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1. INTRODUCTION

Congratulations and Thank You for choosing Quick Time Management System.

QUICK Time Management System (Quick TMS) has been specifically engineered to satisfy both simple
attendance monitoring & complex 24-hours rotating shift environment. It provides extensive facilities to allow
definition of employee working patterns using Time Zone logic control. Exceptions on employee's expected
working hours are highlighted, including lateness, early leaving, unapproved overtime and absence. Payable
hours are calculated and finally transferred to QUICK PAY - Payroll system.

Users are constantly guided throughout the entire system by easy-to-use HELP screens and messages. Most of
the documentation in this USER MANUAL contains some easy examples to enhance your understanding.

2. SOFTWARE LICENSE AGREEMENT

This is a legal agreement between you, the user, and HR2000. You may use ONE copy of the software on only
ONE computer at a time. If you have multiple licenses for the software, you may use as many copies at any time
as you have licenses. "Use" means loaded in temporary memory or permanent storage on the computer.
Installation on a network server solely for distribution to other computers is not "use" if you have a separate
license for each computer to which the software is distributed. If users will exceed the number of licenses, you
must have a reasonable process to assure that the number of persons using the software concurrently does not
exceed the number of licenses.

The software is protected by MALAYSIAN copyright laws. You may make ONE copy of the software solely
for backup or archival purposes or transfer it to a single hard disk provided you keep the original solely for
backup or archival purposes. You may not rent, lease or transfer the software or copy the written materials
accompanying the software.

3. LIMITED WARRANTY

HR2000 warrants that the software disks are free from defects in material and workmanship under the normal
use for ninety (90) days from the date you receive them. This warranty is limited to you and is not transferable.
Any implied warranties are limited to 90 days. This limited warranty is void if any disk damage has resulted
from accident, abuse, misapplication, or service or modification by someone other than HR2000.

HR2000 does not warrant that the functions of the software will meet your requirements or that the operation of
the software will be uninterrupted or error free. You assume responsibility for selecting the software to achieve
your intended results, and for the use and results obtained from the software.

HR2000 disclaims all other warranties, express or implied, including but not limited to implied warranties of
merchantability and fitness for a particular purpose, for the software and all accompanying written materials.
HR2000 is not liable for damages for loss of business profits, business interruption, loss of business information,
or other pecuniary loss arising out of use or inability to use the software.

* HR2000 reserves the right to change all Terms & Conditions without Prior Notice



4. SYSTEM REQUIREMENT

© WORKSTATION & SERVER COMPUTER (S)
Workstation minimum hardware and software requirement:

* 4 GB Memory

* Mouse & Keyboard

* 50 MB hard-disk space for programs

* 10 MB hard-disk space for every 100 Employee records
* MS Windows Win 10/ Windows 2008 or later versions
* Dot-matrix printer or LaserJet printers

5. AFTER SALES SUPPORT

e Hotline Phone Service

e  E-mail support

e Remote TeamViewer Support
e Internet Download

** Terms & Conditions Apply **



6. HOW TO INSTALL

Close all programs and ensure no one is using QUICK TMS

Insert QUICK TMS diskette (or CD) into drive

If a message does not appear (CDROM auto-run feature), click the START button, click RUN

In the Open box, type the drive letter, followed by a colon (:), a backslash (\), and the word setup. See
below example.

e C(lick OK, and the installation wizard starts. Follow the instructions that appear

% “Windows Update

B winZip
Marton Systemiworks
- ’
Frograms 4
Favarites » Tupe the name of a pragram, folder, document, o Internet
- resource, and Windows will open it for you.
ﬁ LDocuments 4
& Settings b Open: [ANSETUP =]
% Find C
Help oK I Cancel | Browsze. . |

TIPS: When prompted for installation DESTINATION DIRECTORY, always choose the default path of C:\QTMS — unless you

have other reasons to install program files into other folder (directory).

Note:
*On some PC machines, BDE database installer stating that there isn't enough free disk space eventhough there are plenty.
This is a bug in bdeinst.dll for which there is no known solution. Please ignore this message and proceed with installation

* BDE and Windows Regional Date are automatically configured during installation process.

INSTALL INTO NETWORK ENVIRONMENT

At Server Computer :

e Create a directory (eg. C:\TMSDATA) and share with full access rights to users

At Client Workstation Computer:
e Install QTMS into C:\QTMS
e  Map drive to server’s C:\TMSDATA and assign as any drive (eg. Drive S:)
e  Run Quick TMS application. Select DATABASE PATH and set data directory to Drive S:



7. HOW TO EXECUTE

From Windows START button, click PROGRAMS, click QUICK TMS, and click on QUICK TMS program
to execute the software application.

Ruick@MSifoRrWindows)

For Windows Win7 / Wind / Win10 / Win2003-Win2012

Version 5.94 =Release Mav 20.2016

Program Path: CAQTMSISYSTEM
Database Path: CIQTMS\DATAL

S IDEI':'IDZEH 5 L‘

Yacr i ISUPER\.-"ISDR

Copyright & HR 2000 S5dn Bhd - Tel: 03-563290%4 (Hunting Lines)

OPEN a Company Database
Select a database name. To gain access into the database, you must provide the correct User Identification (ID)

and password.

CREATE a NEW Company Database
To create a new database, enter a new file name (eg. HR2000). Default Supervisor password is SUPER. Refer
changing passwords in SUPERVISOR PASSWORD module.

Technical Info:

e Quick TMS databases are stored as independent directories (Example. DEM0O2014, DEM02015, etc).

e  You may create unlimited databases for multiple companies.

e For each company’s database, give a unique and meaningful file name. Avoid using spaces, extended
ASCII characters and long names. Limit your naming within 8 characters!



8. SYSTEM FLOW

DATABASE IMPORT
(optional)

SYSTEM SETUP I

SELECT PERIOD I

EMPLOYEE MASTER

POLLING I
PROCESS DATA I

TIME ENTRY I
PRINT REPORTS I

EXPORT TO
QUICKPAY

DATABASE BACKUP

Perform Database Import to update latest data from Quick Pay
to Quick TMS

Any new Allowances/Off Days or changes in Overtime or
Lateness ?

Select a period for current processing.

Any newly joined / resigned staff ? Any changes in sections ?

Poll the data from ST8000 or others clock
* Ignore this if you are using Quick TMS without any clock
hardware.

Process the data that has been polled from clocks to determine
Time IN / Time OUT for every employee.

* Ignore this if you are using Quick TMS without any clock
hardware.

Check employees with discrepancies in attendance.
Possible scenario is an employee forgetting to swipe their card
or absent for the day.

Print all necessary reports.

Export overtime, lateness, and allowances and leave records to
Quick Pay

Keep a current backup of your database



9. SYSTEM OVERVIEW

Upon successful entry from the LOGIN screen, the Main Menu will be displayed.
There are 4 sets of available functions.

System Utilities

Select Period Time Entry System Setup
System Security

Table Of Codes

& Global Change

Employee Master Standard Reports

Miscellaneous Utilities

(&) o Heb
Data Polling Print BarCodes Database Export
% Login
K Database Doctor
a = Dasnes oo
e Process Data Calendar of Events

File: DEMO2015 Period : Apr - 2015 User : SUPERVISOR Audit: ON Records: 18

IMPORTANT: Always ensure that you have selected the correct database file name and current processing
period. This information is available on the Status Bar at the screen bottom of MAIN MENU. The Status Bar
will also display the current User ID and total employee record count

Set #1 - Daily/Monthly Processing Steps

e SELECT PERIOD - Select a period for processing.

e EMPLOYEE MASTER - Update employee personal particulars

e DATA POLLING - Poll time data from the clock (optional if doing manual entry)

e PROCESS DATA - Process the polled data to automatically locate Time In/Time Out
(Optional if doing manual entry)

e TIME ENTRY - Make modifications or enter leave records into the time card

Set #2 - Report Printing/Viewing

e STANDARD REPORTS - Printing of overtime, lateness exception reports
PRINT BARCODES - Printing of barcodes for use with employee cards
CALENDAR OF EVENTS - View employee events (Eg.: Leave, overtime, lateness, etc) in a year

Set #3 - Configure System

e SYSTEM SETUP - Setup company particulars and export, period and lateness particulars.
e SYSTEM SECURITY - Setup password and user access rights

e TABLE OF CODES - Create user define codes for department, section etc.

e GLOBAL CHANGE - Global changing of information stored in database

e HELP - Help Documentation



Set #4 - Miscellaneous Functions

e DATABASE IMPORT - Import employee data from Quick Pay

e DATABASE EXPORT - Export data such as overtime, allowances etc to Quick Pay

e DATABASE DOCTOR - Fixing and restructure database file.

e DATABASE BACKUP - Make backup copies of databases in hard disks into floppy disks
e DATABASE RESTORE - Restore previous database backup from floppy disks



10. SELECT PERIOD

Each Database File stores records for unlimited Fiscal years. User may change the current processing fiscal
year and period by selecting this module and modify the current processing period.

e Each Fiscal year contains 12 periods
e Each period stores up to 31 days

Fiscal |2EH s ﬂ

iy \
2

Period | T

i

Cancel

Date From | 1640372015
[15/0472015

Date To

Select a period for your processing.

You may change from one period to another without restrictions based on what you have already set up in
PERIOD SETUP. Once you have selected the period, the start and end dates will appear automatically.



11. EMPLOYEE MASTER

This is the Maintenance module for employee details. User can create new employee, modify existing records,
or delete a record from the database.

