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ES8

E8 is the standard package developed by BIZPOINT WuHu to meet the needs of your accounting
and financial management for the Internet Age. It has full-Windows functionality over the Internet.

E8 can be implemented on PC/Window 95 & 98, Windows NT and IBM UNIX AIX platforms. Our
E8 Solution is best positioned for the Internet Age.

The modules include:

E8 Human Resource Management System
E8 Payroll/Personnel

E8 Employee Self Service System (E3S)
E8 Leave Management System

E8 Time Management System

E8 Accounts Receivable

E8 Account Payable

E8 General Ledger & Financial Management
E8 Fixed Assets

E8 Stock Control

E8 Order Processing

E8 Sales Order System

This publication may include technical inaccuracies or typographical errors. Changes are made
periodically to the information herein; these changes will be incorporated in new editions of the
publication. Bizpoint System (WuHu) Pte Ltd may make improvements and/or changes in the
product(s) and/or the program(s) described in this publication at any time.

Bizpoint System (WuHu) Pte Ltd shall not be liable for errors contained herein or for incidental
consequential damages in connection with the furnishing, performance or use of this material.

This document contains proprietary information, which is protected by copyright. All rights are
reserved. No part of this document may be photocopied, reproduced or translated to another
language without the prior written consent of Bizpoint System (WuHu) Pte Ltd.
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PREFACE

The E8 Time Management package is a computerized staff clocking monitoring package that
caters to organizations of various sizes, from small firms to large corporations. This user-friendly
system is menu- driven with context-sensitive help available. The system generates various plan &
actual time clocking reports for management analysis about staffs attendant characteristics. From
the system, you can identify problematic staff without much delay and have better control over
your job scheduling with the accurate and reliable manpower information available.

This module can be implemented together with Human Resources Management module or/and
Payroll module & Leave Management module.

The presentation of the E8 Time Management System is divided into five chapters and
appendices. Basically, the chapters are described as Setup, Data Entry, Inquiry, Reporting and
Month/Year End Processing.

In most cases, you execute the routines of the E8 Time Management System according to the
order of the checklist given in the appendices section of this user guide.

The E8 Time Management System is a user-friendly system. Messages prompt you whenever

possible to act as a guide. Error Messages are displayed as codes with a brief explanation at the
bottom of the screen.

PRINTING

When the Preview box is selected, this causes the report to be displayed for preview. You may
view it then print it or cancel it. When the Default Printer Setup is not selected you can change the
printer to perform print job or reset orientation of the paper layout.

BACK UP

Users are advised to do a backup of all data file at periodic interval or before any data update to
the database. Please refer to the backup procedure section for more details (Appendix B).
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BUTTONS AND KEYSTORKE FUNCTION

BUTTON

OK button
Next button
Clear button
Delete button
Close button
Add button
Update button
Remove button

Re Init button

Print button

|ﬂ Go to First button
EI Go to Previous button
|ﬂ Go to Next button
|E| Go to Last button
ﬂl Search button

Explore button

KEYSTROKE
F1
SHIFT-TAB

TAB

FUNCTION

Save record

Save and continue with new record
Remove current record

Erase existing record

Exit from currently function

Add line during transaction entry

Update amended line during transaction entry

Erase line during transaction entry

Initialize the modules. All data will removed

Print report

Search for first record

Search for previous record
Search for next record

Search for last record

Activate pick list to locate record
Explore directory folders and files

FUNCTION

Help screen and is indicated by screen message if available

Move cursor back to the previous entry field

Move cursor to next entry field
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E8 SAMPLE REPORTS — Time Management SYSTEM
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INTRODUCTION

This module ensures full flexibility in processing time clock data. It uses parameter driven variables
for the calculation of the daily working hours information for payroll computation, It has the
capability to consolidate the daily working hours data which will eliminate the month-end rush for
payroll processing. Hence it will replace the manual feature of time card preparation and the
tedious calculation process. It provides the Management with timely reports on attendance,
absentee and overtime statistics.

Operational Features
Ability to work as a ‘stand-alone’ module with a separate employee master.

Facility to import employee information from the E8 Payroll System or Human Resource
Management System.

Interface with most time clock system to import clocking data directly.

Handles user defined number of pairs of In and Out clocking data to cater for multiple staff
movement during a particular day.

Ability to define a Start and End time buffer to determine the minimum overtime hours worked
to be eligible for overtime calculation.

Able to compute shift allowance and attendance incentive.
Optional routine to generate bar coded labels for staff card.

Allows New or Part-time employee to use temporary staff card with feature to link to the
Employee ID for clocking data processing.

Provides a flexible shift master to define the following criteria for each working day including
Saturday, Sunday and Public Holiday:

Official working hours
Break-time for identification of lunch periods.

Ability to classify overtime hours into 3-overtime rate using user defined cut-off time for each
overtime period.

Ability to handle clock-out on the next day using overnight shift indicator.
User defined shift plan to meet your business operation needs.

Maintains a temporary shift plan by employee to handle swapping of shifts for any particular
day without disrupting their normal shift.

Ability to change shift plan globally for all employees to handle shift rotation.
Maintains a calendar file by shift plan to determine the holiday and off day of each shift.

Maintains leave transactions to determine a non-clocking day such as a paid leave or an
absent day if the system is implemented without Leave Management system.

Ability to integrate the leave transactions from the Leave Management System.
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Quickly process time clocking data to compute the overtime, lateness and absent days using
the various parameter settings.

Generates time clocking data error report to highlight those employees with inaccurate
clocking information.

A controlled feature to edit the various computed working hours information to cater for
exceptional cases not handled by the parameter settings.

Ability to integrate the accumulated overtime hours and number of absent days for a pay
period into E8 Payroll System for payroll calculation and

Provide timely management reports for daily and monthly abhor reporting on:

Overtime hours worked by the employee to monitor manpower requirements.

Lateness report to monitor employees’ punctuality.

Absentee report showing employees’ absence without authorisation for disciplinary action.

Under time report for employees who worked less than the required hours during the official
working time with corresponding indication of any overtime worked for that day.

A time report showing the combined time data information for management overview.
Optional module allow system base on clocking time to determine the shift work by the staff.

Optional to interface with timesheet entry module.
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Getting Started
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Logging In

The login menu of E8 System is shown in figure 0-1. Input your user ID and password before
accessing the application is allowed. If invalid user ID or password were input, an error message is
prompted & allow user to re-try logging in (Figure 0-1.1).

There are two operational environments for different operational requirement. The most commonly
and more frequently access environment should be the System Operation whereby it will lead you
to the daily transactions entry, maintenance, on-line inquiry and reporting. For System Admin
Tools environment should only be open and safe guided by the system administrator who was
authorized to hold the key for building up user ID, initialize user login password, user grouping,
access rights and period limit of accessing the database.

If you have more than one company database, system takes the 1® company as the defaults
company set. Pick the company database you want to open and update.

Select the module you wanted to log in by using the  pull down list button beside the Module

option before process on clicking the [Login] button.

Figure 0-1 Login Menus

Figure 0-1.1 error message dialog box
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E8 Solution Map

After logging in, Time Management functional options menu are shown. The functional Map is
shown in figure 0-2.

There is a button shown on the right hand corner. Click on the button and a list of modules
that implemented within the application is shown. You may switch module by pick up one of them

from the list.

Figure 0-2 E8 Solution Map
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Time Management System Work Flow

Time System Work Flow shows the operation flow of the application. The Time Management
System workflow is shown in figure 0-4.

Figure 0-3 Time Management System Menu

File  Work Flow

Figure 0-4 Time Management System work Flow

House Keeping  Purge Data

The option is a very powerful tool, that need to be used in great care and only authorized
personnel is granted with the access rights to it.

It serves 3 purposes:
a.) House keep old processed time sheet data to clear storage spaces for new records.

b.) To clear the current processed time sheet data that were wrongly imported and re-start by
the beginning.

c.) Clear wrongly created time sheet that no clocking detail were processed yet.

Once data is purged, it is no way to recover it back. Thus, user is advised to do proper backup and
input with correct selection criteria when the function is executed.
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File House Keeping Purge Data

0-5 House keeping of Time Sheet selection Screen

- Purge Time Sheet Transaction/Calculated Time Sheet

There are two options available for processed time sheet data, Calculated Time Sheet &
Time Transaction.

Calculated Time Sheet were transactions that had completed the whole process in Time
Management module.

Time Transaction were records that clocking data were imported.

You may do both purging in one go by marking the " on both of the box beside the two
statement. Or just mark the ¥" on one of the wanted box beside the statement.

Follow by direct input or use date selection button to locate the wanted date range in the
‘From’ & ‘To’ fields.

- Purge Initial Time Sheet

To clear wrongly created time sheet that have no clocking data imported yet. This is the
options should be used.

Direct input or use the dropdown list function to help locating the shift plan. Follow by specify
the time sheet date range in the ‘From’ & ‘To’ fields.

Remember to click the [OK] button to initial the house keeping. To exit without processing the
house keep, click on the [Close] button.
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Time Management Setup
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1.0 Time Management System Setup

Menu options require user to do the parameter tables setup according to your company policy
before time clock transactions is loaded and process.

Menu Bar of system setup

1.1 System Date

This routine lets you set or change the date in the format DD/MM/YYYY (where DD is a one- or
two-digit number for the day, MM is a one-or two-digit number for the month and YYYY is four-digit
number for the year). The system automatically shows the day corresponding to the date entered.

The System Date affects the financial period and date in the System. It should contain the current
date of when the input was made.

The System Date is the default date entered during transactions postings. It is also shown in
reports where it is printed at the top right corner. The System Date should therefore be correctly
set before you perform any posting or printing transactions. The screen is shown in Figure 1-1

Additional information was provided on the screen, i.e. Current Month and Year. There show the
current status of the database & for viewing only.

Setup  System Date

Figure 1-1 Setting the System Date

1.2 Parameter File

Parameter File is a table that sets up the working environment of the system. It provides the
flexibility for user to set the parameter values which inline with your company’s rules and
government regulation.

This routine maintains the parameter file, which stores certain static details about your company.
The data is used by the various routines in the system.

The Parameter File setup shows in figure 1-2-1, 1-2-2.1 and 1-2-2.2

Setup  Parameter File

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 18 of 129
Version 3.00



Time Management Manual

Figure 1-2-1 Updating Parameter Page 1 — System Option
The entries requirements and/or consequences of each field for System Option are:

- Current Account Period
It is the current financial year and month. The format goes YYYY-MM. Users to decide the
starting year and month. Subsequently, system will do automatic update for the month when
month end closing is performed and update the year value to the following year with the
month value of 1 when the Year End closing function is activated. These important data
updating is well taken care of by the system automatically to ensure a smooth and easy year
crossing.

- Integrated With Payroll

Indicate whether Time Clock module is integrated with Payroll module. The Payroll module
here is only refers to E8 Payroll module. If user is having 3" party Payroll module, you are
not able to integrate the Time Clock data into your 3" party Payroll directly.

- Separate Incentive Allowance into Attendance Allowance and Lateness Deduction Allowance

Indicate whether to combine attendance allowance and lateness deduction allowance into
one allowance transaction or to treat them as two allowance transactions.

To have two allowance transactions remember to place the tick into the box.

- Attendance Allowance Code / Shift Allowance Code / Lateness Deduction Code
It is for interfacing to payroll module. Direct input or use the dropdown list to help locating the
codes.
The codes were setup in Payroll module. The code setup should be non-regular. That will
allows Payroll module to do proper housekeep at period end processing.
For lateness deduction, code setting must be unit item, follow hourly rate. The deduction
amount was calculated in payroll module.

- Integrated With Leave
Indicate whether Time Clock module is integrated with E8 Leave module. If it is, please
remember to place the tick into the box, so as, system is able to identify which days or hours
employee is on leave instead of absent from work.
Company who implement Time Management module with E8 Leave and Payroll modules is
advised to set the linkage here.
It enables data to be shared and integrate between these modules. It help to improve
productivity, cut down manpower resources, operational and administrative work flow.
It open the door for Time Management to get the leave detail from Leave Management
module and update the Time Sheet detail during processing. It brings over all leave activity
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registered in Leave Management module within the specify pay period. Example would be
Annual Leave, No Pay Leave, Absent, Medical Leave, Study leave and etc.

If missing clocking date cannot be located in Leave Management module’s leave transaction
record. Time Management module would treat it as ‘AWOL’. User is required to pay attention
to those records if any.

- Leave-in-Lieu Code
For non-office shift staff only.

Cater for rest day and off day that belong to shift employee work routine, which also is a
public holiday. Also for shift work day and it is a public holiday too. System will create 1 extra
leave day to compensate the staff at month end.

It is not an annual leave. Therefore, in Leave Management module must create a leave code
to cater for this purpose. Define leave type as other & set entitlement to true. Year of Service
& Entitlement = 0, as the screen shown below.

O
~ >

At Time Management month end, it will credit the number of days leave in lieu into Leave
Management system. It adds on to the balance field.

Time Management module will auto creates a staff leave master record for the staff, if it
cannot be found in the Leave Management System.

- Clocking Control (Filter Minutes, Default Clocking Number)

It is to cater for repeating clocking within a short period of time frame that in fact should only
counted as one clocking in or out. Normal count in minutes. It too to cater for the number of
time clocking in & out per working day.

Example of Filter Minutes: input value of 5, within the 5 minutes, regardless the number of
time clock in, system take the first clock in record as staff clock in time.

Example of clocking Number: input value of 4, every staff clocking in & out total should have
2 pairs. That is to say, 2 clocking in & 2 clocking out records. If the clocking in & out total
record count not match the number specify here, error report is generated. By default,
system takes it as 2.

E8 Time Management module support unlimited time of clocking in and out. However, user
should specify the correct number of clocking in & out. To ensure that resources were not
gotten misused.

