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Time office software is generally used to generaports ( after capturing punching data) on dadlgib,

monthly basis, yearly basis etc in excel, wordj,tesv, pdf formats. With the help of Time Offic
Software, you can maintain attendance recordsyeal can calculate overtime of those employe
who stay back even after their working hours arso &lelps to calculate work. It also helps you &akr

11

es

down the leave records of any employee. The Tinfe©S&oftware manages the departments with their

specific strengths and their work. Additionallyistlsoftware also helps you to calculate the sbitttion
times and also manages shift schedule, late coraarty departure and holidays. Overall, this sofewg
is going to help you in every possible way by stikaing the work flow with proper set-up.

After installing Web Time Office Software, you justed to open the website and select the Login T\

and enter the given UserID and Password.

Star Link Communication n
this is cormpany for Attendance and Time offcie software
- b

Home Page of the Web Time Office

Select Login Type and enter the User ID and Passwaen click on Login Now. You
can also click on 'Remember me' if you want to sewe password.
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After Login, the following page will open:

s‘r ll" K CUSTOMER HELP LINE' TOLL FREE N (all India) Welcome Admin ORD
ﬁR 1800-11-8088 (9:00 a.m. 1o 5:30 p.m.,Sunday off)
Y ... O BRI D

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

Done V] Pendinglv|
Run ¥ Enor

ManualPunch
(Feciue st

Stert: 03-Apr-2014
10:02:35

End: 03-Apr-2014
10:09:58

(Gtatus: Complete

ManualPunch

(Feciue st

Start 03-fpr-2014
10:09:41

End: 03-Apr-2014
A0,

Copyright @ Star Link Communication(P) Ltdd. Al rights reserved
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2.1 Company

You can manage different companies through Compdasgter of Time Office SoftwaregCompany

code should be unique. When you open the comparsyemaou will see a window in which you see

the following information like Add New Company, EdDelete, first, previous, next and last.

ST LI NK {9 CUSTOMER HELP LINE" TOLL FREE MO (all India) Welesme Adrin
ﬁR % 1800-11-8088 (9:00 am. fo 5:30 p.n.Sunday offy

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

Done Pending
Add New Company
Manage Company Add New Compan R Eror

| .
Show 5 [=] | entties Search Roster
Recuest
Start

Company = Short " Fand

Code & Company Name Company Address s Name ¢ PANNo. ¢ Edi¢ Deleted -
atus Pending
Roster

Delete Fequest:
Start

TEST
o TEST COMPLIY D89/ OKHLA PHASE -1 NEW DELHI- 10020 o AIZHEETES  Edit
=
5LS STAR LINK COMMUNICATION PYT LTD. |, ol LELLTLBI01 S AN PN LRI sie Edit  Delet e
CERL | PR BackDay
Request

STAR LINK COMMUNICATION PYT LTD. | Hew i
sLe £-19, OKHLA INDL. AREA, PHASE -, NEW DELHI Edit  Delste End

Dehi Siatas Pending
Company Short |IROSTERUPDATE

C N Ci Add PAN No. Edit  Delet R i
Code ompany Name ompany ress i o i elate Ste;lres

[ | [EaE
Showing 1 to 3 of 3 entries First || Previous n Hext | Last Cihe iy

BackDay
Raminek

When you click on Add New Company the followinggpawill be open:

ST LI NK ¢B CUSTOMER HELP LINE" TOLL FREE NO (all India) Walcome Admin
WY 1800-11-8088 (9:00 am. to 5:30 p.m.,Sunday off)
ir needs.... Our Sohifions |

Master ¥ Transaction ~ Data Process ¥ Leave Management ¥ Admin v Reports «

Done Pending

Add Company Master 9 Run Eror
Roster
Company Code: Company Name: Request
Start:
Company Address: |End:
|Status Pending
BackDay
Short Name: |Reauest
|Btart:
(End
PAN No: TAN Ho: Vat NO: |Statue: Pending
PF No: ESINo: Licence NO: |ROSTERUPDATE
|Request
Registration No: Email ID: |Btart:
End.

