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

is going to help you in every possible way by streamlining the work flow with proper set-up.

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

and enter the given UserID and Password.

STAR LINK D 501 5085 500 om0 50 pr Sty

s Your needs.... Our Solutions |

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

Home Page of the Web Time Office

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

STAR LINK

o ... Our SRS

CUSTOMER HELP LINE" TOLL FREE MO (all India)
1800-11-8088 (2:00 a.m. 1o 5:30 p.m., Sunday off)

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

Welcome Admin RD

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

STAR LINK COMMUNICATION PVT. LTD.

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

.




2.1 Company

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

ST LI N K CUSTOMER HELP LINE" TOLL FREE MO (all India) elere Al
GR 1800-11-8088 (9:00 am. to 5:30 p.an..Sunday off)

Solutions |
Master ~ Transaction ¥ Data Process ~ Leave Management ~ Admin ~ Reports

Manage Company Add New Compan Done W/ Pending

Company E- R o N - Ci Add of Shon < PANN ¢ Edi¢ Delete

Code & Company Name ompany ress & s o. o i ele!
TEST _

o1 TEST COMPLIY D-88/4 OKHLA PHASE -1 NEW DELH-110020 ~OMP A123456788  Edit  Delete

TOF FLOOR, MEAR MOHAN PARK, MALL ROAD,
5LS STAR LINK COMMUNICATION PYT. LTD. | Solan

SOLAN e Edit  Delete
STAR LINK COMMUNICATION PVT LTD. |, Mew
sLe i 19, OKHLA INDL. AREA, PHASE -1, NEW DELHI Edit  Delste
el G N C Add Short PAN N Edit  Delet
Code ompany Name ompany ress ., 0. i elete

_Firs‘t Pre"iﬂusﬂNem i ]

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

s I LlNK CUSTOMER HELF LINE" TOLL FREE NO (all India) Welcarne Admin B ORD
1800-11-8088 (9:00 an. to 5:30 pan..Sunday off)
Yo ... Our ol

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

Add Company Master e g
Company Code: Company Name:

Company Address:

Short Name:

PAN No: TAN No: Vat NO:

PF No: ESINo: Licence NO:

Registration No: Email ID:

Lo ]

Add New Company: Click on "Add New Company" to add the details of new company. A Company
Master window will open, in the window there are some fields like company code, company name,
company address, short name of company, Company PAN No., Company TAN No., Company License
No. and Company PF No., which you will fill to make the new company. Company code and company
name are the compulsory field to create the company.
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Edit: You can Edit information in company master except company code. If you want any
modification in the existing company, press "Edit" button. After pressing Edit button, complete details
of the selected company will be shown in the window. Edit those details accordingly and press "Update"
button. All the modification will be done.

E
sT LIN K CUSTOMER HELP LIME" TOLL FREE MO (all India) Welcorme Adrmin
1800-11-8088 (9:00 am. io 5:30 p.n.,Sunday off)
= Your needs.... Our Soluinis |- LOG OLT

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

Update Company Master g 2 g ing

Errar
Company Code: ™ Company Name: TEST COMPLINY ManualPunch
Retuest:
Start: 03-Apr-2014
10:09:55
Company Address: D-88/4 CKHLA PHASE -1 End  05-Apr-20l4
NEW DELHI-110020 100556
Status Complete
Short Name: TEST COMP ManualPunch
Request:
PAN No: 4123456789 TAN No: T123456789 Wat NO: 123456788 o Térﬁp;iznm
PF No: PF-1245 ESI No: 112 Licence NO: 124576953 e
o } Status: Complete
Registration No: 0012456789 Email ID: STARLINK@STARLINK. COLIN
BackDay

Reguest:

End 03-AprI0id
09:37:19
Status Complete

ManualPunch

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

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

CHANGE
ST LlNK CUSTOWER HELP LINE" TOLL FREE NO (all Indiz) e B " ]
1800-11-8088 (2:00 an. to 5:30 pan.,Sunday off)
— LOG OUT

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

Done (9] Pending¥]
Manage Company Add New Compan 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
(]
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 1Preuinus E — lLas‘ I

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

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

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

s IﬁR LINK CUSTOMER HELP LINE" TOLL FREE MO {all India) R o
1800.11-8088 (9:00 a1n. 10 5:30 p.m.Sunday offy
< Your needs.... Our Golulforer - —

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

Done Pending¥]
Run Error

BackDay
Fequest

Manage Company Add New Compan:

Gtarl: 04-Ape-2014

Company - Short . 130017
% Company Name Company Address 3 % PANNo. % Edi¢ Delete Fnd  04-Apr2014
Code Name 15:00:18

Status: Complete

TOP FLOCR, NEAR MOHAN PARK, MALL ROAD,
SLs STAR LINK COMMUNICATION PVT. LTD. | Solan SLC Edit  Delete BackDay
S0LAN ———
& e st:
et Dd-Ape-2014
STAR LINK COMMUNICATION PVT. LTD. | Mew 13:00:18
SLC Delhi A 18, OKHLA INDL. AREA, PHASE -1, NEWY DELHI Edit  Delete Fad  OhApr2014
15:00:18
Company c N c Add Short PENN o Status: Complete
S ompany Name ompany Address Name o. it Delete BackDay
Request:

Start: D4-Apr2014
First lPrEuinus Hext lLas‘ ] 14:55:40
End: D4-Ape-2014

14:58:40
Status: Complete

2.2 Department
STAR LINK COMMUNICATION PVT. LTD. 8




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

ST LI N K CUSTOMER HELP LINE" TOLL FREE NO {all India) e A
1800-11-8088 (9:00 am. fo 5:30 p.m.Sunday off)

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

Done ¥ Pending)

Manage Department A

dd New Department

Ty | BackDay
Starts D4-Ape2014
N R [ N N L5008
Department Code < Department Name Head of Department < Edit S Delete 3 Fad  Dddpe20l4
15:00:18
SDD SOFTWARE DEVELOPMENT navneet singh Edit Delete Status: Complete
BackDay
Sl SALES dheeraj Edit Delete Request:
Start: D4-Ape-2014
RD RE&D avinash Edit Delete 14:38:40
End: 04-Ape-2014
PRD PRODUCTION ilyas Edit Delete L3280
Status: Complete
CSE CUSTOMER CARE rajesh gupta Edit Delete BackDay
Request:
Department Code Department Name Head of Department Edit Delete e ?3’;?5&2014
End  04-Ape-2014
First lpmuiuus 2 luem lLasi ] 14:53:40
Status: Complets
ManualPunch
Remest

Add New Department: Press button "Add New Department” to add a new department in the
company. A Department Master page will open, there are some fields like department code, department
name, HOD (Head of Department) , which you have to fill to make the department in the company.
Department code and department name are the compulsory field to create the department.

ST LINK CUSTOMER HELP LINE" TOLL FREE MO (all India) Weleame Adrmin 5
1800-11-8088 (9:00 an. to 5:30 pam.,Sunday offy
~¥our needs.... Our Solfiona -

Master = Transaction > Data Process > Leave Management > Admin~ Reporis =

Done Pendingl¥]

Add Department Master un Errar
Department Code: Department Name:
Head of Department:
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When you create Department Master, the Department Code must be of 3 alphanumeric characters.

CHANGE
sT LINK CUSTOMER HELP LINE" TOLL FREE MO (all India) Waleorme Admin
1800-11-8088 (9:00 2.m. to 5:30 pan. Sunday off)
R LOG OUT

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

Add Department Master Dune 8 Pondng

Run Emor @
Department Code: =[] Departrme Message
x
Head of Department;
@ Depariment Cade Mustbe of 3 Alphanumetic characters

ok |

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

T CHANGE
s LlN K CUSTOMER HELP LINE" TOLL FREE NO (all India) ‘Welcame Adrnin B )
1800-11-8088 (9:00 aam. iv 5:30 pan.,Sunday offy
< Your needs. .. Our Golutianst

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

D ¥l Pendi
Update Department Master Run Enor
rargar anerr |

Department Code: s00 Department Name: SOFTWARE DEVELOPMENT Request,

Start 05-Apr2014
10:09:41

End 05-Apr20l4
10:09:42

Status: Complete

BackDay

Head of Department: navneet singh

Request

Start 03-Ape2014
09:37.17

End 05-Apr20l4
09:37.19

Status Complete

ManualPunch
Request

Start 05-Apr0l4
09:37:11
End: 03-Ape2014
09:37.13
Statns: Complete

ManualPunch
Redquest:
Start. 05-Apr20l4

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

STAR LINK COMMUNICATION PVT. LTD.
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be open:

STﬁR I.IHK CIUSTOMER HELP LIME” TOLL FREE NO fall India) Welcome Admin o
1800-11-8088 (9:00 an. to 5:30 p.m..Sunday off)
Yo nseds.... G Skt LOG OUT

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

D ¥ Pending!
Update Department Master Fon ) Enor

Department Code: 500 Department Name: | SOFTWARE DEVELOPMENT |

‘ Message

Back & Department Detail has been updated
== Go To Manage Depariment

Head of Department:  rameet singh

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

s I ﬁit LI"K CUSTOMER HELP LINE" TOLL FREE NO (all India) W 0
1800-11-8088 (9:00 aan. to 5:30 p an..Sunday off)

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

Done Pendingt¥l

Manage Department Add New Department Run L

Message

3

Department Code < Department Hame £ | Edit 2 Delete B
=00 SOFTWARE DEVELOPY @ This Depatment could not be deleted because some dit Delote

employee already assigned this Depariment! i e
=R SALES Edit Delete
RD R&D | ok | Edit Delste
PRD PRODUCTION nyas Edit Delete
ESE CUSTOMER CARE rajesh gupta Edit Delete
Department Code Department Name Head of Department Edit Delate

First | Previous 2 | Hext | Last

STAR LINK COMMUNICATION PVT. LTD. 1




Previous: Pressing button previous to switch to the previous department.

