[bookmark: _v8kdphfuhgss]
[bookmark: _5x0d5h95i329]Attendance Module Manual

[bookmark: _a5is3yy1u6by]Search Menu

The Search Bar is a user-friendly navigation tool designed to enhance speed and efficiency when working within the Payroll module of the ERP system.

Where to find it:
· On the left sidebar (where menu options like Global Masters,  Master Setting, Attendance, etc. are listed),

· Just above the menu items, there's a "Search Menu" bar with a placeholder text saying:
[bookmark: _3gkaanr3ovel]🎯 Purpose : This helps you navigate faster without scrolling through the full menu.
[bookmark: _5yrne99fnw2r]✅ Use Case:  Quickly find specific options or sub-modules within Attendance.
                            
[image: ]
[bookmark: _af80tl7prv5v]
[bookmark: _7thzt3sc827s]Global Masters
[bookmark: _ofz7a9drsygi]1. Define Holiday
[bookmark: _1ky7t9f5jz4b]🎯 Purpose :  In this tab user can define Holidays name like Holi, Diwali , Mahavir Jayanti etc  
[bookmark: _twl4wjf4lhhr] Navigate to: Attendance Module → Global Masters → Define Holiday
 Field Description: 1. Holiday Name 2. Department 3.From Date- To Date
[bookmark: _1o1lbw3qneqd] Use Case :  This will show on the attendance report ( Daily & monthly)  and will impact attendance report of staffs.
[bookmark: _h6lay7ovzqg9]

[image: ]
[bookmark: _jvt75typ6l43]2. Define Leave
[bookmark: _nr1zmp1zsn50]🎯 Purpose : This section is used to define the various types of leave that employees can avail of or that apply within the organization.
[bookmark: _h25lno4qppvy]
[bookmark: _z1w5dd6iad20]📍 Navigate to: Attendance Module → Global Masters → Define Leave
 	
Field Description:
 i) Select Leave Type : Select the leave type in which you want to assign your leave. We have already calculate the settings in backend for these leaves.
 ii) Enter Leave Name : Enter the name of the leave which you want to assign.
iii) Enter Leave Abbreviation: We will enter the short name for the leave.
iv) Max Limit for the Leave : We will define the max limit of the leaves in this section.
v) Limit of Max Leave at the end of Service : Here we will define the max days of leave in the end of the service.
vi) Pay Deduction Per Leave : Deduction of payment per leave can be defined here, If any.
vii) Max Leave Acceptance in a Month : We can define that how many leaves can be accepted in continuation.
viii) Max acceptance in Continuation : We can define that how many leaves can be accepted in continuation.
ix) Not Acceptable if less than: 
x) No of Late Days counted for 1 LWP : Here we can define that how many days will be counted as 1 LWP.
xi) Leave Carry Forward : We can define here that is this leave carry forward or not?



	


✅ Use Case: It allows for the configuration of rules such as leave deductions, maximum limits, accrual settings, and other related policies. Includes rules on how leave is accrued, carried forward, .
Examples of leave types include:
· Casual Leave

· Earned Leave

· Leave Without Pay (LWP)
[image: ]
[bookmark: _5d2mvl5pdz5d]3. Define Shift Master

[bookmark: _o3v34ateffvn]🎯 Purpose : This section is used to define the diffrernt types of shifts that will be assigned to the different staff.

Shift means - In and Out time for staff, late in allowed (if any) and Additional settings.
[bookmark: _w7z6uksnqxyq]📍 Navigate to: Attendance Module → Global Masters → Define Shift Master
 Field Description : i) Enter Shift Name ii) Select Shift Start Time iii)Shift End Time 
iv) Late in Allowed Minute

[bookmark: _wiwhtitc4sc4]✅ Use Case :  
1. This will show on the attendance report and will impact attendance report of staffs. 
2. We can relate this shift to staff/ Department. ( Attendance>> Staff Shift Relation)
 

[bookmark: _4qbn362tp2yi]

[image: ]


[bookmark: _2xpdopke4tk5]4. Attendance Setting

[bookmark: _uwdqcfsso6me]🎯 Purpose: In this section  users can set the permission for send SMS, Send SMS timings, In/Out Missing Attendance SMS timings.
[bookmark: _82ivv584ecau]📍 Navigate to: Attendance Module → Global Masters → Attendance Setting
 Field Description: 
[bookmark: _axavg4yll9c8]✅ Use Case :

[image: ]

[bookmark: _fxbmac25tz44]
[bookmark: _1ym8ya882stw]5. Report Setting
[bookmark: _goqdilcr6urr]🎯 Purpose : In this section  we can set the format for the reports.
[bookmark: _pdawhfm1qbt3]📍 Navigate to: Attendance Module → Global Masters → Report Setting
 Field Description : In this section  we can set the format for the reports.
Note: Please select the format 1 for all the Report.