Status Pending

|Recpuest.
[Btart:

End,

[Status Pending

|Roster

b

Add New Company: Click on "Add New Company" to add the details of new camp A Company
Master window will open, in the window there arersofields like company code, company nam
company address, short name of company, Company RANCompany TAN No., Company Licens
No. and Company PF No., which you will fill to maktee new company. Company code and compa
name are the compulsory field to create the company
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Edit: You can Edit information in company master excepmpany code. If you want any
modification in the existing company, press "Edititton. After pressing Edit button, complete deta
of the selected company will be shown in the windBdit those details accordingly and press "Update”
button. All the modification will be done.

ST LINK CUSTOMER HELP LINE" TOLL FREE MO (all India) e
1800-11-8088 (9:00 a.m. io 5:30 p.m.,.Sunday offy
= Your needs.... Our Soluinis |-

LOG OUT

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

Dane Pending
Update Company Master B Run e
Company Code: ™ Company Name: TEST COMPLNY ManualPunch
Request:
Start: O5-Ape-2014
10:09:55
Company Address: D-88/4 OKHLA PHASE -1

Encd 05-Apr-2014
100036
Status Complete

NEW DELHI-110020

Short Name: TEST COMP ManualPunch

Request:

PAN No: 4123456788 TAN No: T123456789 Wat NO: 123456788 o Térﬁp;iznm

End 05-Apr-2014
10:09:42

Status Complete

BackDay

Request:

Start 05-Apr-2014
093717

Ead 03-Apr-2014
093719

Status Complete

PF No: PF-1245 ESI No: 12 Licence NO: 124578963

Registration No: 0012456789 Email ID: STARLINK@STARLINK. COLIN

ManualPunch

When You click on Update button the Company Masiiérbe updated and the following page will b
open:

D

Delete You can delete any Company through “Company Magiption. But if the selected company
is assigned to any Employee, then it cannot beetkle

s I LlNK CUSTOMER HELP LINE" TOLL FREE NO (all India) G IEaeTAdTT o
1800-11-8088 (9:00 2. to 5:30 pan. Sunday off)
i Our ol

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

Done (9] Pending¥]
Manage Company Add New Compan o s

G
Message -
Company s it - = i
Code = Company Name % PANNo. ¢ Edit Deletes
@ This Company could not be deleted because some employee
already aszigned this company! =
T01 TEST COMPLIY P A123456789  Edit  Delete
o)
SLS STAR LINK COMMUNICATION PYT. LTD. , Sola — Edit  Delete
STAR LINK COMMUNICATION PYT. LTD. | New
S5LC Delh A-19, OKHLA INDL. AREA, PHASE -1, NEYY DELHI Edit = Delete
alhi
e c N c Add Short PAN N Edit  Delet
Code ompany Name ompany Address e 0. i elete

_ o l — E — [Las‘ I

Previous:Pressing 'Previous' button, you can switch to jevicompany.
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SearchFor searching a company you have to use "Seaest'bbx. You can find your Company b}

enter any information which is visible in page.k&iCompany Code, Company Name, Short Name, Pan
No. etc)

~

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

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

2.2 Department
STAR LINK COMMUNICATION PVT. LTD. 8




You can create different departments as per yayrirement through 'Add New Department' option pf
Manage Department. Department code should be unijhen you open the department, you will see

Department Details window in which you see thedwihg button like Add new department, edit,
delete, previous, first, next and last.

Add New Department: Pressbutton "Add New Department" to add a new departnierthe
company. A Department Master page will open, tle@eesome fields like department code, departm
name, HOD (Head of Department) , which you havdiltdo make the department in the compan
Department code and department name are the coonpdilslid to create the department.

ent
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When you create Department Master, the Departmedé @ust be of 3 alphanumeric characters.

Edit: You can Edit information except department codesgibutton to Edit.

