
l  ELECTRONIC TIME CARD

Copyright 2016 Timetec Computing Sdn. Bhd. All rights reserved.          l           Updated 01-08-2016

This is the general attendance record of employee comprising of his/her detailed clocking activities in a 
month including calculated work time, overtime and work hour shortage. The report also includes sum-
mary of attendance, tardiness and leave taken.



l  DAILY ATTENDANCE LISTING

Copyright 2016 Timetec Computing Sdn. Bhd. All rights reserved.          l           Updated 01-08-2016

Daily Attendance Listing is the listing of staff attendance based on selected dates.



l  WEEKLY ATTENDANCE LISTING
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This report generates an employee’s weekly attendance  data into one page complete with attendance 
summary presented at the bottom of the report.



l  ATTENDANCE SHEET

Copyright 2016 Timetec Computing Sdn. Bhd. All rights reserved.          l           Updated 01-08-2016

This report is a comprehensive report detailing activities of all employees in a month including their 
leaves, absents, tardiness. The report also provides the option to show first IN time and the last OUT time 
of every employee.



l  JOB COST ANALYSIS
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This report is exclusively designed for the Job Cost Option in flexi schedule. It displays users’ multiple 
break times and the work codes for that particular break times.



l  DETAILED EMPLOYEE TIME CARD
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This report is exclusively designed for the Job Cost in flexi schedule. It displays users’ multiple break times 
and the work codes for that particular break times.  The difference between Job Cost Analysis is, this 
report summarizes attendance details.



l  CORRECTION REPORT
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This report shows employees that have irregular clocking activities for example extended break time, 
early out, clocks in late, etc. The Administrator can choose to amend these irregular clocking activities to 
match the activities of the affected employees if necessary.



l  TARDINESS REPORT

Copyright 2016 Timetec Computing Sdn. Bhd. All rights reserved.          l           Updated 01-08-2016

This report shows employees with tardiness for example, clocks in late, clocks out early, takes longer 
breaks and etc. The tardiness is displayed in red along with the total work shortage in minutes.



l  ON LEAVE LISTING
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This report shows the list of employees who have taken leave and the particulars of their leaves for refer-
ences.



l  OVERTIME APPROVAL WORKSHEET
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This is an overtime worksheet report showing the list of employees who are taking overtime and the 
amount of hours that he/she is entitled for. This report is important for the management to check the 
details of the overtime taken before approving the claims.



l  ATTENDANCE SUMMARY
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This report details out the work rate, tardiness, total work time, OT and work hour shortage time for work-
days/rest day and off day for each employee. Analysis of each employee’s working performance could be 
viewed using this report.



l  ATTENDANCE ANALYSIS
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Almost similar to attendance summary, this report comes without details of work rate, work time, OT and 
work shortage time. This report summarized the frequency of staff’s tardiness.



l  DAY BY DAY ANALYSIS
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This report details the daily work rate, tardiness, total work time, OT and work hour shortage for work-
days/rest day and off day for each employee.



l  MONTH BY MONTH ANALYSIS
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This report details the monthly work rate, tardiness, total work time, OT and work hour shortage for work-
days/rest day and off day for each employee.



l  GROSS WAGES REPORT
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This report is useful for companies that pay their employees by hour. The report shows total work time 
and OT for different day types with different pay rates for wage calculation.



l  USER MOVEMENT ANALYSIS
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This report lists the details of attendance by User ID.



l  DEVICE ACTIVITY
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This report details the transaction records of users by terminal ID.



l  TRANSACTION LISTING
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This report records all transaction data downloaded from every terminal.



l  CLOCKING SCHEDULE
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l  CLOCKING SCHEDULE
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This is a checklist showing detailed settings of the clocking schedule.



l  DUTY CALENDAR
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This is an annual working calendar checklist of a particular work group.



l  WEEKLY STAFF DUTY ROSTER
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This is a weekly working calendar checklist of a particular work group.
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l  MONTHLY STAFF DUTY ROSTER
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This is a monthly working calendar checklist of a particular work group.



l  USER LISTING
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A list of all or selected employees’ names.
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l  DEPARTMENT LISTING
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A list of all department names.



l  DEVICE LISTING
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This report records all transaction data downloaded from every device.
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l  HOLIDAY LISTING
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This is a list of holidays created at the Holiday Settings as well as the Holiday Timezone assigned to it.



l  REMARK LISTING
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A list of all work codes and their names.
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l  AUDIT TRAIL
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This report shows all configurations and edits to the software and the persons who did them.



l  ERROR LOG
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This report shows all errors that occurred in the software.