[image: ]

[bookmark: _rs991u6u497t]6. LWP Setting
[bookmark: _lok6klnl4jfr]🎯 Purpose : In this section  we will assign the Leave without Pay to individual or multiples employees for salary generation purpose.
[bookmark: _j4ufk5a1vg93]📍 Navigate to: Attendance Module → Global Masters → LWP Setting
[bookmark: _co1mqo1ihdv9]✅ Use Case : If we want to do any setting with Late comers, We can do the defining here.


[image: ]
[bookmark: _8fpvfacf2rrc]
[bookmark: _e8bk2pcrjs8m]7. Session Transfer
[bookmark: _7cdqq4i7amrw]


[bookmark: _razva3s86r7z]Master Settings

[bookmark: _v7mv4upjebqh]1. Change Academic Year
[bookmark: _vummu6ejh68r]🎯 Purpose : This section allows users to switch between different academic years and financial years within the ERP system to access 📍 Navigate to: Attendance Module → Master Settings→ Change Academic Year
[bookmark: _onf0cvs78dbj]✅ Use Case : After Academic Year change you can review data from previous or upcoming sessions.
[bookmark: _3l74oyr5mhfh]

[bookmark: _fp3pzgyld48]

[image: ]


[bookmark: _gmvuiunft4wr]Attendance: 
[bookmark: _qkfp20ktigxo]1. Assign Leave To Staff
[bookmark: _kb29g564efbg]🎯 Purpose : In assign leave to staff user can assign multiple leave to employee, includes Casual leave, earned leave, Medical leave and so on.
[bookmark: _c0idjm2cr2ip]📍 Navigate to: Attendance Module → Attendance → Assign Leave to Staff
 Field Description : 
	
1.Select School Name and Employee type
[image: 1. Select School Name and Employee type]
We will select the school name and employee type for which we want to assign leaves.



	2.Select Leave Type
[image: 2. Select Leave Type]

Select the leave type which we want to assign to employees.



	3.Select Employee Name and fill the leaves
[image: ]



[bookmark: _wae91wt145hg]✅ Use Case:  1. After Assign the Leave to Staff , it will be shown on Attendance module as well as on e-care ( Staff Login > Menu > My info > My Leave ) 
[image: ]





[image: ]

1. Select school name
2. Select employee type
3. Select department
4. Select leave
5. Select the particular staff member
6. Assign Leave and save.

[bookmark: _1rjo8tpa49xz]2. Mark Attendance

In this tab, users can view the connection status of the biometric device.

[bookmark: _decvrffjw399]📍 Navigate to: Attendance Module → Attendance → Mark Attendance

Note: Not in use in live  schools.
[image: ]

[bookmark: _uhsrbupgv9z2]
[bookmark: _atuvvq5i9fln]3. Assign Leave To Staff MonthWise

🎯 Purpose : In assign leave to staff monthwise user can assign multiple leave to employee month wise, includes Casual leave, earned leave, Medical leave and so on.



[bookmark: _g9s6rp7kbc50]
[bookmark: _m07msnp2uh0s]📍 Navigate to: Attendance Module → Attendance → Assign Leave to Staff MonthWise

 	Field Description: 
         1.Select school name
         2.Select employee type
         3.Select department
         4.Select leave
         5.Select moth
         6.Select the particular staff member
         7.Assign Leave and save.

Except Select Month Tab, all tabs are similar to  Assign Leave To Staff.
In Select Month, you can assign the leave according to Month wise.
[bookmark: _5o64fs65rcaw]✅ Use Case: After Assign the Leave to Staff , it will be shown on Attendance module.
[image: ]

[bookmark: _n3er1yjdg1r5]4. Staff Shift Relation

🎯 Purpose : In staff shift relation we relate the shifts to staff.
Only one shift will be assign to indivisual staff.

