Cancel |

Figure 47: Weekly Off Include (Yes/No)

+« Holiday Include (Yes/No): If holiday is coming between leaves will be considered when
you tick on “holiday include”. Else will not include.

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

Leave Master

# Leave Field
# Leave Code cL
# Leave Dezcription ||:'.-:-.'5|_|,.-:-.||_ LEANE
‘wieskly Off Include [Yes/Mal [ Sanction Limit f* Caried ™ Fixed
Holiday Inciude [ves/Ma] - Min[o000  Max|00.00
s Acoral [Yes/Not v Present  [00.00 Leave [o0.00
L T - o
mae e Leave bd ax Accrual Limit ||:||:||:|_|:||:|
Ok Cancel |

Figure 48: Accrual

+«+ Carried and Fixed- This option can be used for carry forward leave to the next year.

+ Leave Type: You can specify either Leave or Present or absent by using this option i.e. It
will be Leave in case of CL or SL or EL and it will be Present in case of On duty and it will
be Absent in case of Leave without pay.
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5.2 Leave Application

You can use this voucher to enter any type leaves or tours for a single or group of employees

for a single or multiple days. Before using this voucher, you should make sure that, all possible
leaves are defined in the leave master.

D Leave & Tour Voucher

x
Leave & Tour Application
[* Papcode Fr0m|| * Ta | # Date from [25/03/2025 = | 4 Date Ta|25/03/2025 -
Leave Duration
Woucher No. 0000005211 " Quarter
Mare  Halt Day
e " Three Fourth
Drezignation 5
o, * Full Day
Department
Catagony
Section
Grade
Leave Code | j
Reason
Approved Date |25/03/2025
[ (1] Cancel ‘

Figure 49: Leave Application

Once you give the pay code (single or range) and date you will select for leave then you have to

select leave duration of quarter, half day, three fourth and full day. You have to select leave code,
reason and also enter approved date
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5.3 Leave Accrual
You can put opening balance in the starting of the year by using this option. Enter paycode of
that employee you want to put opening balance.

Nane

Cawd No } |
Dengraton -
Conpary

Deganren

Catagry

Dpening Halance

ASUAL LEAVE
EARN LEAVE
OM OFF
ABSENT

yORT LEAS

Figure 49: Leave Accrual
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5.4 Auto Leave Accrual

This Option is used to automatic calculation of Leave of previous year and set as

opening balance for current year.
By using this option you can calculate auto leave opening. When you tick on L01, window will

show three option old balances, opening balance and max accrual limit.

Auto Leave Opening Calculation

Balahce Leave OF | 2008 - Transfer ToJan | 2009 - ]

Leawe L11 to L20

Leave LO1 to L1D 1

Leave Field Leave Code 0Id Balance Opening Balance Max Accrual Limit

O Lot
O Loz
O o3
O Lo4
O Los
O Loe

Exit | Selection ]

LCancel

Figure 50: Auto Leave Accrual
Window will also show carried for that leave carried for next year or will be lapse.

In the opening balance, you can enter limit of present and limit of leave on this present .You
can enter max accrual limit.

48
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6. Admin

6.1 Time office Setup
Each company has its own policy for time office setup. This time
setup will work for all employee.

office

KIN|

SETUPID [ PERMISLATEARR [ PERMISEARLYDEP [ DUPLICATE CHECKMIN
F 15 0 3
BBE 15 0 5
|9 15 0 3
- |10 15 0 5
BRER 15 0 3

)

Append

| Q| <~ | A | =

Modity Delete Previous Find MNext Close

Figure 51: time office setup-1

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

L)

X4

Setup Register No.: This will automatically generate on every time when you
modify in time office setup.

Duplicate check min: This is a time duration in which if a employee punch
his/her card at many time, software will take first punch. Default time 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).
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%+ Maximum Early Departure Duration: You can set maximum duration for early
departure (240minutes).