- Late Time Buffer Control in Minutes (Daily, Total)

Specify the grace period of time (in minutes) not consider as late clocking per day as well as
in total per pay cycle.

Example of Daily, input value of 5, clock in less than and on 5 minute late per day from
starting working hour, is not counted as lateness. Thus, if daily official starting working hour
is 9.00am. With clicking hour from 9.01am  9.05am is considered on time to work. Actual
working hours for that day still showed as 8 hours.

Example of Total Not Allowed to Exceed, input value of 30. Whole month late clock in minute
cannot excess 30 minutes. Once it exceed the total late minutes, those days that clock in
late for <= 5 minutes, system count in as lateness for the whole month.
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- Over Night (Cut Off, Shift)
It is for employee who belongs to overnight shift, the latest clock out hours.
Example, shift work Start from 23:00, End at 07:00 next morning.
Cut off is 10:00am
Result: 07:00a.m. — 10:00a.m. was counted as OT.

If he clock out later than 10:00am the next day, time sheet will show an ‘E’ to indicate there
is an error found in the clocking pair.

Input the shift code that represent as overnight shift.

Figure 1-2-2 Updating Parameter Page 2 — OT Option
The entries requirements and/or consequences of each field for OT Option are:

- OT Buffer in Minutes (Early, Later)
Specify the length of time (in minutes) require to considers staff who spent the hour(s) in
office is counted as overtime pay for both before and after official office working hours.
Example of Early clocking in before normal working hours. Input value of 30, only consider
as overtime payment for clocking in earlier than 30 minutes before staff's shift starting
working hour. With value = 0, Overtime hour start counting as per clock in time.
Overtime Hours worked before normal starting working hour is taken on as OT1 rate.
Example of clocking out late after normal working hours. Input value of 30, only consider as
Overtime payment for clocking out later than 30 minutes of staff's shift ending working hour.
With value = 0, Overtime hour start counting once it exceeded normal official working hours.
Overtime hours worked after normal ending working hour is taken on as OT2 or/and OT3
rate. Depend on the OT2 cut off time setup in shift master option.

- OT Rounding (Rounding, Segment Minutes)
Specify the rounding formula for the OT clocking hours. E8 Time Management support 3
rounding formula: Round Up, Round Down and No Rounding (Nil)
Using formula of Up or Down, user must specify the minutes for the rounding.
Example of Rounding [UP] Minutes [15]: Result, 1 — 14 minutes counted as 15 minutes. 31 —
44 minutes counted as 45 minutes. OT minutes equal 30 will stay as 30 minutes (no
rounding required).
Example of Rounding [Down] Minutes [15]: 1 — 14 minutes counted as 0 minutes. 31 — 44
minutes counted as 30 minutes. 46 — 59 minutes counted as 45 minutes. OT minutes equal
30 will stay as 30 minutes (no rounding required).
I have a question here. When, where and how does system do the rounding?
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Answer:

a.) There are all together six OT categories: OT1, OT2, OT3, Rest day, Public Holiday & Off
day.

b.) Off day OT is added to Rest day.

c.) It rounds by per OT category at end of the month. E.g. rounding up 15 minutes

OT1 oT2 OT3 PH Rest day Off day

Hours 14:25 8:06 5:02 4:09 3:05 2:06

Rounding | 14:30 8:15 5:15 4:15 5:15 (3:05+2:06)

- OT Break (Minimal Hours, Minimal Minutes)

- OT

To protect employee health benefit from over work, Employment Act specify the overtime
break requirement. Here is the option to specify the overtime hour’s break and the minutes
required.

Example of Minimal hours, Minimal minutes. Input value of [4, 15], for OT hours work > =4
hours, must deduct 15 minutes break (employee is forced to take 15 minutes break). It
deducts only one time from the total OT work hours.

Therefore, if total OT hours is 8 hours. Counted OT hours is 8 — 15minuts = 7:45 hours.

In normal working day, OT hours is 4 hours. Result counted OT hours would be 4 hours — 15
minutes = 3:45 hours.

For OT on rest day, off day & PH, if after deduct the minimal minutes is < 4 hours. System
will stay at 4 hours. E.g. OT 4:10 hours, Result = 4:10 — 15 minutes = 3:55 hours. Counted
OT hours still be 4 hours.

The sequence of deducting OT hours begins from OT3, OT2 than OT1.

If setting of Minimal minutes =0  No deduction of OT break.

Fulfilled Absent Time

OT rounding work together with the Fulfilled setting. Fulfilled set to true, system will ensure
staff must fulfill daily normal working hours before it consider as OT hours. Example, start
work at 08:00, end at 17:00

Clock | Clock Worked Counted OT | Remarks

In out OT hrs hrs

08:00 | 18:00 1 hour 1 hour

08:18 | 18:00 1 hour 42 minutes 60 minus18 (deduct lateness time)
07:00 | 16:25 1 hour 25 minutes 60 minus 35 (deduct under time)
08:20 16:30 - - Lateness 50 minutes

- OT Fulfilled Type

There are 3 compute type = daily, weekly, monthly. Currently we only support compute type
= daily.

It is used with conjunction of ‘fulfilled’ function. When ‘fulfilled’ set to true, it is to ensure the
daily normal working hours was fulfilled before it counted as OT hours.

- Marked Max OT Hour

To specify the maximum OT hours per staff a month he is allowed to claim. It serves as a
reference only. The OT hours computed will be interface to payroll.

The OT report prints with an * sign beside the staff ID when he hit the maximum OT hours
limit.

Maximum OT hours value is 0, no * sign will be printed on OT report.
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Figure 1-2-2.1 Updating the Parameter Page 2 — Time Clocking Format with Fixed Text File Format
The entries requirements and/or consequences of each field for Time Clocking Format are:

- Fixed Length Format / comma Format
E8 Time Management module support two types of clocking text file format. That is, by Fixed
Length and by comma format.
Using Fixed Length text file, user is required to fill in the detail under ‘Time Clocking data
Format’ section with it starting position and length.
Example of above setting. Staff ID with the length of 6 alphanumeric, start at the position of
20. Date start at the position of 4 with length of 8 alphanumeric. Time start at position of 12
with length of 4 numeric and so on.
Text file in Fixed Length. 3 fields must be present: Staff ID, Date Start, and Time Start. The
rest of the field can be dummy data. Use the [Preview] button to check the Time Clock Data
Format is defined correctly. System prompt error message if the text format is incorrect.
Text file in Comma format, user need to specify the following details:
a.) Field Number
Input the exact number of fields per line for the text file.
b.) ID/Date/Time Sequence
Input the sequence for the 3 require fields. That are, Staff ID, Date and Time.
Other fields are ignored. Therefore, on the screen below you will notice that
sequence 2 the field is empty.

Figure 1-2-2.2 Updating the Parameter Page 2 — Time Clocking Format with Comma Text File Format
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Example of Fixed Length Format Text File layout:

Clocking Date at position 4 11
Clocking Time at position 12 15
Staff ID at position 20 25

Example of Comma Format Text File layout:
Clocking Date at field 1
Clocking Time at field 2
Staff ID at field 3

Before actual importing of clocking data, to ensure the text file or the define format setup is
correct. Use the [Preview] function for testing. Input the path where the text file is kept.
Follow by click on the [OK] button to initial the testing process. With correct format define,

the following screen shown:

Figure 1-2-2.3 Preview & Testing text file format with Success result
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If the defined format setup is incorrect, system prompt the error message as shown below.
Re-check the setup here or study the text file format again. The text file format and setup
here must match.

Figure 1-2-2.4 Preview & Testing Text file format with Fail result

- Date Format
E8 Time Management module support three date format sequence:

a.) 1-DMY (ddmmyyyy)
b.) 2-MDY (mmddyyyy)
c.) 3-YMD (yyyymmdd)
Choose the correct data format sequence you are using.

- Data Separator
E8 Time Management module support two date format:

a.) Without date separator. It could be 23052001, 05232001 & 20010523

b.)  With date separator. Date separator can be in any form, e.g. /, -, ., etc. It would
look like 23/05/2001, 23-05-2001, 05/23/2001,05-23-2001, 2001/05/23, 2001-05-
23 & etc.

Indicate that is using with date separator format, mark ¥ beside the statement.

1.3 Calendar

This is the table to setup the non-working days for the year. Setup here helps Time Management
module to recognize those days that no clocking records are needed.

If Time Management module is implementing, hand in hand with E8 Leave Management module.
The calendar table is shared. Thus, one of the modules had setup the table; the other module can
make use of the table immediately. Any update to the table, both modules will get the latest
updated data instantly.

Setup  Calendar
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Figure 1.3-1 Calendar Setup Screen

To create a New Year calendar detail, choice the [Auto Generate] button and the similar screen
below would be displayed.

Figure 1-3.2 Calendar Setup Screen — Auto Generation

You are required to input the following detail:
i. Date of Public holiday for the year.
ii. Day equivalent symbol represent Monday to Sunday.

For public holiday fall on Sunday, the following day (Monday) would be defaulted as public holiday
automatically and highlighted in red.

There are three non-working day codes available to select from. Which are:
PH — Public Holidays
SUN — Sunday
SAT — Saturday

For office shift employee, Saturday is a special category. Company practices working 5 days per
week. Saturday is a non-working day. Company practices working 5.5 and 6 days per week,
Saturday is working day.
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For non-office shift employee, Saturday and Sunday could be belongs to working day. Company
will give them the rest day and off day on any day between Monday to Friday according to the job
schedule. This setup is not defined here.

For other non-working days that specially declare by government as public holiday or company
own declare off day, user is required to indicate them manually by using the [Edit ] button.

Pick the day follows by click on the [Edit] button and the similar screen show below is displayed.

Choice the want indication from the drop down list and input the useful narrative into the
description and notes fields for reference.

Figure 1-3.3 Calendar Setup Screen — Edit

The table here should only keep date data that is according to the yearly calendar.

1.4 Allowances Setup

Company may wants to encourage employee with 100% or high percentages of attendance and
appreciate them by form of cash allowance.

Company may also want to discourage employee from lateness and post penalty to employee who
was late from work too. Sometime, because of lateness may causes production disturbance
especially task that involve team work.

Option here to meet the requirement. Users setup the rule of incentive and penalty.

Allowances Setup Screen

1.4.1 Attendance

To encourages employee with 100% and high attendance rate. Company may give incentive to
motivate and encourage the employees. One of the incentive schemes could be the attendance
allowance.

Here is the option to setup the attendance incentive schemes, different attendance amount gives
to different level of attendance rate
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The Count must start from 0, but the number of counting level is user defined.

Setup  Allowance Setup  Attendance

Figure 1.4.1 Attendance Input Screen

Implication to attendance allowance entitlement with the table setup above:

Count Deduction Allowance Attendance Allowance for the Pay Period
Amt Amt

0 0 50 No absent day for the month get $50

1 10 40 One absent day for the month get $40

2 20 30 Two absent day for the month get $30

3 30 20 Three absent day for the month get $20

4 40 10 Four absent day for the month get $10

5 50 0 Five & more absent day for the month No

attendance allowance

1.4.2 Lateness

To discourage employee late from work, company may wants to withdraw the non-lateness
allowance according to staff punctuality rate. Setup the rule here.

The Count must start from 0, but the number of counting level is user defined.

Setup  Allowance Setup  Lateness

Figure 1.4.2 Lateness Allowance Input Screen
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Implication to lateness allowance entitlement with the table setup above:

Count Deduction Allowance Lateness Allowance for the Pay Period
Amt Amt
0 0 60 No lateness for the month get $60
1 10 50 One lateness record for the month get $50
2 20 40 Two lateness record for the month get $40
3 30 30 Three lateness record for the month get $30
4 40 20 Four lateness record for the month get $20
5 50 10 Five lateness record for the month get $10
6 60 0 Six & more lateness record for the month No
attendance allowance
1.5 Code File

There are 2 main options under Code File menu:
a.) Staff Type
b.) Department

There is the codes master setup option that is used in report analysis.

Code File Menu
1.5.1 Staff Type

Categories staff into respective grouping for report analysis. Example could be categories into
contractual and non-contractual, Part Time and Full Time Employee.

With proper and complete staff grouping could help in better manpower and resources distribution,
planning and administration.

Setup Code File  Staff Type

Figure 1.5.1 Staff Type Input Screen
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1.5.2 Department

Here is the table to setup organization department.

If Time Management module is implementing, hand in hand with E8 Payroll module. The
Department table is shared. Thus, one of the modules had done the set-up; the other module can
make use of the table immediately. Any update to the table, both modules will get the latest
updated data instantly.

Setup Code File  Department

Figure 1.5.2 Department Input Screen
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Chapter 2

Time Management Data Entry
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2.0 Time Management Data Entry

After the setup is completed. It is ready to learn how to do staff master maintenance and daily
clocking transaction importing and entry.

Time Management Data Entry Menu Bar

2.1 Staff

Here is the section for staff detail maintenance. There are three main options:
a.) ReadIn
b.) Master
c.) Temporary Card

Staff Maintenance Option Screen

2.1.1 Read In

Company that implement Time Management application hand in hand with E8 Human Resources
Management module the staff master data can be shared.

Activate this function to import relevant staff master data over from Human Resources
Management application.

Two categories of employee record is read in:
a.) Active staff (not resigned, status not equal ‘X’).
b.) Time Clocking is set to true in Human Resources Management application.

To initial the read in, click on the [OK] button. To quit without importing, click on the [Close] button.

Data Entry  Staff Read In

Figure 2.1.1 Read In Staff Master Record Screen
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2.1.2 Master

This is where the staff personnel information kept. There are 2 methods that Time management
staff records are updated:

a.) From Human Resource Management Module
b.) Direct Input in Time Management Module

Method (a.) is only possible if Human Resource Management Module is implemented.