[bookmark: _xdg913ufbsy6]📍 Navigate to: Attendance Module → Attendance → Staff Shift Relation

 Field Description : 
     1.Select staff : 
1. Select Shift name
2. Select effective from
3. Assign
[bookmark: _7d7t2cwun0n]✅ Use Case : At the time of biometric attendance integration, when staff attendance data is not coming on attendance module then we should check whether staff shift relation is assigned or not.
It should also be checked whether the machine number is given to the employees or not.
[bookmark: _2a61h7ds1b7y]

Note: Only one shift will be Assign to individual staff.



[image: ]

[bookmark: _1pphx5jpr8td]5. Process Attendance for Payroll

🎯 Purpose : This module will process attendance for the whole month.
 It will process the present, absent and leaves of the employees according to the settings made in accordance with integration with Bio-Metric connected.
[bookmark: _aq7uti66k5cd]
[bookmark: _l5nc4m2e25rs]📍 Navigate to: Attendance Module → Attendance → Process Attendance for Payroll

 Field Description : 
[bookmark: _pj0ekrnan9v9]✅ Use Case: This is help for salary generation , when you select month > View >   select staff & save it .

These all data will move to payroll Module for salary generation.
[bookmark: _xmnqehfj585b]
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[bookmark: _awic8uedt0hr]6. Mark Manual Attendance

🎯 Purpose : This section allows for the manual recording of an employee's attendance. 
[bookmark: _jg8u6axq7ii0]📍 Navigate to: Attendance Module → Attendance → Mark Manual Attendance
Field Description:
1. Select Employee Type
2. Select Employee Name
3. Select Date 
4. Select time
5. Click on Mark Button
[bookmark: _rr1wmjhbpxni]
[bookmark: _4k860fdsnd0k]

 	
[bookmark: _q2rnlq6zupen]✅ Use Case: If a staff member is off-campus for official duties and unable to mark their attendance, the HR department can record it manually using this option, provided they follow the established protocol of the respective school or organization.
[bookmark: _9zu6jomfvzfg]
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[bookmark: _1awdqdqn65i8]7. Upload Attendance

🎯 Purpose : This section is used to upload the attendance file retrieved from biometric machines.

 Field Description :

1. Select format : Format 2
2. Click on Select file : Select .dat file( log file)
3. Click on update button
4.  After that choose  A2 , A0 , A1

[bookmark: _lgvhydytbbmt]📍 Navigate to: Attendance Module → Attendance → Upload Attendance
[bookmark: _gyr1swk8pqqc]✅ Use Case :  In cases where the machine is not integrated with the Attendance Manager due to compatibility issues.

[image: ]




[bookmark: _idssd4das4j4]8. Process Leave Application

🎯 Purpose : This section is used to process leave applications submitted by employees, including full-day, short-duration, or half-day leave requests.

Field Description : 
1. Select School name
2. Select Emp Type
3. Select Department
4. Select Month & Year
5. Select Leave type
6. Click on view button.

[bookmark: _vfm46cyg8uqx]📍 Navigate to: Attendance Module → Attendance → Process Leave Application
[image: ]


Select leave type to full, half & short.

[image: ]


[bookmark: _k9u8k657q41j]9. Mark Manual Attendance In Bulk

[bookmark: _xgd8g6mvq93j]🎯 Purpose : This section allows for the manual recording of an employee's attendance. 
[bookmark: _ernkqtbbimz4]📍 Navigate to: Attendance Module → Attendance → Mark Manual Attendance in Bulk

 Field Description : Staff Type , Date , Time
[bookmark: _x16ofjuxk56a]✅ Use Case : This tab is used to mark manual attendance in bulk for all employees.

[image: ]


[bookmark: _volqxciwwrvm] 10. Process Leave

[bookmark: _lio12d5lprwa]🎯 Purpose:  In this tab users can mark leave manually according to Leave Type.
[bookmark: _zfyf77y8dcto]
[bookmark: _5vlqw3kbbc4e]📍 Navigate to: Attendance Module → Attendance →Process Leave

 	Field Description : Select School & Select Date , click on view.
[bookmark: _lk736h1hcbdb]✅ Use Case : users can mark leave manually according to Leave Type.
[image: ]


[bookmark: _4oeqc03wmnac]11. Reprocess Attendance


[bookmark: _b3rqsspxkq3]🎯 Purpose : This section is used to process attendance from bio-metric machine for particular date range.