% Half Day Making: If you want to allow to half day to all employees, click on this
option.

Time Office Policies

Time Office Policies

OT Options
Setlp Register No iz Maxw/rkDuration [1040 | © 0T = OutTime - ShiftEndTime
Duplicate Check Min {5— Permisable Late Arival [T (¢ 0T =Working Hrs - ShiftHrs
Four Punch in Night Shift r Pemissable Early Dep [0 | ¢ OT=EadyComing + Late Dep
End Time for IN punch W Over Time allowed E

|
[T Whether OT inMinus [ -] Figures

OutWork Allowed

End Time for Out punch(MNext Date] for |05; oo OverStay Alowed :

RTC Employee with Multiple Punch

M aximum Working Min to Verify 1020 e e r~ |7 Round Over Time
Max Late Arrival Duration |24D isHelp Applicable B OT Durations
Max Early Departure Duration {240 = 0T Early Coming Dur
Skip Page on Department v .
Half Day marking v | s Pt P [5g OT Late Coming Dur ]
2 i
Short leave marking [ | 0T Restiict End Dur ’——
Present Marking Dur |1—D e Dethicts e
eductions (WO ol
Maximurn YW orking Hours for half day 360 No of Present for w0 2
: isuta Sbsent Allowed v Deduct OT in HLD o
Maximum Absent Hours for Shart day 120 4
' & Mark AWA as A8A v Deduct OT on W0 o
Auta Shift Allowed | Mark W0 as Absent when No of = Deduct OT if IN
PemisE aryMindutoShift a0 Present<No of Present for W0 Bk Hetacan 1800 & 1"—03: 00
PermisLateMindutaShift [240
Week Off include or not in Duty Roster [
. r— Is Present on Second Half Mark Half~ —
!sF'resenlD nWOResen l__ Day And Overtime after shift End Time
isPresentOnHLD Present i

~

Deduct Out Work From Working Hours

Cancel 1

Figure 52: time office setup-2

¢+ Short Leave Marking: If you want to allow to short leave to all employees, click
on this option.

¢+ Present Marking Duration: You can set min time for 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.

+» 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.
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¢+ 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 incase 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.

6.2 Time office Corporate policy

If you want to change in time shift policy for all employees or selected employees in
employee master, use this option.

If you change in permissible late arrival, permissible early departure and maximum
working hours in a day and press button save to save these information only.
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Employee Corportae policy

Employees Corporate Policies

Time Office Policy Shiftw0 Policy
Permizzible Late Arrival 015 PUTIELES [HEaEd 00 & Dey
~
Permizzible Early Deaprture 00:00 No Punch

" Single Punch Only
 aximurn W arking Hours in a Day 17.20
" Two Punches

Save * Four Punches

" Multiple Punch
Round The Clock Working [

Save

" Fiwed Out Time

; ) {* Owenarite
Consider Time Loss [v
Half Dray marking [ E
Shart leave marking [ ™ Overtime Applicable

Present b arking Curation o0 Owertime B ate Per Hour (000,00

 aximurn W orking Hours for half day | 08:00
. Y [ Owerstay Applicable

b asiruim Absent Hours for Shart day 0200

Save Save

Cloze Clear Selection | Selection |

Figure 53: Time Office Corporate Policy

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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6.3 User Privilege

Through this option you can give right to selective employee. When you will open user
privilege from the main menu, you will get a browse window like below for existing
user.

[USER R [USERDESCRIPRION [&utoProce [DataProce
»> |Admin |Administrﬂtor |N|:| |Yes
[«] | >
Q| = | Q<= | M| = W
Append Modify Delete FPrevious Find MNext Close

Figure 54: User Privilege-1

Pressing button append you will create a new user with password and you can give
proper rights for which option he/she can access in time office software.

