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l  ELECTRONIC TIME CARD

Administrator excuses the tardiness Name of company, Name of report, Name of employee

Date and ti me the report was printed

Page number of the 
report

Department the
employee belongs to

Total OT hours in 
a day/shift 

Total short hours in 
a day/shift 

Total work hours in 
a day/shift 

Total short hour 
from Workday

Total work hours 
in a day/shift 

User ID

Total overti me hour 
from Workday

Total work hour 
from Workday

Total present days 
from Workday

Total days from 
Workday

This is the most general att endance record of employee comprises of detailed clocking acti viti es of an employee in a month including calculated work ti me, 
overti me and work hour shortage. The summary of att endance, tardiness and leave taken are also available in this report.
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l  DAILY ATTENDANCE LISTING

Name of company
Name of report
Date of report

Date and ti me the 
report was printed

Page number 
of the report

Department the
employee belongs to

Employee Name

Type of day for the 
date

Schedule Number

Total days 
from Work-
day

Total work 
hour from 
Workday

Total present 
days from 
Workday

Total overti me 
hour from 
Workday

Total work 
hours in a 
day/shift 

Total OT 
hours in a 
day/shift 

User ID

Daily Att endance Listi ng is the listi ng of staff  att endance based on the date required.
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l  WEEKLY ATTENDANCE LISTING

Working schedule of 
the employee

Total work hours in 
a day/shift 

Total OT hours in 
a day/shift 

Total short hours 
in a day/shift 

Name of report
Name of employee

Date and ti me the 
report was printed

Page number of the 
report

Department the
employee belongs to

This report generates the employee’s weekly att endance into a page with its summary of att endance at the bott om of the report.
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l  ATTENDANCE SHEET

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Legend

First-IN ti me

Last-OUT ti me

Department the em-
ployee belongs to

User ID

Total work hours
in a month

Total overti me 
hours in a month

Total of leave taken 
in a month

his report is a comprehensive report detailing acti viti es of all employees in a month including their leaves, absents, tardiness. The report also provides the op-
ti on to show fi rst IN ti me and the last OUT ti me of every employee.
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l  CORRECTION REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Department the
employee belongs to

Working 
Schedule that 
the employee 
belongs to

Leave taken

Page number of the 
report

Total short hourDate 

Employee name 

User ID

This report shows employees that have irregular clocking acti viti es for example extended break ti me, early out, clocks in late, etc. The Administrator can choose 
to amend these irregular clocking acti viti es to match the acti viti es of the aff ected employees if necessary.
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l  TARDINESS REPORT

Employee came 
late from work-
ing hours

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Department the
employee belongs to

Total OT 
hour

Total Short 
hour

Employee went out 
early from working 
hours

Employee came 
back late from 
lunch 

Employee went 
out early for lunch

Date

Employee User 
ID and name

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.
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l  ON LEAVE REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Department 
the employee 
belongs to

Date and day of 
leave taken

Employee User 
ID and name

Day type of 
leave taken

Type of leave 
taken

Total leave 
taken

Page number of the 
report

This report shows the list of employees who have taken leave and the parti culars of their leaves for references.



Copyright © 2013 FingerTec Worldwide Sdn. Bhd. All rights reserved.      l      Updated 21-01-2013 8

l  OVERTIME APPROVAL WORKSHEET

Name of report,
data range of report

Date and ti me the 
report was printed

Working schedule 
of the employee

Date

Total OT 
hours

Page number of the 
report

Department 
the employee 
belongs to

Employee User 
ID and name

This is an overti me worksheet report showing the list of employees who are taking overti me and the amount of hours that he/she is enti tled for. This report is 
important for the management to check the details of the overti me taken before approving the claims.
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l  ATTENDANCE SUMMARY

Name of report,
data range of report

Date and ti me the 
report was printed

The working 
effi  ciency of the 
employee

Page number of the 
report

Department 
the employee 
belongs to

Employee User 
ID and name

Total OT hours in 
off day 

Total work hours in 
off day

Total OT hours in  
restday

Total work hours in 
restday

Total OT hours in   
holiday

Total work hours in 
holiday

Total work hours in 
workday

Total short hour

This report details out the work rate, tardiness, total work ti me, OT and work hour shortage ti me for workdays/rest day and off  day for each employee. Analysis 
of each employee’s working performance could be viewed using this report.
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l  DAY BY DAY ANALYSIS

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Legend

Details of tardiness Short ti me for all 
employees in a day

Working ti me for all 
employees in a day

OT ti me for all em-
ployees in a day

OT ti me in restday

This report details the daily work rate, tardiness, total work ti me, OT and work hour shortage for workdays/rest day and off  day for each employee.
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l  MONTH BY MONTH ANALYSIS

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
reportLegend

Tardiness details of the employee

Total working ti me 
for all employees 
in a month

Total short ti me 
for all employees
in a month 

The working effi  ciency 
of the employee

Total OT ti me for 
all employees in a 
month

This report details the monthly work rate, tardiness, total work ti me, OT and work hour shortage for workdays/rest day and off  day for each employee.