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

sT LINK CUSTOMER HELR LINE" TOLL FREE MO (all India) Welcome Admin
GR 1800-11-8088 (9:00 am. to 5:30 p.m.Sunday off)
— LOG OUT

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

Manage Department  Add New Department Dure 1 Perdingd
g p Run Error
ManualPunch
softi Reruest:
Start: 05-Apr2014
. . A . . 10941
Department Code ¢ Department Name Head of Department ¢ Edit 3 Delete ¥ b osApramie
) 10:09:42
30D SOFTYWARE DEVELOPMENT navneet gingh Edit Delete Status Complete
Department Code Department Name Head of Department Edit Delete EaCk?ay
eques
r— Start: 05-Apr-2014
First | Previous Hext | Last 093717
| [Fnd 05-Apra0t4
09:37:19
Btatus: Complete

Next: Pressing button to switch to the Next department.

Last: Pressing button to switch to the last page.

STAR LINK COMMUNICATION PVT. LTD.




2.3 Division / Section

You can create different divisions through this option. Division/Section code should be unique. Division
code and Division name are compulsory parameter for creating Division. When you open the division,
you will see Division Details window in which you see the following button Add New Division, Edit,
Previous, Delete, Next, Search and Last.

ST LINK CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcome Admin
1800-11-8088 (9:00 a.m. to 5:30 p.m., Sunday off)
Yo ... O SSRGS

aue Management * Admin ~ Reports

Manage Division Add New Division Cone Y] Pendingly|
Run M Error

Ros!
T = A
Division Code < Division Name - Edit = Delete E
iy
sL hA Edit Delete ManualPunch
Request
Do DIVMISION Edit Delete Stert:  05-Apr-2014
1009:55
Division Code Division Name Edit Delete (ESE s U
100956
l ] ] Status: Comgplete
First || Pravious next | Last
e unch
Recuest
|Start 05-Apr-2014
1nnat

Copyright @ Star Link Cemmurication(P) Lid. Al rights reservesl

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

sTﬁR LI"K CUSTOMER HELP LINE' TOLL FREE NO (all India) e .
1800- 118088 (9:00 a.mu. 1o 5:30 p.n., Sunday offy

|
%

uT

anagement™ Admin ¥ Reports

Lo Done Y| Pendingl¥|
Add Division Master Run Emor

Roster
Request
Start:

Division Code:

End
Division Name Status Pending

Roster
Start

End:
Status: Pending
BackDay

Request:
Stant:

End:
Stetus Fending

ROSTERUPDATE
Request
Start:

End:

Status: Pending
BackDay
Request

Copyright @ Star Link Communication(P) Ltd. &l rights reserved ?:;1
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When add new division, division code must be of three characters.

STﬁR LI“K CUSTOMER HELP LINE" TOLL FREE NO fall India) Welcome Admin )

1800-11-8088 (9:00 2.m. i0 5:30 p.m.,Sunday off)

i .. O SR - LOG
Master= Tramsaction * Data Process * Leave Management™ Admin * Reports
TP Done Peﬂdmg.
Add Division Master fn @ ror @
Division Code: sD

Division Mame: & Message
x
Back @ Division Code Must be of 3 Alshanumeric characters

Copyright @ Star Link Communication(P) Ltd. Al rights reserved

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

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

sTﬁR LI“ K CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcame Admin : L.-IF.D

1800-11-8088 (9:00 .m. to 5:30 p.m.,Sunday off)
Yo haods... Our GG

Master™ Transaetien ™ Data Precess © Leave Management ™ Admin ™ Reports

Update Division Master 23:3 é} E?;;drmg
Division Code Do1
Division Narme: DIYISION

Divisions Detail has been updated
Go To panage Divisions.

Ok

Capyright @ Star Link Communication(P) Ltd. &l rights reserved ]

f3 e
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Delete: You can delete existing section information through this option.

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

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

TETEE
s‘r Ll"K CUSTOMER HELP LINE" TOLL FREE MO (all India) welcame Admin =
ﬁR 1200-11-8088 (9:00 a.m. to 5:30 p.m., Sunday offy
ave Management™ Admin ™ Reperts =
Manage Division Add New Division Done (V] Fendinglv]
g Run ¥ Error
5 [«

Division Code % Division Name

ool DIVISION

- Edit % Delete B
Edit Delete
Dwision Code Division Name Edit Delete

ManualPunch

7
2

il
Start:  05-Apr-2014
002

Copyright @ Star Link Communication(P) Ltd. &l rights reserved

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 through this option. Grade code and Grade name are
compulsory parameter in Grade master. Grade code should be unique.

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

CHAMGE
STﬁR LINK CUSTOMER HELP LINE* TOLL FREE NO {all India) W e A = A
Solufions 1

1800-11-8088 (9:00 am. to 5:30 p.m.,Sunday off)

LOG OuUT

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

Reports ~

Manage Grade Add New Grade Ding B4 (Banding ™
g Run Error
ManualPunch
Start: O4Apr-2014
N i o i 13:55:52
Grade Code £ Grade Name Edit & Delete H End: 04 Apr-2014
13:55:52
cap PEON Edit Delste i
a1 OFFICER Edit Delete
&1 MA Edit Delete
Grade Code Grade Name Edit Delete

_ 5 l = E = ans‘ l

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

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

sTﬁR LIN K CUSTOMER HELP LINE" TOLL FREE MO (all India) Welcome Adrmin e 5
- Golutions 1

1800-11-8088 (9:00 am. io 5:30 p.m.Sunday off)
i nods.... Our

Master ~ Transaction ~ Data Process ~ Leave Management ~ Admin ~ Reports =

Add Grade Master

Done Pendingl¥]
Run Error

Grate Code:

Grade Name:

STAR LINK COMMUNICATION PVT. LTD. 1




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

ST I.INK CUSTOMER HELF LINE” TOLL FREE NO all India) eleome Admin
1800-11-8088 (9:00 am. to 5:30 p.am., Sunday offy
e noods.... Our Skl o

D Pend
Add Grade Master Run Eror @

Grade Code: 1] Message
x
Grade Name: a

@ Grad Code Must be of 3 Alphanumeric characters

Lo |

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

ST LlNK CUSTOMER HELP LINE" TOLL FREE NO (all India) \Walcoma Admin
1800-11-8088 (9:00 2an. to 5:30 pan.,Sunday off)

D ¥ Pend
Update Grade Master Run @ o B

Grade Code: G01

jac

@ Grade Detail has heen updated
Go To Manage Grade .

Ok

STAR LINK COMMUNICATION PVT. LTD. 1




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

s I LI“K CUSTOMER HELP LINE" TOLL FREE NO (all India} Welcome Admin
1800-11-8088 (9:00 am. to 5:30 p.m.Sunday off)

LoG QuT

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

Manage Grade  Add New Grade i 1L TRIEIE,
9 s Run Errar
Grade Code % Grade N < Delete -
GOl OFFICEF & This Grade could nn_the deleted bacause some employes (i
already assigned this Grade!
G1 NA Delete
Grade Code Grade N ‘ Ok ‘ Delete

First | Previous

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

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

ST LINK CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcame Admin B
ER 1800-11-8088 (9:00 amn. to 5:30 pan., Sunday offy
E— LOG LT

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

Done Pending¥]
Manage Grade Add New Grade Run Error

D
Grade Code < Grade Name = Edit ¢ Delete 3
GOt OFFICER Edit Delete
Grade Code Grade Hame Edit Delete

First Preuit
et | Previous ManualPunch

Request
Start 05-Apra0l4
-9

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

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

STAR LINK COMMUNICATION PVT. LTD. 1




2.5 Category

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

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

s I LlNK CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcame Admin
1800-11-8088 (9:00 am. o 5:30 p.m..Sunday off)
ngeds. ..