User Previlege

User Privileges

User Mams | Fa ord |}

Uzer Description |&dministrataor
User Twpe |.&.dmini3tratm -

[ Admin T Payroll T Report T D ata Procesz/0Others
Previleges T b4 ain T Tranzaction T Leawve

v Main Application v Adminiztration
Iv Tranzaction Application [ Auto Processing
[w Drata Process v Reports
v Leawve bdanagement
v Payroll Management

Figure 55: User Privilege
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6.4 Verification
Before taking any general report you have to run this option for marking

absent on weekly Off / Holiday if the employee is absent before and after the
weekly Off / Holiday and this will effect only if you will tick on time office
policy like No of weekly off is 3,1s auto absent allowed Yes, mark AWA
(Absent Weekly off Absent) as AAA.

[] verification *
Proceszing Month and vear (MM 022026 -

Selection

|

Figure 56: Verification

6.5 OT Setup

There are two type of setup:
a. OT Setupl
b. OT Setuo2

a. OT Setupl: You can set OT for a day. You can set OT for a

week and OT for a month.

b. OT Setup2: You can set OT for each and every day of one
month. You can set maximum OT 6 hours for each day. You
can select a number of employees whose you want to give OT

and then apply.
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¢ 0T Setup1 | OT PerDay !UU OT Per'week {00 0T Per Month ]DU

OT Half In Every Day And Out Time Change Accordingly

¢ 0T 00nW0O & HLD Report l Selection I
" 0T Half On'wWO & HLD ¢ OT Asltls On'w0 & HLD

" 0T Setup 2 " 0T Setup 3

01 02 03 04 05 06 07 08 09 10 11 12 13 14 15
[00:00 |[00:00 [[00:00 00:00 |[00:00 |[00:00 f[00:00 [[00:00 |00:00 |[00:00 |[00:00 ||00:00 [[00:00 |00:00 |00:00 |

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
[00:00 |[00:00 [[00:00 [00:00 |[00:00 [00:00 |[00:00 [[00:00 |00:00 |[00:00 |[00:00 fj00:00 [[00:00 |00:00 |00:00 |

0037010 ¥ IsChange INTIME | Tire Variation For OT in Mins.
[OT Always 0 On W0 && HLD ~|SEESTOT <[10 | Mins | Out Tirae Start After ## Min of Shit
OT Formula = DutTime - ShiftEndTime [Fix For Duplicate) Report I Selection |

Figure 57: OT Setup

6.6 Mail Setting

If you have a machine at different location and by this setting when they will
Capture the data, a text report will automatically deliver to you.

X/

< Give that server‘s IP address.

X/

s Mail of that person from mail will come.

&

«  Mail id of that person when mail will automatically come.
s Mail subject.

&

+«  Mail sending option from which option you can to send the mail.

X/

< Mail text which you want to write.
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| Mail Informatio

Server IP |slarlinkindia.com

Smtp Port [~ SMTPUseSSL
From (Mail I1d) |rishabh@starlinkindia.com

To [Mail Id) |rishabh@starlinkindia.com

Mail Sending Opt. l1. Direct Mail

User ID [rishabh |
Password i l
Display Name [StarTimeOffice |
Mail Text HI

[rishabh@starlinkindia. com I

Mail Test |

Update ] DefauItGmaiI] Close

Figure 58: Mail Setting

6.7 Send Mail: In Send mail we create HOD and assign the employee
under him/her.

[0 LSS

Wasome. Amin Good Mormng Login

Teme: 21 Sep 2096 11:10

STAR LINK COMMUNICATION PVT. LTD. 56




6.7.1Mail Report: In the mail report we select the type of report we want
to send through mail

Report Name: Select type of report we want to send through mail.
Subject: Subject of the mail.
Details: It is the body of mail and message we want to include in mail

[ Auto Mail Reports
Report Name | Attendance Register v| Subject  |ATTENDANCE REGISTER
ATTENDANCE REGISTER FOR EMPLOYEES
Details

Edit J save ’ Delete] Close I

6.7.2 Auto Mail (report)
If you want to send mail automatically of late arrival and absenteeism of a
particular day, you have to tick on send mail in department master.