EmpiNo. |ADSU01 Name |KOHAIPONG
General | Allpwance I Custom Days |
CostCentre |KUALALUMPUR (HQ) @ Section | LOOR STAFF 1 a
Department |E‘5 -CEo al Export Option | [=X
Occupation | CONFIDENTIAL SECRETAIQ) | Payment Rate | MONTHLY |
Security IMANAGEM 2 QI Payment Frequency IOnce Per Month j
Join Date IUG.I'B&QDM j Free Value #1 I 0
MickN
Increment I j Free WIue#’ZI o crame
ICINDY
Resign I j Free Value #3 I
Card No#1 |061395 Free Value #4 [ Eligitle for OT
Card No#2 Il Valid Clocks I
Number W |Name Section |Department |Jnin Resign |PayRate |CardND1 |Cﬂ|’dNI}2 I Lol
l ADS001 KOH Al PONG FLOOR1 AOP 06/08/2001 MONTHLY 061395 061385
| ADS002 SERIYANTI BINTIL.AHMAD OFF-2 HR 19/03/2002 HOURLY 061391 061749
| ADS003 NORLI ZHAR BIN ABDULAH  OFF-2 HR: 24/08/2002 DAILY 061364 061710
| DS5001 SHAMSUL BIN MOHANMAD FLOOR3 EDDL 121061991 MONTHLY 061300 061396
L Dss5002 ROSHIM BIN YAACOB FLOOR3 EDDL 011061991 MONTHLY 061388 061386
L DS5005 GUNAVATHY AJL GUNASEGA FLOOR3 EDDL 15/02/1995 MONTHLY 061522 028256
_DSSEH]B CHEA SWEE CHONG FLOOR3 EDDL 11401/1998 MONTHLY 061528 061406 o
Records: 18 |‘I of 18 |Acti\.re: 13 |Resigned: 0
v | X ?| X
Save |Cancel Help Exit
General

Employee Number
This is a 10 alphanumeric employee number. Each employee uses a unique number as identification.

Note: If linking to Quick Pay, ensure both QUICK PAY and QTMS are using the same employee Number

Employee Name
Enter the employee's name.

Cost Centre
Pick a Code from the predefined table.
Refer to TABLE OF CODES for further details.

Department
Pick a Code from the predefined table.

Refer to TABLE OF CODES for further details.

Occupation
Pick a Code from the predefined table.

Refer to TABLE OF CODES for further details.

Security Group
Pick a Code from the predefined table.

Refer to Security Group for further details.



Section

Pick a Code from the predefined table.

Refer to TABLE OF CODES for further details.

** IMPORTANT: Section is used to determine employee working pattern.

Export Options
Select the correct Export option for the employee, if the employee export options is different from others.

Refer to Export Setup for further details.
** IMPORTANT: Export to Quick Pay uses this option.

Payment Rate
Select the correct payment rate for each employee.

The options available are 'MONTHLY', 'DAILY' and '"HOURLY".

Payment Frequency
Select the correct payment frequency for each employee.

Available options are 'Once Per Month' and 'Twice Per Month' .
If 'Once Per Month' is selected, the system will ignore this employee when exporting data to QuickPay during
Mid-month.

Join Date
Enter employee’s date of hire. Quick TMS uses this date to detect whether the employee is active.

Increment Date

This is the date when an increment is given.

If Export Setup "Old Rates" option is selected and the increment is within current period, then the data before
the increment date will be passed to Old-Rates section in QuickPay's salary entry.

Resign Date
This is the date when the employee resigned from the company.

Card Nol / Card No2
These are the swipe card numbers of the employee. Each employee may hold up to 2 card numbers.

Eligible OT
Check this options when the Employee Entitle for Overtime

Free Value 1,2,3,4
These are free fields for user remarks. Value 1 & 2 are in numeric format while value 3 & 4 are free text fields.

Nickname
This nickname can be selected to be printed together with bar codes.

-10-



Custom Allowances

general Allngance | gusturnDays I
Criteria Criteria Cri‘teria_
Allowance Code 12345678 910112131415  Ceiling #MAmt  #2Amt  #3Amt
ILATENESS x| |FFFFVFFEFMIT T | 30.00 | su.uu| su.uu| 30
FEFFFNVFFEFFFFVFFERFE
IWORKEONUS ~| | FFFFFFFFFFICT T | 50.00 | su.uu| su.uu| 0.0
| mall 2l vl vl vl el vl oo o el
IWKBON x| |FFFFVFFEFMI T | 30.00 | su.uu| su.uu| S0
FEFFFNVFFEFFFFVFFERFE
| ZCCCECCCCCErErrr || seoo |0 somo|  sooof  sod
| mall 2l vl v vl vl o o el el -
4| | »

User can set custom allowance for each employee, which will overwrite the amount set in Conditional
Allowance in SECTION setup. By default, employee conditional allowances/deductions will use Allowance
table in SECTION setup.

IMPORTANT
Use CUSTOM ALLOWANCE setup if you wish to exclude certain allowance from this employee, or to change
certain parameters within the Conditional Allowance.

Code
Enter Conditional Allowance code here.

Shift (1to 10,

Specify which shift number entitles to this Conditional Allowance item.

Note: If “all” shifts are NOT checked, then employee WILL NOT entitle for the allowance item. This is useful if
you wish to disable employee from receiving the allowance item.

Ceiling
If ceiling is applied, enter ceiling value here.
See Conditional Allowance Setup for detail.

Amount #1 to Amount #6
Enter Conditional Allowance criteria amount here. There are 6 criteria amount.
See Conditional Allowance Setup for detail.

11 -



Custom Days Folder

General | Alowance CustomDays |
Date | Day | DayType | Shift | Remarks SectionZone | )
230412016 SAT Off Day -
02/05/2018 MON Normal Day 1 Replacement on 872016 IN & QOUT Actual ( 08:00 - 17:00 )
B | 07I05/2016 SAT Off Day -

W

Custom Days folder will override day type (ie. Rest,Off,Normal or Holiday) for a particular date. Use Custom
Days folder if employee has fixed duty roster schedule. User can set extra Normal Day, Rest Day, Off Day,
Holiday for each employee. You may even specify a fixed shift for that particular date.

I Add |De|ete| Edit

Click on [Import Table] button to copy Custom Days from other employee record.

-12-



12. POLLING

This module will allow you to poll the data from the clock. There are two options. Select first option for ST8000
clock and second option for others clock (ELID, FINGERTEC, MATRIC and HANDKEY).

Pall Data Fram STS00O. .,
Poll Data from Others, ..

| 12.1 POLL DATA FROM ST8000

If you are using the QuickTMS system with ST8000 Serial Time-Clock series, execute this module to poll the
data from the clock. Swipe records polled are stored into \DATA\TMS.TXT file.

STH000 Serial Part. | ComT =l % Bun Poller

ST2000 Installed: 0
Records Incoming: 0
Records Saved: 0

Swipe records collected are stored into below file. =
Text File Location:  C:AQTMS\DATATTMS.TXT X Esit ]

Run this option only if you have lost PREVIOUS polled data.

Murnber of Receords to Fetch:  |° = Fetch J I:

Day | Date | Time | Card | Clock ID | Buttan ID |

STEP1: Select ST8000 Serial Communication Port. Enter value between Comm Port #1 to #4.
STEP2: Click START POLLER button to begin retrieving swipe records from ST8000 clocks.

ST8000 Installed: Shows number of ST8000 clocks detected during polling processing.

Records Incoming: Total swipe records collected from ST8000 clocks. When counter stops, it indicates swipe
records are fully collected.

Records Save: Total swipe records validated and saved into \DATA\TMS.TXT

Text File Location: All validated swipe records are saved into \DATA\TMS.TXT file.

FETCHING LOST SWIPE RECORDS
It is seldom that you require this function. Executing FETCH button will attempt to re-collect old swipe records
from ST8000 clocks. To use, enter number of records to fetch again, and click FETCH button.

- 13-



12.2 POLL DATA FROM OTHERS

If you are using the Quick TMS system with ELID, FINGERTEC, MATRIC or HANDKEY clock, select this
option to poll the data from the clock.

Import Attendance Records . 5[

Import Type | ELID :: XXDDMMYYHHMMCCCCCCREBS ][ Impert!
[P-\Hardware\ELIDVELID NORMALN7T71- Elid P vew || 5

Filename Help
£ 0 |
Records Incoming; 21 of 27 :
x Exit |

Records Saved: 14

Swipe records collected are stored into below file.
Text File Location:  CHATMSDATATME.TXT

Card Date Time ClockiD ButtonlD
045956 170762003 16:57.00 a = -
045956 170752003 16:57.00 ] = =
045356 170752003 16:57:00 0 =

016808 1700752003 16:57:00 0 =

045956 1700752003 16:57:00 0 =

06808 1700752003 16:57.00 0 =

045956 170762003 16:57.00 a =

016508 170762003 16:57.00 a =

045956 170752003 16:57:00 0 = -
ME808 1710752003 16:57:00 0 =

045356 1700712003 16:57:00 0 =

045956 1710712003 16:57:00 a < LI Stop |

Step 1: Select type of clock (ELID, FINGERTEC,HANDKEY or MATRIC) from drop down menu.
Step 2: Click START POLLER button to begin retrieving swipe records from selected clock.

Filename : Shows the file (including path) used for polling processing.

Records Incoming: Total swipe records collected from clocks. When counter stops, it indicates swipe records
are fully collected.

Records Save: Total swipe records validated and saved into \DATA\TMS.TXT

Text File Location: All validated swipe records are saved into \DATA\TMS.TXT file.
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13. PROCESS DATA

This function will process the data polled from the hardware clocks or from door access systems. PROCESS
DATA will populate Time-In, Time-Out, and breaks into employee TIME ENTRY. After completion of
PROCESS DATA, you may still modify processed results directly from TIME ENTRY module.

| (= Poller Recurdsl Aﬂvancadl

7 Query
PROCESS DATA will update clock data into TIME-CARD ENTRY module...
Select Date Range up to Yesterday only. Processing DOES NOT allew to include Today's Date... ¢ Ok
Process Date From |18/032015 j To IAI 5042018 j ﬁ Option
[~ Execute UNDOD PROCESS DATA X Exit
If Enabled, TIME ENTRY fields (ie. TimeIN, TimeOUT, BreakiM, BreakOUT) will be overwritten !
Degcription | Remarks
Que[g

Click on [ Query ] button to filter by employee, cost center, department, or section.

Option Button
View TMS.TXT option will view polled data inside TMS.TXT file..

View Process Log option will view processed remarks generated by PROCESS DATA module.

Process Date
Process Date From ... To: Select the date to process. It will then determine the time in / time out, overtime,
lateness and etc. The data will then be represented in Time Entry.

Note: The date to start processing can be any date but you must always remember to process until the day
before the current date

Execute UNDO PROCESS DATA : If Enabled, TIME ENTRY fields (ie: TimeIN, TimeOUT, BreakIN,
BreakOUT) will be overwritten!