Pendingl¥
Manage [$EIG][gY Add New Categol Run Error

T mm —
Category Code 2 Category Name - Edit 2 Delete 2]
sL Staff Edit Delete
EMP EMPLOYEE Edit Delate
Category Code Category Name Edit Delete

_ — l = @ — ans‘ I

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

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

ST LI N K GUSTOMER HELP LINE" TOLL FREE NO (all India) Welcarme Admin
1800-11-8088 (9:00 a.m. to 5:30 p.m.,Sunday off)
“our noeds.... Our Solulionst

D Pendi
Add Category Master Run Eror 2

Category Code:

Category Name:

Copyright @ Star Link Communication(P) Lid. All rights reserved m]
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Edit: You can modify information except Category code, If you want any modification in the existing
Category then press "Edit" button .After pressing edit button complete information about Category will
shown in the window. Modify that option which you want to modify and press "Update" button. All the
modification will activated now.

s I LINK CUSTOMER HELP LINE" TOLL FREE MO (all India) Welcome Admin B
1800-11-8088 (9:00 am. o 5:30 pm. Sunday off)
~sYour peeds.... Our Sokifioriste-

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

Dane Pendingl¥]
Update Category Master Run Error
Category Code: sL
Category Name: Staff

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

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

s I Ll“ K CUSTOMER HELP LINE" TOLL FREE MO (all India) o lea e Attt
1800-11-8088 (9:00 am. to 5:30 p.m. Sunday offy
needs.... Our Golufigriate

LOG QUT

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

Done Pendingl]
ManualPunch
Requsst:

Manage Category Add New Categol Run Error
Stat DS-tpe-2014

- 09:15:37

Category Code < Category Name - Edit s Delete < Fod D5-Ape0ld
09:15:37
sl Staff Edit Delete Slaius Complete

" ManualPunch
Cat Cod Caty N Edit Delets
ategory Code ategory Name i elete Request

First 1 Previous Hext 1 Last ] 09:1507
@» End 05-Apr-2014
09:1507
Status Complets

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

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

STAR LINK COMMUNICATION PVT. LTD. 2




2.6 Branch

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

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

ST LI N K CUSTOMER HELP LINE" TOLL FREE MO (all India) A 5
1800-11-8088 (9:00 am. to 5:30 pm..Sunday off)
~mYour ngeds.... Our okl e

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

Manage Add New Location Dene (S yRendnde

.

Location Code < Location Name = Edit Z Delete E

BO1 Mew Delhi Edit Delete

Lot NEW DELHI Edit Delete

GATE gate Edit Delete

Location Code Location Name Edit Delete

| ]
ManualPunch

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

ST LlNK CUSTOMER HELP LINE" TOLL FREE NO (all India) e AT n
1800-11-8088 (9:00 a.m. to 5:30 p.m.,Sunday off)
<mYour needs.... Ou Solition 1 o

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

" D Pendi
Add Location Master Run Enor

Location Code:

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

CUSTOMER HELP LINE" TOLL FREE NO (all India)
i{l’ﬁi&!ﬁﬂi

Welcome Admin ¥
1800-11-8088 (9:00 a1 to 5:30 p.an.,Sunday off)

Add Location Master

Dore 1 Pending]
R rror
Location Code: ND

n = i)
Message
2 %
Location Name: Moida
@ Location Code Must ke of 3 Alphanurneric characters

(Lo

Edit: You can modify information except B/Location code, If you want any modification in the
existing Branch then press "Edit" button .After pressing edit button complete information about Branch

will shown in the window. Modify those option which you want to modify and press "Update” button.
All the modification will be updated now.

ﬁR CUSTOMER HELP LINE" TOLL FREE NO (all India)
STAR LINK

Welcome Adrmin ORD
1800-11-8088 (9:00 a.m. to 5:30 pn.Sunday off)

Update Location Master

Done Pending¥/
Location Code: BO1

Run Etror
Location Name:

STAR LINK COMMUNICATION PVT. LTD.




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

S I LI" K CUSTOMER HELP LINE" TOLL FREE NO (all India) el
1800-11-8088 (9:00 am. to 5:30 p.an.,Sunday off)

LOG ouT

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

Manage Location  Add New Location i ] PRI .
g _— Run Error
—
Message -
Location Code % Local % Delete :
NOD Nojga @ This Location could not be deleted because some employee Delsts
already assignad this Lacation! e
BO1 ew L Delete
Lot NEW | ok | Delete
GATE gate Ear Delete
Location Code Location Hame Edit Delete

First | Previous

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

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

sT LINK CUSTOMER HELP LINE" TOLL FREE MO (all Indiz) Welcoms Adrmin
ﬁR 1800-11-8088 (9:00 a.m. io 5:30 p.m.Sunday off)
~Your ngeds.... Our Solianrl

LOG OuT

nnnnn

Done Pending¥]

Manage Location Add New Location Run Error

Location Code £ Location Name = Edit £ Delete e
NOD Moida Edit Delete
Location Code Location Name Edit Delete

_ — [ A E — ILis‘ l

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

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

So many companies’ works 24 hours like production companies, for that purpose they make shift for the

employee, for the working of 24 hours. You can create shift through this option. Shift code should be
unique.

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

s‘r ll“K CUSTOMER HELP LINE" TOLL FREE MO (all India) ‘Welcome Adrmin
GR 1800-11-8088 ¢9:00 a.m. to 5:30 p.m., Sunday off)
nwode... O BGRBGAT=

Manage Shift Add New Shift Done (¥ Pendinglv]
9 Run Error

5 [=
Shift Code < Start Time = End Time < Shift Hours < Shift Position < Edit < Delete 2
A

09:00 18:30 000 DAY Edit Delete
G1 03:00 18:00 09:00 DAY Edit Delete
G 09:00 18:00 0220 DAy Edit Delete
A 0e:30 17:.00 0800 DAy Edit Delete
Shift Code Start Time: End Time Shift Hours Shift Position Edit Delete

_ i l — ﬁ — ILES‘ I

Copyright © Star Link Communication(P) L. Al rights reserved @ @ @

Shifts are identified by their unique codes.

CHANGE
s‘r I.INK CUSTOMER HELP LINE" TOLL FREE NO {all India) \WelcomEAdriin
ER 1800-11-8088 (%:00 a.m. io 5 :30 p.m., Sunday off)
Y sds-... O SORIRGE -
Master~

ransastion ~ Data Prece.

Update $Shift Master Dane (@] Pendinggd
Shift Setup

Shift Code: GN Shift Position: Day =]

Start Time 000 (Time in 24 Hr Formaty End Time: 1500 (Tme in 24 Hr Formaty Shift Duration: 08:30 (Time in Haurs)

Lunch Start Tirme: 1300 (Time in 24 Hr Formet) Lunch End Time: 1330 (Time in 24 Hr Format) Luneh Duration 00:30 (Time in Hours)

Max OverTime Time: 2358 (Time in Hours) OverTime StartAfler: | 0000 (Tme in Hours) CverTime Deduction:  00:00 (Time in Hours)
Lunch Deduction 00:30 (Time: in Hours) OT Remove After 0000 (Time in Hours) Ahsent Ater Late 00:00 (Time in Hours)

Advance Setup
Late

Copyright @ Star Link Communication(P) Ltd A1l vights reserved

Before updating the Shift master click on Check button.
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After click on check button you will click on Update button and the shift will be created.

st LI"K CUSTOMER HELP LINE" TOLL FREE MO tall India) T AR
1800-11-8088 (9:00 a.m. to 5:30 p.m., Sunday off)

Done ¥ Pending¥!

Update Shift Master fn  enor B
Shift Setup
Shift Code: GN Shift Position: —
Alert =
Start Time 03:00 (Time in 24 Hr Format) End Time 0 (Time in Hours)
Lunch Start Time 1300 (Time in 24 Hr Formet) Lunch End Time A Please first validate ciata on click Check button! 0 (Time in Hours)

Advance Setup
Ok

Max OverTime Time: 23593 (Time in Hours) OwerTime Start After. 0 (Time in Hours)
Lunch Deduction: 00:30 (Time in Hours) OT Remaove Aftar 00:00 (Time in Hours) Absent After Late: 0000 (Time in Hours)
Late
Copyright @ Star Link Communication(P) Ltd. Al rights reserved ' 3*: ‘

CHENGE
s‘rﬁR LI“K CUSTOMER HELP LINE" TOLL FREE NO (all India) AR &
1800-11-8088 ¢9:00 a.m. o 5:30 p.m.,Sunday off)
e ... O G- "

ave Management ~ Admin ~ Reports =

Done (¥ Pending¥]

Manage Shift Add New Shift
g Run Error
Roster
= CHES -
[Start:  D5-Apr-2014
Shift Code < start Time = End Time < Shift Hours % Shift Position < Edit % Delete B 12:31.03
End  0S-Apr-201d
GN ng:00 18:00 0a:30 =g Edit Delete T
Status: Complete
Shift Code Start Time End Time Shift Hours Shift Position Edit Delete ManualPunch
[Request
First || Pravious nest | Last Start: DS-Apr-2014
09:19:44
|End: 05-Apr-2014
09:19:44
tatus. Complete

Copyright © Star Link Communicstion(P) Ltd. A1 rights reserved

These are following options you can use to make a shift.
Shift code : Add the new shift code.
Shift Start Time : This is the shift starting time.
Shift End Time : This is the shift end time.
Shift Duration : This is the total working hours
Lunch Start Time : This is lunch’s starting time.
Lunch Duration : This is the duration of lunch.
Lunch End Time : This is lunch’s end time.