Late Arraval Repiter |

[ e — ol | Time 26 Mar 2026 1004 | 4|tz ) &g ©
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6.8House Keeping (Update database)

By using this option you can update data base.

StarTimeOffice

- 5
1/ DATABASE UPDATED...

OK

Figure 59: Housekeeping (Update Database)

6.9 Interface

By using this option you can interface time office software with payroll software.

—

i

Date From [t21 /09/2016 Date To  [20/10/20186

Generate Refresh

Selection

7. Reports

After capturing punching data, you can generate time office reports and
canteen report.

7.1. Time office reports

Time office report generates on daily basis, monthly basis, yearly basis, memo, etc in text,
excel and word format.

I. Daily Report

There are following types of reports you can generate on daily basis like late arrival,
absenteeism, attendance, department summary, early departure, shift wise presence,

machine raw punch, reason card punch, daily performance, early departure, time
loss, etc.
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[A] Daily Attendance Report x
[ B | B

¢ Late Arrival & Daily Performance ™ Continuous LateArival

(" Abzertesism (" Early Departure " Continuous E arly Departure

" Aftendance (" Time Loss " Continuous Absenteeism

(™ Departrent Surmmary " Dwer Time " Prezent

™ Early Arrival " Ower Time Summary " Lunch Duration Report

" Shift Wise Presence (" Shift Change Statement " Time Slot Punch Audit

i Machine Raw Punch " Out Wwork " Releaving / Extra Shift Report

" Mizzing &nd Reverificaton
" Location Wise Punch ™ Daily Present
" Manual Punch Audit Management Report

Lines Per Page [75 Department Wise Skip v

LCloze Gererate | ﬁelections...|

Figure 60: Daily report

S.No. | Report’s Reason | Description

1 Late Arrival You can generate late arrival report of those employees
who come late.

2 Absenteeism You can generate absenteeism report of those employees
who is absent.

3 Attendance You can generate attendance report of all employees for
IN punch only.

4 Department Summary | You can generate department wise attendance.

5 Early Arrival You can generate report of those employees who come
earlier before the shift IN time.

6 Shift Wise Presence You can generate shift wise report.

7 Machine Raw Punch Through this report you can see all record of IN and
OUT punching.

8 Manual Punch Audit If you will do any manual punch on a day, this report
will generate.

9 Reason Card Punch You can generate report of reason card.
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10 Daily Performance You can generate daily performance report.
11 Early Departure You can generate early departure report of those
Employees who go before shift end.
12 Time Loss You can generate time loss report of those employee
who
13 Over Time You can generate over time report of all employees.
14 Over Time Summary You can generate overtime report of employees who
work after shift end
15 Shift Change Statement | When you change shift of a particular day, shift
statement will generate send to HOD.
16 Out Work You can generate report of those employees who work
in field.
17 Missing and | This report shows miss punch of employees but they
Reverification were working on that day.
18 Continuous Late | If an employee is coming late continuously, you can
Arrival generate his continuous late arrival report between
duration of days.
19 Continuous Early | You can generate this report for employee who left
Departure continuously before shift end time.
20 Continuous If an employee is continuous absent, you can generate
Absenteeism this report.
21 Present This report shows report of present employee.
22 Lunch Duration Report | This report shows lunch duration of employee.
23 Time slot punch audit | This report shows punching data of a particular

employee who punched during a time slot.

Monthly Reports: You can generate performance register, late arrival register,

early departure register, absenteeism register, etc register on monthly basis in text,
excel and word. And also can generate muster roll, form no-12, form no-25 and

employee wise and department wise reports.