IMPORTANT

Remember to check process log file generated by PROCESS DATA. The log file will normally list possible
employee swiping errors such as swiping outside designated shift zones, forgotten swipes, or other possible
errors within system settings.
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| TECHNICAL FILE FORMAT

QUICK TMS supported many popular time clock data format. Click on HELP button to view latest time clock
format supported.

¥ Process Date

Enter the filename (or directory location) of TIME CLOCK entry records. @ Duery |
= v ok |
1a) STE000 Door Access
1b} STB000 Server §&F Ostion
2} Synel Clock Data x Exit

3a) Time Portal (DBF}

3b) Time Portal / xPortal (MDB}

3c) MicroEngine Door (DBF)

3d) MicroEngine (XLS)

3&) MicroEngine (TXT)

3f) MicroEngine (CSV)

o |6t 68 6 67 | |2 |52 |62 |68

4a) DTouch File {*.mdb) £
4b) DTouch UNIS (*.mdb) ]
5a) HandKey (* bx) 0
5B} HandKey (*.mdb} £
6a) HandPunch [A] (* xt) )

=

J

TIPS:

See CLOCK SETTINGS topic on IN-CLOCK list, OUT-CLOCK list and EXCLUDE-CLOCK list.
You may use IN-CLOCK and OUT-CLOCK list to determine employee swipe IN or OUT status.
EXCLUDE-CLOCK list will ignore swipe records collected from these clocks.

Advanced
View TRANSACTION.DB option will view processed swipe data.

E-4 PrucessDatel @ Poller Records Advanced I

Daily swipe records polled from Clocks are stored into below TRANSACTION.DB file... |
Date Time Card Clk Btn Date Updated L ¢ ok |
25/04/2014 07:44:17 578259 05 25/04/2014
25/04/2014 08:40:15 578273 05 25/04/2014
25/04/2014 08:40:28 634116 05 25/04/2014
25/04/2014 13:00:4% 578259 a5 25/04/2014
25/04/2014 13:56:18 578259 05 25/04/2014
25/04/2014 17:45:22 634116 05 25/04/2014
25/04/2014 15:03:.00 578259 05 25/04/2014
25/04/2014 19:16:14 578273 05 25/04/2014
26/04/2014 07:45:00 578259 05 26/04/2014
26/04/2014 13:01:11 578259 05 26/04/2014
26/04/2014 13:56:05 578259 05 26/04/2014
26/04/2014 17:01:29 578259 s 26/04/2014
280412014 07:42:37 578259 05 28/04/2014
28/04/2014 08:32:23 634116 05 28/04/2014

| 28/04/2014 13:00:50 578259 05 280412014
Record 23 of 150
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14. TIME ENTRY

Empl No. Name IKOH Al PONG Work Hours “
Period lm et l— PayRate IW Actual Worked“
Mormal OT 33:30
Time In/Out l Time Ereaksl Information I Calendarl Custom Daysl Festday 0T 5
Date Sh Timeln TimeOut Act OT App OT Leave Date Time I Time Out Act OT App. OT Leave ||[IailEe Rt g
16 Mon = = : 02 Tue . : . Offday OT =
L E 2 : U [ 06:46 [19:02 [02:00 Total Overtime 33500

Late In[wiork] — 00:30

18 Wed : 2 200 04 Thu 06:41 (18:21 (01:15
Early Out [work] 00:55

19 Thu z z Z 05 Fri E z -
— = = : — deceil Jlned [ Early Out [Break) 00:20
£ n - - . Sal . g
— : - dl: ﬂ? 06:46 |15:03 Late In [Break]  03:55
21 Sa = 2 un

= 2 = - Total Lat
o 07:21 |15:03 |02:00 Total MPLHowr  01:59
08 Tue 07:27 |17:59 | 00:45 Total Leave Days 1.00
10 Wed 07:21 |18:16 [01:15
1 Thy 07:22 |18:45 |01:45 Mon 16/03Cik |Btn | Cari
12 Fri 07:29 |17:50 [01:00 08:03:59 |< |0 |06
13 Sat 07:36 |17:03 11:21:01 0 061
11:4352 |= [0 |04
06:41 |17:37 |00:30 14934 IR G
151839 |« [0 |061
w
£ >
Mon 16/02/2004 Work Actual — Work — gak — 11 NPL I—
el Day IN VI Hours  Worked Late In Early Out Earhr Out Late IN Day Hour Rem1
| shf1:08:00-17:00 Shift |1 j Jog:00 |12:14 Joocoo  foo:oo  fooio [oo:00 00:04 Rem2|
o U] |
TN N - Q/ 3??3:3" gl
First | Prev | Mext | Last | Find Edrt -'::u Hnlu:lay Last Updated SUPERVISOR  24/052010  Delete| Print| Help | Exit

In this module, you will be able to adjust the Time-IN and Time-OUT including break swiping for each
employee.

Time IN/OUT Folder

Enter employee swipe IN and swipe OUT time.

Click on "Date" column to enter leave records.

Click on "Time-IN" column to view swiping of the day (see screen bottom right corner)

Time Breaks Folder
Enter employee break swiping.

Information Folder
Display Employee Master information and also working Section settings.

Calendar Folder
Display Year-to-Date attendance in daily format.

Custom Days Folder
Add in fixed duty roster schedule.
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Summary Panel

Work Hours  213:30
Actual Worked 265:04
Formal OT 33:30
Restday OT 3
Haliday OT -
Offday OT -
Total Overtime 33:30
Late In fwiork]  00:30
Early Qut [wiork] 00:55
Early Out [Break) 00:20
Late In [Break]  03:55
Total Lateness 0540
Total MPL Hour  01:59
Total Leave Days 1.00

Information panel is where you can view employee summary of any selected month.

Work Hours : Total hours worked between Section's IN-ACTUAL and OUT-ACTUAL (eg. 9am to Spm) time
zone.

Examples:

Assuming Section's IN-ACTUAL and OUT-ACTUAL is between 9am until Spm

Employee Time-IN at 9am, Time-OUT at 4pm (early out!), then Worked Hours = 7:00 hours

Employee Time-IN at 9am, Time-OUT at 8pm (working Overtime!), then Worked Hours = 8:00 hours (exclude
overtime hours)

Note: Work Hours will include break hours unless configured differently in COMPANY PROFILE to exclude
break hours

Actual Worked Hours : Total hours worked between Time-IN and Time-OUT of employee swiping regardless
of Section zone settings.

Examples:

Employee Time-IN at 9am, Time-OUT at 4pm (early out!), then Worked Hours = 7:00 hours

Employee Time-IN at 9am, Time-OUT at 8pm (working Overtime!), then Worked Hours = 11:00 hours (include
overtime hours)

Note: Actual Worked Hours will include break hours unless configured differently in COMPANY PROFILE to
exclude break hours

Normal OT, Restday OT, Holiday OT, Offday OT: Total overtime hours for each day type
Total Overtime: Total overtime hours for all overtime type

Late In (Work), Early Out (Work), Early Out (Break), Late In (Break): Total lateness hours for working hours
and break hours

Total Lateness: Total lateness hours for all lateness type
Total NPL Hour: Total non-paid-leave hours entered in TIME ENTRY ==> LEAVE APPLICATION module

Total Leave Days: Total leave days taken entered in TIME ENTRY ==> LEAVE APPLICATION module
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Time ON/OUT Panel

Time IniOut |

Act, OT A T Re 2 TimeIn  Time Out Act, OT  App. OT Remarks

Sh Timeln Time Out

Date
16 MON
17 TUE
18 WED
18 THU
20 FRI

03:259 [18:19 |01:15
05:57 [18:21 |01:15
08:33 [17:41 | 00:45

oo
08:17 ['47:47 |00:45
0s:23 | 2080 | 03:00
08:28 | 18:13N 01:15

FEEE

\\ =

Click on "Time IN"' column
b wiew swipings of the
day...

03:08 |17:19
08:33 [17:59 | 00:45
05:21 [18:16 |0L:15
03:36 [18:45 |0Ll:45
03:25 [17:50 |0L:00

AL
NFPL

DL:00
0L:ls
0: 45
z | 10106 [17:28 [othao quT

N

URERR 1 | 13:29 [17:55 | 00:45 \ 0T

N

05:00 [17:37 |[00:30

: e L3 ; 3
5 Click on "Date’ column bo enter Fed indicates lateness... Enter emplopes swipe IN and OUT e,
Leave records... Actual OT walue will be shown
automatically...

Time IN: Employee swipe-in time of the day
Time OUT: Employee swipe-out time of the day

Act OT: Actual overtime hours calculated by the system
Note: Overtime Paid (ie. either to use Actual-OT or Approved-OT) is configured in COMPANY PROFILE

App OT: Approved overtime hours entered by user.
Note: Overtime Paid (ie. either to use Actual-OT or Approved-OT) is configured in COMPANY PROFILE
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Tips

How to view daily swipings of the Day

To view card swipings for the day, click the 'Time In' column and the day's card swipings will appear in the

bottom right screen corner.

See below for example:

Mon 16/03|Ck [Btn |car

050335

0

<

i

o

11:21:01

=

11:43:52

<

11:49:34

=

131839

oo oo

T
AT
o
1Lrr

1
1
1
1

4] |

How to Recalculate DAY TYPE and SHIFT NUMBER

.

Click the 'Time In' column, and 'Day' and 'Shift' data will appear (see below screen).
Change these values and click SAVE button.

Mon 16/03/2015

Shf1: 09:00 - 1700

Day
Shift

I - | Mork

L 'I Jog:o0

Actual --- Wark --- --- Bresk --- ] MPL
Hours Hriiork Late In Early Out Early Out Late N Day Haur
jos:z | Joooo | foooo | Jocoo | joocoo | Joo:o4

Lateness

Lateness types available are:

- Late-IN (employee came after shift in time)
- Early-OUT (employee left earlier than shift out time)
- Break Early OUT (employee left for break earlier than Break start time)

- Break Late IN (employee came back after break later than Break end time)

TIPS: If employees are given "grace" time on lateness, setup grace settings in SECTION SETUP. If Grace is

used, then employee will not have lateness hours if late minutes are within the grace minute settings.