When you click on 'Update' button the Departmeiasstdr will be updated and the following page w
STAR LINK COMMUNICATION PVT. LTD. 1




be open:

Delete:You can delete Department Master information thiotigs option. But if this Department is

assigned to any Employee you can not delete thimi@ent Master.

STAR LINK COMMUNICATION PVT. LTD.
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Previous:Pressing button previous to switch to the prevideartment.

Searchif you can use this option to search a department

Next: Pressing button to switch to the Next department.

Last: Pressing button to switch to the last page.
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2.3 Division / Section
You can create different divisions through thisiapt Division/Section code should be unique. Dwsi

code and Division name are compulsory parametecriesiting Division. When you open the divisior
you will see Division Details window in which yoee the following button Add New Division, Edit

Previous, Delete, Next, Search and Last.

L

Add New Division: - Pressbutton "Add New Division" to add a new divisiontime department. A
Division Master page will open, in this page thare some fields like division code and division ear
is mandatory to fill to create the division in tdepartment. Division code and division name are 1

compulsory field to create the division.

=}

he
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When add new division, division code must be oé¢hcharacters.

Edit:- You can edit every information except division codfeyou want any modification in the
existing division then press "Edit" button. Afterepsing edit button complete information about
division will be shown. Edit accordingly and pretfpdate” button. All the modification will updated

then.

STAR LINK COMMUNICATION PVT. LTD. 1




Delete:You can delete existing section information throtigl option.
Previous: Press button "Previous" to switch to the previcection.

Search: You can use this option to search a section whizhwant to find.

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

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

STAR LINK COMMUNICATION PVT. LTD.




2.4 Grade

You can create Grades to allot the employees tlhrdbs option. Grade code and Grade name are
compulsory parameter in Grade master. Grade canlddsbe unique.

D

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

Add New Grade Click button "Add New Grade" to add a new Grade¢hie department. A Grade
Master page will open, in the window there are sdields like grade code and grade name, which you
will fill to make the grade master. Grade code &rdde name is the compulsory field to create the
Grade.

STAR LINK COMMUNICATION PVT. LTD. 1




When you create new grade master, the grade cddeewhree characters.

(1%

Edit: You can Edit information except Grade code. If yoant any modification in the existing Grad
then press "Edit" button .After pressing edit battmmplete information about Grade will shown ig th
window. Modify that option which you want to modi&nd press "update” button. All the modificatig

will be updated now.

I

STAR LINK COMMUNICATION PVT. LTD.




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

Previous: Press button "Previous", to switch to the previGuade.

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

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

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

STAR LINK COMMUNICATION PVT. LTD. 1




2.5 Category

You can create a new category to categorize thdogegs as per your requirement through this option.
Category code and Category name are compulsorasten Category code should be unique

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

Add New Category : Click button "Add New Category" to add a new Catggor the employee.
A Category Master page will open, in this page ¢here some fields like Category code and Categpry
name, which you have to fill to make the Categddategory code and Category name are the
compulsory field to create the Category.

STAR LINK COMMUNICATION PVT. LTD. 1




Edit: You can modify information except Category codeydfi want any modification in the existing
Category then press "Edit" button .After pressidg button complete information about Category w
shown in the window. Modify that option which yowamt to modify and press "Update” button. All th

modification will activated now.

Delete:You can delete existing Category information thiotigjs option.
Previous: Press button "Previous", to switch to the previGasegory.

Search: You can use this option to search a Category. wjichwant to find.

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

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

STAR LINK COMMUNICATION PVT. LTD. 2




2.6 Branch

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

When you open the Branch, you will see a page ah&n Details in which you see the following buttan
like Add New Location, search, first, previous, hdast.

Add New Location: Press button "Add New Location" to add a new Brafuchthe Company. A
Branch/Location Master page will open, in the windihere are some fields like B/Location code and

B/Location name, which you will fill to make the &rch. B/Location code and B/Location name are the
compulsory field to create the Branch.

