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1. MASTERS REPORTS 

1.1  COMPANY MASTER 
 

This report provides the details of the company as entered in the master records. 
 

                                                      

1.2 DEPARTMENT MASTER 
  

This report provides the details of the department as entered in the master records. 
 

 

          

 

1.3  DESIGNATION 

 
This report provides the details of the designation as entered in the master records. 
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1.4 CATEGORY MASTER 
 

This report provides the details of the Category as entered in the masters. 
 

                                           
 

 

1.5 SHIFT MASTER 
 

This report provides the details of the Shift as entered in the masters. 
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                          1.6 LEAVE MASTER 

 
This report provides the details of the Leave as entered in the masters. 
 

                           
 
 

1.7 EMPLOYEE MASTER 
 

This report gives the personal details of the Employee working in the company. The report can be generated for either 
Active Employees or Non- Active Employees or for both types of employees. 
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1.8 LOCATION MASTER 
 

This report gives the details of the Location as entered in the masters. 
 

                                    
 
 

                           1.9 SECTION MASTER 
  

This report gives the details of the Section/Division as entered in the masters. 
 

                            
 
 
 

                           1.10 GRADE MASTER 
 

      This report gives the details of the Grade as entered in the masters. 
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2. Dynamic Report:- 
 

 Go To Report Menu  Click on Dynamic Report option 
 Reports page will be displayed 
 Select Report Type through report type drop down box. 
 Select Report name through Report drop down box. 
 Select the required “From Date” And “To Date” through date packer. 
 Select concern Employee for which Report to be generated. 
 Click on Generate button. 
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 Click on Generated excel report. 
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2.1 Daily Performance Report:- 

 

         

 
Note:- We can create followings report through same process as mentioned below. 

i) Monthly Performance Register Report 
ii) Monthly Employee Wise Performance Report 
iii) Employee Wise Attendance Summary Report 
iv) Yearly Attendance Details Report 
v) Leave Consumed Summary Report 
vi) Leave Consumed Detail Report 

Vii)      Leave Yearly Accrual Detail   
Viii)    C-off Generated Details 
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2.2 Monthly Performance Register:-  
This report displays all employees' data on a date-wise basis, including working hours, overtime (OT), early departures, 
late arrivals, attendance status (present & absent), and employee details. 
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2.3 Monthly Employee Wise Performance:- We can view an individual employee's data on a monthly basis. 
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2.4 Employee Wise Attendance Summary:-  

   
 

2.5 Yearly Attendance Details:- We can view this yearly report on a month-wise basis. 
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2.6 Leave Consumed Summary:- How many leaves an employee has consumed in a month. 

 

      

 

2.7 Leave Consumed Detail:- 
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2.8 Leave Yearly Accrual Detail:- We can check the accrual data of total leaves. 

      
 

2.9 C-off Generated Details:- How many compensatory leaves an employee has accrued. 
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3. CUSTOM REPORT:  
 

 Go To Report Menu  Click on Custom Report option 

 Click on Daily/Monthly/Yearly. 
 Reports page will be displayed. 
 Select Report name through Report drop down box. 
 Select the required “From Date” And “To Date” through date packer. 
 Select concern Employee for which Report to be generated. 
 Select the Report Type through EXCEL/ PDF check box. 
 Click on Generate button. 

 
 

A custom report is created based on the client's demand when they provide the format. 
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4. FIXED REPORT :  
 

 Go To Report Menu  Click on FIXED Report option 

 Click on Daily/Monthly/Yearly. 
 Reports page will be displayed. 
 Select the required “From Date” And “To Date” through date packer. 
 Select the Report Type through EXCEL/ PDF check box. 
 Select Concern Employee for which Report to be generated. 
 Select Report name through Report check box. 
 Click on Generate button. 
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4.1 DAILY  
4.1.1 LATE ARRIVAL 

 

This report shows the employees who have come later than the Permissible Late Arrival allowed in the 
shift on the date for which the report is generated. It also shows the late duration like whether he has come within 
10-30 mins, 30 to 1 Hr or more than 1 Hr by marking ** below the Late field for which he has come late. 