You may also perform lateness rounding. See SECT/ION SETUP.
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Leave Application Records

This module allows you to input NPL hours and Leave Records for the selected date.

e ———
— [ va |

Can Leave Code

Non-paid-leave hours

NPL {Hours)

mpeotteme £ ———— |p
b rpapay [P0y = Leave Dave ok
eave Days taken

Reason Ivacaﬂun \Select option “Full Day”, “Half
Day”, 0.25 Days or “0.75 Days”

sl I \ \
Leave Reason

Additional remarks

EXAMPLE: Above example shows employee was late for work due to vehicle breakdown. Lateness for the day is
cancelled off because you have given a value to "Type of Leave". However, 0.5 day NPL is to be deducted.

NPL (Hours) - 1f the employee has taken a few hours leave, then input the hours here. This will be exported to
Quick Pay as Non Pay Leave.

Type Of Leave - If the employee is absent for the day, select the type of leave

Half/Full Day - This is where you can choose between a half-day or full day leave. Leave blank if not
applicable.

This value will appear in Quick Staff Leave records when you export the data. Half Day and Full Day for leave
will be exported as 0.5 and 1.0 day.

Reason - Reason for taking leave.
This reason will appear in Quick Staff Leave records when you export the data.

Remarks - This is the additional remark for this record
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15. STANDARD REPORTS

MONTHLY TIME CARD

1. Time Card Detail (Allowances) Report monthly Time In & Out, Overtime, Lateness
* with allowances detail

2. Time Card Detail Report monthly Time In & Out, Overtime, Lateness

DAILY REPORTS

1. Daily Attendance Report on attendance daily

2. Daily Work Hour Report on work hour detail for each day.
* Based on time zone setting

3. Daily Actual Hour Worked Report on work hour detail for each day.
* Based on time-in and time-out

4. Daily Overtime Report on overtime detail for each day.

5. Daily Lateness Report on lateness detail for each day

6. Daily Leave Report Report on leave detail for each day

7. Daily Allowance Report on total allowance daily

8. Knock-Off Detail Report Report on overtime knock off after lateness
9. Detail Overtime (Export) Report on overtime detail for each day

* Export to Quick Pay

10. Daily Break Report to show the break minutes taken daily
* Based on time zone setting

11. Break Detail (Swipe) Report to show the break minutes taken daily
* Based on card swiping

12. Daily Card Swipe Report on the number of card swiping made daily

WEEKLY REPORTS

1. Weekly Work Hours Report on total working hours for the week
* Based on time zone setting

2. Weekly Actual Hour Worked Report on total working hours for the week
* Based on time-in and time-out
3. Weekly Overtime Report on total overtime hours for the week
4. Weekly Lateness Report on total lateness & leave early for the week
1. YTD Work Hour Report on work hour shown monthly from Jan to Dec
2. YTD Actual Hour Worked Report on actual hour worked shown monthly from Jan to Dec
3. YTD Overtime Report on overtime shown monthly from Jan to Dec
4.YTD Lateness Report on lateness/leave early shown monthly from Jan to De
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CROSS-TAB REPORTS

1. Work hour Cross Tab report on work hour for each day

2. Actual Hour Worked Cross Tab report on work hour for each day

3. Overtime Cross Tab report on overtime for each day

4. Lateness Cross Tab report on lateness for each day

5. Leave Cross Tab report on leave for each day

6. Time Card Shift Cross Tab report on shift number for each day
REPORTS

1. Attendance Statistic Report on overtime and lateness statistic with vertical bar chart
2. Employee Master Detail Report on employee detail

3. Employee Custom Days Report on Custom day calender & details.

4. Duplicated Card # Report on duplicated employee card number

5. Exception Report Report on employees who forgot to swipe their cards
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16. PRINT BARCODES

This module allows you to create and print labels. Label printing are normally fit to standard label stickers.

Dimension Folder

Define your label dimension.
Example: Number of labels horizontally. Label width & height, and spacing between each printed label

Printing ltams |

D CI & Query |
.
T : ' ' Print |
T ? Hep |
- Exit
4 A » E I x——l
Unit in mm
A) Label Height 150 |v Label Across Page 2 |v

B) Label Width |30 = .
¥ Print Border
C) Space Top 20 @
D) Space Left 20 |vi
E) Space Height |20

|. Print Font
F)Space Width |20 |2

|Samp|e Font *

A: Label Height (measured in millimeter)
B: Label Width (measured in millimeter)

C: Spacing for Paper Top Margin (measured in millimeter)
D: Spacing for Paper Left Margin (measured in millimeter)

E: Vertical spacing between labels (measured in millimeter)
F: Horizontal spacing between labels (measured in millimeter)

Label Across Page: How many horizontal labels on one page
Print Border: Print rectangle on each label

Print Font: Select printing font type
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Printing Items Folder

Select particulars from EMPLOYEE MASTER to be printed.

Item: Select an item to print. Example, employe name, barcode, card number, etc

Items available for printing are:

. Name

. Nick Name
. Cost Centre
. Department
. Section

. Occupation
. Card No #1
9. Card No #2

0NN DN Wi~

10. Barcode Card No #1
11. Payment Frequency

12. Join Date
13. Current Date

. Employee Number

Top: Print item top margin (measured in millimeter)
Left: Print item left margin (measured in millimeter)

Below is a sample of the Barcode label output:

oo
JEMMIFER *wHITE
ADMINISTRATION DEPARTMENT

L]

0G0
ARUMUGAM GLINS
ACCOUNTS DEPARTMENT

i

03004

2
HARITH O3 MAN
FRODUCTION

e

ABHGE
FRAMCOISE FIETTE
PRODUCTION

100008

w4
PHANG LEE BENG
ADMINISTRATION DEPARTMENT

10300
s

[Fhhb
TIAN FATT HUAT
MARKE TING/SALES DEPARTMEMT

000
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17. CALENDAR OF EVENTS
The CALENDAR OF EVENTS will display data for each employee for the whole year.

The data that will be displayed are: -

1. Rest Days

2. Off Days

3. Public Holidays
4. Absent Days

5. Lateness

6. Leave Early

To see the details just move the mouse pointer or click on any of the date and the details will appear.
This screen allows printing by click on the Print button.

Empl Code |""’3'5“’“1 Join Date | el Section |F'-0':’FH
IK'D"l"S‘I FONG Resign Date I Department IHR

Name
L] 014 3 5 5 5 5 5 3 5 5 5
1(2|3(4(5|6|7|8|9|10/11{12{13[14|15|16|17|18|19|20|21|22|23|24|25|26| 27| 28|29 |30(31
h 1(2|3 (4|5 (6|7 (8|9 100111213 14151617 18|19 20|21 | 22| 23(24|25(26 |27 |28
112|3(4(5[6(7F|8]9|10011(12|13|14[15(16|17|18|19|20|21|22|23|24|25|26|2T|28|29|30 |
p 112|345 (6|7 (8|9 10111213 141516\17 18| 1920|271 | 22|23 24 2723-
-E.B 7|8 9.'11 12.14'15 20|21|22(23|24|25|26|2T| 28| 29|30 (31
1(2|3(4|5(6|7(8|9[1011[1213[14|15{16|17 (15| 19(20|21 (22| 23|24 | 25| 26|27 | 25| 29|30
112|3|4|[5|6|7F|8]9|10011(12(13|14[15|16|17|18|19|20|21|22|23|24(25| 26|27 |28|29|30 | A
1 1(2|3(4|5(6|7 (8|9 1011121314 15({16|1F7 (15| 19(20|21 |22 23|24 |25(26| 27 |25|29 30|31
p h 1(2|3(4|5(6|7(8|9[1011{1213{14|15[16|17(15|19(20|21|22| 23|24 |25|26| 27| 25| 28|30
Octob 1(2|3(4(5|6|7|8 |9 |10/11{12{13[14|15|16|17|18|19|20|21|22|23|24 |25] 26|27 | 28|29 |30(31
nvemb 2(3(4|5 13|14 16|17 [18)1920|21 23|24\ 25|26 |27 |28 30
December EEE-AREENR-] 718|910 18|19 2'12‘2.2425262?232931131
L S e | I”"| Restday o
MMM 8lrlx

To view daily details, move mouse
pointer or click on any of the date
and the detail will appear...
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18. SYSTEM SETUP

System Setup module allows users to set company details and preferences, setting of periods and also setting up

export for Mid and End Month payroll in Quick Pay.
System Setup Modules:

Company Profile
Period Setup
Export Setup
Clock Settings

YVVYV

| 18.1 COMPANY INFORMATION

COMPANY PROFILE

Time Entry |

Company Name IDEMO COMPANY SDN BHD

Address INO B4, JALAN USJ 10MC, USI 10

ISUEANG JEYA,

ISELANGOR

e |4?51 0

Telephone IEIS—SBSZ 5054 Fax |03-56318736

E-mail !5uppurt@h|’zﬂl}0.cum.my

« Ok | X cancel | ? Hep

Company Profile

Enter the company name, address, telephone, fax & Email adddress
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TIME ENTRY

Company Profile

Overtime Approval
| 1: Overtime use ACTUAL if APPROVED is Blank |

[ Cancel OWVERTIME with LATE-IN minutes

[ Cancel OWVERTIME with EARLY-0UT minutes

[T Cancel OWVERTIME with EARLY-0UT (Break) minutes
[T Cancel OWVERTIME with LATE-IN (Break) minutes

[T Auto AWOL

[~ TIME ENTRYY - Include Resigned Staffs
By default, TIME ENTRY module excluded resigned employees
(effective last year) from being displayed. To dizplay both active and
resigned employees, enable thiz option

Ok Cancel ‘? Help
&

This function is to define the method of overtime calculation and the figure will capture in Export and Reports.

Overtime Approval Method

1. Overtime use Actual if Approved is Blank - Capture Actual overtime if Approved overtime is blank.

2. Overtime use only Approved - Capture Actual overtime only.

3. Overtime use minimum of Actual or Approved - Capture Actual overtime by using the minimum of either
actual or approved overtime

User is allow to select all 4 - 9 options if applicable to the company

4. Cancel overtime with Work Late In - Cancel overtime if employee come in Late.

5. Cancel overtime with Work Early Out - Cancel overtime if employee Early leave.

6. Cancel overtime with Break Early Out - Cancel overtime if employee Early Out for Break.
7. Cancel overtime with Break Late In - Cancel overtime if employee Late In for Break.