STAR LINK COMMUNICATION PVT. LTD. 2




While adding a new Location Master, the Locati@d€ should be of three characters.

Edit: You can modify information except B/Location cod&,you want any modification in the
existing Branch then press "Edit" button .After gmiag edit button complete information about Branch
will shown in the window. Modify those option whiglou want to modify and press "Update” butto

All the modification will be updated now.

=)
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Delete: You can delete existing Branch information throtigis option. But if this Location master is

assigned to other Employee you cannot delete it.

Previous: Press button "Previous", to switch to the previBuanch.

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

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

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

STAR LINK COMMUNICATION PVT. LTD. 2
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2.7 Shift

So many companies’ works 24 hours like productiomganies, for that purpose they make shift for t
employee, for the working of 24 hours. You can @eshift through this option. Shift code should [
unique.

When you open the Shift, you will see Shift Detgilsge in which you see the following button Ad
New Shift , search, first, previous, delete, naxt] last.

Shifts are identified by their unique codes.

Before updating the Shift master click on Checkdut

STAR LINK COMMUNICATION PVT. LTD. 2
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After click on check button you will click on Upt#abutton and the shift will be created.

These are following options you can use to makafa s

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 Wil deducted

STAR LINK COMMUNICATION PVT. LTD.




from the working Hours.

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

OT Start After : This is the time period after whi©T will be considered. If you set 3(
minute in this option, between this duration OTlwibt calculate, But if
employee stays till 31st minute in the companyhéehill get OT 31
min.

Overtime deduction : This is the time period thaitl wleduct from the overtime hours
Example, if over time is 4 hours and overtime déiduacis 30 min , total
over time will be 3 hours and 30 min.

Shift Position : Three types of shift as Day, Nightd Half day.

Lunch Deduction : This is the time period that wlifiduct from overtime hours.

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

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

STAR LINK COMMUNICATION PVT. LTD. 2

=




2.8 Employee

You can make entry of new employee of the companyuigh this option of time office software. Pa
code and card no. should be unique. It must ta emigue Pay code, unique card no. and name aed

of joining for the employee creation.

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

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

Active — see all active employees of company

Inactive — see all nonactive employees who hatgdbffrom that Company.

Add New Employee:Click on "Add New Employee" to add a new employeéiie company.

STAR LINK COMMUNICATION PVT. LTD.
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There are five type of information which is usectmmplete the whole information regarding employee
master.
2.8.1.0ffice 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 DetailThere are information’s about official details of e@mployee like active,
card No, Name of employee, guardian name, pay amiepany, department, category, sectign,
grade, photograph, and signature, PF No, ESI N Daspensary.

You can decide that employee is on roll or not.

Pay code and card no should be unique.

You can add name of employee, guardian name, etc.
You can assign the respective company, departnmehtategory, etc to each employee,
which he/she belongs to. You can even include ¢hersed photographs of employee and
employee signature.

You can add PF No. of employee.

You can add ESI No. of employee.

You can add date of joining of employee.

A WN P

~N O O1
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There are only three parameters compulsory foreantgy of new employee i.e. ID card no., name a

pay code.

2.8.2. Personal DetailThere are much information regarding personal Hetaa employee

like date of joining, date of birth, married statudood group, qualification, experience
permanent address & phone no, temporary addredso&epno, designation, sex, email id , bt

route and vehicle No.

1. You can add date of birth of employee.

2. You can add married status of employee.

3. You can add blood group and sex of eng#oy

4. You can add qualification and experieotemployee.

5. You can add permanent address and tenypadaress with contact no of employee.
6. You can add bus route and vehicle nengployee.

Date of joining is the compulsory parameter inspeal details.

2.8.3. Time office policyThere are information regarding time office polifya particular
employee like permissible late arrival, permissidely departure, maximum working hours in

day, round the clock work, Time loss, half day nmagk short leave marking, present markin
duration, maximum working hours for half day, maxim absent for short leave, punches, ov

time and over stay.