[bookmark: _1lrzxy3vxvzp]
📍 Navigate to: Attendance Module → Attendance → Reprocess Attendance
[bookmark: _qquw8pcbdtzo]
 	Field Description : 
1. Select from date
2. Select To date
3. Click on the process button.

[bookmark: _l27zt0423gj8]✅ Use Case: After Biometric integration, if machine is online and you run the commands(Op Stamp and Transtamp) then when you check attendance on ERP, if attendance is not coming then you Reprocess the attendance on particular date.
[image: ]


[bookmark: _bkp02ubaxut8]12. Leave Acceptance Employee Wise


[bookmark: _xrqw8rl2e83p]🎯 Purpose : In this tab , accept the leave ( CL , EL etc.) employee name wise.
[bookmark: _srqca3wlzjv9]
[bookmark: _iw1jpy2mdyu6]📍 Navigate to: Attendance Module → Attendance → Leave Acceptance Employee Wise

 	Field Description : 
1)Select school Name
[image: 1. Select school Name]
We will Select school name from here.
	
2)Select Employee type
[image: 2. Select Employee type]
We will select employee type from here.



	
3) Select Employee Name
[image: 3. Select Employee Name]
Select the employee name for which we want to process the leave.



	
4) Select Leave
[image: 4. Select Leave]
Select Leave for which we want to process.



	
5) Select Leave Value
[image: 5. Select Leave Value]
We will selct the leave value from here whether the leave is full day or half day.



	
6) Leave Balance
[image: 6. Leave Balance]
We can check the leave balance from here.



	
7) Select From Date
[image: 7. Select From Date]
We will select from date of leave in this section.



	
8.Select to Date
[image: 8. Select to Date]
We will select to date of the leave in thi section.



	





8) Type Remak
[image: 9. Type Remak]We will type the remark for the leave.



[bookmark: _moyabngbfnmd]✅ Use Case : This option is used for accepting/managing the leave of individual employee, if request is generated manually .



[image: ]


[bookmark: _cfqs6mi0776z]13. Mark Leave Staff Type wise

[bookmark: _iplqj7skcnv5]🎯 Purpose: In this tab users can mark Leave manually staff type wise.
[bookmark: _utiq9bcm2p9f]📍 Navigate to: Attendance Module → Attendance → Mark Leave Staff Type Wise

 	Field Description: 
	




[bookmark: _8v7pz5f6o2zo]✅ Use Case


[image: ]


[bookmark: _g8mi3wvdotfi]14. Assign Opening Leave
[bookmark: _qgahtdistjs5]🎯 Purpose: In this tab users can assign Opening Leave (Leave Balance) if any.
[bookmark: _sx6vx85c12il]
[bookmark: _2rc5w0i9xhot]📍 Navigate to: Attendance Module → Attendance → Assign Opening Leave

 	Field Description : School Name , Employee Type , Department  , Please select Leave 
[bookmark: _2ik514z3owqg]✅ Use Case


[image: ]

[bookmark: _qr5nt7rizf7v]15. Send SMS to Staff

[bookmark: _32rob8r99vik]🎯 Purpose : In this tab users can send SMS regarding Late arrival, Missing attendance etc.
[bookmark: _rb0uzw498fee]📍 Navigate to: Attendance Module → Attendance → Send SMS to Staff
 	Field Description : School Name , Employee Type , Department , Month , SMS Type( Late SMS , Leave SMS)
[bookmark: _w4z16veawprq]✅ Use Case : Sending late sms to staff



[image: ]

[bookmark: _2xsybjwh2kan]16. Download Attendance

[bookmark: _vuk861v98ngq]🎯 Purpose : In this tab users can download the attendance by date range. 
[bookmark: _ozapv0tvmec2]
[bookmark: _fm95ladnsdh5]📍 Navigate to: Attendance Module → Attendance → Download Attendance

 	Field Description
[bookmark: _iu2qnj91owa8]✅ Use Case

[image: ]


[bookmark: _cxd55bhie6dp]Reports :

[bookmark: _aonf79fwzq6k]Daily Reports :

1. [bookmark: _ynnva1hn2srm]Late in Early out Report
 
     
[bookmark: _iam4a8d2q2us]🎯 Purpose :   This report highlights employees who have marked their attendance late  or Early.
This report will display the in time, out time, check-in time, check-out time, late entries, and early exits.