8. Auto AWOL - Auto absent without leave only will effect Conditional Allowance calculation

TIME ENTRY — Include Resigned Staffs

By default, TIME ENTRY module excluded resigned employees (effective last year) from being displayed. To
display both active & resigned employees, enable this option.
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| 18.2 PERIOD SETUP

Fiscal |2015 =
Start Date Mid Month Date End Date Description
Period 1 I1E.|'12.r‘2[|14 j| j|15ru1rzu15 | IJan
Period 2 |15.ru1rzu15 j| j|15rnzrzu15 ~| IFeb
Period 3 |1ﬁmzrzu15 j| j|15marzu15 | |r.'|ar
Period 4 |1ﬁms.rzu15 j| j|15rn¢rzu15 j IApr
Perind 5 |1a¢u+rzu15 j| j|15¢u5¢2015 j II'.'Iay'
Period 6 |15m5rzu15 j| j|15rnarzu15 | IJun
Perind 7 |1E.|'Dﬁ.r‘2EI15 j| j|15rn?rzu15 -] IJuI
Period & |1ﬁu'E|T.f2EI1 5 j | j |1 /082015 j IAug
Perind 9 |15m3.rzu15 j| j|15rwrzu15 j ISep
Period 10 |15m9r2015 j| j|15r1ur2015 -] IDct
Period 11 |1ﬁnurzu15 j| j|15r11rzu15 | INl:F.r
Perind 12 |1ﬁr11rzu15 j| j|15r1zrzu15 -] IDec
dlal=|y D@ £ ? j
First | Perior| Mext | Last | Add | Edit |Delete| Find Help Exit
Fiscal

This is the description of fiscal year.

Start Date
This is the start date of your payroll period.
Start Date and End Date must not exceed 31 days

Mid Month Date
This is the mid month date of your payroll period.

End Date
This is the end month date of your payroll period.
Start Date and End Date must not exceed 31 days

Description
This is the title for your payroll period.
Example, January, February,.etc

Example:. If your payroll period for the month of February is from 21/01/2001 to 20/02/2001 then the Start
Date is 21/01/2001, the Mid-Month Date is 05/02/2001 and the End Date is 20/02/2001. The Description will be
February.

Note: Ensure Start-Date, Mid-Date (if any) and End-Date is in proper range order.
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18.3 CLOCK SETTINGS

Some hardware clock provides button indicator and clock indicator. Quick TMS can be configured to
automatically determine if employee is swiping IN or OUT during work.

TIPS: Use this option if you have employees with flexible working hours.

— Button Indicator

IN-CLOCK List (eg. 1,2,5,D00R1,D00RE)

e |< .I Swipe records from these clocks are marked with TimelN button indicator...
IDOOR'], DOORZ
Time Out I’ 'I
bt OUT-CLOCK List (eg. 3,4,6,D00R2,D00R3)
Swipe records from these clocks are marked with TimeOUT button indicator...
Using Clocks with button IDUOR3. DOOR4

indicators are known to

improve accuracy of TimelN Note: To apply IN-CLOCK and OUT-CLOCK function, please ensure
and TimeOUT detection... "Button Indicator” is setup accordingly.

—Break Button Indi r—

|1 vl

Break Start

T INCLUDE-CLOCK List {eg. 080000,080001)

Break End |3 ,I Only swipe records from these clock will be stored !

If applied, then ONLY
swipes with above symbolzs

o D EXCLUDE-CLOCK List (eg. 030000,080001)
BreakStart and BreakEnd in Swipe records from these clock will NOT be stored !
TIME ENTRY I
v o | X cancel | [
BUTTON INDICATOR

Button indicator will determine if employee daily swiping is swiping IN or OUT. Employees need to press the
corresponding button on Time Clock hardware BEFORE swiping their attendance cards.

Example: If employee is coming in to work, press ‘1’ before swiping. The system can easily detect employee is
coming in to work and time will be recorded as Time-In for that day.

Set the button to be used for Time-In & Time-Out. You can use a number from 0 to 9 or even '<' and >'
characters depending on your hardware clock specification.
See topic PROCESS DATA for supported hardware clock specification.

BREAK BUTTON INDICATOR

If applied, ONLY swipes with the selected symbols are used to determine BreakStart and BreakEnd in TIME
ENTRY.

IN-CLOCK & OUT-CLOCK List

You may use IN-CLOCK list and OUT-CLOCK list to automatically determine if employee is swiping IN or
OUT during PROCESS DATA.

Records collected from IN-CLOCKSs are assigned with ButtonID = TimeIN character.
Records collected from OUT-CLOCKSs are assigned with ButtonID = TimeOUT character.

(see above topic on "Button Indicator")

Note: To use this feature, kindly set button indicators TIME-IN and TIME-OUT characters accordingly.

-30-



INCLUDE-CLOCK List
Only swipe records collected from INCLUDE-CLOCK list will be stored during PROCESS DATA.
Any swipes from other clocks will not be stored.

Recommended: Leave blank or empty

EXCLUDE-CLOCK List

Swipe records collected from EXCLUDE-CLOCK list are totally ignored during PROCESS DATA. These
swipe records will NOT appear or stored into employee daily swipe records.
Recommended: Leave blank or empty
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19. SYSTEM SECURITY SETUP

There are two levels of payroll users in Quick TMS. The first is SUPERVISOR level with complete authority
over the entire databases. While USERS level are configurable by SUPERVISOR.

You may create unlimited payroll users and each user may be restricted from accessing modules from the MAIN
MENU and also from accessing certain groups (i.e. by using the Security Groups) of employees.

System Security Modules:
Supervisor
Security Group
User Group
Audit Trail

YVVYVY

19.1 SUPERVISOR

Each database is built-in with one Supervisor ID. Supervisor default ID is “SUPERVISOR”.

You may create unlimited users, and each user may be restricted from accessing modules from the MAIN
MENU and also from accessing certain groups (i.e. by using the Security Groups) of employees.

Note: SUPERVISOR ID from one database DOES NOT have the rights in other company databases.

Supervisor Password

[w Enable AUDIT TRAIL

Fiscal Year: 2015

[~ LockJan [~ Lock Jul

[~ Lock Feb [~ LockAug

[~ Lock Mar [~ Lock Sep

[~ LockApr [T Lock Oct

[~ Lock May [~ Lock Mow

[~ LockJun [~ Lock Dec
Enable Audit Trail

Every user access into Quick TMS is audited into a special audit log file. The log file keeps details on which
user, when, what has been done, and to which employee record. If you do not wish to monitor such activities,
then disable this option.

Locking Months
To restrict figures of certain months from being modified by users, you must Enable the appropriate months.

Once “locked”, no users can execute TIME ENTRY and PROCESS DATA modules to change figures. The
months are locked individually.
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19.2 SECURITY GROUP

Security group is meant for restricting TMS users from accessing certain group of employee records within the
database. Each user is assigned with a list of security groups accessible to them. (Please refer to User Setup.)

Each employee will then be assigned security groups. (Please refer to Employee Master).

Code
Enter security group code

Description
Enter security group code's description

e ICLEF‘.K peseription ICLEF‘.IE‘.AL
Code De=scription L
B |CLERK CLERICAL
_|ExEC EXECUTIVES
| |weuT MANAGEMENT
L
Records: 3 Fields: 2 [1of3 |Normal File: SECURITY.DB
[] N A Ly
== |s|n|ele| B = [ S
First | Prev | Mext | Last | Add | Edit |Delete| Find Print | Help | Exit
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19.3 USERS

Each user is assigned with an ID and a password. In order to gain access into Quick TMS, both entries must be
correct during LOGIN session. Each user can be assigned with different access rights into modules and
employees within the database (depending on the security groups selected).

User D I‘JEN Password I : [~ Disakle Login

A IJENNIFER

Access Rights | Employee Gruupsl

W Select Period ¥ Time Entry ¥ Global Change
¥ Emplovee Master ¥ &low S&VE Recaord [T Global Change Code
¥ Ziow SAVE Record ¥ &ilow DELETE Recard [~ Empl Master - Batch Erntry
¥ &ilowe DELETE Record [T Lock Figlds TIME-INAZUT [~ Time Entry - Recalculate
¥ Page - General I™ Lock Fields 8PPROVE OT [ Time Entry - Batch Leave
¥ Page - Bllowsances [T Show CUSTOM DAYS [~ Time Entry - Batch Time IMAQUT
¥ Page - Custom Dayvs [T Lock Fields LE&YE entry I~ Time Entry - Batch Approve OT
¥ Polling (Clock) ¥ System Setup [T Undo Process Data
¥ Process Data ¥ System Security [T Furge Transaction
¥ Standard Report ¥ Tahle Of Codes [~ Daily Atterdance Viewer
¥ Prirt Bar Codes ¥ Detabaze Export ¥ Databaze Backup
¥ Calendar Of Events ¥ Detabaze Import ¥ Databaze Restare
¥ Database DOCTOR
User ID Description il
M|JEN JENNIFER
W
de|=[n|n|2o| @
First | Prev | Next | Last | Add | Edit |Delete| Find
User Id

This is the identification Code for each Quick TMS user. Use this ID during Database Login.

Description
This is the description or name for the selected user ID.

Password
Maximum length for Password is 40 characters. It allows alphanumeric characters and it is not case sensitive.

Access Rights

Under Access Rights setup allow to select the user access right for: -
1. Select Period
2. Employee Data
(Employee Data allow setting whether the user can have
Full = Full rights to Employee Master record
Read = Not allowed to Edit, Delete or Insert employee record
Edit = All edit, but Not allowed to Delete or Insert employee record
access rights)
. Polling (Clock)
. Process Data
5. Time Entry
(Time Entry allow to set whether the user can have
Full = Full rights to Time Entry record
Read = Not allowed to Edit, Delete or Insert Time Entry record

W
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Partial = Lock entry field for DAY TYPE, SHIFT, TIME IN, TIME OUT,BREAK OUT, BREAK IN
Approve OT = Allow user to enter approves OT
access rights)

6. Standard Report

7. Print Bar Codes

8. Calendar of Events
9. System Setup

10. Table of Codes

11. Global Change

12. Database Export
13. Database Import
14. Database DOCTOR
15. Database Backup
16. Database Restore

Employee Groups

User ID IJEN Password I1 . [~ Dizakle Login

Baerinition IJENNIFER

Access Rights | feJ

Allow this user to access Employee Master records :

¥ Blank Security Groups Security Access Group n

| CLERK

_E)(EC

_MGMT

W

Add |EeletE| Edit | Sawve |Cance||

User ID Description s
lJEN JENNIFER
]
'} ] A

== %D o | & 2 =
First | Prev | Next | Last | Add | Edit |Delete| Find Help | Exit

Security Group
Select the Security Group that the user is allowed access.