[F] rarthly Attandance Rapart

“ |oi/ozezozn |

i Pailoimance Fleglster

O Late Ajilval Fagieia

O Carly Departure Flegister
O Absentesism Heglstsr

O Diyer Timm Fsgister

7 Ciyer Stay Flegister

O Shilt Sohedule

" Lunch Duration Fleport

O DvmrStay to Oy Tims

Lina# Par Paga |7

7 Employes wise Peformance

O Employes YWise Altendancs

™~ Emplogss dtendanos Datail " Fom Mo - 12 Mew
 Dapaitmant Wiks Alandapee " Form Mo - 28
¢ Farm Ma - 25 Mew

 Shilt Wise Stterdance O
f Dy Time S ummar

7 Owai Time Sumiman Maw

 Employes 5latus

O Manual 07 Deduchion

L  Might Shift Funok

Department Wise Skip I

S/l 0 o o v o]

|.'II/II.'/.'II."|

 Mustar Holl
¢ Fom Mo - 12

wirn Ma - 26
i Farly Departurs

f Total Loss and OvaiSiag

O Late and Llver Stay

Figure 61 : Monthly Report
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S.No.

Report

Description

Performance Register

This report shows the monthly performance of each and
every employee.

2 Employee Wise | This report shows the attendance details of all
Attendance employees like total present, absent, weekly off,
holiday, Leave, OT and OT amount for a month.

3 Department Wise | This report shows department wise attendance

Attendance of employees like total employees in the
department, number of presents, absents, leaves
and weekly off and holiday.

4 Shift Wise Attendance | This report shows shift wise attendance of
employees. It shows the number of days present,
absent, weekly off, leave, OT and OT amount.

5 Absenteeism Register This report shows of all employees who were absent
during one month.

6 Late Arrival Register This report shows late arrival of each employee between
duration of one month.

7 Over Time Register This report shows over time for one month of all
Employees.

8 Over Time Summary This report shows total over time duration of
One month of each and every employee.

9 Shift schedule This report shows shift chart of all employees
For a month. This report can be generated for all
Shifts (fixed, rotational, ignorable).This chart
shows shift pattern, weekly off and the shift of
each day employee wise.

10 Employee Wise | This report shows attendance of each employee

Performance like attendance status , late arrival, early departure and
hours worked for every day of one month.

11 Early Departure | This report shows early departure of each employee

Register between duration of one month.

12 Over Stay Register This report shows over stay of those employees who
stay in company but don’t work.

13 Employee Status This report shows status of employees.

14 Manual OT deduction This report shows report of OT deduction of all
employee whose entry had done through “punch entry
for OT”

15 Lunch Duration Report | This report shows lunch duration of employee.

16 Night Shift punch This report shows all punches in night shift.

STAR LINK COMMUNICATION PVT. LTD.

61




iii. Yearly Attendance Report: You can generate reports on yearly basis of
every employee in form no. 14, yearly attendance details and from B.
D Yeatly Attendance Report *

[ Year ’E :‘ f+ - ]

{* Fomm Mo, 14

" Fom No. 14 New

" Form Mo, 15

" Yearly Attendance Details

" Mewearly Attendance Details
" Formn B

‘ LCloze | Generate | Selections...

Figure 62: Yearly Attendance Report

iv.  Memo : You can send notice and Memo to each department for late arrival,
absenteeism, continuous late arrival, continuous early departure and continuous absenteeism of

employees.

A Memo Report X

[ 503205 | ] [ o r ]

(v Late Arival

(" Absentesism

" Continuous Late Arrival

" Continuous E arly Departure

(" Continuous Absentesism

Lines Per Page [75 Department Wise Skip v

LCloze | Gererate | Selections...

