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« Total — Displays total hours for Work, Overtime, Diff. OT and Short Hours at the bottom of the screen.

« Original Clocking — Displays original clocking data as downloaded from device in the event that
employee’s attendance records have previously been edited. This is also a good filter to use if you have
rounding rules set on your clocking schedule. If you have rounding rules set, you can use “Original
Clocking” to see the actual time the employee punched in.

Filters

Select the following options to filter from all the employees and focus on specific data you want to view:
« Late-In - Displays late clock in data of all employees.

« Early-Out - Displays data records of all employees who left earlier than the predefined Out time.

» Extended Break - Displays data records of all employees who exceeded his/her predefined Break-
Resume time.

» Absent - Displays data records of employees who has not clocked in for the day.

* Overtime - Displays overtime data records of employees. If an employee has not worked overtime, they
will not show in Attendance Sheet.

» On Leave - Displays only the attendance data of employees who are on leave.

» Miss Punch - Displays attendance data of employees that have missed a punch for the date that you
are viewing. If an employee missed a punch, it will only show you the punch the employee has made so
far. If there are no employees who missed a punch, you will not see any data on the Attendance Sheet.
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« Diff. OT — Displays attendance data of employees who have Diff. OT (Differential Over Time) in the attendance
sheet. The Diff. OT column is only displayed if you have enabled Diff. OT setting in your Clocking Schedule. Diff.
OT is a secondary overtime that is defined by the company for different pay rate purposes.
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* NOTE: You must generate attendance data after making changes to the clocking schedule or group duty roster.

Changes will only take effect after this process.
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REPORT OPTION
In some of the Attendance Listings and Reports, there are several options you can select and to change what is viewed in the

report:
+ Show zero hour - Tick to display all rest/off days, holidays, absences or leaves in the report.
+ Work/OT Total - Tick to hide work, overtime, Diff. OT and Short hours

- Original Clocking - Tick to display original clocking data as downloaded from device if employee’s attendance records have previously

been edited or you have configured rounding rules.
- Leave in hours - Tick to display leave in Hours instead of Days.
« Remark - Tick to display remarks added to explain employee’s clocking activities.

- Clocking Count - Tick to display number of times clocking was performed by employee. If unticked, only a check mark is displayed to

indicate employee has performed at least one clocking and was therefore present.
« In/Out Clocking - Tick to display the Clock In and Out records.
- Rate/Hr - Tick to display pay rates (per hour) as configured for employee wages and/or job costing purposes.

- Job Cost - Tick to display wages computed based on pay rates configured for the different jobs using Job costing feature.

» Work done in days - Tick to display work done in Days instead of Hours.
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