[bookmark: _2xoroyczsi0q]📍 Navigate to: Attendance Module → Reports → Daily Reports → Late in Early out Report
 	Field Description : 
1. Select Type
2. Select Designation
3. Select Name
4. Select From Date
5. Select To date

[bookmark: _q1c6q163i9k3]


[image: ]

Select the Status 
User can select the required button as per the report. 
[image: ]
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[bookmark: _nxzx3pozvgzs]2. Attendance Consolidated Report
[bookmark: _vx1n0xx4o9qn]🎯 Purpose : This report will display consolidated log sheet for the given date range.
[bookmark: _kvrb6se6nghw]📍 Navigate to : Attendance Module → Reports → Daily Reports → Attendance Consolidated Report

 	Field Description : 
1. Select Name
2. Select Shift Name
3. Select From Date
4. Select To date
5. User can select the required button as per the report.

[bookmark: _kg9g9l53rjbh]



[image: ]

For Example :
[image: ]



[bookmark: _g4bvjb4yn2zu]3. Staff Wise Daily Attendance Report
[bookmark: _d8euy5f5c8sv]🎯 Purpose : This report displays attendance details for each employee individually.
[bookmark: _ug3thv59txws]📍 Navigate to: Attendance Module → Reports → Daily Reports → Staff Wise Daily Attendance Report
 	Field Description: 
1. Select Designation
2. Select Name
3. Select Shift Name
4. Select From Date
5. Select To date

[bookmark: _aau1jhjhaavw]

[image: ]

For Example: 
[image: ]

[bookmark: _zai3ybwg98jd]4. Biometrics Attendance Detail Department Wise
[bookmark: _lsme3quiwios]🎯 Purpose : This report provides In-Time and Out-Time attendance details of employees, categorized by department.
[bookmark: _cboterwmkl0]📍 Navigate to: Attendance Module → Reports → Daily Reports → Biometrics Attendance Detail Department Wise
 	Field Description : 
1. Select Department
2. Select Designation
3. Select Name
4. Select Shift Name
5. Select From date
6. Select To date

[bookmark: _3wlzugxxz9b4]


[image: ]

For Example :
[image: ]

[bookmark: _6pqtnjkgb3pl]
[bookmark: _aej7kfvp9958]
[bookmark: _8bpzecoijdab]
[bookmark: _bhn394rqsqim]
[bookmark: _zg1uupura873]5. Weekly Attendance Report

[bookmark: _vdu5oflk27ph]🎯 Purpose : This report shows the weekly attendance for each individual employee, including actual working days, days absent, days present, early our, and late in.
[bookmark: _hzim4bh9tpp6]
[bookmark: _2p4j2owic6ui]📍 Navigate to: Attendance Module → Reports → Daily Reports → Weekly Attendance Report
 	Field Description : 
1. Select Department
2. Select Designation
3. Select Name
4. Select Shift Name
5. Select From date
6. Select To date

[bookmark: _s4gzwpfcpgue]


[image: ]
[image: ]
[bookmark: _gl9naxam8toe]
[bookmark: _om8jn4gbfvwa]6. Daily Performance Report

[bookmark: _gpmv1uqrlt21]🎯 Purpose : This report shows the daily attendance details for the selected employee, including Shift In, In Time, Early In, Late In, Shift Out, Out Time, Early Out, and Late Out.
[bookmark: _mgkstf87z63q]📍 Navigate to: Attendance Module → Reports → Daily Reports → Daily Performance Report
 	Field Description : 
1. Select Department
2. Select Designation
3. Select Name
4. Select Shift Name
5. Select On Date
[bookmark: _2d2mwhvr3ro]



[image: ]

For Example :

[image: ]



[bookmark: _7n2rv4shh7gy]7. Attendance Report
[bookmark: _swf31nulmdev]🎯 Purpose: This report shows the attendance details of an individual employee, including their present or absent status along with check-in and check-out times.
[bookmark: _550b0zjr3q3]📍 Navigate to: Attendance Module → Reports → Daily Reports → Attendance Report
 	Field Description
[bookmark: _plhw1085nheq]


[image: ]

[bookmark: _ehi32ovvsoy6]2. Monthly Reports:
[bookmark: _btg72rv9xmx]
[bookmark: _a9vpkwofjt]1. Attendance Report Monthly Wise
[bookmark: _34pgdpceznkw]🎯 Purpose : This report provides the monthly attendance details of an individual employee, organized by month-year, and includes information on late hours, late days, and absent days.
[bookmark: _2ytb4wk17utq]📍 Navigate to: Attendance Module → Reports → Monthly Reports → Attendance Report Monthly Wise
 	Field Description : 
1. Select Type
2. Select Department
3. Select Designation
4. Select Shift Name
5. Select Month - Year