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

STAR LINK COMMUNICATION PVT. LTD.




from the working Hours.

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

OT Start After : This is the time period after which OT will be considered. If you set 30
minute in this option, between this duration OT will not calculate, But if

employee stays till 31st minute in the company, he/her will get OT 31
min.

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

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

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

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

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

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

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

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

Active — see all active employees of company

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

ST LI" K e CAUSTOMER HELP LINE” TOLL FREE NO fall India) Welcorne Admin
1BD0-11-BORE (@:00 am. vo 530 pon. Swnday offy

Master™ Tramsaction ™ Oata Pracess ™ Luave Managemast ™ Admin = Reperts =

Cempany

Department
Desigratisn
Categary
Lacatisn@ranch
Grade
Divisian/Section

Shift

:ManuniPunch

|Rarminms: |

Add NP:W Employee Click on "Add New Employee" to add a new employee in the company.

STﬁR ll“ K CUSTOMER HELP LINE" TOLL FREE MO (all India) e
1800-11-8098 (9:00 am. to 5:30 p.m, Sunday off)

LOG OUT

Master~ Transaction * Data Process * Leave Management *

Admin ™ Reperts *

Done ¥/ Pendingl¥]
Add New Employee run W Enor @

Office Detail

ManualPunch
Present Card No: PayCode Create Employee login ] (Rerque st

Start: - 05-Apr-2014
Active: TRE [+] 1040955

End  05-Apr2014
Mame: Date O Joining, Guardian Mame: 10:09:56

Status: Corplete

ManualPunch
Recqusst

Campany SLC-STAR LINK COMMUNICATION <] Departrnent A -Arcount [=] categary: ENP-EMPLOYEE [=] [Start: 05-Apr-2014
10:09:41
Setion: DO01-DIYISION [+ LacationBranch: BO1 -Mew Delhi [«] Grade GO-OFFICER: [= Bud  05-Apr-2014
10:09:42
Designation 001 -DIRECTCR B FF No: ES8I No: Status: Corplete

Dispensary: Phota: Ho il selected Signsture: Mo e selected BackDay

[Request
Start:  05-Apr-2014
093717
Back End  03-Apr2014
093719
[Status: Coraplate
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There are five type of information which is used to complete the whole information regarding employee

master.

2.8.1. Office Details
2.8.2. Personal Details
2.8.3. Time Office Policy
2.8.4. Shift/WO Policy
2.8.5. Extra Details

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

You can decide that employee is on roll or not.

Pay code and card no should be unique.

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

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

You can add PF No. of employee.

You can add ESI No. of employee.

7  You can add date of joining of employee.

AW =

AN D

—
CHAMNGE
ST LI "K CUSTOMER HELF LINE" TOLL FREE MO (all India) Wiglcorme Admin PASSORD
GR 1800-11-8088 (9:00 a.m. to 5:30 p.m., Sunday off)
e LOGGUT

Add New Employee

Done ¥ Pendingly
Run ¥ eror ¥

Roster
| ofice Detai T el daetl || s @ palicy I ShiftWo Palicy | e _ Reguest
Start
End:
Office Detail i Peng
ManualPunch
Present Card No: PayCode. Creste Employee login Reguest:
Start:  05-Apr-2014
Active TRUE 10.09:55
End  053-Apr-2014
Matre: Date OF Joining: Guardian Narme: 10:08:56
Status: Corplete
ManualPunch
— Reguest
Company SLC-STAR LINK COMMUNICATION =] Department AC -Accourt [x] categom EMP-EMPLOYEE = Start D5-Apr2014
10:02:41
Section: DO -DIYISION [« LocationiBranch BT -Mew Delhi =] orade GO1-OFFICER = End  05Apr2014
— 100642
Designation, 001-DIRECTOR \w PFMNo ESI Mo Status: Complete
Grr=—ar TR BackDay
Dispensary: Fhoto [ Browse.. | No file selectedt Signature: Browss... | Mo file selected e

STAR LINK COMMUNICATION PVT. LTD.

Start: 03-Apr-2014
093717
End 05-Apr-2014

093719
Status Cornplate




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

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

1. You can add date of birth of employee.

2. You can add married status of employee.

3. You can add blood group and sex of employee.

4. You can add qualification and experience of employee.

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

STGR LI"K YWelcome Admin

< ... Our Gk |

i
Done W] Pendingl]

Add New Employee fun B e B
r T T T T e
Ofice Detail Personal detail Time Office policy Shift W0 Palicy Extra detail Recquest

Start:

. 04-Apr2014
14:58:40

5 End:  04-Apr-2014
Personal detail 14:58:40

Date of Birth: Status: Complete
BackDay
Married ves[w] g Mele [ Blood Group: it [] Reuest
Sart: 04-Apr-2014
14:58:40
g 04-Apr2014
14:58:40

Gualificatian: Experience Designation:

Bank AC Mo Email Id

Bus Route: wahicle

Address: Fin Code: Fhonefhlah, Na:

Siatus . Complete

AutoProcess
Fecpue stfi-Apr-2014

1402:43
Address Pin Coie: Fhanefoh. Na: Start:  04-Apr-2014

122344

Date of joining is the compulsory parameter in personal details.

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

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

3. Maximum working hours in a day : If there is a shift timing your company and

STAR LINK COMMUNICATION PVT. LTD. 2




employee wants to continue next shift then you can set the time as 24:00. After 24 hours,
employee has to punch again.

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

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

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

Welcorne Admin

STAR LINK

Yo e Our SN

i

Done ¥ Pendingl!
Add New Employee Run ¥ Emor ¥

04-Lpr-2014
13:35:52
04-Lpr-2014
13:35:52

5: Enor

Time Office pelicy

Permissible Late Arrival 0010 (Time in Hours) Permissible Early Departure 0010 (Time in Hours) Max Waorking Hours in day: 24:00 (Time in Haurs)

Punch required In day: Two - Single punch only; Fixed Cut Time [ Round The Clock Working: E
. Pending
Consider Time Loss! ] Half Day marking: [ Short Leave Marking: Roster

Fresent Marking Duration: 04:00 (Time in Hours) Masvark for Half Day : 0500 (Time in Hours) Maic Absent hous for SRT 0200 (Tme in Hours)

OverirmeiOverstay Over Time [ Rate

Copyright @ Star Link Communication(P) Lte. Al rights reserved

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

8. Maximum absent hours for short day:
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 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.

STAR LINK COMMUNICATION PVT. LTD. 3




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

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

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.

sTﬁ? LINK CUSTOMER HELP LINE" TOLL FREE MO (all India) Welcome Admin
I 1800-11-8088 (2:00 2.m. to 5:30 p.m., Sunday off)
Y ngnds.... Our SR

Done ¥ Pending¥]
Run ¥ Eror ¥

T
[ Office Detail T Personal detail I Time Office palicy I ShiftWw0 Policy I Extra detail Request

Start:

Add New Employee

Exnd

ShiftWo Policy Status: Pending
. . Roster
Shift Policy Reqquest
Start:
Shift Type: Fixed  [w] Select Shift Select [+] Eud
Status: Pending
Run Auata Shift Roster
i Reruest
Weekly Off Policy E
Exd
Firstio: Suncay =] Secand WWi0: Mone = Second W0 Type: Full = Status: Pending
SecondwoDay 11020030405 Half day Shift Select = ManualPunch

Bequest

Start: 03-Apr2014
100855

End 05-Apr2014
100856

Status: Complete

Manu-'Pus ch

Copyright @ Star Link Communication(F) Ltel. Al ights reserved
Reques

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

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

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

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

2.8.5 Extra Details: In the extra details you can add Father’s name, Emergency contact no,
Anniversary date, Insurance No., Employee’s location, Nominee’s Name, Nominee’s relation
and email address.
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STGR LI“K CUSTOMER HELP LINE" TOLL FREE MO {all Indlia) Welcomg A
1800-11-8088 (9:00 am. fo 5:30 p.m.,Sunday off)

it ... Our Dok AUT

ction * Data Procass ¥ Leare Managemant™ Admin ~ Reparts ™

Dore M Pending¥]

Add New Employee Run @ Enor
ManualPunch
[ Ofice Detail T Personal detail I Time Office policy I ShitW0 Palicy I Extra detail _ [Request
Start: 05-Apr-2014
09:37.01
" Evd: 05-Apr2014
Extra detail 093704
DOB of Nominee Marne of Nominee: Relation with platus. Complee

ManualPunch

Nominee: [Request:

Gtarl  05-Apr2014
092442

Father Name Emergency contect Emergency contect
Eud: 05-hpr-2014
Person Mo 09:24:42
(Stetus: Complete
Insurance No Employee Location Anniversary Date ManualPunch
Recpuest

Start:  05-Apr-2014
09.24:31
End:  05-Apr-2014

09.24:31
tatus. Complete

ManualPunch

IR

Copyright @ Star Link CommunicationP) Ltd. All rights reserved [Start: i i
L2

2.9 Machine Setting

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

sTﬁR LINK CUSTOMER HELP LINE" TOLL FREE MO (all Indiz) Wltarme Admin
1800-11-8088 ¢9:00 2.m. to 5:30 p.m.,Sunday offy

Done (¥ Pending(¥]

Manage Machine Add New Machine
9 Fu Error

5 [=
Id < HName = Ip = Type < Port < INOUT < Edit Delete
2 Canteen 182.168.0.42 Other 1085 I Edit Delete
1 Aftendance 192.168.92.52 Attendance 1085 I Edit Delete
Id Name I Type Port INOUT Edit Delete

_ = lprgvmus m = ILES‘ ]

Copyright @ Star Link Communication(P) Lt A1l fights reserved

By clicking on add new Machine you can add a new Machine Master.
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ﬁR CUSTOMER HELP LINE" TOLL FREE NO (all India)
J.STAR LINK

Welcame Admin P ORD
1800-11-8088 (9:00 am. to 5:30 p.m.,Sunday offy

LT
Master ™ Transaction v Data Process Reports

Leave Management ™ Admin

Add Machine Master

Done Pendingl¥]
Run Error
Machine Id 3

Machine Marme:

Machine Ip:
Machine Part 1085
Machine Type Attendance [«]

IN OUT n [+

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

T CHAMGE
s LI"K CUSTOMER HELR LINE" TOLL FREE NO (all India) o eI AT
1800-11-8088 (9:00 a.m. to 5:30 p.m...Sunday off)

Master > Transaction ~ Data Process

Leave Management * Admin ~ Reports

Add Machine Master

Done Pending(]
Run Errar
Wachine Id [a]

Reqmrec

A Please provide Machine name

Machine Mame [
Machine Ip: | |Required
WMachine Port [ 1005 |

Machine Type | Aftendance | IN OUT

[oe]

After filling all the parameter click on update button.
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s‘l‘ﬁR LI“K o CUSTOMER HELP LINE" TOLL FREE NO (all India) Welee Al 5 5

1800-11.8088 (9:00 a.m. 1o 5:30 pan..Sunday off)

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

. D ¥ Pendingl¥l
Add Machine Master one enting

Run Errar

Machine Id: | & ‘
D |A"e"da”“
Machine Ip | 182.168.52.56 @ Machine Add SucessFully. Go To Manage Machine
— Or YouWant to Add machine
Machine Part | 1085 ‘ Add Wachine
Machine Type: | Attendance N QUT |_
S — Ok |

You can also delete any Machine Master.

CHANGE
s Iﬁiz LINK CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcorne Adrin ]
1800-11-8088 (9:00 2. to 5:30 p.am.,Sunday off)
~four needs.... Our Salufiongl

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

Manage Machine Add New Machine

Run Error

Id < HName * Ip s Type 2 Port < INOUT 2 Edit 2 Delete <
2 Canteen 192.168.0.42 Other 1085 | Edit Delete
i Altendance 192.168.52.52 Altendance 1085 | Edit Delete
Id Hame Ip Type Port INOUT Edit Delete

_ — lpre‘,in“s ENEK‘ ILHS‘ l

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

1800-11-8088 (9:00 am. o 5:30 pm.,Sunday off)

STGR LI" K CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcome Admin ks (o]

Data Process * Leave Management ~ Admin~™ Reports

. Done ¥ Pendingl]
Update Machine Master Run Errar
Machine Id: 2
Message

achine Ip: | 192168.042 ‘ & Machine Detail has been updated

B (o To Manage hachine
Machine Port | 1085 |
e T | other = N OUT

ok
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3 Transaction

Transaction is used for enter some data directly like manual attendance, overstay or overtime, shift change , punch
entry for over time & canteen and holiday entry. Whenever you will change anything in shift, over time , etc, you
have to use back date entry for generate the reports.

3.1 Manual Punch

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

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

ST I.I N K CUSTOWMER HELP LIMNE” TOLL FREE MO (all Indfia) Welcome Admin RD
1800-11-8088 (9:00 a.m. to 5:30 pm. Sunday off)

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

Done Pendingl¥]
Employee Manual Punch Run Error
DHCKUAY
Paycode Code @ Process from: Get Employee Data e quest;
Stat: 04-Apr2014
14:58:40
Card Mo Mame B (4Apra01d
14:58:40
Company. Status Complete
Punch Date: Punch Time: 00:00 ZEEloRy
Request
Reason: Punch Post Punch Post Back Data Process i ?j'gp;azum

Bad: 04 Apr2014
Punch Detail Ly
Status: Complsts

ManualPunch
Request,
Stert: 04-Apr-2014

142159

Badi Od4Apra0ld
142200

Status Complete

AutoProcess

Fequestidhpr2014
140243

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

CHANGE
sT LI NK CUSTOMER HELPF LINE" TOLL FREE MO (all India) Welcome Admin F )
1800.11-8088 (9:00 am. to 5:30 p.n.,Sunday off)
= Yfour noeds.... Our Bolullore 1 LOG OUT

Master = Transaction v Data Precess = Leave Management ~ Admin = Reports ©

o Pending?]
Employee Manual Punch one ending

Run Errar

BackDa
Paycode Code 00000137 Q Process from: Get Employee Data i

Request:

Start:

End

Status Fending

ROSTERUPDATE
Request:

Punch Date Funch Time 0000 i

End

Status Pending

BackDay
Request:

Start:

End.

Status Pending

Roster
Request:

Start:

End

Status Pending

Roster
Redquest:

Eif

Card MNo: 00000137 Mame RAGHYENDRA SINGH

Company STAR LIMK COMMUMICATION PYT,

Reason: Punch Post Funch Past Back Data Process

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

Done Pending¥]

Employee Manual Punch Run Error
ROSTERUPDATE
Paycode Cade: 00000137 @ Process fram: 01052014 Get Employee Data: N
Start:
Card Mo: 00000137 Mame: RAGHVEMNDRA SINGH End:
Status: Pending
C
ampany. STAR LINK COMMUNICATION PYT. BackDay
Recuest:
Funch Date Funch Time: Start:
End:
Reason Punch Post unch Pos Back Data Process e b
Roster
Punch Detail Request:
Start:

p. - [EaE
01-May-2014 A G1 Status: Pending
02-May-2014 A G1 Roster
03-May-2014 A &1 Recuest:
04-hay-2014 wwO OFF Start:

End:
05-hay-2014 A G1 Status: Pending
OB-hay-2014 A G1

ManuglPunch
Re

st 2014
En 014

Risgar
10:00:56
Status: Complete

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

3.2 Shift change window

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

s‘l‘ LI NK W CUSTOMER HELP LINE" TOLL FREE MO {all India) Wleere Adiin
Y 1800-11.8088 (9:00 ain. fo 5:30 pam. Sunday off)
i iseds... Our Boluiansrt

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

Done Fendingl¥]

Shift Change Window Run Etrror
Q Shift Detail |Roster
Paycade Code 00000137 0 Request
Start:  06-May-2014
Card Mo 00000137 Selectz Date - Shiftz Shift Attend = Status = 150425
|End:  06-May-2014
YearManth: 2014 [=] Jan [=] Select  31-Jan3014 G &1 A 150425
|Status: Complete
Get'EmployseData Selset  30-Jan2014 G G1 A Roster
; RAGHVEMNDRA SINGH |Racest
ame
Select 29-Jan-2014 G1 G1 - Bt ?:é‘ﬁ;s;'m“
Company: STAR LIMK COMMUNICATION FYT. End:  06-May-3014
Select  28-Jan2014  GI G1 A i
Department: SOFTWARE DEVELOPMENT Status: Complete
Select  27-Jan2014  GI G1 A
Location: Mew Delhi I GLRE
Request:
_— Select  Date Shift  Shift Attend  Status |5 (g Wy a0id
esignation Mone
150417
Shift Ghange Date First | Previous n 213l alls | Hoxt || Last [lfEncE Tz-é‘gzs;—zm"
| Status: Complets
Attend Shif e
|ROSTERUFDATE
Change Shift Fequest
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3.3  Shift Multi Transaction

s‘l‘ﬁR LINK CUSTOMER HELP LINE" TOLL FREE NO (all India) Weltomme Admin

1800-11-8088 (2:00 a.m. to 5:30 p.m.,Sunday off)

Master™ Transaction ™ Data Precess ™ Leave Management™ Admin ™ Reperts ™

Shift Multi Trasaction Done (¥ Pendingly]