Click the [Add] button to add security groups accessible to the user.
Click on [Delete] button to delete.
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19.4 AUDIT TRAIL

AUDIT TRAIL tracks & monitors user activities on access Time-In & Time-Out, changes to records, deleting of
records, and modules accessed within the system.

You can enable/disable Audit Trail recording. Refer SYSTEM SECURITY - SUPERVISOR.

CAUTION: Audit Trail occupies hard-disk space and it is recommended to Delete the listing frequently.

Date Time: User ID Description ~
B|281172013 10:08:51 SUPERVISOR User LOGOUT
30/04/2014 17.38:43 SUPERVISOR User LOGIN
30/04/2014 17:39:32 SUPERVISOR Database DOCTOR
30/04/2014 17:39:36 SUPERVISOR User LOGOUT
2310472015 13:08:43 SUPERVISOR User LOGIN
2310472015 13:08:52 SUPERVISOR TimeCard Detail (Allowance) Report
2310472015 13:09:29 SUPERVISOR TimeCard Detail (Allowance) Report
2310472015 13:09:59 SUPERVISOR EDIT Time Entry : Empl ADS001 Mth:04 Year:2004
23/04/2015 13:10:09 SUPERVISOR TimeCard Detail (Allowance) Report
23/042015 13:11:24 SUPERVISOR ADD Conditional Allewance: ATTDINC
_|23042015 13:11:43 SUPERVISOR EDIT Section (A} FLOOR
1L 2304/2015 13:11:54 SUPERVISOR TimeCard Detail (Allowance) Report
_|23042015 13:12:28 SUPERVISOR User LOGOUT
_|0em3i201s 13.05:25 SUPERVISOR User LOGIN
_|oe/3i2018 13.05:40 SUPERVISOR Database DOCTOR
_|oen3i2018 13.08:12 SUPERVISOR EDIT Export Setup: DEFAULT
_|08n3i2018 13.06:18 SUPERVISOR EDIT Export Setup: DEFAULT
_|oen3i2018 13.068:21 SUPERVISOR User LOGOUT
_|230s/2018 10:11:28 SUPERVISOR User LOGIN "
< >
Records: 530 |Fields: 4 [4910f550  [Normal |File: AUDIT.DB
V=SB R S| @ %
First | Prev | Mext | Last |Delete| Find | Fitter Brint | Def &l Exit
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20. TABLE OF CODES

This is the Maintenance module for create unlimited user definable codes.
However, each item created must have a unique code. Then proceed with assigning a description.

Modules in Table Of Codes: -
e Department - Setup Department Code and Description
Cost center - Setup Cost Center Code and Description
Occupation - Setup Occupation Code and Description
Public Holiday - Setup Public Holiday of the company
Leave - Setup available Leave type of the company
Conditional Allowance - Setup allowance code and criteria.
Rounding Table - Setup rounding table.
Overtime Category - Setup overtime category
Section A - Setup shift work style, including Time Zone and Allowances attach on the shift.
Section B - Continue of Section A for Overtime Table setup, Rounding policy, Off Days, Public
Holiday and Overtime Deductions.

20.1 DEPARTMENT

Code
Enter department code

Description
Enter department code's description

Code [AOP Description |25 - C£0
Code |Description A
p|aoe BS - CEO
_|asm BS - SALES & MKTG
“eso BS-BUSINESS DEVELOPMENT
_|ees BS - PROD & ENG
"~ |EooL DL - PROD & ENG
_|epoL IDL - PROD & ENG
1 BS - FINANCE
HR BS - HR & ADMIN.
~|moL IDL - MATERIAL
MTBS BS - MATERIAL
~|pos BS - PROJ & DEV
PUR BS - PURCHASING
| |oass BS - QAS
v
Records: 14 [Fields: 2 [1of14 Normal |File : DEPARTMENT.DB '
sle|=|w|D|B| o B il ii
First | Prev | Next | Last | Add | Edit |Delete| Find Print | Help | Ext
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20.2 COST CENTRE

This is the maintenance module for Cost Centre.

Code
Enter Cost Centre code

Description
Enter Cost Centre code's description

Code |POH Description |POH BRANCH
Code | Description -
| POH IPOH BRANCH
|8 JOHOR BRANCH
|k KUALA LUMPUR (HQ)
_|Penanc PENANG BRANCH
L |Ps PETALING JAYA BRANCH
W
Records: 5 Fields: 2 [1of5 |Normal |File : COSTCENTRE.DB
Jl=|=||n|®|@ & 2| x
First | Prev | Mext | Last | Add | Edit |Delete| Fi Print | Help E xit
| 20.3 OCCUPATION

This is the maintenance module for Occupation.

Code
Enter occupation code

Description
Enter occupation code's description

Code |AM T |assisTANT MANAGER

Code | Description -
»am ASSISTANT MANAGER

ASST. SPR ASSISTANT SUPERVISOR
" |assT TECH ASSISTANT TECHNICIAN
_ ok CLERK Il
ok CLERK |

DESP. DESPATCH CUM OFFICE ASSISTANT
" |ene ENGINEER
_|ExEc EXECUTIVE
_|Fc FINANCE CLERK 1l

FC1 FINANCE CLERK 1
js LINE LEADER
_|mer MANAGER
| |oFF OFFICER

~
Records: 23 Fields: 2 [1of23 [Normal |File : OCCUPATION.DB
AR MR %'?lx_l‘
First | Prev | Next | Last | Add | Edit | Delete| Find Print Help Exit
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20.4 PUBLIC HOLIDAYS

Setup Holiday dates.

Code
Enter Public Holiday code.

Description
Enter Public Holiday description.

Date From ... Until
Enter Public Holiday date range.

Detect As Rest Day
Select this option if the holiday is based on Rest Day rate.

Paid Holiday (Daily Rated Employee
Select this option if the holiday is a paid holiday for daily rated employee.

Code [reunes Description |GUNG'S BRTHDAY

Date F 06/06/2015 - ¥ Recurring every Year

Date Until |06/06/2015 - I" Detect as Rest Day

You may define multiple date range for each Holiday Item.

Date From Date Until Date From Date Until
o | E) = es | -1} B
02 | Bl =1 el =] | =1
0. | ] =1 ol =]} B
os. | E2| = el 1) ]
Code Description Date From Date To Recur™r |RestDay ~
AGUNG'S BIRTHDAY .
ADILADHA HARI RAYA ADILADHA 03/01/2015 03/01/2015 r I
AIDILFITRI HARI RAYAAIDILFTRI 170772015 18/07/2015 r r
CHRISTMAS CHRISTMAS DAY 25M2/2015 25M12/2015 =4 r
CNY CHINESE NEW YEAR 18/02/2015 20/02/2015 r ]| w
== DB B ?| X
First | Prev | Next | Last | Add | Edit |Delete| Find Help | Exit
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20.5 CONDITIONAL ALLOWANCE

Conditional allowance can be paid either by daily or once-per-month basis. It is classified into two categories,
namely daily allowance and monthly allowance.

Daily Allowance (awarded daily - based on daily criteria)
Amount is awarded on a daily basis using daily criteria such as daily overtime, daily work hour, daily lateness,
etc.

Monthly/ Fixed Monthly Allowance (awarded once at the last day of selected period)
A single amount is awarded at the end of the selected period. You must process a complete period based on your
period setting, any date that is outside the default period, will be ignored.

Code Description QuickPay Code
[m*.muc EAﬂ'ENDANCE INCENTIVE [ E]

Criteria 1 | Criteria2 | Criteria3 | Criteria4 | Criteria 5 | Criteria6 | Criteria7 | Criteria 8 |

Amount/Unit Ceiling Amount
{* Daily

| 2.00 | 0.00 ‘ " Monthly ‘

Keyword tem Operator Hours/Day Logical

!Duiy Regular Hours LI |>= ll |04:0-C- EEIR ll

[Ceave Tvee S AR =

I =1 (=) | =

| =1 =) | =

| = | =

| = (=N | =

l |
Code Description QuickPay Code  ~ %

ATTENDANCE INCENTIVE

EXEC EXECUTIVE ALLOWANCE 03
NITESHF NIGHT SHIFT ALLOWANCE Shift01
OT_MEAL OT MEAL ALLOWANCE -
v | x By| ?| %
Save |Cance Copy | Help | Exit

NOTE: Quick Pay Code field is only selected if it is a Conditional Shift Allowance and the amount is in Unit.

Criteria 2 are used if there is a conditional deduction whereby the deductible amount is different from the
amount in Criteria 1.

Example: if the employee is late for work there is a deduction of RM10 from the Attendance Allowance and if
the employee is on non pay leave, there is a deduction of RM 20.
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The types of conditions are as follows: -

1) Daily In Time
This refers to the Time In of each employee whereby this allowance is applicable any allowance is
related to employee daily In Time, such as punctuality.

Example: If this allowance is only given for punctual employees and the actual time in
is 08:00 then you can set the 'Hours/Day' as 07:59 and the operator to use will be '<='

2) Daily Out Time
This refers to the Time Out of each employee whereby this allowance is applicable for any allowance is
related to employee daily out time.

Example: If this allowance is given for employees who leave 4 hours later than the
actual time out and the Actual Out Time is 18:00 then you can set the "Hours/Day' as
22:00 and the operator to use will be >='

3) Daily Lateness
This refers to the Lateness in minutes.

Example: If a deduction is given for employees who are not punctual and comes to
work more than half an hour later than the Actual Time In then you can set the
'Hours/Day' as 00:30 and the operator to use will be >="in Deduction|

4) Daily Leave Early
This will be similar to Daily Lateness except that here it refers to leaving from work
earlier than the Actual Time Out

5) Daily O/T
This refers to the Actual OT or Approved OT depending on which is applicable.

Example: If this allowance is given for employees who work more than 4 hours of
overtime then you can set the 'Hours/Day' as 04:00 and the operator to use will be >=

'

6) Daily Regular Hours
This is the total actual working hours.

Example: If this allowance is given for employees who work more than 12 hours in a
day then you can set the 'Hours/Day' as 12:00 and the operator to use will be ">='

7) Shift Code
This is the shift code.