Data that share among these 2 modules, which are, Staff ID, Name, Department, Section, Date
Join, Date Resigned, Full Time, OT claim, Attendance Allowance, Employee status, Pay Rate and
Report To.

User is able to maintain the shared data here. However, it will not update it to Human Resource
Management Module. With this flexibility provided, it allows Time Management user to have full
control over the clocking data to match against the most updated staff master data in Time
Management module alone to derive the accurate daily time sheet transaction.

Others data fields: NPL & AWOL Days, Lateness Hours, Work Days, Work hours per day, OT
hours, Shift Allowance and Attendance Allowance are updated by system automatically when
doing transaction processing.

There could be situation whereby staff record is not yet get created in Human Resource
Management and Payroll module due to short notice or any reason. However, clocking in is
required. You are able to create those staff record into Time Management module without
disturbing the existing Human Resources Management and Payroll modules daily operation.

Data that is interface to Payroll module are (one per month):

Time Management field Interface to Payroll Transaction field

NPL & AWOL Days Absent in Days

Lateness Hours Absent in Hours

OT Hours Rate 1 Over Time Rate 1

OT Hours Rate 2 Over Time Rate 2

OT Hours Rate 3 Over Time Rate 3

OT Hours Holiday Over Time Holiday OT

OT Hours Rest Day Over Time Rest Day OT

Shift / Attendance Allowance Create Allowance Paid Item under Allowance section
Work Days & Hours per day Not shown on screen for system usages only

Before the interfacing, user could update the data that will affect the payroll calculation here if
there is last minutes changes needed due to extra-ordinary incident happen that affecting the data
accuracy.

System updated data fields are cleared during month end closing to get ready for next payroll
cycle. Static data is kept for future processing.

Beside employee absent from work and applied No Pay Leave, employee status is one of the
factors that, controlling staff actual working days for a month and what data fields to update. Logic
goes:
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Employee Status Update logic

‘C’ for New & Uses the time sheet clock infout data to compute the works

‘B’ for Resigning days & update to payroll broken day field.

‘A’ for Current Uses payroll Working day table to get the number of days
work for the month minus NPL & AWOL.

Data Entry  Staff Master

Figure 2.1.2 Staff Master Maintenance Screen

Data fields that must be updated after imported from Human Resources Management module (for
very first time importing and subsequent import content with new staff record):

Shift Allowance Type

E8 Time Management module support four shift allowance types. Using running number 1 to
4 to identify.

The Allowance amount was setup in the Shift Master File.
Use the dropdown list function button to select the shift allowance type.

Staff Type
The staff type must be pre-set in the Staff Type code master before it can be selected.
Use the dropdown list function button to select for the wanted code.
With proper setting here will enable system provides with useful report for analysis.

Shift Plan
It is very important to setup with the proper shift plan a staff belong to.

With the setup, system would be able to match against the daily clocking data and produce
accurate time sheet transaction report.

Temporary Card
Some staff may not holding permanent clocking card, due to reason he is a temporary staff
or new staff that the permanent clocking card is not ready.
To cater for this ah hoc cases, temporary card that not belong to any specific staff could be a
good solution and practice.
Staff that belongs to this category, the temporary card field cannot leave it as blank.
Remember to do the setup in the ‘Temporary Card’ option and tie the temporary card
number to his staff ID.
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Data Fields auto updated when Time Data Process was done are:

a. Absent from NPL/ AWOL

b. Lateness in hours

c. Number of Days Worked

d. Hours Work Per Day

e. Over Time hours for Ratel, Rate2, Rate3, Rest Day, Public Holiday
f. Shift Allowance

g. Attendance Allowance

Buttons functionality:

OK button
To save record and exit.

Next button
To save the record and move on to the next record entry.

Clear button
To remove all information from the entry screen and start a new fresh entry screen.

- Delete button
To remove the staff record from the staff master table.

System is able to stop user from deleting record that share out from Human Resources
Management or Payroll module. As, for those record the deletion function is control by
Human Resources Management and Payroll Modules.

Close button
To exit from the function without saving.

You may input the important and useful notes into the Remarks memo screen for future reference.

2.1.3 Temporary Card

Some staff may not holding permanent clocking card, due to reason he is a temporary staff or new
staff that the permanent clocking card is not ready. However, clocking records is required in order
to process payment.

To cater for this ah hoc cases, temporary card that not belong to any specific staff and re-useable
could be a good solution and practice.

Here is the option to setup staff that holding temporary card, in order for system to identify the
clocking ID belong to which staff ID.

Input the temporary card number with the matching staff ID together with the valid date range.
Error report will be printed if the temporary card number appears beyond the specified valid date
range.

Data Entry  Staff Temporary Card
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Figure 2.1.3 Temporary Card Input Screen

2.2 Shift

Here is the section for shift detail maintenance. There are two main options:
a.) Shift Master
b.) Shift Plan

Shift Menu Bar

2.2.1 Master

Here is the option to define the shift working routine in per week basis. Start from Sunday and end
at Saturday (7 days).

Proper setup is important, as it will affect the subsequent payroll calculation. Example would be,
the amount of allowance, Over Time payment, Lateness deduction and etc.

Data Entry  Shift Master
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Figure 2.2.1Shift Master Setup Screen

Fields that need to setup are:

- Shift Code (5 alphanumeric)
Structured the shift code as much self-explanatory as possible, for easy identification on
most of the reports.
E8 Time Management module can handle normal office hours work shift, rotation shift and
other possible shift that may adopt by company. As, the time clocking pattern is open freely
for user define.
Example of structuring shift code,

Shift Code Description

AS Afternoon shift start from 15:00 to 23:00
(O] Office shift start from 09:00 to 18:00

NS Night shift start from 23:00 to 07:00

- Description (30 alphanumeric)
Input the full narrative for the assigned shift code for easy reference.

- Office Shift
To identify normal office work shift from rotation shift. Remember to mark " on it.

- Shift Allowance (1 — 4)

To encourage and shows appreciation, company may gives cash incentive on staff monthly
pay in the form by shift allowance.

There are all together fours shift allowance fields to cater for different shift rate (in term of
amount per working day). It provides the flexibility for company who practice on giving
different shift rate for staff work on different shift hours.

User can fill up all the fours shift allowance or just some of shift allowance rate per working
day. Each employee is only entitles to one of the shift allowance type that need to be setup
in Staff Master function.

- OT Rate (1 -13)
OT rate is shared with Payroll Module. It defaults the rate from Payroll module.

The rate should be kept in-line with Payroll module to avoid data setup inconsistency that
leads to operation confusion.
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- Meal Break Minutes
For shift work that include lunch hour, must specify the duration of it. Example would be the
normal office work shift. Start work at 09:00, end at 18:00. In between there is one-hour
lunch break from 12:00 to 13:00. Thus, input with value 60. If lunch break from 12:00 to
12:45, than, input with value of 45.
It is important to set it in order for system to compute the correct actual work hours for the
employee. That will further lead to the OT hours count if employee is entitled to overtime
claim.

- Shift Allowance Cut Off Minutes
It works in conjunction with the daily shift allowance entitlement. Input value in minutes.
Company may impose additional rule and condition on the daily shift allowance. Here is one
of the condition company can make use of.
Example, input with minutes of 10. It implies that, if employee clock in late for 10 minutes on
the day. That day shift allowance is forfeited.

- PH (Public Holiday) Start Time
It applies to employee who is working on Public Holiday and the Public Holiday was not
his/her Rest day or Off day.
It doesn't apply working on Sunday and normal overtime too.
Company may only recognize overtime working on Public Holiday begin at certain hours on
the day. Here is the field to setup the start time of counting as overtime hours worked on
Public Holiday. Clock in earlier than the time defined here is ignored (minutes or hours that
earlier than the start time).
To start counting as per clock in time, leave the field with value 00:00.

- PH Default
Not implemented yet.

- Detall #/ Day
Highlight the day in number and day description. 1 — Sunday, 2 — Monday, 3 — Tuesday, 4 —
Wednesday, 5 - Thursday, 6 — Friday, 7 — Saturday.
It is defaulted by system. Use the dropdown function button to shows the full selection list
and pick from it.

- Time In/ Out
Input the official working clock in and out time here. The time format is by 24hours basis.
Example,
Time In / Out Description
09:00/ 18:00 Start work at 09:00am, End at 06:00pm
15:00/ 23:00 Start work at 03:00pm, End at 11:00pm
23:00/07:00 Start work at 11:00pm, End at next day morning 07:00am
- Meal In/ Out

Input the official lunch clock in and out time here. The time format is similar to Time In / Out.

It is important to set it, especially for company who practice on clocking in and out during
lunch break. It helps system to monitor staff movement with accurate working hours.

- OT <1> Start / Cut Off
Define begin and end clocking time for overtime ratel. Example, 19:00 / 23:00 imply that
work between 07:00pm to 11:00pm is getting overtime rate of 1.
Each day can has it own starting and cut off timing. Example, Saturday is half-day work till
13:00. Thus, the OT<1> rate time could be begin from 14:00 and end at 18:00.
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- OT <2> Start / Cut Off
It is similar to OT <1> functionality. Instead of getting OT1 rate, hours under the timing
define here is getting OT2 rate.

- Cut Off Time

Here is the OT<3> cut off time. Timing between OT<2>cut off and Cut off time is belongs to
OT<3> rate.

Example, OT2 cut off 22:00, cut off time 23:59. OT3 hours = 1:59 hours (23:59 — 22:00).

If start and cut off time is having the same value. That imply no overtime is counted even the
clock out time is fall under the time defined here. The logic work for all OT1, OT2 and OT3
rate.

Example, OT2 cut off 22:00, cut off time 22:00. No overtime hours counted for OT<3> rate.
Please take note that for non-overnight shift (office and afternoon shift), the cut off time
cannot exceed midnight. The latest cut off time is 23:59.

The time indicated here is served as a guideline the latest time a staff is required to clock out
(leave the office). If staff clock out later than the cut off time defined here, the overtime hour
is counted as at the cut off hours.

With this guideline available, company is safe from staff misusing of the clocking system
implemented (prevent over payment).

- Overnight
To indicate shift that belong to overnight work, mark ¥ on the field.
Overnight shift is quite different from other shift, as the clock out time falls on the next day.
Thus, special care needed to pair for the clock in and out timing.

- Working Hours
It was auto computed by system base on the data input in Time In/Out and Meal In/Out.

Example, Time In/Out = 09:00 / 18:00, that is 9 hours. Meal In/Out = 12:00 / 13:00, this is 1
hour. 9 hours minus 1hour meal break, the working hours is 8 hours.

- Number of Clocking

System defaults the value set in Time Management Parameter table. However, user is
allowed to change it if necessary.

Example, staff under afternoon shift and night shift only need 2 clocking, that is, one time of
clocking in for reporting to work and one time for clocking out after work. However, for office
shift staff may need 4 clocking, the 2 extra clocking is for clocking out lunch and clocking in,
back from lunch.

- Shift Type
Not implemented yet.

- Day Type
There are three working type user need to choose from. That are:
a.) Rest
b.) Off
c.) Work

Attach each day with one of the day type. Rest day and Off day may not always fall on
Saturday and Sunday. It is very much depends on the work shift employee is belong to. Rest
day and Off day can fall under any day from Monday to Friday too.

It is important to set it properly, in order to produce with accurate time sheet transaction
reports.

Buttons functionality:

- Refresh Table Button
After a day of detail setup is completed. Click the button for the data to be moved into the
detail screen below.
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A quick way of creating next day or any day of detail without changes or much changes
needed. Just change the #/Day value and click the button.

OK button
To save record and exit.

Next button
To save the record and move on to the next record entry.

Clear button
To remove all information from the entry screen and start a new fresh entry screen.

Delete button
To remove the staff record from the staff master table.
System is able to stop user from deleting record that share out from Human Resources
Management or Payroll module. As, for those record the deletion function is control by
Human Resources Management and Payroll Modules.

Close button
To exit from the function without saving.

To recall and makes maintenance for an existing day record. Highlight the want day record on the
detail table screen and double click on the mouse, the detail was brought to the top part of the
entry screen. You are now ready to make the necessary changes.

User is strongly recommended to do proper and thorough data setup checking before start loading
clocking transaction, in order to produce accurate and timely time sheet transactions reports.

2.2.2 Plan

Here is the table to setup the shift master plan. You may plan for as many weeks shift plan as
needed. If every week the shift plan is the same, example could be office shift, than, it is only need
to setup one weeks shift code plan here and it can be used for the whole year.

For shift plan that changes from week to week or every two weeks or etc. User is required to setup
the full shift plan here. Example, first 2weeks under afternoon shift and next 2weeks under night
shift, than, user should setup 4weeks shift plan here.

Data Entry  Shift  Plan

Figure 2.2.2 Shift Plan Entry Screen
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Plan Code (10 alphanumeric)
Assign each shift plan code with a unique code. It can be a combination of characters and
number.
E8 Time Management module support as many shift plan code as a company may has.

Description (30 alphanumeric)
Input the full narrative for the code assigned for easy reference.

Number of Weeks
Input the numbers of weeks for a shift plan. It could be 1 week, 2 weeks, 3 weeks, 4 weeks
or even one full year of 52 weeks. Depend on the requirement.
Guideline to follow the number of weeks needed is:
a.) Every week the clocking in / out working hours is the same, than only need to setup
one week shift plan.
b.) Some or every week the clocking in / out working hours is different for a payroll cycle,
than need to setup the full payroll cycle shift plan.

Details Weeks# / Shift Code
Number of rows auto created depends on the number of week value input.
Direct keyboard input the shift code or use the dropdown list to pick for the code that belong
to the week.

Remark
Input the useful and important note here for future references.