[bookmark: _ihq9kqi5rv5z]


[image: ]
For Example:
[image: ]
[bookmark: _sxn4m1q00ss7]
[bookmark: _ghns2vt2ejao]
[bookmark: _mkru63m7fkvq]2. Monthly Attendance Report
	
[bookmark: _90dkow5vuw9c]🎯 Purpose: This report provide monthly attendance report of individual employee organized by month-year.
[bookmark: _q2fkxc7dz7p9]📍 Navigate to : Attendance Module → Reports → Monthly Reports → Monthly Attendance Report
 	Field Description
[bookmark: _os0beuta3uot]✅ Use Case


For Example:
[image: ]
[bookmark: _73x0xzsd4kvz]3. Monthly Performance Report
[bookmark: _w1sk04h8423y]🎯 Purpose : This report provides a monthly, date-wise attendance summary that includes employee number, machine number, presence status, holidays, week-offs, absences, leave taken, hours worked, and overtime.
[bookmark: _6ckf2kax661l]📍 Navigate to: Attendance Module → Reports → Monthly Reports → Monthly Performance Report
 	Field Description
[bookmark: _xay92hsd5o52]✅ Use Case


For Example:
[image: ]
[bookmark: _x2jq8bgio062]
[bookmark: _1wovhq40jsgr]
[bookmark: _awg8l2ijqxu]4. School Staff Attendance Register
[bookmark: _vi24eqhmwl1f]🎯 Purpose : This report provides the school staff attendance register, organized by staff type and month-year.
[bookmark: _3nv798ka9f51]📍 Navigate to: Attendance Module → Reports → Monthly Reports → School Staff Attendance Register
 	Field Description : 
1. Select school name
2. Select staff type
3. Select Month-year


[bookmark: _85hpagkk3kts]✅ Use Case


[image: ]

For Example :
[image: ]
[bookmark: _m6htkb5sh26y]
[bookmark: _o1c6ht651h69]
[bookmark: _s1294hihz0fp]5. Monthly Late In Count Report

[bookmark: _b2tmqesrefp4]🎯 Purpose : This report provides a monthly summary of late arrivals, including late hours, half-day counts, and total absences.
[bookmark: _ylg5fnixl3bv]📍 Navigate to : Attendance Module → Reports → Monthly Reports → Monthly Late In Count  Report
 	Field Description
[bookmark: _r6wabzvtqbke]✅ Use Case

[image: ]

[bookmark: _20eaxojdaszc]
[bookmark: _lu47vmo5i52h]6. Monthly Consolidated Biometric Report
[bookmark: _83g8cvaw9z3b]🎯 Purpose : This report provides a monthly consolidated biometric summary with a date range, including total number of days, days present, working days, leave without pay (LWP), late day count, and short leaves.
[bookmark: _2a2isen1st03]📍 Navigate to: Attendance Module → Reports → Monthly Reports → Monthly Consolidated Biometric  Report
 	Field Description
[bookmark: _s2hk7asffwk]✅ Use Case

[image: ]



























[bookmark: _1hg4of3k5pb8]
[bookmark: _sqhjwh9vq5jw]Leave Reports

[bookmark: _ho0zrwbiysvm]Leave Format Report
[bookmark: _98n837hxh6wp]
[bookmark: _9iz522phix94]
[bookmark: _pijdspd7f9j0]Leave Balance Report
[bookmark: _g01pvq9nb5qk]
[bookmark: _m2m8382emsff]Sancationed Leave Report
[bookmark: _x6cywssdmlri]
[bookmark: _qbd54z8qj0es]Leave Card Report
[bookmark: _i92qcdqfaowr]
[bookmark: _ot11sinf5rub]Leave Ledger Report
[bookmark: _v8u33a5gj8xn]
[bookmark: _ehn9834c8kar]Leave Absent Report
[bookmark: _noqmmpchrhlj]
[bookmark: _lodj8xrx2rgi]Leave Register Report
[bookmark: _s5tsn6ydvyps]
[bookmark: _zeczz3sx0tht]Leave Bucket Report
[bookmark: _n33gpgmn6ma9]
[bookmark: _wqwqicx2sy03]Leave Report Staff wise
[bookmark: _s4lp6j91f4y]
[bookmark: _vqinxyz5rjsd]Leave Status Report
[bookmark: _pqv9dyjzssd]
[bookmark: _ixoo89lvjwy9]Leave Report