Example: If this allowance is given for night shift and the night shift is set as Shift 1,
then you can set the 'Hours/Day' as 1 and the operator to use will be '=".

8) Leave Type
Leave Type refers to the leave code.

Example: So if you want to make a deduction when the employee is absent from work without reason,
then you can set the 'Hours/Day' as ABS (depending on what you set in Table Of Codes — Leave) with
‘=" operator.

9) Day Type
Day type refers to N - Normal Day, R - Rest Day, H - Holiday and O - Off Day.

10) Day Of Week
Day of week refers to Mon - Monday, Tue - Tuesday, Wed - Wednesday, Thu - Thursday,

Fri - Friday, Sat - Saturday and Sun- Sunday.
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11) Monthly Leave Type
This is similar to Leave Type except that this option will be monthly instead of daily.

12) Monthly Fixed Amount

This is a monthly fixed amount given. Usually this is accompanied by deductions based on certain
criteria.

Example: A monthly fixed allowance of RM100 is given for Perfect Attendance.
However, if an employee is late for work, a deduction of RM10 a day is imposed.
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20.6 CONDITIONAL ALLOWANCE - By RANGE

Conditional Allowance By Range is for the calculation on allowance or deduction based on range condition.
For example: If Daily Lateness >= 00:05 min and Daily Lateness is <= 00:15, attendance allowance will be
deducted RM1.00.

Code Description QuickPay Code
[LATENESS  [DAILY LATENESS PENALTY] | -l
Amount | UL Ceiling | i @ Daiy
" Monthly
Keyword ltem Code From >= To <= Action
1) |Daily Lateness ~| | {00:01 |00:15 | 200 il
7) |Daily Lateness ~] | o016 foos0 | 250
3) |Daily Lateness ~|| [00:31 [01:00 | 500
4) |Daiy Lateness =~ [01:01 0200 | 10,00
5 | 2§ I I |
6| £ I I I
7l 2 I I | =
Code [ Description [QuickPay Code | A
ATTN ATTENDANCE BONUS
LATENESS DAILY LATENESS PENALTY
WORKBONUS  WORKING BONUS
X By | ? :
Save |Canc Copy | Help | Exit

Steps to Setup Conditional Allowance By Range:

. Enter the Code, Description and QuickPay Code for the Conditional Allowance.
. Enter the total amount pay or deduct for the allowance or deduction.
. Enter the total ceiling (maximum) amount for deduct or pay.
. Select the type of conditional allowance - Allowance or Deduction
. Enter the conditional range -
a) Select the Item (action for the conditional allowance)
b) Enter the code, if the item requires a code
c) Enter the greater or equal (>=) value
d) Enter the less than or equal (<=) value
e) Enter the action for the condition.

O I NS B S
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20.7 LEAVE

Code
Enter leave code

Description
Enter leave code's description

Detect As NPL
Select this if the Leave Code is a non paid leave

Quick Pay Code

Select the corresponding Quick Pay code. Ignore this if the code is only for reference.

Paid Leave (Daily Rated)
Select this if the Leave Code is paid leave and daily rated.

Code AL Description JANNUAL LEAVE
[T Paid Day ( Daily Rated Employee )
[T Detect s NPL
QuickPay Code |‘-““‘°“‘ B {Use for export to Quick Pay)
Import Code I (Use for import from E-Leave)
Code | Description QPAY Code |NPL |PaidDay | ~
AL ANNUAL LEAVE Leave01 r 1 |
_ |BREAKDOWN CAR/MOTORCYCLE BREAKDOWN 4 JH
| |eL COMPASSIONATE LEAVE Leave03 I i
_|EL EMERGENCY LEAVE Leave01 4 r
| |HOSPmAL HOSPITALISATION Leave02 r r
_|MATER MATERNITY LEAVE Leave0S r 3 |
| |MEETING MEETING WITH CUSTOMER/SUPPLIER r 1
HLE MARRIAGE LEAVE Leave04 r r
~
== DE o B ?| X
Eirst | Prev | Next | Last | Add | Edit |Delete| Find Help | Egit
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20.8 SECTION (A)

This is the most important setup in the entire Quick TMS system. Any changes here will reflect the result in
calculations for overtime, lateness, conditional allowances etc.

Please ensure that the setting is correct and properly reflect your company's working policies.

| Time Settings

Time Settings 1 ] i i ] l

Mormal Doy et o |

Earliest Actual Latest Actual  Latest Mon Tue Wed Thu Fri Sat  Sun
1. |[|o600 [os:00 Jos00 | 4700 Joo0o ||W ¥ M M [T [ I | -
5 |[|o600 [os00 [os30 | 4645 Joooo || T I I W [ I |
5 |[0600 [o800 fos3o | [1700 Joooo || T T I W T | F ¥
« | /ol | mmm 2|0 0O OO DD Do
5 (L |IEE | el [0 OO0 000D n oo
¢ (L_|HNN | Hm |0 O C OO0 o0 nDn
| (I | B [0 OO 0t o o
g (L |HEEN | (BN |C OO OO0 00 00O
o, (L |HENN | BN |C OO OO0 00 000 O
o (L | | BN 2O OO 00000 00O
| I [ - I I e B S =
Flexi Shift I '3 I~ normal [T Holicey [T RestDay [T Off Day
[~ Use "Strict Detection” when guessing Shift Number (Not Recommended) m Morning Shift m Night Shift

--In Zone --

In Earliest
This is the earliest in time for the Time In Zone.
Recommended to set at least One (1) hour before Actual In-Time

In Actual
This is the actual time that this shift starts work.

In Latest
The latest in time for this zone.
Recommended to set at least One (1) hour after Actual In-Time

-- Out Zone --

QOut Actual
This is the actual Out Time for this shift.

Out Latest
This is the latest time that workers can swipe out.
Recommended to set at least Six(6) hours after Actual Out-Time

-- Working Days --

Select the working days in which the respective shift is being used. Working days included Mon, Tue, Wed,
Thu, Fir, Sun, Rest and Hol (Holiday) for the shift.

Example :If Sunday is a rest day, leave all the checkbox on Sunday as blank.
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Note : In Setting up the Shift, you must not exceed 24 hours from In Earliest to Out Latest.

Q) How does QTMS determine "DayType' (ie. Normal,RestDay,OffDay,Holiday) ?

QTMS uses the following scanning sequence flow:

- Check EMPLOYEE MASTER ==> CUSTOM DAYS

- Check SECTION ==> Holiday Table

- Check SECTION ==> OffDay Table

- If NOT any of above, then compare Day-of-Week (eg. Mon, Tue, Wed,etc). If all shifts (shift 1 to 10) does not
ticked on day-of-week, then is considered RestDay. Else, it is a Normal Day

Q) How does QTMS determine "Shift Number"

QTMS uses the following scanning sequence flow:

- First, get "DayType"

- From employee TIME-IN, scan between shift's IN-EARLY and IN-LATEST

- From employee TIME-IN, scan between shift's IN-ACTUAL and OUT-ACTUAL
- If flexi shifi, just assign the flexi shift number

Q) SHIFT SETTINGS Can we cater "AUTO ABSENT" ?
No. QTMS does not support "AUTO ABSENT" because there are no setup on working roster.

Q) How to set SECTION Morning Shift ?
Set shift's IN-EARLY time > IN-LATEST time
eg. IN-EARLY = 23:00 and IN-LATEST = 01:00

Q) For flexi shifts, can we set break zones ?

Yes, but not recommended ! Because breaks for flexi shifts use sliding hours from employee time in. So, will the
break zones.

Warning: QTMS do not support flexi breaks

| Break Settings
Brk Settings | | | | |
Earliest  Start Brk End Brk Latest Eariest  Start Brk EndBrk Latest Dreak? | Break?
1. h145 ||12ﬂ0 ||13n0 ||1¢00 | | || | | || | I | -
2 |1t45 ||12ﬂ0 ||13nn ||1¢uo | | || | | || | I |
3, |1t45 ||12m0 ||13n0 ||1¢00 | | || | | || | r |
e | | | | | | | [ | | | | | | | ==
5. || | | | | | | | [ | | | | | | || = m
6 || | | | | | | | [ | | | | | | |
= | | | | | | || | | | | | | | || = m
s || | | | | | | | (| | | | | | | |
a || | | | | | | | (| | | | | | | || = m
el | | | | | | | (| | | | | | | || = .
10 [ [ 5] [ 1 [ 2] B 5] 1 1 | LI

Flexi Break 7 Allows Start Break & End Break time to be flexible. Enable this option to deduct Break Latenezs OMLY when break time iz exceeded.
OT in Break ? Allows overtime to be calculate if worked during break hours (minimum 15 minutes )

Quick TMS allows monitoring and tracking of 2 break sessions per day.

Brk Earliest
This is the earliest time in which you can go for a break.
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Any swiping before Brk-Earliest or after Brk-Latest will not be considered as a break.

Start Brk
This is the actual time when the break starts.

End Brk
This the actual time when the break ends.

Brk Latest
This is the latest time in which workers can clock in from their break.

Any swiping before Brk-Earliest or after Brk-Latest will not be considered as a break.

Note: Break settings are optional if you do not wish to monitor the breaks.

Change Shifts

]' Change Shifts ] ] ]

CHANGE SHIFT will override both TIME SETTINGS & BREAK SETTINGS if date falls within below specified date range.

DateFr  [DateTo  [Shit  [MEariest |NActwal |NLatest |OUTActual |OUT Latest [Mon [Tue |Wed |[Thu |Fri |Sat A
| 15/06/2015 | 16/07/2015 |1 06:00 08:00 07:00 16:30 2358 Dl L
L
< >

Cancel

Change shift module allows you to overwrite TIME SETTINGS table for a specific date range. It is common to
use this option especially when a sudden change of Section Shift time zones is enforced within a short period -
example during Muslim fasting session.

Date Fr: specify start date of effective shift change (dd/mm/yyyy)

Date To: specify end date of effective shift change (dd/mm/yyyy)

Shift: Apply to which shift

In Earliest / In Actual / In Latest / Out Actual / Out Latest, etc: see TIME SETTINGS topic on how to
configure these values.

Public Holidays

Select the Public Holidays applicable to the Section. You may define up to 100 holidays for each Section.
Public Holiday table is defined in Table Of Codes - Public Holidays.