2.3 Initialize

Here is the section for initialize time sheet detail and maintenance. There are two main options:
a.) Shift Plan
b.) Time Sheet

Shift Plan Initialize Menu
2.3.1 Shift Plan

The option is for distributing employee to their respective shift plan. Staff record shows on the left
box, are staff that not yet been attached to a shift plan. Staff records shows on the right side box,
are staff that belong to the shift plan shows above of it (shift plan code that displayed on the box
beside the label ‘Shift Plan’).

To attach staff record to a shift plan, highlight staff record shows on the left side box and click the
button to move it over to the right side box.

To detach a distributed staff record from one shift plan and attach to another. Highlight the wanted

staff record in the right side box and click the button to move it back to the left side box. Call

out the correct shift plan code and do the distribution again.

And are the global distribution function keys. Either to move all record from the left
side box over to the right side box or vice versa.
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Data Entry Initialize  Shift Plan

Figure 2.3.1 Staff Shift Plan Distribution Screen
2.3.2 Time Sheet

The option is for initializing staff time sheet for a payroll cycle (normally in monthly basis).
Therefore, user is required to run this function at the beginning of each payroll cycle. About twelve
times yearly.

Data Entry Initialize  Time Sheet

Figure 2.3.2 Staff Time Sheet Initialize Screen

- Selected Plan
Direct keyboard input or use the button to pick for the shift plan code.

- Selected Date From

Direct keyboard input or use the button to pick for the beginning date for the payroll
cycle.

- Selected Weeks
Input the number of weeks here for a payroll cycle.
The number of weeks input here will decide the number of rows created on the approve OT
hours box by the system.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 42 of 129
Version 3.00



Time Management Manual

- Approve User
Input the overtime approval officer ID here. It is for reference only.

- Approved OT Hours
Input the daily maximum overtime hours allowed for a week per staff.
If no hours was input, all OT hours worked for the day is counted as valid OT hours & it is
paid.
Example, week 1 input with value 4. It reads, for week one, the authorized OT hours per day
is 4 hours. Staff OT worked more than 5 hours, system only pay 4 hours of OT.

Remember to click the [OK] button to create the empty time sheet record for the payroll cycle
and get ready for the clocking data import before exit.

Data updated by system at initialization are:
Date, Time Sheet status, Staff ID, Day code (Mon, Tue, Wed, Thu, Fri, Sat, Sun), Day type
(Work, Rest, Off), Public Holiday indicator (Y/N), Clock in & out time value default by shift
setup, Planned shift, Actual shift (defaulted the planned shift over), Staff Department, Staff
Section and Overnight indicator.

2.4 Time Sheet

After the time sheet initialization was done. User can view the empty time sheet record created by
system in here.

Time sheet records from past month(s) were cleared during month end. Thus, user always sees
the current month time sheet records here.

Subsequent time clock data imported after gone through the necessary data processing, user can
find the data here too.

If time sheet record maintenance is needed, here is the option should be used.

Time Sheet Maintenance Menu

2.4.1 Detail Entry

Here is the option user can view and maintain the daily time sheet detail. Data available for the

daily time sheet include:
Date, Time Sheet status, Staff ID, Day code (Mon, Tue, Wed, Thu, Fri, Sat, Sun), Day type
(Work, Rest, Off), Day status, Public holiday indicator (Y/N), Clock In time, Clock Out time,
Time present in office, Actual working hours, Late hours, Under time hours (clock out earlier
than official off time), OT1 hours, OT2 hours, OT3 hours, OT on Public holiday hours, OT on
rest day hours, OT on off day, Shift Allowance, Planned Shift code, Actual Shift code, Staff
department, Staff section & Overnight shift indicator.

Data updated by system at initialization are:
Date, Time Sheet status, Staff ID, Day code (Mon, Tue, Wed, Thu, Fri, Sat, Sun), Day type
(Work, Rest, Off), Public Holiday indicator (Y/N), Clock in & out time value default by shift
setup, Planned shift, Actual shift (defaulted the planned shift over), Staff Department, Staff
Section and Overnight indicator.
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After gone through the time clock data processing, system updates the rest of the data fields that
were not updated at initialization stage with some of the data fields were updated by initialization
but need to be updated with the actual database on time clock data provided.

User is given the access rights to maintain the data here to cater for manual operation adjustment
requirement. The possible incident arises could be:

a.) Time Clock machine operation was down.

b.) Job Schedule and manpower resources re-structured with very short notice but time sheet
scheduling was generated.

c.) Special allowances or adjustment of allowances for a staff or few staffs with approval from
management.

d.) Staff forgotten to clock in or out, lead to no record was captured in clocking machine.
Resulted error was highlighted in the time sheet and manual adjustment of filling in the
clocking in or out hours is required.

Data Entry  Time Sheet  Detail Entry

Figure 2.4.1-1 Time Sheet Detail Entry Screen 1

Specify the require range of staff and date records follow by click on the [OK] button. The following
screen displayed.
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Figure 2.4.1-2 Time Sheet Detail Entry Screen 2
User is able to [Add] new record, [Update] existing record, [Delete] existing record.

Add New Record

To add a new record just click on the [Add] button and a clean empty entry screen is displayed. Fill
in the necessary data and click [OK] button to save it.

Please take notes of:

a. The ‘Not Recalculated’ option must be ticked. It is due to manual adding record into the
time sheet detail does not support by the clocking transaction. Once perform the
‘Recalculation’ function, data input will be over written and become blank.

b. The ‘Sheet STATUS(SS)’ must change to ‘C’ so as when perform ‘Payroll Calculation’
system will take in the data for payroll payment.

c. All payroll related data must be manually input, as system will not does the auto
computation for data enter manually. Hence, data like, OT hours, Shift allowance, Late
Time, Under Time must be entered if there is any.

Maintain Existing Record

To maintain an existing record, first highlight the wanted record and click on the [Update] button.
The entry screen with the highlighted record data is displayed. You are ready to make the
necessary edition.

Please take notes of:

a. The ‘Not Recalculated’ option must be ticked. It is due to manual adding record into the
time sheet detail does not support by the clocking transaction. Once perform the
‘Recalculation’ function, data input will be over written and become blank.

b. The ‘Sheet STATUS(SS)’ must change to ‘C’ so as when perform ‘Payroll Calculation’
system will take in the data for payroll payment.
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c. All payroll related data must be manually input, as system will not does the auto
computation for data enter manually. Hence, data like, OT hours, Shift allowance, Late
Time, Under Time must be entered if there is any.

Figure 2.4.1-3 Time Sheet Detail Entry Screen — Add or Update Screen

To delete an existing record, highlight the wanted record follow by click on the [Delete] button and
the reconfirmation screen similar to the one below is displayed.

With answer of [Yes] record will be removed instantly. With [No] record will be kept.

Time Sheet’s Fields functionality:

- Department/Section

You notice that on the screen there are two fields named as ‘Department’. The one that
located at the right top hand corner was defaulted from staff master setup. The one that
located on the left with the box title ‘Department/Section’ it is too defaulted from staff master
setup.

However, the one sited on the right top corner cannot be changed (gray off). User is only
allowed to change the one that sited on the left. That department is belongs to time sheet
module only. Any changes made either to the Department or Section will not update staff
master setup.
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With the independent operation flexibility functionality provided, time sheet operation will not
disturb the master setup.

It provides with accurate manpower resources cost allocation and movement.

This is useful when manpower get transfer from one department to another on temporary or
ah hoc basis for emergency and quick solution.

Example, staff is belongs to said Finance department. However, due to manpower shortage,
he was attached to payroll department for a few days. Or company is having a special
program that need some staff to get involve and this chosen group of staff were being
detached from their original department for a short period of time (could be one day or a
weeks). Once the program is over, they are return to their own department again.

- Time In/ Out (hh:mm)

During time sheet initialization, it was defaulted with the shift master setup. However, due to
overtime and lateness could happen. The actual clocking in and out time may differ from the
official begin and end time. Thus, during time sheet processing, system will update it
according to the actual clock in and out time registered in the clocking database.

- Present Time (hh:mm)

The time that staff was present in the office. It starts counting from the clock in time to the
clock out hours, including the meal hour if there is any.

Auto update by system during time sheet processing.

- Worked Time (hh:mm)
The daily actual hours a staff worked. It excludes meal hour, lateness, No Pay Leave hour
and Absence hours.
Auto update by system during time sheet processing.

- Late Time (hh:mm)
The daily clock in late hour.
Auto update by system during time sheet processing.

- Under Time (hh:mm)
The daily early clock out hour (clock out before the official off hour).
Auto update by system during time sheet processing.

- Overtime on Rate 1 (hh:mm)

Staffs who start work earlier than his normal official work hour. The overtime hours is
counted as OT ratel.

Auto update by system during time sheet processing.

- Overtime on Rate 2/3 (hh:mm)

Staffs who work later than his normal official work hour and was approved overtime. The
overtime hours is counted as OT rate2 or 3. OT rate2 or 3 depend on the hour cut off in shift
master setup.

Auto update by system during time sheet processing.

- Overtime on PH, Rest & Off Day (hh:mm)

Staffs who were requested to work on his public holiday, official rest and off day are paid
separately from his normal overtime pay.

Guidelines given by government (Rest Day, 1.50 & Public Holiday, 2.00) with minimum
payable overtime hours. Example, employee worked on rest day with total hours worked
less than 4hours. Employee is paid 4 hours with 1.50 OT rate.

OT calculation for staff worked on off day the logic works the same as work on rest day.
Thus, system combines Rest day and Off Day worked hours into one and group it under
Rest day hours.
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Auto update by system during time sheet processing.

- Approved OT Hour
System defaults the hours as per user input during time sheet initialization. However, user is
allowed to adjust the hours here to cater for special requirement.
Example, a particular staff or a few staff is required to work more overtime hours than the
rest and vice versa.
With the flexible vary daily approve OT hour functionality, it allows user to adjust the hour
value to suit it daily operation.

- Approved User ID / Time Stamp
It shows the original user ID and time stamp that approved for the overtime job.

- Cut Off Time
During time sheet initialization, it was defaulted with the shift master setup. However, user is
allowed to adjust the cut off hours according to the daily operation.
The cut off hours affect the overtime hour calculation.
Please take note that for non-overnight shift (office and afternoon shift), the cut off time
cannot exceed midnight. The latest cut off time is 23:59.
The time indicated here is served as a guideline the latest time a staff is required to clock out
(leave the office). If staff clock out later than the cut off time defined here, the overtime hour
is counted as at the cut off hours.
With this guideline available, company is safe from staff misusing of the clocking system
implemented (prevent over payment).

- Overnight
During time sheet initialization, it was defaulted with the shift master setup. However, user is
allowed to adjust the cut off hours according to the daily operation.
Example, due to operation requirement. A staff or a few staffs is requested to continue
working overnight for a particular day. Set overnight indicator to true for that day in here.
With overnight indicator set to true, the cut off hours can than be set exceeding midnight.
Example, 00:30, 01:45.
The cut off hours affect the overtime hour calculation.

- Not Recalculated
After the manual adjustment done, user can choose for system auto re-compute the time
sheet value or to keep the manual adjustment value input.
Re-calculation could be for overtime hours, lateness & under time, worked hour and shift
allowance. Depend on the changes made.
To exclude a particular day or any nhumber of days from system auto re-calculation when the
‘Re-calculation’ function was activated. Mark ¥" on the box.

- Time Sheet Status
There are three time sheet statuses available to reflect the current status for a particular day

time sheet.
S/n | Code | Represent Remarks
a.) I Initial At the point whereby time sheet was initialized.
b.) C Calculated After time sheet calculation was activated and no error
clocking data detected.
c.) E Error After time sheet processing was activated and there is error
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with clocking data.

d) P Processed Time sheet had under gone the of pairing time in and out.

Time sheet with ‘E’ status must be rectifies, else system will ignore records having ‘E’ status
during time sheet processing. That resulted produces an inaccurate and not complete time
sheet report.

The status is auto update by system during time sheet processing.

- Shift Allowance

It is updated during time sheet processing. System does a condition matching in shift master
setup to decide whether to grant the shift allowance for a particular day for each staff with
the correspondent daily shift allowance.

If for any reason, management had decided to grant the shift allowance to the staff even
though the staff doesn’t fulfill the rule requirement. Input the shift allowance here and the
staff shall get it.

- Day Status

During time sheet initialization, it was defaulted with the shift master setup. However, user is
allowed to adjust it according to the incident happen on the day for time sheet status is ‘E’.

Time sheet with status ‘E’ happen, could be due to:

a.) Staff leave record wasn’t updated in leave module, and no clocking records were
located in clocking database in official working day.

b.)  Clock out timing beyond cut off time.
c.)  Missing clocking pair.
d.) Clocking database file format incorrect.
e.) Time sheet setup incorrect.
Identify the causes of the error and make the correction accordingly.

The dropdown list provide a full list of leave codes which was taken from Leave
Management module for user to indicate the status of the day for the staff.

The list also includes four standard time sheet day status codes. That are: Work, Rest Day,
Off Day and PH (Public Holiday).

- Shift Master Planned & Actual

During time sheet initialization, it was defaulted with the shift master setup. However, due to
operation requirement. Staff may get transferred to another shift.

To reflect the truth and actual shift staff is working with, user is required to update the actual
shift plan code here manually using the dropdown list function button to pick for the shift
code.

It is critical to do so, as the clocking in and out timing could be different.

To view the daily clock in detail, highlight the wanted clock in record and click on the [Time
Clocking] and the clock detail data is displayed in the smaller screen similar to the one below.
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Figure 2.4.1-4 Time Sheet Detail Entry Screen — Time Clocking screen with correct paring

Time Clocking button is a very useful option to be used to shows user the clocking pairing detail (in
and out). It makes the checking become a very simple task for time sheet with error status.
Example,

Figure 2.4.1-5 Time Sheet Detail Entry Screen — Time Clocking screen with missing clock out record

The screen above shows with 1 clocking. In normal clocking it requires 2 clocking to pair off the in
and out. The clock out is missing. With the information provided, user could know the causes of
the error. The correction action could be:
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a.) Add the clock IN/OUT record for missing clocking record.
b.) Change the clock out time to fall within the cut off time for clock out time beyond defined
cut off time.

c.) Adjust the cut off time to cover the clock out time.