Run ¥ Emor
- - pe ManualPunch
Operation O Bhift Change O Shift Replace O Shift Co
P o P Y [ecuest06-May-2014
1500:20
From Date: 05/05/2014 To Date: 06/05/2014 Start:  06.May-2014
Attend Shift Select [=] tonly in Case of Shitt Change) IEnd éé,ﬁfﬁzm
1503:58
Select Employes (Status . Complete
Holiday
[Recuest

Start:  06-May-2014
1503:59

End  06-May-2014

1504:01
[Status | Complete
Roster
[Recuest
[Staxt:  06-May-201d
150425
End  06-May-2014
150435

Complete

Copyright ® Star Link Communication(P) Lid. All ights reserved

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

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

S‘l‘ﬁR LI“K CUSTOMER HELF LINE' TOLL FREE MG (all Indiay W A

1800-11-8088 (2:00 a.m. 1o 5:30 p.m.,Sunday off)
i ... Oue Sk 1

Master~ Transaction ~ Data Pracess ™ Leave Management™ Admin = Reperts ™

= - - Done ¥ Pending¥]
Shift Multi Trasaction Run 2
e p Roster
Operation @ ghift change © Shift Replace © Shift Copy Request:
Start:  Df-May-2014
From Date 05/I5/201 4 To Date LCEIE] 150425

Message Exd  Dé-Mag-2014
Aftsnd Shift A(08:30-17:00) {only in Case of Shift Change) * 150425

Status. Complste
Select Employee © Operation Done successully BackDay

Please select shift for change Request:

Start: 06-May-2014
150417

Eud  06-May-2014
e 150425
Status: Complets

ROSTERUPDATE

Bequest:

Start:  Of-Mlay-2014

150415

Eud  06-May-2014
150417

Status Complste

BackDay
Recuest:
5 =
Copyright @ Star Link Communication(P) Ltdl. Allvights reserved Start Moo

L

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

STAR LINK COMMUNICATION PVT. LTD.




3.4 Holiday Entry

You can add all holidays from this option.

File Edit Wiew History Bookmarks Tools Help

“ India Yamaha Motor

thﬁj localhost/GenyTOSTime Office/TransactionHaliday iew e || A seorcn vdB & A O =

Most Wisited @ Getting Started @ Suggested Sites @ Web Slice Gallery

o CUSTOMER HELP LINE" TOLL FREE NO (all India)
STAR LINK 1800-11.8088 243 7)
Vo .. Oor kol

Welcome A dmin

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

Holiday Add New Holiday
ERE [ ]
Daie < Description < Delete
22-Tan-2016 LOLIDAY o
Daie Description Delete

e = T T T

Holiday Entry

STAR LINK COMMUNICATION PVT. LTD.




4. Data process

4.1. Duty Roster Creation

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

s‘rﬁR LI"K CUSTOMER HELP LINE" TOLL FREE NO (all Indlia) Weltome AN

1800-11-8088 (2:00 a.m. 1o 5:30 p.m.,Sunday off)
Yot . Our Gk D

Leave Management ~ Admin > Reports ~

Done V] Pendingv|
Data process Fun B Emor @

Process Narme Roster] ManhualPunch

quest
From date: 01/05/2014 Fled g;,gppzmzl

44
Select Emplayes © Select Emploves [End g;rgp‘;zmzl
Status: Complete
Take Shift Rotation From Last [

BackDay
[Recquest

Start:  03-Apr-2014
0906:52
Send Request For process Exd  05-Apr20id
0906:56
(Statns: Complete

BackDay
Recpuest

Start:  04-Apr-2014
1300:17
Exd  04-4pr2014
1500:18
(Statns: Complete

BackDay

fear:

Copyright ® Star Link Communization(P) Ltd. Al vights reserved

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

4.2. Duty Roster Updation

If the shift policies of all employees or selective employees have changed and if you want these changes
should be affective for the remaining year, you must use this option. Firstly make all changes in the
masters of a particular date and then use this option.

STﬁR LI H K CUSTOME R HELP LINE' TOLL FREE MO (all India) WelsaimaAdiin

1800-11-8088 (2:00 a.m. to 5:30 p.m., Sunday off)

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

Done ¥ Pending¥|
Data process Fun ¥ Ener ™
1 9

Fraocess Mame: [ROSTERUPDATE] End: 06-May-2014

155529
Status: Complete

- SHIF TCHANGE

Select Employee Belect Employee Recque st06-Way-2014

Take Shift Rotation From Last 0 Start é;.;i:;.znm

155248

‘ear. Fnd Dé-May-2014
13:52:47

- Status: Complete

Send Request For process

BackDay

Recuest 06-May-2014

152502

Start: Oé-Blay-2014

132511

Frd D6-Iag-2014

152558

Status: Cornuplste

BackDay

Request

Start: 08-May-2014
et

From date:

Copyright @ Star Link Communication(F) Ltd. A1 ights reserved

End: 4O L

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

STAR LINK COMMUNICATION PVT. LTD. 3




4.3. Back Date Processing

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

STGR LI"K CUSTOMER HELP LINE® TOLL FREE MO (all India) Walcam SAGin
1800-11.8033 (9:00 a.m. to 5:30 p.m., Sunday offy
i e, .. Our BakiRGnE T

LOG OUT

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

Done V| Pending|
Data process run V] Error

Process Narme: [BackDay] pi:‘:;;?;‘:?z?ﬁ
155527

Frarm date Start:  0-May-2014
155520

SelectEmplovee Select Employee End: 06-May-2014
155520

Status: Complsts

SHIF TCHANGE
Regqusst06-May-2014
155244
Start:  06-May-2014
155246
Erd  06-May-2014
155247
Status: Complete
BackDay
Beeryusst06-May-2014
152508
Start:  06-May-2014
152511
Erd:  06-May-2014
152558
Copyright @ Star Link Communication(F) Lid. Al rights reserved [t g |

BackL .y 4

4.4. Re-processing

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

E

S‘I‘ﬁR LI“K CUSTOMER HELF LINE' TOLL FREE NO (all India) welcome Adrin [F RO
1800-11-8088 (9:00 wm. 1o 5:30 p.m.,Sunday off)
Y ot O B 1 o

Master~ Transaction ~ Data Pracess ¥ Leave Management™ Admin > Reperts ©

Done [V Pending¥|
Data process i R

Frocess Narme: Reqsst06: n:a';czlgm
] 150000

From date Start 06.May-2014
150356

Selet Employes Select Employas Bul  06-May-2014
150358
Status: Conplete

Holiday

Request

Stert:  D6-May-2014
150359

End  06-May-2014
150401

Status: Complets

Roster

Request

Stert:  D&-May-2014

150425

End:  D6-May-2014

150425

Status: Complete

Copyright @ Star Link Communication(F) Lt Allrights reserved
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4.5. Verification

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

CHANGE
STGR l-l“K CUSTOMER HELP LINE” TOLL FREE NO (all India) Welcome Admin PASSIVORD
1800-11-8088 (9:00 am. to 5:30 p.m..Sunday off)
0 nevds.... Our SERRRY LOG OUT

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

Done (¥ Pending¥

Data process Run Error
Roster

Process Name: Holiday Request:
Start:  06-May-2014
From date: 15:0425
End:  06-May-2014
Select Employee : SelectEmployee 15:0425
Status: Complete
Roster
Request:
Start:  06-May-2014

Send Request For process

15:04225
End:  06May-2014

15:04225
Starus: Complete

BackDay

Request

Start:  06-May-2014
13:04:17

End:  06May-2014
15:04225

Starus: Complete

ROSTERUPDATE

Request

Start:  06-May-2014
04%

Copyright® Star Link Communication(P) Ltd. All rights reserved

End: N <

5. Leave Management

CHANGE

s‘l‘ LINK CUSTOMER HELP LINE” TOLL FREE NO (all India) Welcaras Adian PASSWORD
1800-11-8088 (9:00 a.m. to 5:30 p.m..Sunday off)

<o reede.... Our BokEGRall LOG OUT

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

ne ] Pendingl]
n Error

lid
liday

Leave Application

Employee detail Leave Balance Detail

quest
A day-2014

3953

May-2014

4001

mplete
HIFTCHANGE
At 2014

36:15

jday-2014

56:10

jMay-2014

56:10

mplete
HIFTCHANGE

\hesp- 2014

Paycode Code: e Card No- Get Data: GetData

Name- Company-

w|E-E-Br T|IZT

Department Location:

Designation: Leave Year: 201404
From Date: To Date:

Apply Leave [=] Duration: | FullDay [=]

wlELELB

Reson

3527
aday-2014

3520

jMay-2014

3529

mplete
HIFTCHANGE
S AbR0 1)

SA

Afay 2014

Apply -

Copyright & Star Link Communication(P) Ltd. All rights reserved
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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 creating a new leave, click on add New leave Master. For modifying in existing
leave, click on “Edit” Button and use delete to delete existing leave, previous to switch to previous data
and find to search a leave in many leave , next to switch to next leave and Last for going to last page of
the Leave Master.