[bookmark: _2c4fn79ls3te]Other Reports

[bookmark: _b2bvnftd1s7l]Staff Shift Relation Report
[bookmark: _drkcv6lwe34i]
[bookmark: _figci477hsxn]Attendance Analysis Report
[bookmark: _w3cup2cz9skx]
[bookmark: _c27nldtjiqp5]LWP Year Wise Report
[bookmark: _aabymtch3ut0]
[bookmark: _c0aobcsw7t7z]SMS Report
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1 7 AARTEE SALDANA| 'SUPPORT STAFF.
2 95 ABHILASHA NOREEN SOLOMON JUNIOR TEACHER
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[Employee Attendance Log Sheet (Late-Early Entry List) From 01-Mar-2025 To 01-Mar-2025

SN [pate Machine No. |Employee Name | Employee Type [InTime |Out | CheckIn|Check |Late Entry | Early Exit
(sta) [Time | (Time) out (hnmm) | (hh:mm)
(hh:mm) | (Std) | (hh:mm) | (Time)
(hn:mm)
1|0tMar-2025 |7 AARTEE SALDANA | Conlract o700 [1500 |00 [o000 |00:00 0000
Employees.
2[otmar2025 |53 ABHILASHANOREEN |JUNIORSTAFF (0700  |1330 0721 |15 0021 o155
‘soLomoNn
3[ormar2025 |72 ADNAMASSEY JacRIT oro0 |33 |or21  |mar o021 0204
TEACHERS
4[ormar2025 | 166 AKANKSHA TWARI | NONTEACHING (0700  |1500 |07:38  |1303 0038 0235
STAFF
s[ormar2025 | 122 AKANSHASUSANA | JAGRITI o700 |33 |ora0  |149 0040 0221
SINGH TEACHERS
6[otmar2025 | 103 ALBERT JOHN Contract 0700|1500 |oss1  |1432 0000 00:19
Employees.
7|ormar2025 |19 AMAANTATETE | ADMINISTRATION|0700  |1500  |00:00 (0000 |00:00 0000
DEPT.
8[otmar2025 |60 ANJALI BHATIA JUNORSTAFF (0700 (1330|0743 1154|0043 0218
o[ormar2025 |45 ANJU JAVES JUNORSTAFF (0700|1330 |0738 1142|0039 0227
10]01-Mar2025 |88 ANJU RAWAT Contract 0700|1500 |og42  |1433 0000 0008
Employees
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Type (s) | (sta) | (Tme) | (Tme) | Eny | Ext Hours
() | (hmm) | (o) | (o) | ) | (ohmm) | Total  Extra
‘Department : SUPPORT STAFF
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Designation Print Date : 13-Jun-2025 01:11 PM
Staff Name : AKANKSHA TIWARI
AN(I31) B
Designation : - Total Working Days : 9 Total Present: 9
— Department : NON-TEACHING STAFF Total Late In: 1 Total Earty Out: 4
Date Day nTime  Checkin  Lateln  OutTme  CheckOut  EarlyOut
o1-Apr-2025 Tuesday o07.00 0654 0000 15.00 15.08 0000
02-A01-2025 Wednesday o7.00 0645 0000 15.00 15.18 0000
Shift Name
03-Apr-2025 Thursday o07.00 0648 0000 15.00 05.48 0000
Al3) - 032012025 Thursday o7.00 15.06 0000 15.00 0000 0000
04-A0-2025 Friday o7.00 0648 0000 15.00 15.06 0000
From Date 05-Apr-2025 ‘Saturday 07.00 06.51 00.00 15.00 0651 0434
O1-Apr-2025 05-Apr-2025 Saturday o07.00 1017 0000 15.00 0000 0000
l06-Apr-2025 Sunday o700 00:00 0000 1500 00:00 0000
ToDate 07-A0r-2025 Monday o7.00 0653 0000 15.00 1450 0000
06-Apr-2025 Tuesday o7.00 0653 0000 15.00 1441 00.12
10-Apr-2025 05-Apr-2025 Wednesday o7.00 0653 0000 15.00 1437 0016
10-Apr-2025 Thursday o07.00 o702 0002 15.00 1451 0004
10202025 Thursday o07.00 1458 0000 15.00 0000 0000