1.

Permissible late arrival :You can allow any of your employee as per youshwlist to
come at any time, whose late arrival will not beked.

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

Maximum working hours in a day : If there is a shift timing your company an

STAR LINK COMMUNICATION PVT. LTD. 2
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employee wants to continue next shift then yousetrthe time as 24:00. After 24 hours
employee has to punch again.

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

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

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

7. Maximum working hour for half day: If employee working hours is between
present working houandmax working hour for half dathen the status will be half day
present. If working hour is greater, then he isdaly present.

8. Maximum absent hours for short day
Absent hour = shift hour — working hour
If absent hour is greater than thexrabsent hour, he is marked SRT.

9. Punches required in a day
NoO punch: This punch is used for senior employees whosegdtee is not required.

Single punch This punch is used for single punch to mark pres@ut Punch will be
taken automatically from the machine as shift auetwhether out punch
is existing or not.

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

Four punches:This option is for 4 punches —IN, OUT, Lunch IN &hch OUT.
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Multiple punch: This option is work for max 20 punches.

10. Overtime and overstay When an employee works after his working hour, thaitk
will be counted in overtime but if company don’'tndo give over time then this extra
duration of work will be shown as overstay.

2.8.4. Shift/WO PolicyThere are many information regarding shift/WO pplit a
particular employee like shift type, shift, run auhift, weekly off details and second weekly

off.

There are three type of shifts ---Fixed, Rotaticarad Ignore

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

2. Rotational shift: In the rotational shift, emploi®ehift will change after duration of
time. Even you can set a number of days after whkaft will change. Shift days will
specify the number of days that are remaining enfirst allocated shift. If you are not
interested in entering each employee's shift dgtaihe system can be used for
automatically changing the shifts. For this purpafiethe possible shifts in which an
employee can come should be entered in the audubsizift field.

3. lIgnore Shift: It means Employee have no any Shistrment. He will come in any time.

2.8.5 Extra Details:In the extra details you can add Father's name,r§emey contact no,

Anniversary date, Insurance No., Employee’s locgatidominee’s Name, Nominee’s relation
and email address.

STAR LINK COMMUNICATION PVT. LTD. 3




2.9 Machine Setting

By this option you can use this machine for atteiwedaor for lunch. If the machine for attendance|is
hanging, check on the option attendance followeertgring machine ID number and location name| If
the machine for Canteen is hang, check on optioeea and enter machine ID number and location
name and also select tea, lunch, dinner etc. Wharopen the Machine setting, you will see a Machine

Master window in which you see the following buttidte append, modify, delete, previous, find, next
and close.

By clicking on add new Machine you can add a neacMne Master.

STAR LINK COMMUNICATION PVT. LTD. 3




When you add Machine Master you should give MachiheMachine Name and Machine IP becau
these are mandatory field.

After filling all the parameter click on update tort.

STAR LINK COMMUNICATION PVT. LTD. 3




You can also delete any Machine Master.

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

STAR LINK COMMUNICATION PVT. LTD.




3 Transaction

Transaction is used for enter some data diredtéyhanual attendance, overstay or overtime, shihge , punch
entry for over time & canteen and holiday entry. aftver you will change anything in shift, over timetc, you
have to use back date entry for generate the eport

3.1 Manual Punch

When an employee forget his card, in that casecagmumark his attendance present through this option
in time office software. But when you will generatport, Manual record will be shown before that
entry of attendance.
There are two options in this punch entry for aterce window. One is punch post and second is Back
Data Process.

When you give Paycode and click on get data therattfiormation will auto shown or you can also use
tab button to get other information.

STAR LINK COMMUNICATION PVT. LTD. 3




When you click on Punch Post button the punch médron will be shown as given below:

Punch Post:-Clicking on Punch posting allows to make a puncltamy employee for the attendang
who forgot the card. For punch entry enter the uaigay code of employee and press tab button

keyboard then card no. and employee name and degarivill automatically show in their respective

text boxes. Then enter date for process from, #ileprocessed and unprocessed punches will show
the respective grid. Enter date for which date wamt the punching entry and enter his coming tifne
office on that day. After all data will filled thepress button "Punch posting" then the punch of {
employee will save in the system. When you seeattendance report of that employee present v
show manual.