CHANGE
CUSTOMER HELP LINE" TOLL FREE NO (all India) PASSWORD

1800-11-8088 (9:00 a.m. to 5:30 p.m.,Sunday off)

Welcome Admin

STAR LINK

g vands... Our A LOG OUT

Master ¥ Transaction ¥ DataProcess ¥ Leave Management ¥ Admin¥ Reports ¥

LB s i Done Pendingl¥|
Add New Leave Master B Error
BackDay
Reques6-May-2014
152508

[ I
Start:  06-May-2014

¢ Leave Type ¢ s Accural ¢ Edit ¢ Delete s iﬁj;mu

Manage Leave Master

¢ Leave Field ~ Leave Code & Discription

152558

Lo7 Lwp

LO6 EL

L0& RH

L04 COF

LEAVE WITHOUT PAY

EARNED LEAVE

RESTRICTED HOLIDAY

COMPENSATORY OFF

Absent

Leave

Present

Present

N dit

N dit

N dit

N dit

Delete Status: Complete
BackDay

Request

Start: 06-May-2014

Delete 15:10:16

End  06-May-2014
13:10:17

Status- Complete

Delete

Delete

Delete ManualPunch
Requestié-May-2014

L03 oD OUT DUTY Present N dit

pi - 13:01:59
Leave Code Discription Leave Type Is Accural Edit Delete Start:  06-May-2014

15:03:58
First 1 Previous 2 1 Hext l Last l End:  06-May-2014
15:03:59

Status: Complete
ManualPunch |

Leave Field

Copyright @ Star Link Communication(P) Ltd. All rights reserved

In leave master, there are following field which you have to fill them:
e Leave Field: Leave field will automatically generate from the software & compulsory
parameter.i.e.LO1, LO2, etc.
e Leave Code: Leave code is unique & compulsory parameter.
e [eave Description: This is also compulsory parameter.

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

CHANGE
s‘l‘ I IN K CUSTOMER HELP LINE” TOLL FREE NO (all India) Welkome Adria PASSWORD
1800-11-8088 (9:00 a.m. to 5:30 p.m.,Sunday off)
<o naode.... Our Gckiiona t o

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

Done Pendin;
Add Leave Master Run e B
SHIFTCHANGE
Request6-May-2014
15:52:44
Sanction Limit:  Min 0o 00 Max 0o 00 Start:  06-May-2014
15:52:46
Is Negative Allow: End:  06-May-2014
15:52:47
Status Complete
BackDay
Request6-May-2014
15:25:08

Start:  06-May-2014
Add 152511
End:

06-May-2014
1525:58
Status: Complete
BackDay
Request
Start: 06May-2014
15:10:16
End:  06-May-2014
15:10:17
Siatus. Complete

ManualPunch
Reques 1502015
B

Leave Field Los Leave Code:
Leave Description”
Is Weekly Off Include: Is Holiday Include:

Is Accural:

Leave Type: Present  [x]

Copyright ® Star Link Communication(P) Ltd. All rights reserved
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Holiday Include (Yes/No): If holiday is coming between leaves then it will be considered when
you click on “holiday include” else holiday will not be counted.

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

CHAMGE

ST LI"K CUSTOMER HELP LINE" TOLL FREE NO (all India) W e A, PASSVWORD
1800-11-8088 (9:00 a.m. to 5:30 p.m.,Sunday off)

ot ... O Bk LOG 0UT

Master ~ Transaction * DataProcess ~ Leave Management~ Admin ¥ Reports ¥

Done ¥ F'endingv'

o v
Add Leave Master Run @ Exor

Leave Field:

Leave Description: Sanction Limit-  Min pg.00 Max pp.00 09:37:01

Is Weekly Of Include: ] Is Holiday Include: [ Is Negative Allow: ] 09:37:04

Is Accural:
Present:
Leave:
Weekly Off

Leave Type:

Copyright ® Star Link Communication(P) Ltd. All rights reserved

5.2

ManualPunch
Request:
Start  05-Apr2014

L08 Leave Code:

End:  05-Apr-2014

Status: Complete

ManualPunch

Request

Start:  05-Apr2014
0924:42

End:  035-Apr2014
0924:42

Days: | op.00 Leaver | 0p.00 Max Accural Limit: 00.00 Status: Complete

=

Absent: B Holiday: ]

O @O

Present  [=] ManualPunch
Request:
Start 05-Apr2014

A Iack. 09:24:31
Add End:  05-Apr-2014

09:24:31

Status: Complete

ManualPunch

[Request:

Start  03-Apr2014
%

End: S-AR0ls

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

Leave Application
Posting: From this we can post Leave to the Employees.
Deletion: From this we can delete leave of any Employee.

CHANGE

ST Ll NK CUSTOMER HELP LINE" TOLL FREE NO (all India) T PASSWORD
1800-11-8088 (9:00 a.m. to 5:30 p.m..Sunday off)
<—Your needs... Our GoRHIGRE!

LOG OUT

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

Leave Application R

Done Pending¥]
n Error

u
Employee detail Leave Balance Detail Hpliday
Request:
VAtay-2014
Paycode Code: @ Card No: Get Datar 1130
| DD ay-2014
Name: Company. 114001
| Cormpete
Department: Location: SHIFTCHANGE
Saiois
Designation: Leave Year: 201404 195615
S
From Date: To Date: 135
Ddday-2014
Apply Leave Duration Full Day 135
L
Reson nir SHIFTCHANGE
Ere-2014
1
D
1
Apply : nd
1
| Comptete
SHIFTCHANGE
Gopyright @ Star Link Gommunication(P) Ltd. All ights reserved 1176.;::? ¥
oy 2014
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5.3 Leave Accrual
You can put opening balance in the starting of the year by using this option.

CHANGE
ST LINK CUSTOMER HELP LINE" TOLL FREE NO (all India) Wil Adnas PASSWORD
1800-11-8088 (9:00 &.m. to 5:30 p.m..Sunday off)
<=Your needs.... Our Ballor 1 e

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

Leave Accural Done ¥ Pending¥]
Run Error
Leave Year 201404 Back[_)ay
Leave Field = Leave Code % Discription s Is Accural % Leave Value s ManualPunch
RequesD6-May-2014
15:01:59
L oL CASUAL LEAVE St 06May2014
13:03:38
L02 LAD LATE ARRIVAL DEDUCTI End:  06-May-2014
13:03:59
Lo3 oD ouT puTY St Complst)
ManualPunch
Lo4 COF COMPENSATORY OFF Requesti6-May-2014
15:0020
Start  06-May-2014
L05 RH RESTRICTED HOLIDAY 15:03:56
End:  06-May-2014
L06 EL EARNED LEAVE 15:03:38
Status: Complete
Lo7 WP LEAVE WITHOUT PAY Holiday
Request:
Leave Field Leave Code Discription Is Accural Leave Value Start:  06-May-2014
15:03:59

Leave Accrual

5.4 Yearly Accrual

File

Edit  View Histol

Indiz Yamaha Motar

(@ | localhost/GenMTOS/ TimeOffice/Leave Yearlybecural < HQSeamh ‘ B ¥ A 2 @

Most Wisited @ Getting Started @ Suggested Sites @ Web Slice Gallery

CUSTOMER HELP LINE" TOLL FREE NO (ll Indid) o
1800-11-8088 (24 x 7) Welcome Admin )

PSTER LMK

Master * Transaction * Data Process * Leave Management * Admin ~ Reports ~

Yearly Leave Accrual

¥ear From Date | 01/01/2015 Year To Date | 31/12/2015

Leave Field _ Leave Code

0ld Balance % Formula Opening Bal % Max Limit

Lot D Tax fcoc 999 Day 0.00 Leave 0,00 Max Gal 000, oo 999.00
i} EL Tax foc 999 Day 20,00 | Leave 1.00 Max Gal 000,00 e 999.00
Loz CL Max Ace 999 Day 0.00 Leave 0.00 Tlax Cal 1.00 999.00

Leave Code Formula

(@) | localhost/GenW/TOS/Pages/TimeOffice/Selection.aspx

Employes Location | Divisions | Bus Route

Company | Department Designation

Order By

Select Ermployes

Addall | §items selected Remove all

1111 -RAA (V)
2222 -BBEE (Y)
3333 -CCCC (V)
4444 -DDDD (¥)
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6. Admin

6.1 Time office Setup

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

SERLINK : OMERIE : Welcome Admin

w Ti i Done Pendingl]
Time Office Setup Add New Time Office Setu, Do Read
BackDay

Show | 5 [=] | entries Search
¢ Setupld ~ Max Working in a day ¢ Permissable Late Arival ¢ Permissable Early departure ¢ Duplicate Check Min ¢ Edit @

18 1420 10 10 Edit
17 1440 10 10 5 Edit
16 1440 10 10 Edit
15 1440 10 10 Edit e
14 1440 10 10 5 Edit
Setup 1d Max Working in a day Permissable Late Arival Permissable Early departure Duplicate Check Min Edit

