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IMPLEMENTATION CHECKLIST & UNDERTAKING - EMPLOYEE ATTENDANCE*
Date: ______________
 
Name of In-Charge: ________________________ Designation & Contact No. ____________________
Training Attended (Yes/No): ___________  My User id is working (Yes/No):_____________________
I have checked the software functionality with sample/live Data (Yes/No):______________________
 Note:  All the points to be verified by Module In-charge/School Authority.

	
Check list
	Status (Y/N)
	Implementation Consultant’s Remarks

	Biometric configuration (if Applicable)
	
	

	Biometric Data porting (if Applicable)
	
	

	Define Shift Master
	
	

	Week off Configuration
	
	

	Staff Shift Relation Configuration
	
	

	TRAINING POINTS

	Dashboard
* Staff Attendance Analysis Department and Shift wise
* Staff Headcount, Attendance Authentication Statistics, Average Attendance, Holiday List
	⬜ Excellent ⬜  Very Good ⬜  Good ⬜  Average

	Attendance Settings
* Define Holiday
* Define Leave
* Define Shift Master
* Report Settings
* LWP Settings
Mark Attendance
* Assign Leave to Staff
* Staff Shift Relation
* Process Attendance for Payroll
	⬜ Excellent ⬜  Very Good ⬜  Good ⬜  Average

	* Mark Manual Attendance
* Upload Attendance
* Process Leave Application
* Process Leave
* Mark Manual Attendance in Bulk
* Reprocess Attendance
* Leave Acceptance Employee
* Mark Leave Staff Type wise
* Assign Opening Leave
* Leave Marking
* Bulk Leave Accept
	⬜ Excellent ⬜  Very Good ⬜  Good ⬜  Average

	Reports-

 Daily Reports:
* Late In Early Reports
* Attendance Consolidate Reports
* Staff wise Daily Attendance Report
* Absent/Missing Attendance Report
* Biometrics Attendance Detail Department wise
* Weekly Attendance Report 
* Daily Performance Report
* Attendance Report

Monthly Report:
*Attendance Report Monthly wise
* Monthly Attendance Report
* Monthly Performance Report
* School Staff Attendance Register
* Monthly Late in Count Report
* Monthly Consolidated Biometric Report
* Monthly Attendance Report New
* Teacher Holiday & Week off Report
Leave Reports:
* Leave Balance Report
* Sanctioned Leave Report
* Leave Absent Report
* Leave Report Staff wise
* Leave Status Report
* Leave Report
	⬜ Excellent ⬜  Very Good ⬜  Good ⬜  Average

	Other Reports:
* Staff Shift Relation Report
* Attendance Analysis Report
* LWP Year Wise Report
	⬜ Excellent ⬜  Very Good ⬜  Good ⬜  Average



Remarks by Module in charge (also mention if issue/requirements):
 
(Note: Requirements are the part of customization whose feasibility and delivery will be communicated separately by the e-Care Development and Support team. Implementation Executive is not empowered for any software customization. He is expected to understand and communicate the same to the Development and Support team with due approval of School authority).
__________________________________________________________________________
___________________________________________________________________________

 Remarks by Implementation Executive:
____________________________________________________________________________
____________________________________________________________________________
DISCUSSION POINTS
___________________________________________________________________________
___________________________________________________________________________




Signature of Implementation Executive                                                     School Stamp
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