3.2 Shift change window
You can directly change shift for a particular dhyough this window. After filling all the paramete
click on Shift Change.

STAR LINK COMMUNICATION PVT. LTD. 3

e
of

v in
o]
he
vill




3.3 Shift Multi Transaction

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

Shift Change: From this we can change shift of MldtEmployees.

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

STAR LINK COMMUNICATION PVT. LTD.




3.4 Holiday Entry

You can add all holidays from this option.

Holiday Entry

STAR LINK COMMUNICATION PVT. LTD.




4. Data process
4.1. Duty Roster Creation
The Duty Roster is used to create for one yeareclal option “All” will create Attendance
Register for each & every employee of the orgaronat

For creating Attendance Register of a particulapleyee, you have to click on select Employee
button andhen click on Send Request for Process.

4.2. Duty Roster Updation
If the shift policies of all employees or selecteraployees have changed and if you want these esang
should be affective for the remaining year, you truse this option. Firstly make all changes in the

masters of a particular date and then use thiswpti

For a particular employee, you have to select “Exyg” button and enter a pay code of that employee
and then click on Send Request for Process.
STAR LINK COMMUNICATION PVT. LTD. 3




4.3. Back Date Processing
If you manually mark in attendance, overtime, stiifange window then you have to run this process,

4.4. Re-processing
If Time office software is running and you wantgenerate report after capturing punching data , you
have to run re-processing and punching data wididematically fetched and arranged in sequence.
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4.5. Verification

Before taking any general report you have to rus tiperation for marking absent on week day off
Holiday if the employee is absent before or afer week day off / Holiday. This will effect onlyybu
fix the No. of week off — 3 and for auto absenbwed, choose Yes and mark AWA (Absent Week
off Absent) as AAA.

5. Leave Management

STAR LINK COMMUNICATION PVT. LTD. 4
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5.1 Leave Master
You can create all possible leaves by using thi®opYou can create maximum twenty types of leave
in the leave master. For creating a new leavek dicadd New leave Master. For modifying in exigtir
leave, click on “Edit” Button and use delete toalelexisting leave, previous to switch to previdata
and find to search a leave in many leave , negtitch to next leave and Last for going to lastepaf
the Leave Master.

In leave master, there are following field whicluytmave to fill them:
Leave Field: Leave field will automatically generafrom the software & compulsory
parameter.i.e.L01, LO2, etc.

Leave Code: Leave code is unique & compulsory patam
Leave Description: This is also compulsory paramete

Weekly Off include (Yes/No): If weekly off is congrbetween leaves, then it will be considered
only when you click on “weekly off include”. Otheise it will not include.
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5.2

Holiday Include (Yes/No): If holiday is coming beten leaves then it will be considered when

you click on “holiday include” else holiday will hde counted.
Is accrual (Yes/No): This option is used to caognard the balance leaves for next year or
lapse the remaining leaves in the current year.’Woe click on this option, sanction limit (mir

& max) window will open in the same window of leaveaster from where you enter min limit

to

by 3 and max limit by 20, in that case you carketéess than 3 leave and more than 20 leaves at

a time.

Leave Type: You can specify either Leave or Preseabsent by using this option. CL or SL ¢
EL will be counted as a Leave. And in case of Albseism, it will be considered as a Leav
without pay.

Leave Application

Posting: From this we can post Leave to the Em@sye
Deletion: From this we can delete leave of any Exygék.
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5.3 Leave Accrual
You can put opening balance in the starting ofyéer by using this option.

Leave Accrual

5.4 Yearly Accrual
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6.

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

There are following parameters which each compasytd set for all employees:

Admin

Setup Register No.: This will automatically generathenever you make changes in the setj
of time office.