Showing 110 5§ of 18 entries First || Previous n 234l next | Last

Holiday

t 06-May-2014
15:02:50

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

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

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

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

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

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

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

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

STAR LINK COMMUNICATION PVT. LTD. 4




STAR LINK

. D Pendi
Add Time Office Setup ons 12 PendingZ)

Backoay

RequesB6M
p——— e e

General Setup o 15255
: 15 Complete
Setup Registration no 18

.B;at.:kDay

Is Auto Absent Allowed Mark AWA as AAAWO) Mark AHA as AAA(HLD) z"i‘““ﬂﬁ-ﬁ\:a&éﬂu
Mark WO as Absent When Na of Present< Na of Present far WO B Ne of Present for WO 3 - ;5{“:31 .
For Missing and Reverification Report Status géill;tg
Max Working Min for Varification | 1020 (Winute) Max Late Arrival Duration 240 (Minute) Max Early Departure Duration 240 (Minute) i‘!?“ualpur?fg";J

; :::}'—_'UH
Is Negative Leave Allow a Allow Paycode In Alpha Numeric End éﬁrl-jizﬂu
Is Help Applicable o Skip Page on department Line Per Page 58 e
Run Auto Shift Allow o Permis Early Min for Run Auto 240 (Minute) Permis Late Min for Run Auto 240 (Minute)

Shift Shitt

e Short Leave Marking: If you want to allow 2 short leave to all employees, click on this option.
® Present Marking Duration: You can set min time to mark present.
¢ Maximum Working Hours for Half Day: You can set maximum hours for half day.
e  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.

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.

e [s Auto absent Allowed: If an employee is absent on Saturday, software will show his absent
automatically by clicking this option.

e 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.

e There are some formulas for Over Time:
OT=0ut Time-Shift End Time
OT=Working hours — shift hours

STAR LINK COMMUNICATION PVT. LTD. 4




OT=Early coming + Late Departure

e OT parameter options:
1. Check on “OT is allowed in case of early coming” : Over time will count on early
coming.
2. Check “round OT” to count OT round figure.
e 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 make changes in time office policy or shift/WO policy for all employees or selected
employees in employee master, use this option.

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

Welcome Admin

STAR LINK

<o needs.. Our Soliicnat

Done Pending¥]

Update Employee

| omcepetan | omios Policy | rre Policy | Puncn Policy 1 Late/Early Policy | srorr Policy 1 Shift policy | wo Policy _ L

. (Please check which you want to update in Employee master)
Office Detail

Company: SLC-STAR LINK COMMUNICATIO[=] £ Department: AC -Account [=]E category: EMP-EMPLOYEE =E
Section DO1-DIVISION [=]E  Location/Branch: B01-New Delhi [=]E  Grade GO1-OFFICER FE ‘NESLE
Designation 001-DIRECTOR =&

Selection Clear Selection

Copyright @ Star Link Communication(P) Ltd. Al rights resenved

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 create User and Employees to give right to use the Web based Time Office
Software.

CHANGE
STGR L.NK e CUSTOMER HELP LINE" TOLL FREE NO (all India) Welcome Admin PASSWORD:
1800-11-8088 (9:00 a.m. to 5:30 p.m. Sunday off)
—oue needs. .. Our Bokiional LOG OUT

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

g — Done Pendingl¥]
p\glgna e Employee Type User Select All Employee [ClOnly o0 Ereor
Rien Bosord SHIFTCHANGE
Request6-May 2014
15:55:27
T T Start:  06-May-2014
PayCodet N':::vee J:i:ing & Company & Department & Locationc Category & LoginID < Password & £ . z;jimu
15:55:29
STAR LINK Status: Complete
SHIFTCHANGE
ooooozoq | ZAINUL Ao | POMMUNICATION S HOMER bee Staff 00000201 00000201 Requssts Moy 2014
ABEDIN PVT. LTD. . New CARE Delhi e
Delhi Start:  06-May-2014
15:52:46
STAR LINK End:  06May-2014
COMMUNICATION New et
00000179  YOGENDRA 01-Feb-2013 SALES Staff 00000179 yogil23 Status: Complete
PVT. LTD. , New Delhi
Delh BackDay
- Requestt-May-2014
5:25:08
STAR LINK Start:  06-May-2014
sihias COMMUNICATION CUSTOMER N 13:25:11
00000080  KUMAR Mmprzooy oI T cAnE DEK Staff 00000080 kumar@03 End:  06May-2014
VERMA Caa =it 152558
Delhi Status: Complete
DR BackDay

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

Ehlan]
Br IETOMER HELF UME™ TOLL FREE PFID dali e Webia vy Admin FRaSNTHT
STAR LINK 50811 1081900 mem. v 36 pom. ey i
. e e b p oG RT
Magier = Trarascton = Dsis Frocess = Lesns Messgemen: = Admia = @sporin =
D [
Import Data From Excle Ret B0 Emw B
AUePrasiE
Peacezz Mo Wt vl P304
Feaddn
Sobeet Tiow of Data. Salect-n |= ar Affon-3014
as
End  Afon0
Selacs Fil
Copy gat S-S ink Comrmericaaaa ) Lid Mllrighis mesenmed

Export Data:

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

: Department Master.

: Location Master.

: Designation Master.

: Grade Master.

: Section Master.

: Category Master.

: Shift Master.

0 JIONWLN A~ W~
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9: Employee Master.
10: Leave Master.

okmarks

Tools

- India Yamaha Motar

localhost/Gen\WTOS/ TimeOffice/Admin/Exporthdaster & || Q search s & & o =

Most Visited @ Getting Started @ Suggestad Sites @ Web Slice Gallery

e CUSTOMER HELP LINE" TOLL FREE HO (all Indis) G
STAR LINK 1800-11-8088 (24 x7) etcoms Adin RO
b .. O Gkt

Master ~ Transaction v Data Process > Leave Management ~ Admin ~ Reports >
Export Data In Excel

Select Type of Data Department Master El

Click for Download

Designation Master
Grade Master

¢ | [ searn %a 3 A e O

Maost Visited @2 Getting Started @ Suggested Sites @ Web Slice Gallery

jf\srak LINK
e O B

o CUSTOMER HELP LINE" TOLL FREE NO (all Indis)
1800-11-8088 (24 x7) ol e A i

Master > Transaction > Data Process ™ Leave Management ™ Admin ¥ Reporis ¥

Export Data In Excel

Select Type of Data:  Department Master B

D
Click for Download .

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

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

Y India Yamaha Motor x U —— & —— -

TOS/Tirne OFf Setting

& || Q seoren a8 ¥ A S 0 =

MostWisited @ Getting Started @ Suggested Sites @ Web Slice Gallery

0 CUSTOMER HELP LINE" TOLL FREE NO (all India) CHANGE
STAR LINK 1600-11-8088 (24 x ) \
Mo nead... O Skt

Weloane & dmin

Master ¥ Transaction ™ Data Process ~ Leave Management ™ Admin ~ Reporis ¥

Mail Setting

VanualFunch
Reg: 05-Sep
Mail Server Address:  mal starlinkindia.com Mail Server Port 25 e
= Stat:
Is SSL. Digplay Marne: StarTimeOffice End:
StatusPending.
Ermai ID rishabh@starlinkindia.com Password cosee

ManualPunch

Feq 05-Sep
Update 09:23:50
Stest:

End:
StatusPending

ManualPunch
Tieqp 05-Sep
09:21:16
Start:
End:
SiatusPending
ManualPunch
Req: 30-Aug
150828

Desktop  « %5 %7 ) 142PM

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 display on receiving mail.
5: Email ID: Mail Id through which Mail has to sent

6:Password: Password used in that mail ID.

After doing all mail setting press update button.

Run Verification:

File Edit View Histary Baokmarks | Tools Help ==

| % India Yamahs Motor x \ +

) 0 | localhost/GenT 05/ TimeOffice/DataProcess/12 € || A Search

st Visited €@ Getting Started @ Suggested Sites @ Web Slice Gallery
o CUSTOMER HELP LINE" TOLL FREE NO (all India)
STAR LINK 1800-11-8088 (24 x7)
ar e O B

Master v Transaction * Data Process ~ Leave Management v Admin v Reporis *

Data process

@ Select Employee - Moxzilla Firefox .Q‘ﬂg
Process Narme: varification =
(i) | localhost/GenWTOS/Pages,/ TirmeOffice/Selection.aspx EJ
From date [3] O1-Sep-2016 Ta Date 30-5ep-2016 =
Employee Company | Department Looation Divisions Bus Route
Select Employee @

Designation | Grade Order By

Click for Search Empl.

Select Employes

m

Add all | 0 itews selected Remove all
1111 -ARA (¥) +
2222 -BBBB (¥)

3333 -CCCC (V)
4444 -DDDD (V)
5955 -ASAS (V)
2777 -ANZ (V)
8888 -EEEE (Y)

FoE o+

avascriptiselection_apen|
Javascript _opent)

Desktop ™ « [Mg Y7 1:40 PM
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