Copyright © 2013 FingerTec Worldwide Sdn. Bhd. All rights reserved.      l      Updated 21-01-2013 12

l  GROSS WAGES REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Pay per hour

Employee name 

User ID

Total pay for all em-
ployees in a month

Total pay for all 
employees in normal 
working hours in a 
month

Total pay for all em-
ployees in OT hours 
on off day in a month

Total pay for all em-
ployees in OT hours 
in a month

This report is useful for companies that pay their employees by hour. The report shows total work ti me and OT for diff erent day types with diff erent pay rates 
for wage calculati on.



Copyright © 2013 FingerTec Worldwide Sdn. Bhd. All rights reserved.      l      Updated 21-01-2013 13

l  STAFF MOVEMENT ANALYSIS

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
reportPay per hour

Employee User 
ID and name

Type of transacti on of employee 
reported att endance at the terminal

Date

Time that employee 
report att endance at 
the terminal

Terminal that 
employee reported 
att endance to

This report lists the details of att endance by User ID.
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l  TERMINAL ACTIVITY REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

ID of terminal which employee 
reported att endance to

Date

Time that employee 
reported att endance 
at the terminal

ID of employee 
reported att endance 
at the terminal

Type of transac-
ti on of employee 
reported att endance 
at the terminal

This report details the transacti on record of the users by terminal ID.
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l  TERMINAL TRANSACTION LISTING

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Date

Terminal ID 

User ID

This report records all transacti on data downloaded from every terminal.
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l  CLOCKING SCHEDULE

Name of report
Schedule Number
Name of schedule

Date and ti me the 
report was printed

Page number of the 
report

First-ti me in overti me

Last-ti me out overti me
First-ti me in overti me

First-break ti me

First-resume ti me

Last-OUT ti me

Summary of clocking 
setti  ngs apply to this 
schedule

This is a checklist showing detailed setti  ngs of the clocking schedule.
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l  DUTY CALENDAR

Name of report
Duty group number

Date and ti me the 
report was printed

Page number of the 
report

The year of
the calendar

Work day Rest dayThe month of
the calendar

This is an annual working calendar checklist of a parti cular work group.
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l  NAME LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Employees   
Number

Name of
secti on

Working group that 
employees belongs to

Name of 
department

Employee User 
ID and name

A list of all or selected employees’ names.
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l  DEPARTMENT LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Name of department

A list of all department names.



Copyright © 2013 FingerTec Worldwide Sdn. Bhd. All rights reserved.      l      Updated 21-01-2013 20

l  SECTION LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Name of secti on

A list of all secti on names.
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l  REMARK LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Names of remark

Relevant work codes

A list of all remark names.
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l  ENTRY EXIT TRANSACTION LISTING

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Group duty roster 
number

Date Name of secti onTerminal’s descripti on Name of department

User ID

Name of employee

This report works with the In-Out terminal system and the anti -passback system. The report shows the transacti on data of users in pairs and it also serves as 
the fi re roll report.
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l  ATTENDANCE ANALYSIS 

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

User ID

Name of employee

This report is almost the same as the att endance summary but it is without the work rate, work ti me, OT and work shortage ti me. The employer can have an 
overview of how many ti mes the staff  is late to work or taking early out, with this report.
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l  JOB COST ANALYSIS

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

User ID

Name of employee

This report is exclusively for the Job Cost Opti on at the fl exi schedule. It displays the users’ multi ple break ti mes and also the job’s work code for the parti cular 
break ti me.
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l  DETAILED EMPLOYEE TIME CARD

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

User ID

This report is exclusively for the Job Cost Opti on at the fl exi schedule. It displays the users’ multi ple break ti mes and also the job’s work code for the parti cular 
break ti me. Unlike the Job Cost Analysis, this report will summarize the att endance details.

Name of employee
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l  WEEKLY STAFF DUTY ROSTER 

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

This is a weekly working calendar checklist of a parti cular work group.

User ID

Name of employee
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l  MONTHLY STAFF DUTY ROSTER

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

This is a monthly working calendar checklist of a parti cular work group.

User ID

Name of employee
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l  TERMINAL USER LIST 

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

This report displays all users that are enrolled into each terminal, so that you are able to check and audit them from ti me to ti me.

Name of employee
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l  TERMINAL EVENT TRIGGERED REPORT
This report is applicable to all FingerTec door access terminals that are connected to door sensors. The report displays detailed informati on of the following 
descripti on: Open Suddenly, Door Opened, Go Off  Butt on, Door Closed and False Log.

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report