To view the shift master setup detail, highlight one record and click on the [Shift Master] button.
The shift master setup screen is displayed and it will auto highlight the day which correspondent to
the record you highlighted on the time sheet. Take the attach screen below as example, |
highlights 12/02/2004 time sheet record, on the shift master setup screen, Thursday record was
auto highlighted.

Figure 2.4.1-6 Time Sheet Detail Entry Screen — Shift Master setup screen

To get the instant listing for a staff time sheet detail, click on the [Print] button and the report
selection screen is displayed. Define your printing selection criteria and click [Print] button to begin
the print job.

Figure 2.4.1-7 Time Sheet Detail Entry Screen — Print time sheet selection screen
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The ‘Show All' screen allow user to specify the time sheet status for viewing. There are all together
fours time sheet status to choose from. There are: | — Initial, C — Calculated, P — Processed and E
— Error.

With the filtering user is able to locate the wanted record much easier and faster. For example, you
may just interested on record having error. If there is time sheet record having error status, system
would displayed them and you could than make the necessary adjustment to them before further
processing.

Figure 2.4.1-8 Time Sheet Detail Entry Screen — show All

2.4.2 How to handle time sheet with abnormal clocking out data

lllustration with example,
i.) Afternoon shift, start work 15:00 end at 23:00.
ii.) He worked overnight on 4/2/2002 clock in at 15:00 clock out at 5/2/2002 02:30.

Resulted:
System processed and time sheet status [SS] updated as E.

Correction action:
Do manual adjustment in Time Sheet Detail Entry option,

i.) Set Overnight to true
ii.) Set cut off time to after clock out and before next day clock in time.

iii.) Run Recalculate function, system update out time to 02:30 & computed OT hours.
[SS] auto updated to C.

This adjustment method is true for all shifts types when the staff work beyond his normal cut off
time.
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2.4.3 How to handle time sheet with no clock out data

Correction action:
i.) Do manual clock out record entry using option located in Data Entry  Time  Transaction
option.
ii.) Run the option located in Data Entry ~ Time  Recalculation option. The time sheet status
[SS] would get auto updated to C.

2.4.4 How to handle time sheet with no clocking data on a working day

Correction action:

i.) ldentify the reason.

ii.) If staff goes for leave (annual leave, no pay leave, absent, medical leave, etc), update the
Day Status by using the drop down list and pick for the correct leave code.

iii.) If time sheet schedule set wrongly, example should be public holiday instead of workday.
Update the Day Status by using the drop down list and pick for the correct time sheet day
status code. There are four time sheet day status codes to cover it. That is, Work, Rest Day,
Off Day and Public Holiday.

iv.) If staff forgotten to clock or time clocking machine operation down or any reasons that
causes the clocking data not registered in the time clock data. There are two solutions for it.

a.) Do manual clock in and out records entry using option located in Data Entry ~ Time
Transaction option.

b.) Manual input directly into the time sheet detail entry. The clock in and out time.

Run the option located in Data Entry  Time  Recalculation option. The time sheet status
[SS] would get auto updated to C.

2.4.5 Easy way of locating a time sheet record

There are three easy ways of re-sequencing the time sheet records for easy locating.
a.) Sequence by Staff ID
b.) Sequence by Time Sheet Date
c.) Sequence by Time Sheet Status

Highlight the header that wanted for re-sequencing and double click on the mouse. The 1% sorting
is in accessing order and the 2" double clicking would be in descending order.

Therefore, sequence by staff ID order. The same staff ID time sheet records for the pay period
would be grouped together.

Sequence by Time Sheet Date order. Same date for the pay period would be grouped together.

Sequence by Time Sheet Status order. It goes by ‘C’, ‘E, than ‘I’ or vice versa.
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2.4.6 How to interpret the calculated result?

Example: working hour: 08:00 — 17:00 meal hour: 12:00 — 13:00 Work hours per day: 8

Clock | Clock | Worked | Late Under oT Remarks

Ser | In Out Hours Time | Time

1. 12:33 | 17:23 | 4 4 Start counting from 13:00. No
leave record was found, thus,
counted as late from work.

2. 12:33 | 17:23 | 4 Leave record was found. Please
notes that it only supports 1/2
day, am or p.m leave (no hour).

If NPL record set as p.m, worked
hours is zero.

If it happens, that is an ERROR.
Ratification action is needed.

3. 00:00 | 00:00 | O Leave record found, ANL

4, 08:00 10:15 | 2:15 5:45 Minus meal 1 hour for earlier
release (under time)

5. 08:00 | 19:23 | 8 2:23 For Normal working day, Rest/Off
day and Public Holiday

2.5 Time

After the setup is completed. It is ready to learn how to do daily time clock data import and
processing. Error found in clocking data would be highlighted in the daily clocking error report for
early correction and ratification action.

Time Sheet Processing Menu

2.5.1 Import

Here is the option to capture the raw time clocking data provided by the time clocking system into
E8 Time Management module for further processing. Turn it into useful data and produces with
timely daily attendant, payroll and others analysis reports for operation and management usages.

There are two functions available in the option. To import the time clock data file into Time Sheet
records and after imported edit functionality is provided before time clocking data processing, to
avoid processing error from happening.
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Data Entry Time Import

Figure 2.5.1 Time Clock Data Import Screen
To import time clocking data file, user is required to set the path for system to locate it and load

into time sheet records. Uses the function button to browse for the file location.

Once the loading is completed, the edit screen is automatically display. User is allowed to make
maintenance to the loaded time clock data before processing.

To recall the maintenance screen, choose the ‘Manual Edit’ option and click on the [OK] button.

Besides the Manual Edit button could recall the maintenance screen. There is another option
having the same functionality too. That is the Transaction option that is under section 2.5.2.

The different between the two options is, in the option here it shows the imported time clock data
that had not yet be undergone time sheet processing. Where else, in ‘Transaction’ option all
imported time clock data and had undergone time sheet processing is available for maintenance.

The Last Import Time field provides important information for user reference as the last date of
time clocking data had been imported, with the time stamp of job last done. It is system automatic
update field every time a time clocking data was being imported into the database.

If during importing of Time Sheet Clocking data, encounter clocking data error. System prompts
the screen similar to the one shown as below:

The message highlights with the path and the error log file name for user to do checking and re-
import after the error was fixed. The error log file shows with error records only and the example of
the error log file layout would be something similar to the one shows below:

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 55 of 129
Version 3.00



Time Management Manual

2.5.2 Transaction

After time clocking data was imported, there may be a need to do manual adjustment to put the
raw clocking data into good order and make it complete.

It happens not very frequently but correction action is needed to avoid error during time clock data
processing. Possible reasons could be due to human operation error, e.g. forgotten to clock in or
out and clocked too many times. Machine problem or others issues could happen too. Example,
time clocking machine was down and power supply got cut off during that particular clocking period
of hours.

The option should be run after the ‘Process’ option is done with the temporary read in, as show in
the diagram below. Else mostly likely you would see a empty screen.

To rectify all these ah hoc issues, here is the option for.

Data Entry Time  Transaction
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Figure 2.5.2-1 Time Clock Transaction Maintenance Screen 1

Specify the wanted staff records range and the clocking day range on the respective fields as
shows on the screen above.

For better viewing and well organize the data display, you may choose to group the clocking data
into by per staff basis or list them into by date order.

After finalizing the criteria, click on the [OK] button to proceed on.

Figure 2.5.2-2 Time Clock Transaction Maintenance Screen 2

Clocking data were automatically displayed on the details screen once the [OK] button was
activated. It was sorted in Date sequence.

Data captured into E8 Time Management module are: Staff ID, Clocking Date and Time, Clock
status and Input Type. You may import other data too for reference.However, E8 Time
Management module only makes use of the following data for processing and the rest of the
imported data for reference only:

i.) Staff ID

ii.) Clock Date

iii.) Clock Time
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There are two fields that were updated by system automatically during importing. That are: Status
and Input Type.

There are four clocking status available to cover all situation:

Status Description

E - Error During importing, it caters for cases:

i.) Invalid Staff record was found (Staff ID not found in database).
ii.) Date Format was incorrect.

iii.) Time Format was incorrect.

During time clock data processing, it caters for cases:
i.)  Missing clocking pair.
ii.)  Clock out hours exceeded cut off time.

iii.) Clock In hours fall outsides official working hours. Example, start work at
09:00 and end at 17:30. Clocking records show as clock in 17:35

iv.) Exceeded number of required clocking pair for a day.

Identify the causes of the error and make correction accordingly. Correction action is
a must for system to produce with accurate and complete time sheet as well as
payroll processing data.

P - Paired For staff belong to overnight shift. ‘P’ is the clocked out hour.

Example:
Overnight begin at 23:00 and end at 07:00 next morning

You will see:

09/07/2003 22:58 Y
10/07/2003 07:00 P
The data is in good order.

Where else for non-overnight shift staff (e.g. office staff and afternoon shift staff). It is
indicated with an ‘Y’ for both begin and end clocked hours.

Example:
Shift begin at 15:00 and end at 23:00 the same day

You will see:

09/07/2003 14:55 Y
09/07/2003 23:01 Y
The data is in good order.

Y - OK The clocking hours record is in good order. No adjustment is required.

Please note that during clock data import and writing in imported data into transaction
process. All records status is defaulted to ‘Y’ as there is no validation in these
functions.

X - Ignore The clocking record is ignored from processing. It happens to multiplier clocking in or
out within the grant period of minutes. System takes the first clocking in or out record
as the correct guideline for data processing.
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Example,
Shift begin at 09:00 and end at 18:00

You will see:
09/07/2003 08:58

Y

09/07/2003 08:59 X } multiple clock in
09/07/2003 09:00 X
09/07/2003 17:59 Y
X

09/07/2003 18:00 } multiple clock out

Thus, system takes clock in hour 08:59 and clock out hours 17:59

There are three Input Type available to cover all situations and it is updated by system
automatically base on activity was processed:

Input Type Description
C - Change Maintenance of imported or manual input time clock data was done.
| -- Imported The very first time the time clock data get imported into Time Management

module. No maintenance to the original imported data.

M — Manual Edit | Manual input (creation) of time clock data by using import manual edit option.

To call record for maintenance, highlight the record at the detail screen and click the [Edit] button.
The edition window will be displayed and ready for your input.

To manually add in new record into it, choose the [New] button and the creation window will be
displayed and ready for your input.

To remove unwanted record, use the [Delete] button to purge it physical from the database.
System will prompt a warming message allows user does 2" thought before actual purging. If
unfortunately, a record was wrongly get removed by mistake. The only solution is to manually
create it in here.

The [Prior] and [Next] buttons are built to ease the movement between the records.

2.5.3 Process

After time clock data was imported and necessary correction had been made. It is ready to
process the data and turn it into useful analysis data with timely daily timesheet and attendant
reports.

Data Entry Time  Process
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Figure 2.5.3 Time Clock Data Process Screen

There are three functions provided in here that turn the raw clocking data into it full usages. The
functions were broken down into 3 steps to cater stages of clocking data availability and timely
information and reports for operation and management decision and action.

Stage one:

For writing raw imported clocking data into transaction without any validation process. With this
process activated, system is able to produce the daily lateness report (if any) for user information
and decisions making.

Stage Two:

When a shift work is completed. It is ready to do a matching of pairing the daily clock in and out
records. You can do it daily or any humber of days clocking records together in one go for the
same payroll cycle.

System defaults the date range as one days basis, however, user can change the date range
according to his operation requirement. Please take note that the pairing job for any day, is only do
one. Thus, if clocking data imported after processing will not be re-paired again. Process without
clocking data imported, system treats it as ‘AWOL’ (absent from work without notice given) in time
sheet detail entry screen. Time clock record that is to be ignored, the status is updated as ‘X’ in
Time Transaction screen.

Date that had been processed is registered in Time Management parameter file's Process Date
fields. When the option is activated, system defaults the following day date into here (From & To)
automatically to safe user from memorizing it.

Stage Three:

It should be activated after the full payroll cycle time clocking data was imported and had
undergone the stages 1 and 2 processing. It only runs one per payroll cycle. Thus, input the date
range that cover the whole payroll cycle.
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Company overtime pay date range that differ from the monthly basic pay, must input the date
range that follow the overtime pay date range. Example, Payment for April 2003, overtime pay
covers from 15/3/2003 to 14/4/2003. The date is registered in Time Management parameter file's
Calculated date fields. It servers as easy reference point for user to check back previous month
overtime payment cut off date.

Base on the time clock data, it calculates and update the following detail into time sheet detail
entry screen:

i.) Lateness and Under Time

ii.) Time Present at work and actual working hours

iii.) Overtime for OT1/2/3, Rest Day, Off Day and Public Holiday
iv.) Shift Allowance

v.) Day type, example, staff on leave, on no pay leave, absent from work, AWOL and others
form of leave.

2.5.4 Recalculation

Occasionally, some incident happened after the time clock data were calculated that causes the
computed time sheet data inaccurate. The option here is to handle those ah hoc cases happen
from time to time.

Make all necessary adjustment in the Time Sheet Detail Entry and activate the option here for
system to re-calculate it and produce with accurate payroll payment data.

Specify the staff and date range for re-calculation follow by click on the [OK] button to start the
process.