 

  
 

ABSENTEEISM REPORT 
 

This report shows the employees who are absent, on leave, on Duty on the date for which the report is 
generated. 
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4.1.3 ATTENDANCE REPORT 
 

This report shows the attendance of all the employees for a specified date. One can take this report any 
time after the start of the shift. 

   
 
 

4.1.4 DEPARTMENT WISE SUMMARY 

 

This Report shows the Department Wise Summary data 
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            4.1.5 EARLY ARRIVAL : This Report shows the details of early arrival data of employee 

 
 

  
 

4.1.6 SHIFTWISE PRESENCE 

 

This Report shows the details of shift wise Presence data of employee 
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4.1.7 Machine Raw Punch : 

 
 

 

4.1.8 Location Wise Punch : 
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4.1.9 Manual Punch 
 

  
 
 

4.1.10 DAILY PERFORMANCE REPORT 
 

This report shows the Daily Performance for the employee on the date for which the report is generated. 
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4.1.11 EARLY DEPARTURE 
 

This report shows the employee who have gone earlier in the shift than the Permissible Early Departure 
allowed for the employee on the date for which the report is generated. 

 

  

 

4.1.12 DAILY OVERTIME  
 

This Report shows the overtime employee wise of company and report is generated as per following. 
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4.1.13  Shift Change Statement: This report shows the data of employees, including the shifts they have worked in. 

 

  
 

4.1.14  Out Work : 
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4.1.15  Daily Present:  This report shows daily present data. 

 

 
 

4.1.16  Continuous Late Arrival:  
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4.1.17  Continuous Early Departure:  
 

 
 

4.1.18  Continuous Absenteeism : 
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4.1.19  Lunch Duration Report : 
 

  
 
 

4.1.20  Department Wise Overtime :  
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4.1.21 Department Wise Employee Attendance : 
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4.2 Monthly  
 

4.2.1 Muster Roll 
 

This report shows the details of the employee date wise for two halves for each employee for which the report is 
Generated. 
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4.2.2  Performance Report 
 

   
 

4.2.3   Department Wise Performance 
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4.2.4   Employee Attendance Detail 
 

    
 

4.2.5   Absenteeism Register 
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4.2.6   Shift Wise Attendance 

 

   
 

4.2.7  Over Time Summary 
 

This report shows the details of the Over Time done for each individual employee for the period the 
report is generated. 
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4.2.8 Shift Schedule 
 

This report shows the details of the shift the employee has to attend date wise (the one created through the 
Duty Roster Option and changed through the Shift Change Voucher) for the period the report is generated. 

 

   
 

 

4.2.9   Lunch Duration Report 

This report shows the details of the lunch duration time of each employee 
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4.2.10   Total Loss and Overstay 

This report shows the total number of Days an employee has come Late and has stayed more than the 
Shift Hours for the period the report is generated. 

    

 
 
 

4.2.11  Employee Wise Late Early Report 
This report shows the details of employee late arrival and early departure for each employee 
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4.2.12 Employee Wise Percentage 
 

   
 
 

4.2.13 Night Shift Punch :  
This report shows the details of night punch only for each employee 

 

  
4.2.14 Department Wise Percentage 
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4.2.15 Department wise overtime monthly 
This report shows the details of department wise overtime data 

 

   
4.2.16 Monthly OT Details 

This report shows the details of complete details overtime for each employee 
 

 
 

4.2.17 Early Departure Register 
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4.2.18   Late Arrival Register 
 

   
 

4.2.19 Early Arrival Register 
 

 
 

4.2.20   Early Arrival Summary 
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4.2.21 Early Departure Summary 
 

 

 

4.2.22 Late Arrival Summary 

 
4.2.23 Date Of Joining 

This report shows the data employee joining details of the month 
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4.2.24   Date Of Leaving 

This report shows the data employee leaving details of the month 

 
4.2.25 Manual Time Report 

This report shows the manual punch time report when employee does the manual punch 

 
4.2.26 Discrepancies Report 
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4.2.27  Leave Checklist Report 

This report shows the data of total leave consumed. 