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

Four Punch in Night shift: By clicking on this ogti, you can allow maximum 4 punches in tk
night shift.
End time to IN Punch & End time for End Punch: Togion is used for RTC employees only
for the duration of more than 24 hours.

Maximum Late Arrival Duration: You can set maximuauration for late arrival (240minutes).
Maximum Early Departure Duration: You can set maxim duration for early departure
(240minutes).

Half Day Making: If you want to allow 2 half days all employees, click on this option.
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Short Leave Marking: If you want to allow 2 shagavVe to all employees, click on this option.
Present Marking Duration: You can set min time &rkrpresent.
Maximum Working Hours for Half Day: You can set ntawm hours for half day.
Maximum Absent Hours for Short Day: You can set imaxn absent hours for short day.
Auto Shift allowed: By clicking this option, softmewill pick up shift automatically.
PremisEarly min auto shift: By setting this timeration, if an employee is coming earlier, th:
employee will belong to which shift.
Weekly Day include or not in Duty Roster: If yountdo include weekly off in duty roster, click
this option.
Present on WO present: If you are present on wesdklglick on this option.
Present on HLD present: If you are present on hglidlick on this option.
Maximum Working Duration: You can set maximum wadkihours for working in a month.
Permissible Late Arrival: You can set time whicluygive to employee who comes late witho
marking as late.
Permissible Early Departure: You can set time whyoln give to employee who goes ear
without marking early departure.
Over Time Allowed: By clicking on this option, ya@an activate this option.
Out Work Allowed: By clicking on this option, yowag activate this option.
Overstay Allowed: By clicking on this option, yoarcactivate over stay.
Mark AWA as AAA: If an employee is absent on Saaydind also absent on Monday. B
clicking this option, Sunday will also count as aiits
No of present for WO: You can set no of days foekg off.
Is Auto absent Allowed: If an employee is absentSaturday, software will show his absel
automatically by clicking this option.
Mark WO as Absent when no of present < no of pree€RVO: if no of weekly off is greater
than no of present, weekly off will count as weedf by clicking on this option.
There are some formulas for Over Time:

OT=0Out Time-Shift End Time

OT=Working hours — shift hours
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OT=Early coming + Late Departure

OT parameter options:
1. Check on “OT is allowed in case of early comingOver time will count on early
coming.
2. Check “round OT” to count OT round figure.
OT Durations:
1. OT Early Coming Durationin this you have to enter time duration before ihain
employee is coming, OT will not count. OT will cduafter that time.
2. OT Late Departure Duratiomy setting this time duration, if an employee stdier
working hours, after this duration OT will not cdun
3. OT restricts End Duratiorv.ou have to set maximum over time.

6.2 Time office Corporate policy

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

You can make changes in permissible late arrivedmssible early departure and maximum workir
hours in a day and save this information only.

Time office @orate policy.

Same as above you can change in time office poli@mployee master and save them to all or seleg
employees.
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6.3 User Privilege

Through this option you can create User and Em@gye give right to use the Web based Time Offi
Software.

Import Data
From this we can Import all Masters like Companyskéa, Department Master, Locatio
Master etc.

Export Data:

Through Export data link user can Export the daw@iféerent types. Example:
: Company Master.

: Department Master.

: Location Master.

: Designation Master.

: Grade Master.

: Section Master.

. Category Master.

: Shift Master.

O~NO O WNE
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9: Employee Master.
10: Leave Master.

Click on the Image beside click for download anel skelected master will be exported.

STAR LINK COMMUNICATION PVT. LTD.




Mail Setting:

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

1: Mail Server Address: Mail server IP.

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

3: Is SSL: You can either check or Uncheck it.

4: Display Name: It is name that we want to dispdayreceiving mail.
5: Email ID: Mail Id through which Mail has to sent

6:Password: Password used in that mail ID.

After doing all mail setting press update button.

Run Verification:
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