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5 |05-Apr2025 93 |ABHILASHANOREEN SOLOMON 06:56 1135 279
6 |07-Apr2025 93 |ABHILASHANOREEN SOLOMON 06:54 1346 412
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SN [cardNo |Emp Name shift Name. shiftin [in Time |Early In [LateIn [shiftOut |Out Time |Early Out _|Late Out
1 e ABHILASHANOREEN |TeachersSNR 0700 (0659 (0001 (0000 [1330 1325 [0001  |0000
soLomon
2 |2 |ADNAMASSEY TeachersShil 0700 (0656 (0004 (0000 |1330  |00:00  |0630 |ooo0
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SN [Date Emp Code |Name Checkin (Check Out status
‘Staff Type : Support Staff
1[01 ar 2025 67| RaMESH PRASAD &18AM 302PM Present
Staff Type : SENIOR TEACHERS
1[01 Mar 2025 20  ANUGYA MAUREEN WASIH | 7:31AM 12130 Present
201 Mar 2025 21| ANUSHI DWIVEDI 7-40m 1211PM Present
301 Mar 2025 8| APARAUITA KUMAR 731AM 1211PM Present
401 Mar 2025 100 AROMA NANOO 73481 12:15PM Present
501 Mar 2025 201 DaNZIL JavES 7308 1257PM Present
601 Mar 2025 288 | DEVOSHREE ROY 7328 12137 Present
CHOUDHURY
701 Mar 2025 31 IVY MONIKA BARA 736AM 12:15PM Present
801 Mar 2025 14| JAMMIVAIDEHIRAO | 7:36AM 1216PM Present
901 Mar 2025 38| KOMAL GHAUDHRY 735 1211PM Present
10/01 Mar 2025 4|unacooi = = Absent
11]01 Mar 2025 MARIAGORETTITIRKEY | 7-40AM - Present
12|01 Mar 2025 27 NAUNI SINGH 7328 1211PM Present
1301 Mar 2025 12| NAMRATA KARDA 2 12120m Present
14|01 Mar 2025 34| NEHABEULAH PORTER | 7:46AM 12137 Present
1501 Mar 2025 202 NITIKA MANGAL GHADDA | 7:40AM 12:10PM Present
16|01 Mar 2025 25| PO0IA AGRAWAL 7368 12:50PM
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. " O T
Staff Type SN | Name 1 2 3 4 5 D 7 B o |10 [ m [ 12| 13| 14|15 |6 7| 18|19 220 | 2 |[2]|2znu]xs
Al (16) B
1| ABHILASHANOREEN SOLOMON 1 | 0659 | 0657 | 0702 | 07.02 | 0656 | WO | 0654 | 0659 | 07.00 | Absent| 0700 | 0705 | WO | Avsent| 0658 | 07.03 | Absent | Absent | Abseni| WO | Absent| 0659 | 0701 | 0705 | 0658
Department
1326 | 1346 | 1345 | 1345 | 1135 1545 | 1346 | 13.45 | Absent| 1411 | 1147 Absent| 14.41 | 14.40 | Absent | Absent | Absent Absent| 13.45 | 1350 | 13.49 | 1336
Al (1) - 2| ADNAMASSEY I 0656 | 0654 | 0655 | 0657 | 0701 | WO | 07.04 | 0703 | 0702 | Absent| 0659 | 0701 | WO | Absent| 0655 | 07.00 | Absent | Absent | Absent| WO | Absent | 0654 | Absent | 0656 | 06.5¢
- 1415 | 1348 135 1350 | 1356 Absent| 1354 | 1146 Absent | 13.45 | 1352 | Absent | Absent | Absent Absent| 1350 | Absent | 1353 | 1337
Designation
3 AKANKSHA TIWARI 0654 | 0646 | 0645 | 045 | 0651 | WO | 0653 | 0653 | 0653 | 0702 | 0657 | 0655 | WO | Absent| 0657 | 0646 | 07.00 | Absent| 0714 | WO | 07.03 | 0645 | 07.00 | 0650 | 0648
AN (1311) -
1508 | 1518 | 1506 | 1506 | 10.47 1654 | 1441 | 1637 | 1456 | 1442 | 1255 Absent| 1434 | 1436 | 1436 | Absent| 1251 1432 | 150 | 1459 | 1641 | 1432
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