 
 

4.2.28   Leave Checklist Summary 

 
 

4.2.29   Master Report 

This report shows all details of each employee, including department, designation, etc.. 
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4.2.30   Manual Punch Audit 

 
 

                         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Web-TOS Report Set                                                                              Star Link Communication Pvt. Ltd. 

 

 

4.2.31 Yearly  
This report shows the yearly record an employee 

 
4.2.32 Yearly Attendance Details 

 
 

4.2.33 New Yearly Attendance Details 
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4.2.34 Yearly Late Report 
This report shows the data of each employee yearly late record month wise 

 

 
 

4.2.35 Yearly Absent Report 
This report shows the reocrd of yearly absent of each employee with month wise. 
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4.2.36 Bonus Form C 
This report shows the Bonus data of employee. 

 

 
 
 

4.2.37 Year Attendance with Percentage 
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5. Statutory Report:- 

  Go To Report Menu Go to Statutory Report  Click on Muster Roll option 
  Statutory Reports page will be displayed. 
  Select the required “From Date” And “To Date” through date packer. 
  Select concern Employee through employee for which reports to be generated. 
 Click on Generate button. 
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Note: - We can create followings report through same process as mentioned below. 
i) Form No 25 
ii) Form No 14 
iii) Form No 15 
iv) Form No B 
v) Form No 12 
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5.1 Muster Roll Report:-  

This report shows the data of employee attendance status & Consumed leave  

 
 

5.2 Form No. 25:- This report displays employee information, attendance status, and consumed leaves. 

 

 
 
 
 
 
 



Web-TOS Report Set                                                                              Star Link Communication Pvt. Ltd. 

5.3 Form No 14:- This report displays the earned leave (EL) data for the year. 
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5.4 Form No 15:- This report shows the all kind of leave data of an year 
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5.5 Form No B:-  
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5.6 Form No 12:- 
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6. CANTEEN REPORT 
 

6.1  DAILY CANTEEN REPORT: This Report generate the data of Daily canteen wise according to purpose or rate of 

purpose that’s employee consumed on daily basis. 
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6.2 Daily Punch Report: This report generate the data of daily canteen punch .

 
 

6.3  MONTHLY CANTEEN REPORT: This report generates monthly canteen details based on the purpose for which an 

employee consumed them. 
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6.4  SUMMARY CANTEEN REPORT 

 
 

6.5 Monthly Cost Report  
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6.6 Canteen Monthly Item Report 

 
 

6.7 Monthly Canteen Punch Report 
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7. LEAVE REPORTS 
7.1 LEAVE CARD: The Leave Card for each individual employee for a particular year can be generated which 

gives the details of the Accrual Leaves, Consumed Leaves and the Leave Balance to his credit. 

 
 

7.2 SANCTIONED LEAVES : This report shows the details of the Sanctioned Leave taken by the employee. Apart 

from other Details, it also shows whether the Leave has been posted through Voucher or is through the Reason Card. 
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7.3 LEAVE ACCURAL: This report shows the details of the Leave Accrued for each individual employee during a 

particular year. The fields defined are as per the Leave fields defined in the Leave Master. 

 

 

7.4 LEAVE BALANCE: This report shows the details of the Leave Balance for each individual employee during a 

particular year. The fields defined are as per the Leave fields defined in the Leave Master. 
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7.5 LEAVE REGISTER: This report shows the details of the Leave Register for each individual employee during a 

particular year. The fields defined are as per the Leave fields defined in the Leave Master. This fields the leave applied by 
employee on particular date 
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