Data Entry Time  Recalculation

Figure 2.5.4 Time Sheet Recalculation Screen

2.6 Setup Approved OT

You will recall that there is a similar functionality option related to this function. During the time
sheet initialization stage user was asked to fill in the approval overtime hours too. However, there
is a slightly different functionality and purposes between these two options.
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In time sheet initialization, the overtime hours is globally set for all staffs in per week basis. Where
else, the function here is more personalizes. You may adjust the approved overtime hours by per
shift and in day basis.

Specify the shift and date range with the approved overtime hours (could be more or lesser than
the initial approved overtime hours); follow by click on the [OK] button to start the process.

Do the adjustment anytime before it was interface to payroll. If adjustment was done after the time
sheet calculation processed, remember to run the re-calculation function for system to recompute
the overtime hour’s base on the new setup.

Data Entry  Set Approved OT

Figure 2.6 Setup Approved OT Screen
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Chapter 3

Time Management Inquiry
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3.0 Inquiry

Two inquiries options are provided here for quick and easy information access.

Inquiry Menu
3.1 Time Management Inquiry

The function provides instant data viewing of the selected staff daily time sheet detail and status.
Use the [Define Condition] button to bring up the selection screen. There are four main selection
options available for user choices:

i) By Department

i.) By Staff ID

iii.) By Date Range

iv.) By Time Sheet Status

With these selection fields available, user can combine the selection condition to narrow down the
records scope. Examples:

i) By Staff ID + Date Range

i.) By Staff ID + Status

iii.) By Staff ID + Date Range + Status

iv.) By Date Range + Status

v.) By Department + Status

vi.) By Department + Date Range

Daily status is one of the criteria for user choice. Open the pull down list to pick the available
choice. There are 6 mains choices under the list, WORK, OFF, REST, PUBLIC HOLIDAY, AWOL
and LEAVE. All leave codes setup in the Leave Master will be available here for your choice.

Data could be found on the inquiry screen are:

Time Sheet status, Staff ID, Date, Day description (Sun, Sat, Mon, Tue, Wed, Thu, Fri), Day
Type (Work, Rest, Off, PH), Day Status (Work, Rest, Off, PH, Leave Code), Public Holiday
indicator (Y / N), Clock In time (hh:mm), Clock Out time (hh:mm), Present Time (hh:mm),
Actual Worked hours (hh:mm), Lateness (hh:mm), Under Time (hh:mm), OT1/2/3 (hh:mm),
OT on Public Holiday (hh:mm), OT on Rest day (hh:mm), OT on Off day (hh:mm), Shift
Allowance, Planned Shift code, Actual Shift code, Staff Department, Staff Section, Overnight
Indicator (Y / N).

After the selection criteria were input, click on the [Apply] button to confirm your choice, begin the
records searching and display onto the screen.

If there is any adjustment need to be done, activate the Time Sheet Detail Entry option for the
changes. Here is purely for viewing only.

Inquiry  Time Sheet Inquiry
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Figure 3.1-1 Time Sheet Inquiry Screen |

Figure 3.1-2 Time Sheet Inquiry Screen I

Figure 3.1-3 Time Sheet Inquiry Screen llI
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To view the shift master setup for a particular day, highlight the wanted record and click on the
[shift Master] button. The Shift Master setup screen is displayed with highlighting on the day setup
record that was chosen in the inquiry screen.

Figure 3.1-4 Shift Master Button Was Activated Screen

To view the cocking detail for a particular day, highlight the wanted record and click on the [Time
Clocking] button. The clocking pair records screen is shown.

Figure 3.1-5 Time Clocking Detail Screen

To View the Updated Time Sheet detail, highlight the wanted record and double click the mouse.
The updated time sheet screen is displayed with calculated detail.

Examples, respective overtime hours for different overtime rate, total present time for the day, late
and under time for the day, clock in and out time for the day.
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Figure 3.1-6 Updated Time Sheet Detail Screen

3.2 User Define

Here is the inquiry function that gives user free hand to:

a.) Select and decide what fields to and not to be included in the inquiry.
b.) Decide own inquiry title for easy reference.

c.) As many inquiry files as user needed.

d.) Design own inquiry format by sequencing the fields display order.

e.) Set own required inquiry condition. That is to say, define the scope of the records needed.
Example, staff ID start from PC1001 or Staff's Overtime hours more than and equal to 15
hours, Staff join with from 01/01/2003, etc.

f.) Choices to view on screen, output as hardcopy and save as CSV file and downloadable
into Excel.

g.) Duplicate from existing inquiry file and make minor modification to the new inquiry file.
That will definitely increase productivity and make job much easier.

h.) Analysis data by totaling, averaging, minimum and maximum value.
i.) At anytime delete redundant and unwanted inquiry file.

j-) Make inquiry from seven databases, there are, Employee Table, Clocking Table, Shift
Master, Shift Plan, Time Sheet, Attendance Allowance Table and Lateness Allowance
Table.

k.) Inquiry on screen and Print as hardcopy could have it own fields output within the same
inquiry file.
[.) Dimension the inquiry.

Inquiry  User Define Inquiry
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Figure 3-2.1 User Define Inquiry Screen

Buttons Functionality

To create new inquiry file.
To maintain existing query file.
To set query data criteria.
To remove redundant query file.
To view on screen.
Output to hardcopy.
Extract data out from database and convert to Text CSV file.
Download Text CSV file into database. Similar to copy function.

Exit from query option.

Query File Design Functionality

The very first task need to be done is to assign a unique query file name for each and every query
file. The query name will be shown in the Select Query box for user to choice from. Follow by

assign a report name for it. It can be the same as the Query Name. Report name is used for
printing on the report.
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Figure 3-2.2 User Define Inquiry Selection Screen  query file design screen

The File Columns Heading Functionality Provides

Old Field Name

- Used by system only.

- ltis to place user selected data fields into column under here. The display
sequence would follow user selection order. That is to say the 1* selected data
field would carry S/N 1, 2" selected data field would take S/N 2, so on and so
for.

Display Field Name

- System defaults Old Field Name into Display Field Name.

- User is given the choice to rename the description under Display Field Name
column.

Display Inquiry

- To view on screen, mark ¥ into the box

Display Report

- To print as hardcopy, mark ¥ into the box

Position

- There are three printing position you can choice from:
a.) Left Print the content start from the left.
b.) Middle Print the content at the middle.
c.) Right Print the content start from the right.

- System default Text field with Left position and Amount field with Right position.

Column

- System defaults the printing column sequence according to user selection order.
However, user is allowed to re-arrange it by specifying the column number here.

Sign

- There are two printing sign you can choice from when come to amount fields:
a.) Plus No sign will be printed.
b.) Minus a ‘- sign will be printed before the amount.

- By default, system used the input value sign.

Analysis Total

- To have a total at end of report.

Analysis Max

- To have the Maximum transaction value at the end of report.

Analysis Min

- To have the smallest transaction value at the end of report.

Analysis Average

- To have the transactions average value at the end of report.
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How to Bring up the Dialog Box?

Place the cursor anyway on the big white box and right click the mouse. The dialog box that
contents the following functions options would be displayed.

Add Property

Add new fields into the query file

Condition Set criteria to the query file. E.g. Select records value larger and equal to 2000
only.

Insert Row Insert new row in between 2 existing rows.

Delete Row Remove row from existing query file.

Up Move row up by one row.

Down Move row down by one row.

Query Save As

Copy function.

Sort

Re-arrange the column display be accessing or descending order.

Adjustment Column

Re-arrange the viewing and reporting column by input the want column number.
Highlight the column need to be re-arranged before call up the dialog box.

Select All

Auto marking the display inquiry and report columns with v

Default Column

Default column numbering to be the same as serial numbering.

Sometime, certain options were gray off. It is to highlight to user that under the current status those
options are not available. Until condition is fulfilled will than it be enabled automatically.

Alternative of adding property is to use the [Add Property] button. When the button was activated,
the Add Property dialog box will be displayed and you are now ready to select wanted fields here
follow by pressing the [OK] button to confirm your selection and system will bring the selection to

the query file.

By default the fields sequence would follow user selection order. That is to say the 1% selected
data field would carry S/N 1, 2" selected data field would take S/N 2, so on and so for. However,
user could re-arrange it using the column option by changing the column numbering order.

Figure 3-2.3 User Define Inquiry Selection Screen

Add Property dialog box
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Instead of retrieve the full database, there is time that only certain record or one particular record
that wanted. Set the criteria to meet your need by using the [Condition] function button to achieve
the goal.

Steps Of Setting Inquiry File Condition

1. Select field(s) you want to set the condition on. Fields that can be set with condition are those
fields that were added onto the query file.
2. Setup the relation. There are 8 relations available:

a.) > Greater/Larger than
b.) = Equal to

c.) <> Not Equal to

d) >= Greater and Equal to
e) < Lesser/Smaller than
f.) <= Lesser and Equal to
g) Include To include a value of
h.) Not Include To exclude a value of

3. Input the wanted value under the Value column. Example, to view asset that purchase after 3"

April of year 2002. Hence, under value column input date value of 3/4/2002 is all you need to
do.

4. To set multiple selection conditions, continue the process by adding more rows. Example,
beside view staff that belongs to the department. Also, limit to those overtime work 12 hours
and above. You need help using the Logic Sign. There are two logic sign available:

a.) AND b.)OR

To achieve the above example, you would select ‘AND’ logic sign.

Figure 3-2.4 User Define Inquiry Selection Screen  Add Condition dialog box

View Inquiry Result On Screen

After the query file design is completed, it is ready to view it. Use the Inquiry button to bring out the
inquiry screen.
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Figure 3-2.5 User Define Inquiry Selection Screen  example of Inquiry screen

You are able to bring the report design format to display on screen too by marking ¥’ besides the
‘Display Report’ label.

The bar provides the page number current at. Click on the right arrow to
move to the next page, left arrow to move to the previous page, first right arrow to the last page
and first left arrow to the beginning page. Page number would automatically update to the page
currently places on.

To view the analysis result, click on the [Analysis] button and the screen similar as below would be
displayed.

Figure 3-2.6 User Define Inquiry Selection Screen  Example of analysis inquiry screen
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Output/Save Inquiry Result to CSV File

You may save the inquiry file into CSV text file, which is downloadable to Excel by using the ‘Save
As File * function button. User would decide where to save it and file name for it.

Figure 3-2.7 User Define Inquiry Selection Screen  Example of save to file screen

Output Inquiry Result to Report

You can choose to print out as hardcopy by using the Print button. The report printing setup screen
similar to the one below would be displayed. There are 3 setup tags available for user to do

personal report design before printing.

Figure 3-2.8 User Define Inquiry Selection Screen  Printing setup screen 1

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 73 of 129

Version 3.00



Time Management Manual

Figure 3-2.9 User Define Inquiry Selection Screen  Printing setup screen 2

Figure 3-2.10 User Define Inquiry Selection Screen  Printing setup screen 3
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Figure 3-2.11 User Define Inquiry Selection Screen  Example of report print
Export and Import Inquiry File Definition

You may export the inquiry file definition and import into:
a.) Same database serves as copy functionality and do minor adjustment to make creation of
new inquiry task easy and faster.
b.) Different set of E8 Payroll database, e.g. multiple subsidiary/branches database having
the same inquiry file definition.

Export and Import screen look similar to the screen display below. System default the inquiry title

as the export text file name. However, user can change it. User would make the decision where to
save it for easy locating.

Figure 3-2.12 User Define Inquiry Selection Screen  Export & Import Screen
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Dimension Reporting Functionality

Figure 3-2.13 User Define Inquiry Selection Screen  Dimension Reporting definitions Screen

Besides listing reporting, E8 support dimension reporting as well. Activate the dimension report
functionality by Marking ¥ besides the wording ‘Dimension’ field. Once it is marked, the
[Dimension] button is showed.

Click on the Dimension button and the definition screen is displayed for user to input the criteria.
One of the characteristics of dimension reporting is it divides the report presentation into user
define rows and columns.

Steps Of Setup The Report Definition

1. Setup the row and column name.
2. Setup the row definition detail by adding property. Press the cursor under heading Old Field
name, right click mouse to bring up the dialog box or click the [Add Property] button.
3. Input the value range for each row. There are 2 methods of input the value.
a.) Manually input the value using keyboard entry
b.) Press the cursor under the value heading and right click the mouse to bring up the
dialog box. Select the ‘Quick Search’ option and the selection screen shown below
displayed. Pick your choice from the list.
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Figure 3-2.14 User Define Inquiry Selection Screen

Quick Search Screen

Notes that there is two value fields in one row. The 1st value column refers to the beginning of the

range value and the 2" value column is the end of the range value.

4. Setup the relation for the range. There are 7 relations available

a.) > Greater/Larger than
b.) = Equal to

c.) <> Not Equal to

d) >= Greater and Equal to
e) < Lesser/Smaller than
f.) <= Lesser and Equal to
g) Include To include value of

5. By default, system would place the Old Field Name value into the Display Field Name column.

User should change it to reflect the true description of the row.

6. To repeat same definition of row, place cursor under Old Field Name follow by right click
mouse to bring up the dialog box. Select item ‘Copy A Row’ a new row carry the same
definition is created. Change of value for the newly created row is all user need to do.
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Figure 3-2.15 User Define Inquiry Selection Screen  Dialog box for vary functions.

7. After setting up the row definition, process on to setup the column definition. The procedure is

the same as setting the row.

lllustration with Example

1.
2.
3.

4,

Row by department

Column by Lateness count in minutes Group

Analysis 5 departments. The four departments are: Finance, Administration, Production,
Support and Development.

Analysis lateness range by 1 to 60 minutes, 61 to 120 minutes and 121 minutes and above.