Figure 61: Memo

S.No. | Memo Report Description

1 Late Arrival You can see late arrival of a particular employee and
send notice to his department head.

2 Absenteeism You can send notice/memo of that employee who was
absent without notice.
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3 Continuous Late | If a employee is coming late continuously, you can
Arrival send notice/memo to that department in which he is
working.
4 Continuous Early | If a employee is coming early continuously, you can
Departure send notice/memo to that department in which he is
working.
5 Continuous If a employee is absent continuously, you can send
absenteeism notice/memo to that department in which he is
working.
V. Leave Report:
D Leawe Reports X
|mmases -| 0 |Bm0I2E .| [ o r r
* Sanctioned Leaves " Monthly Leave Accural ¢ Monthly Leave Card
" Leave Card
" Accrued Leaves
" Conzumed Leaves
(" Balance Leaves
i Leave Register
" Leave Approval
Lines Per Page [75 Department Wise Skip v
|| Cloze | Generate | Selections. ..
Figure 62: Leave Reports
S.No. | Reports Description
1 Sanctioned leave Reports of details of sanctioned leaves of all
employees.
2 Leave Card This is the card which can be given to
Employees showing his / her leave status
(Accrued, consumed and balance) till date.
3 Accrued Leave Reports of all accrued leaves.
4 Consumed Leave This report show how many leaves an employee
has taken till now.
5 Balance Leave This report show how many leave has been left to
the employee till now.
6 Leave Register This report shows employee wise accrual,
Date wise consumption with reason and
balance of each leave.
7 Leave approval In this report you will see the approval person |,

leave type, total leave.
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Vi.

Master Reports:

This report shows all Master information according to your selection like, declared
Holiday, Company, Department, Category, Shift, Employee setup information,
Employee general information, leave, Employee joining information, employee
leaving information and employee who is not on payroll.

2] Master Reparts *
3 Tou_® Evcol @ v |
s Comparwy Master " Employee Joining Infarmation
" Department Master (" Employes Leaving Information
™ Category Master " Employee.Joining Information Detail
s i i
 Shift Master Ermployee not in payroll
" Employee Birth Information
" Leave Master
" Tenure Report
" Declared Holiday
" Employee Setup Information
" Employee General Information . .
Ermployee Information [Dpnaric)
Lines Per Page |75 Department Wise Skip v
Cloze | Generate |

Figure 63: Master Reports
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vii. Chart Report: By using this option, you can generate graphic reports of daily
performance, daily time loss, monthly performance, monthly time loss with overstay,
monthly leave status , department wise employees and weekly presence status.

Chart Repart >

BE/03/2025 ]

{« Daily Performance

" Daily Time Loss

" Monthly Perfarmance

" Monthly TIme Logz _Owerstay
" Monthly Leave Status

" Department Wise Employees
" weekly presence Status

Cloze | Generate | ﬁelections...‘

Figure 64: Chart Report

7.2. Canteen reports:

Canteen Report Generat

[ 21/03/2016 - | To

]l] - WrongPunch _:J Rate Per Unit:
Between i[u] 0o I 2 I[n’_’x oo J
= Shift Wise Consumption ¢~ Monthly Consumption
¢ Daily Consumption 7 Monthly Consumption and Amount Due Summary

" E=xtra Consumption Report [More than one meals] " Monthly Consumption Summary of HLD and w0

Monthly Item Consumption ¢ Monthly ltem Consumption D etails

Monthly Item Wise Summary
¢ Monthly Emp Item Details
" Monthly Emp item Summary

LClose Generate Selections... !

Figure 65: Canteen Report
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You can generate canteen report on shift wise consumption, daily consumption, monthly

consumption, monthly consumption and amount due summery, etc.

S No. Reports Description

1 Shift Wise | This report show the shift wise consumption of the
Consumption selected item on the selected date.

2 Daily Consumption This report show the Daily consumption of the

selected item on the selected date.

3 Monthly Consumption | This report show the monthly consumption of the

selected item.

4 Monthly Consumption | This report show the monthly consumption of the
and amount  due | selected item. And amount due summary of the
summary month.

5 Monthly consumption | This report shows the monthly consumption of the
summary of holiday | selected item on weekly off and holiday.
and weekly off

6 Extra consumption | This report show the extra consumption of the month
report(More than one | in the selected month.
meal)

8. EXIit: Close the time office software.
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