The report definition setup and the result produced is as follows:

Figure 3-2.16 User Define Inquiry Selection Screen  Dimension Inquiry File Definition
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Figure 3-2.17 User Define Inquiry Selection Screen  Dimension Inquiry Result

Figure 3-2.18 User Define Inquiry Selection Screen  Dimension Report Result
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Chapter 4

Time Management Reports
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4.0 Time Management Reports

E8 TMS module provides with vary report format in layout and content to meet user requirement.
This section will guide you through what reports are available for your usage.

You can preview report on screen before printing out. Sample reports are attached for your
references.

There are two header remarks description lines which allow user to input important notes for
printing on the report header. There is a footer remark provided for user to input the useful
message. For example to ensure a complete report list, you may input a short message of, ‘end of
report’ as an indicator.

It is a simple task of switching printer with the printer setup function available.
You will notice some selection options were being gray off. It is an indication that those functions

are not available in your version. Most likely, those functions are providing additional information
for viewing only.
These features are consistently available and standardize on all E8 reports function.

There are three major reports category in here:

i.) Master Reports (e.g. employee master, shift master, time sheet plan master)
ii.) Daily Time Sheet Reports
ii.) Monthly Time Sheet Reports

Reports Menu Tab

4.1 Report Print

In here, it consists of three major report categories selections. That is, Daily, Monthly and Main
Reports.

Under each main category there are vary reports options provided for user choices to meet the
daily operation requirement as well as monthly payroll payment data.

Report must be printed only after the time clock data had gone through Time Sheet Processing.

Reports  Report Print
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Figure 4.1-1 Report Print Selection Screen |

Daily Report options:

The report shows daily clocking status in detail by per employee basis. Specify the range of
employee ID with the clocking date (Work Date), follows by click on the [Print] button to begin the
reporting.
The report comes with the following details:
Employee ID & Name, shift Code, Clock In /Out Time, Present in office time, Actual worked
time, Lateness, OT1/2/3, OT on Public Holiday, OT on Rest Day, OT on Off Day, Shift
Allowance and Work Status.

Grand total is provided at the end of the report to show the total hours spent and shift allowance
given for the day.

Report  Daily Report  Daily Time Clock Report By Employee ID

Figure 4.1-2a Daily Time Clock Report By Employee ID Selection Screen
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Figure 4.1-2b Daily Time Clock Report By Employee ID Sample Report

The report functionality is similar to the one above (a.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range

ii.) Staff ID Range

iii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section with a subtotal per department. It comes with the total records count per department
too.

Report  Daily Report  Daily Time Clock Report By Department/Employee 1D

Figure 4.1-3a Daily Time Clock Report By Department/Employee ID Selection Screen
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Figure 4.1-3b Daily Time Clock Report By Department/Employee ID Sample Report

The report print with staff records were having work overtime for the selected day. Specify the
range of employee ID with the clocking date (Work Date), follows by click on the [Print] button to
begin the reporting.

The report comes with the following details:

Staff ID & Name, Shift Code, Clock In & Out Time, Present in office time, Actual worked
time, Lateness, OT1/2/3, OT on Public Holiday, OT on Rest Day, OT on Off Day and Work
Status.

Grand total is provided at the end of the report to show the total hours spent for the day.

Report  Daily Report  Daily Over Time

Figure 4.1-4a Daily Over Time Selection Screen
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Figure 4.1-4b Daily Over Time Sample Report

The report functionality is similar to the one above (c.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range
i.)  Staff ID Range
iii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section with a subtotal per department. It comes with the total records count per department
too.

Report  Daily Report  Daily Over Time By Department

Figure 4.1-5a Daily Over Time By Department Selection Screen
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Figure 4.1-5b Daily Over Time By Department Sample Report

The report prints with staff records that were late from work for the selected day. Specify the range
of employee ID with the clocking date (Work Date), follows by click on the [Print] button to begin
the reporting.

The report comes with the following details:
Staff ID & Name, Shift Code, Shift Clock In Time, Actual Clock In Time, Late Time (hh:mm),
Staff Department and Staff Section.

Grand total records count is provided at the end of the report for quick check on the number of
lateness happened on the day.

Report  Daily Report  Daily Lateness
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Figure 4.1-6a Daily Lateness Selection Screen

Figure 4.1-6b Daily Lateness Sample Report

The report functionality is similar to the one above (e.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range
i.)  Staff ID Range
iii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section. It comes with the total records count per department too.

Report  Daily Report  Daily Lateness By Department
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Figure 4.1-7a Daily Lateness By Department Selection Screen

Figure 4.1-7b Daily Lateness By Department Sample Report

The reports print with staff records that were absent from work for the selected day. Specify the
range of employee ID with the clocking date (Work Date), follows by click on the [Print] button to
begin the reporting.

The report comes with the following details:
Staff ID & Name, Shift Code, Staff Department, Staff Section and Work Status.

Record with status ‘AWOL’ will print listed. To include employee having No Pay Leave into the
report, remember to place the tick onto the ‘Include NPL’ option.
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Grand total records count is provided at the end of the report for quick check on the number of
absenteeism happened on the day.

Report  Daily Report  Daily Absent

Figure 4.1-8a Daily Absent Selection Screen

Figure 4.1-8b Daily Absent Sample report

The report functionality is similar to the one above (g.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range

ii.) Staff ID Range

iii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section. It comes with the total records count per department too.
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Report  Daily Report  Daily Absent By Department

Figure 4.1-9a Daily Absent By Department Selection Screen

Figure 4.1-9b Daily Absent By Department Sample Report

#

The report print with staff having time clocking errors records for the selected day. Specify the
range of employee ID with the clocking date (Work Date), follows by click on the [Print] button to
begin the reporting.

Errors could be:
i.) Invalid Clock In Time.
ii.) Clock Out Time exceeded cut off time.
iii.) Missing clocking pair.
iv.) Exceeded the required number of clocking per day.
v.) Clock Out Time exceeded mid-night whereby staff not belong to overnight shift category.

The report comes with the following details:
Staff ID & Name, Shift Code, Clocking In & Out Time and Work Status.
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Grand total records count is provided at the end of the report for quick check on the number of
absenteeism happened on the day.

Report  Daily Report  Daily Error

Figure 4.1-10a Daily Error Selection Screen

Figure 4.1-10b Daily Error Sample Report

The report functionality is similar to the one above (j.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range
ii.) Staff ID Range
iii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section. It comes with the total records count per department too.

Report  Daily Report  Daily Error By Department
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Figure 4.1-11a Daily Errors By Department Selection Screen

Figure 4.1-11b Daily Errors By Department Sample Report

$

The report print with staff records leave office earlier than the official work hours for the selected
day. Specify the range of employee ID with the clocking date (Work Date), follows by click on the
[Print] button to begin the reporting.

The report comes with the following details:
Staff ID & Name, Shift Code, Clock In & Out Time, Present in office time, Actual worked
time, Under Time, OT1/2/3, OT on Public Holiday, OT on Rest Day, OT on Off Day and
Work Status.

Grand total is provided at the end of the report to show the total hours spent and hours under time
for the day.

Report  Daily Report  Daily Under Time
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Figure 4.1-12a Daily Under Time Selection Screen

Figure 4.1-12b Daily Under Time Sample Report

$

The report functionality is similar to the one above (I.). The only difference between the two is
instead of only select by Staff ID, user is given the choice of selecting by Staff Department range.

With these selection fields available, user can combine the selection condition to narrow down the
records scope. The possible join selection options are:

i.) Department Range
ii.) Staff ID Range
ii.) Department + Staff ID Range

Department with empty Staff ID range selection, all staffs belong to the specify department range
is included in the selected scope for the workday and vice versa.

The report presentation goes by grouping all staff records belong to the same department onto the
same section with the subtotal of hours spent and hours under time for the department. It comes
with the total records count per department too.

Report  Daily Report  Daily Under Time By Department
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Figure 4.1-13a Daily Under Time By Department Selection Screen

Figure 4.1-13b Daily Under Time By Department Sample Report

Monthly Report options:

Report options functionality here is very much similar to the Daily Report options. The only
differences between the two is, Daily Report options only print one day per report and Monthly
Reports come with the flexible date range selection option. Reports content could be in monthly,
fortnightly or any number of days within the payroll cycle.

The detail functionality operation procedure and explanation, you may refer to ‘Daily Report
Options’ under section 4.1.

Below are the selection screens and sample report for quick references.
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Figure 4.1-14 Report Print Selection Screen Il

% 1]

Report  Monthly Report  Monthly Time Clock Report By Employee ID

Figure 4.1-15a Monthly Time Clock Report By Employee ID Selection Screen
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Figure 4.1-15b Monthly Time Clock Report By Employee ID Sample Report

% 1]

Report  Monthly Report  Monthly Time Clock Report By Department/Employee 1D

Figure 4.1-16a Monthly Time Clock Report By Department/Employee ID Selection Screen
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Figure 4.1-16b Monthly Time Clock Report By Department/Employee ID Sample Report

% 1]

Report  Monthly Report ~ Monthly Over Time

Figure 4.1-17a Monthly Over Time Report Selection Screen
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Figure 4.1-17b Monthly Over Time Sample Report

% 1]

Report  Monthly Report  Monthly Over Time By Department

Figure 4.1-18a Monthly Over Time Report By Department Selection Screen
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Figure 4.1-18b Monthly Over Time Report By Department Sample Report
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Report  Monthly Report  Monthly Lateness

Figure 4.1-19a Monthly Lateness Report Selection Screen
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Figure 4.1-19b Monthly Lateness Sample Report
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Report  Monthly Report  Monthly Lateness By Department

Figure 4.1-20a Monthly Lateness Report By Department Selection Screen
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Figure 4.1-20b Monthly Lateness By Department Sample Report

% "ol

Report  Monthly Report  Monthly Absent

Figure 4.1-21a Monthly Absent Report Selection Screen
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Figure 4.1-21b Monthly Absent Sample Report

Report  Monthly Report  Monthly Absent By Department

Figure 4.1-22a Monthly Absent Report By Department Selection Screen
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Figure 4.1-22b Monthly Absent By Department Sample Report
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Report  Monthly Report  Monthly Error

Figure 4.1-23a Monthly Error Report Selection Screen
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Figure 4.1-23b Monthly Error Sample Report
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Report  Monthly Report  Monthly Error By Department

Figure 4.1-24a Monthly Error Report By Department Selection Screen

Figure 4.1-24b Monthly Error By Department Sample Report
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Report  Monthly Report  Monthly Under Time

Figure 4.1-25a Monthly Under Time Report Selection Screen

Figure 4.1-25b Monthly Under Time Sample Report
% " $

Report  Monthly Report  Monthly Under Time By Department

Figure 4.1-26a Monthly Under Time Report By Department Selection Screen
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Figure 4.1-26b Monthly Under Time By Department Sample Report
m)% " & &

Report  Monthly Report ~ Monthly Leave-In-Lieu

Figure 4.1-27a Monthly Leave-In-Lieu Report
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Figure 4.1-27b Monthly Leave-In-Lieu Sample Report
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Report  Monthly Report  Monthly Leave-In-Lieu by Department

Figure 4.1-28a Monthly Leave-In-Lieu by Department

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 107 of 129
Version 3.00



Time Management Manual

Figure 4.1-28a Monthly Leave-In-Lieu by Department Sample Report

The report should be printed after the ‘Payroll Calculation’ option was run. After the payroll calculation the payroll data
would than be available for report printing. Data like OT hours, Shift allowance, Attendance allowance, Absent hours,
Lateness hours, Actual working hours and number of days worked for the pay period.

Print before it you would likely to get an empty data report, i.e. all print with zero amount.

Report  Monthly Report  Time Sheet Interface to Payroll

Figure 4.1-29a Time Sheet Interface to Payroll Selection Screen
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Figure 4.1-29b Time Sheet Interface to Payroll Sample Report

The report should be printed after the ‘Payroll Calculation’ option was run. After the payroll calculation the payroll data
would than be available for report printing. Data like OT hours, Shift allowance, Attendance allowance, Absent hours,
Lateness hours, Actual working hours and number of days worked for the pay period.

Print before it you would likely to get an empty data report, i.e. all print with zero amount.

Report  Monthly Report  Time Sheet Interface to Payroll by Department

Figure 4.1-30a Time Sheet Interface to Payroll by Department Selection Screen

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 109 of 129
Version 3.00



Time Management Manual

Figure 4.1-30b Time Sheet Interface to Payroll by Department Sample Report

Main Report Options:

Here are the report options for master tables setup printing. To ease the checking task and gets a
master copy.

Figure 4.1-27 Report Print Selection Screen Ill
%

Here is the report that prints the Time Management Staff master records in full details.

Direct keyboard input or use the search function key to locate the staff records. There are
about four staff records per page and it contents with details of,

Static Data:
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Staff ID & Name, Staff Department & Section, Date Joined & Resigned, Employee Status,
Staff Type, Pay Rate, Report To, Shift Plan, Temporary Card Number, Full Time Employee
Indicator, Eligible to OT Claim Indicator, Entitle to Shift Allowance Indicator, Shift Allowance

Type Code, Work Days Per Month and Work Hours Per Day.

Dynamic Data (changes every month base on the daily time sheet data):
Absent Days, Lateness Hours, Shift Allowance, Attendance Allowance, OT hours for rate
1/2/3, Over Time hours on Public Holiday and Over Time hours on Rest/Off Day.

Report  Main Report  Employee Master Report

Figure 4.1-28a Employee Master Report Selection Screen
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Figure 4.1-28b Employee Master Sample Report
( n %
Here is the report that prints the shift master setup in full detail.

Direct keyboard input or use the search function key to locate the shift records. It contents
with details of,
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Shift Code & Description, Shift Allowance types 1/2/3/4 rates per day, Meal Break Minutes,
Shift Allowance Cutoff Minutes, Public Holiday Start Time, Office Shift Indicator, # of Day
(Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday), Day Type (Work, Rest,
Off), Clock In/Out Time, Meal In/Out Time, Clocking number per day, OT1 Start/Cut Off Time,
OT2 Start/Cut Off Time, OT3 Cut Off Time, Shift Type, Work Hours per day and Overnight
Shift Indicator.

Report  Main Report  Shift Master Report

Figure 4.1-29a Shift Master Report Selection Screen

Figure 4.1-29b Shift Master Sample Report
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" )
Here is the report that prints the shift plan schedule setup in full detail.

Direct keyboard input or use the search function key to locate the shift plan records. It
contents with details of,

Shift Plan Code & Description, Number of weeks per shift plan and Shift Code attached per
week.

Report  Main Report  Shift Plan Report

Figure 4.1-30a Shift Plan Report Selection Screen

Figure 4.1-30b Shift Plan Sample Report
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( n
Here is the report that prints the weekly time sheet setup in full detail.

Report groups all staffs belong to the same supervisor (Report To) into same section to ease the
time sheet distribution task to the respective supervisors. With the report available it helps
supervisor to monitor his subordinates movement and operations administration.

Direct keyboard input or use the search function key to locate the Report To and Staff ID
records. It contents with details of,

Report To (supervisor) ID & Name, Staff ID (subordinate) & Name, Date & Day Description
(Mon, Tue, Wed, Thu, Fri, Sat, Sun), Day Type (Work, Rest, Off), Public Holiday Indicator,

Planned Shift Code, Actual Shift Code, Clock In/Out Time, Approved OT hours, Overnight

Indicator and Cut Off Time.

A total number of days work per staff is printed at the end of each staff time sheet record for easy
and quick references. In most cases, all staff attendance of days is the same. However, it can
happen to newly join staff, that start work from non 1* day of the shift or staff resign before the end
of the payroll cycle.

Report  Main Report  Time Sheet Report

Figure 4.1-31a Time Sheet Report Selection Screen
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Figure 4.1-31b Time Sheet Sample Report

4.2 List of Lateness

Here is the report that prints the daily staff clock in late from work records in detail. The report must
be printed after time sheet process stage 1 is done.

It serves as a daily attendance check lists for supervisor to take necessary action timely.

Direct keyboard input or use the date search function key to locate the date records. It
contents with details of,

Date, Staff ID & Name, Shift Code, Official Clock In Time, Actual Clock In Time, Late Time
(hh:mm), Staff Department and Section.

Report  List of Lateness
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Figure 4.2a List of Lateness Selection Screen

Figure 4.2b List of Lateness Sample Report

4.3 List of Lateness by Department

Here is the report that prints the daily staff clock in late from work records in detail. The report must
be printed after time sheet process stage 1 is done.

The functionality is very similar to option 4.2. The only different between the two is instead of only
select by Work Date range, user is given the choice of selecting by Staff Department range.
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The report presentation goes by grouping all staff records belong to the same department onto the
same section with the subtotal of head count per day for each staff. It comes with the total records
count per department too.

Report  List of Lateness by Department

Figure 4.3a List of Lateness By Department Selection Screen

Figure 4.3b List of Lateness By Department Sample Report
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Chapter 5

Time Management
Month End / Year End Processing
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5.0 Time Management Processing

There are three major operational functionalities provided here.
a.) To calculate time sheet data and interface to payroll module.
b.) To close for the month and process on to the next month.
c.) To close for the year and process on to the next year.

User is advised to do proper data backup before process on.

Processing Menu
5.1 Payroll Integration

Before close up for the month, remember to run the function here to interface the time sheet
computed data to payroll module, in order for payroll user to calculate staff salaries according to
data provided.

Time sheet computed data may only make up part of the payroll need data, but nevertheless, it still
safe up a large portion of payroll user time from manual data input.

There are two steps needed to go through to complete the interfacing.
a.) Payroll Calculation
b.) Data Posting

Payroll Integration Menu

5.1.1 Payroll Calculation

Activate the option for system to accumulate and calculate the payroll data and update it to staff
master records.

You notice that there are two calculation options in here, OT and Other Calculation. Overtime
calculation date range could be different from other allowances. Example, Payroll month on August
2003, overtime payment date range could cover from 15 July 2003 to 14 August 2003.

Most of the company practices doing this method in the olden days due to longer period of time
needed for manual calculation. However, now with computerization system the overtime
calculation become an easy task and can be paid together with the rest of allowances on the same
period.

Nevertheless, with the flexibility functionality provided, user is given the choice to continue with
their current operation practices.

Other calculation refers to shift allowances, attendance allowances, Days Absent, Lateness and
Actual Work Days for the pay period.
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After the process, Time Sheet Interface to Payroll report is ready for your access. It comes with
two ordering format, by Staff ID and by Department/Staff ID sequence. You may locate the report
under Report Menu  Monthly Report section.

Processing  Payroll Integration  Payroll Calculation

Figure 5.1.1 Payroll Calculation Screen
5.1.2 Data Posting

After the payroll data were gather it is ready to interface it to E8 Payroll module directly. However,
if you do not implement E8 Payroll module, you may export it as a Text file for your own usage.

There are two posting methods
i.) Direct —interface to E8 Payroll Module directly
ii.) Indirect — output as a text file

For indirect interfacing method, assign a file name for the text file, use browser to search for the
path and input with a file name to it. Text file can be re-generated before month end processing.

For direct interfacing method, it is allowed to interface multiple time within a payroll cycle too. It is
overwriting affect to payroll transactions. It provides the flexibility for user to do last minutes time
sheet changes and re-interface.

Allowances and deductions were created as pay items in payroll transaction file.

Allowances reference to: Shift and Attendance allowances
Deductions reference to: Absent and Lateness

There is this date range selection option provided on the screen for user to decide which payroll
period to take in these allowances and deductions captured by Time Management module.

[llustration with Example,
- Payroll and Time Management current period is August 2003.
- Pay period date range 1/8/2003 to 31/8/2003

- Time sheet August data content with overtime and other allowances & deductions
(shift/attendance allowances and absent/lateness)
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Choices of taking in the other allowances and deductions into payroll payment cycle:

i.) Pay other allowances and deductions together with overtime pay on August 2003 payroll
cycle.

ii.) Pay other allowances and deductions separate from overtime pay on future payroll cycle.
It could be paid in the month of September 2003, October 2003 or others future months. It
depends on the date range specify here.

Please note that the date range changed here will not affect the value computed in Payroll
Calculation function. It is used to decide which payroll period does it need to be paid.

Processing  Payroll Integration  Data Posting

Figure 5.1.2-1 Data Posting Selection Screen

Below is the example of the payroll interface text file format created by using Indirect interfacing
method. In the screen below, it contents two staffs’ time sheet payroll data.

There is a heading to highlight which payroll period the text file belongs to and following by each
individual staff time sheet payroll details. The detail sequence reads:

Staff ID & Name

Overtime ratel hours

Overtime rate 2 hours

Overtime rate 3 hours

Overtime on Public Holiday hours
Overtime on Off Day hours
Overtime on Rest Day hours
Absent Days

Lateness hours

Shift Allowance amount
Attendance Allowance amount

A blank line before 2™ records detail write in
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Figure 5.1.2-2 Example of Text File Layout

5.2

Month End

Each pay period has a beginning and an ending. It is a good practice to maintain consistent
opening and ending at fixed dates for every pay period.

The month-end processing begins with the user checking that all the various reports, as
determined by company policy or related department standing instruction, had been printed, text
file generated or data interfaces was done.

The month-end processing has the following functions:

1. Check for expire date staff holding temporary clocking card. Staff whose temporary clocking
card was expired, system does automatic update by removing the temporary card number
from the staff master record and temporary card master table.

2. Update staff status. For newly join staff from ‘C’-new to ‘A’-current, For resigning staff from
‘B’-leaving to ‘X'- resigned.

3. Increment current period by one and update system date to the 1% date of next month.

4. Clear staff master records computed data fields. Those are, OT1/2/3 rate hours, OT on rest
day, OT on Off day, OT on Public Holiday, Worked day of the month, Absent day, Lateness
hours, Shift Allowance and Attendance Allowance.

5. Check for Leave-In-Lieu. It is caters for staff belongs to office and non-office shift employee
whose,

i.) Rest and Off day may not fall into Saturday and Sunday but was a public holiday.
ii.) Shift works day but was a public holiday.
iii.) Request to work on public holiday.
He is entitled for extra one day off. This rule is true for all cases regardless he worked or did
not work on the rest or off day.
System will automatically create the leave record into E8 Leave Management module under
the leave code ‘Leave-In-Lieu’ that was setup in the parameter file.
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Month end processing is the only chance to remove resigned staff from the database. Staff record
get removed from here is not affecting the Leave Management, Payroll or Human Resources
Management database. There are independent from each other.

To remove resigned staff, mark ¥ besides the ‘Delete Resigned Staff’ statement.

Month end processing does not delete time sheet transactions. Thus, user is able to get time sheet
transactions from previous months.

Before perform month end closing, user is reminded to print the leave-in-lieu report as a reference
or pass it to Leave module’s user to keep him inform staffs whose leave records had been
automatically credited with the number of days leave-in-lieu entitlement.

Processing  Month End

Figure 5.2 Month End Processing Screen

To begin the month end processing, click on the [OK] button. A message box is prompted, similar
to the one shows below, for user to reconfirm.

Choose [Cancel] to abort or [OK] to continue. After the month end processing is completed,
message box is prompted, similar to the one shows below, to highlight user that the processing is
successfully ended. Click the [OK] button to exit from the option.
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When period 12 month end was performed and at the end of it, system will prompt with a message
box, similar to the one shows below, to remind user proceeds on to run Year End closing.

If tried to activate the month end run again without closing for the year at the last period of the year
after month end was closed for it, system will keep on reminding user with the same message.

5.3 Year End

The Year End Processing will close the current year and prepare the system for the new financial
year. The year-end processing is triggered when the last financial period of the year has
completed i.e. the Month-End Processing for the last financial period had been performed and user
will be prompted immediately to perform the Year-End-Processing.

The Year End function will update Parameter file current period set to first period. Example, before
year-end was 2002-12, after year-end will become 2003-01.

Please remember to setup the calendar for the New Year after Year End Processing is done.

Processing  Year End

Figure 5.3 Year End Processing Screen

After Year End Processing is completed, message box prompted, similar to the screen shows
below, to highlight user that the processing is successfully ended. Click the [OK] button to exit from
the option.

If Year End Processing was accidentally activated, system is intelligent enough to highlight with
the message box prompt, similar to the screen shows below, and stop any further processing.
Click the [OK] button to exit and terminate the processing.
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New Year Accounting period must be generated before Year End Processing can be performed.
System does checking to ensure the account period was present before process on. If the require
New Year Accounting periods wasn’t found, system highlight with the message box, similar to the
screen shows below, remind user to create it. Click on the [OK] button to exit.

The Account Period can be generated using the System Maintenance module or General Ledger
module. Request the system administrator or the person in charge to generate it.
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Chapter of

Time Management Appendix

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 127 of 129
Version 3.00



Time Management Manual

A. MONTHLY AND YEARLY ROUTINE CHECKLIST FOR E8 Time
Management System

This section lists out the checklist before the End of the Accounting Period of the Year

1. Perform whatever daily routine necessary. Make sure all postings are completed for the
monthly period before continuing the Month End routine

2. Print all the monthly reports needed. Examples are:
o] Monthly Time Clock Report

Monthly Over Time Report

Monthly Lateness Report

Monthly Absent Report

Monthly Under Time Report

O O O o

3. Perform monthly backup of all data files and do not overwrite these monthly backup till 2-3
months later.

4. Perform Month End Processing
If the current period is 12, system will do a Year End processing.
If Time Management Module is interfacing with Human Resources Management, Leave
Management and/Or Payroll module, Human Resources Management Module should be the
last module to perform the Month End processing.

B. BACKUP PROCEDURES FOR E8

With the amount of information that is available to you in a typical office system, therein comes a
certain level of responsibility — a responsibility often ignored until it is too late. It is a typical case of
“CRYING OVER SPLIT MILK”. Everyone relying on personal computers for information must take
precautions to ensure that data is not lost

Losing information due to hardware or power failure, or though operator error, can be costly and in
some cases devastating, the time and effort required to retrieve lost information can translate into
a substantial amount of wasted money and opportunity cost

Co

To protect your data, it is important that the person responsible for backing up your system
understands the rudimentary elements of the computer and the backup process. If you are not this
individual, you must make sure the person who in responsible has this knowledge

The implementation of a plan to recover from this “DISASTER WAITING TO HAPPEN" should,
therefore, be an essential regulation for anyone interested in his/her investment on information and
productivity

Following faithfully to the Backup plan is to ensure a GOOD insurance of your database against
data loss
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If you ask yourself this question, “How much time, effort and money will be lost if | were to lose any
data?” you would then be able to work out how often you may need to backup your data as well as
how many sets of data need to be kept before recycling them

For any system, we would recommend the “grandfather, father and son” generation of data
backup. The minimum set of backup data set is 3 set such that you would always have the next
older version if the current backup version were unusable. For the monthly backup before the End
of Month processing, you should backup into a monthly set for safekeeping, preferably in another
site

The folder being used in this system is named as SYSTEM file
For WINDOW based system, you could use My Computer or Window Explorer to backup the
folder. You could rename the folder for the backup procedure.

In My Computer or Windows Explorer, find the file or folder you want to drag.
Make sure the place you want to drag the file or folder to is visible.

Drag the file or folder to the destination.

Rename the folder as backup

PONE

If you right-click to drag, a menu appears with the available options.

If you drag a file or a folder to a location on the same disk, it will be moved. If you drag it to
another disk, it will be copied

You can create a copy of a file and move it at the same time by pressing CTRL while you drag
the file to a new location.

Please refer to your window user guide for more information on how to copy the folder.
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