Tips: Click on "Import Holidays" button to import holiday settings from other Section codes.
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Note: A Public Holiday item can also be converted as "RestDay". See Table Of Codes - Public Holidays for
details.

Off Days

Select the dates whereby company has declared as Off Days .

Tips: Click on "Import OffDays" button to import off day settings from other Section codes.

Allowance

l | l | Allowance |

Conditional Allowance

Shift 1 |shift 2 |znift 3 | znift 4 Shift 5 |znift & |znirt 7 |znift 8 | |znit10 |
OT_MEAL OT_MEAL EXEC ATTEND
EXEC EXEC

TRANSPORT

ATTDINC ATTDING ATTDINC

Select the Conditional Allowance applicable for each shift.
A maximum of 7 allowances can be defined for each shift.

See Conditional Allowances and Conditional Allowances - By Range topics for detail.
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20.9 SECTION (B)

This is the most important setup in the entire Quick TMS system. Any changes here will reflect the result in
calculations for overtime, lateness, conditional allowances etc.

Please ensure that the setting is correct and properly reflect your company's working policies.

| Work Hours |

Work Hours l ] ] ] ]
—Work Hour Rounding Method (Daily) i |
| a [ oo Rueccmneomos |

Use Rounding Table

] 4 :
Round Minutes 0 - Calculate as ONE work day on the following days

Round Method | '] [ Hol I Rest [ o

—Work Hours
Setup TIME ENTRY "Work Hours" calculated relative to either ZONE Time or Swipe time...
Cnly hours within settings are considered as "Work Hours®. If Zone Actual is used, "Work Hours" is effected by "Grace IN & OUT" setup.
Monthly Rated

|1 From[Zone in Actual to [Zone OutActuall  v| [~ by e BREAK Hours | Less BREAK Lateness
Daily Rated

|1 FromZone in Actual to [Zone OutActuall  »| [~ by ue BREAK Hours | Less BREAK Lateness
Hourly Rated

|1 FromZone in Actual to [Zone OutActuall  »| [~ by ue BREAK Hours | Less BREAK Lateness

This allows you to configure employee "Work Hours" computation.

Work Hour Rounding Method

Use Rounding Table: If selected, work hours rounding method will follow your pre-defined rounding table.
See topic ROUNDING TABLE for detail.

Else, if rounding table is not selected, then Round Minutes and Round Method fields will be used for rounding.
Round Minutes: Enter a value between 0 - 60 minutes
Round Method: Enter method UP, DOWN or NEAREST

Example, if Round Minutes = 15 and Round Method = NEAREST, then if Work Hours is 08:10 hours, then the
final rounded value is 08:15 hours

Daily Rated Employee Options

This option ONLY effects employees with Payment Rate = "DAILY" (see EMPLOYEE MASTER module).

Work Hours Per Day: Enter a default workings hours for Daily Rated Employees. Example: 08:00 means 8
working hours per day.

Paid Off Day: Enable this option if Daily Rated Employees' working on Off-Days are counted as one (1) full
working day.
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Lateness

Lateness I I I I
—Lateness Rounding Method (Daily)
Use Rounding Table l _QJ Add Break Lateness on WeekDays
: l 5 _e} Add lateness to BREAK - LATE IN eg. For Friday Muslim prayers, you
Round Minutes lﬁ: may enforce a fixed compul=ory lateness hours on Friday

Round Method Down =

- Man I:I Thu |:| Sun I:I
Tue Fri |:|

Wed || sat [ |

Lateness NOT EXCEEDING below minutes will not be counted
as lateness in TIME ENTRY...

- -
Clock IN I 03 Clock OUT l 03]

4
4

b= 0=
Start Break ? End Break [

Grace latensss on Breaks are NOT applied for Shifts with
option "Flexi Break" enabled...

This allows you to configure employee "Lateness" computation.

Lateness Rounding Method

Use Rounding Table: If selected, lateness hours rounding method will follow your pre-defined rounding table.
See topic ROUNDING TABLE for detail.

Else, if rounding table is not selected, then Round Minutes and Round Method fields will be used for rounding.
Round Minutes: Enter a value between 0 - 60 minutes

Round Method: Enter method UP, DOWN or NEAREST

Example, if Round Minutes = 15 and Round Method = NEAREST, then if Lateness is 00:10 hours, then the final

rounded value is 00:15 hours

Grace Lateness Minutes Allowed

Clock In: This is the grace minutes for clock in. If employee late-in minutes is within the grace minutes, then no
late-in lateness minutes are deducted.

Clock Out: This is the grace minutes for clock out. If employee early-out minutes is within the grace minutes,
then no early-out lateness are deducted.

Start Break: This is the grace minutes for break clock out. If employee break early-out minutes is within the
grace minutes, then no break early-out lateness minutes are deducted.

End Break: This is the grace minutes for break clock in. If employee break late-in minutes is within the grace
minutes, then no break late-in lateness minutes are deducted.

Add Break Lateness on WeekDays

You may enforce a fixed compulsory lateness hours on a specific date.

Example, on Friday when the Muslim employees go for their prayers, you would like to deduct one hour as
NPL, then you can set 01:00 in the lateness column on Friday.
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Overtime

| . Overtime Setup

—OT Rounding Method (Daily)

¥ Use Overtime Adjustments
Use Rounding Table | gJ Thiz will increase(t), decrease(-) or sel(=) overtime hours in TIME
ENTRY module. Assign ADJ as =" to set maximum OT hours.

: 15 2
Round Minutes = Adjust Hours Apply to Following Days

Down
| “Ruum-i f-d&thl-lﬂ- From Ta Adj Hours Norm Rest Off Hol
—Overtime Option ] ] ] LI ] ™ I~ I~ I~
[~ EaryOT  Minimum Minutes | © v] ] | =] | i i
.
¥ Late OT Minimum Minutes | 30 _Y] I | I L] I r r r r
If Early-OT or Late-OT is applied, employee MUST work ] | ] L] ] r r r L]
Overtime more than above Minimum minutes to be I | I L] I I I I I
considered as Overtime...
Calculate entire Work Hours as Overtime on the KnockOFF effects values in Reports & Export to QPAY
following days :
—KnockOFF NPL/Lateness from Overtime—

[~ Norm | Rest [ Off [ Hol " No {* ‘es

This allows you to configure employee "Overtime" computation.

Overtime Rounding Method

Use Rounding Table: If selected, overtime rounding method will follow your pre-defined rounding table.
See topic ROUNDING TABLE for detail.

Else, if rounding table is not selected, then Round Minutes and Round Method fields will be used for rounding.
Round Minutes: Enter a value between 0 - 60 minutes
Round Method: Enter method UP, DOWN or NEAREST

Example, if Round Minutes = 15 and Round Method = NEAREST, then if overtime is 02:10 hours, then the final
rounded value is 02:15 hours

Overtime Option

Early OT: 1f enabled, employee who came early to work (earlier than Actual In Time), overtime will be given
depending on Minimum minutes set.

Minimum Minutes (for Early OT): This is the minimum overtime minutes in order to be considered as early
overtime worked.

Eg., if the minimum minutes is 30 and the early overtime worked is less than 30 minutes, then employee early
overtime worked will not be computed.

Late O/T: 1f enabled, employee who worked after section's Actual-Out time zone, then overtime hours will be
computed from the Actual-Out time.

Minimum Minutes (for Late OT): This is the minimum overtime minutes in order to be considered as late
overtime worked.

Eg., if the minimum minutes is 30 and the late overtime worked is less than 30 minutes, then employee late
overtime worked will not be computed.

Calculate entire work hours are Overtime on the following Days: These options, if enabled, will calculate

employee work hours as overtime.
You may choose to apply (or enable) this option for Normal Day, Rest Day, Off Day or Holidays.
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Use Overtime Adjustments

Overtime adjustments will increase or reduce final overtime hours worked.

[+ Use Overtime Adjustments

ENTRY module. Ass.‘gn ADJ az "=" lo set maximum OT hours.

From To Adj Hours Norm Rest

[oz:00  J23:00 [+ =] Joo:30 Vo I7
! ! WE | R
! ! B | R -
! ! WE | B R
I I WE] | B R

Example, you may add 00:30 (ie. 30 minutes) to overtime hours worked if overtime worked for the day is

between 02:00 - 24:00 hours.

You may apply this overtime adjustments to a particular day type (ie. Normal, RestDay, OffDay, Holiday).

Knock Off NPL or LATENESS from Overtime: If enabled, any NPL hours and LATENESS hours will be
deducted from Overtime worked. However, this function is only reflected in reporting figures and also during
export to payroll file. It will not effect actual overtime hours worked in TIME ENTRY module.

Example 1: If NPL = 01:30 and Overtime = 05:00.
Total Overtime = 03:30 ( 05:00 - 01:30)
Total NPL = 00:00

Example 2: If NPL = 01:30 and Overtime = 01:00.

Total Overtime = 00:00
Total NPL = 00:30 (01:30-01:00)
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Overtime Table

This module configures how you want to export employee overtime to payroll systems (e.g QuickPay).

] ] Overtime Export | ]

Hormal Day <= Hours, pay as =
¢= 9000 Hours, pay as j‘ .balance hours paid as |9T1 = Bal Hours = Pay as

j"
Rest Day ¢= |9%00  Hous, payas |Add. 1 ¥
¢= 0800 Hours, pay as |Add 2]‘ ., balance hours paid as |0T2 ¥ Bal Hours > Pay as :lv

Holiday (= Hours, pay as 2
<= |%800  Hous payas 1A99.3 Y| balance hours paidas |9T3 ¥ Bal Hours > IMUU Payas |OT 4 :]T

Off Day <= Hours, pay as ]‘
¢= 9800 Hours, pay as :' .balance howrs paid as |9T1 = Bal Hours > ‘ Pay as :Jv

Ll

Example 1 :
When the overtime falls on Normal Day, and Off Day.
2nd row setting: If overtime less than or equal (<=) 00:00, Quick Pay Code is OT 1.

Example 2 :

When the overtime falls on Rest Day.

1st row setting: If overtime less than or equal (<=) to 04:00, Quick Pay Code is Add.1

2nd row setting: If overtime greater than (>) 04:00 and less than or equal (<=) to 08:00, Quick Pay is Add.2,
balance hours paid as Quick Pay is OT 2

Example 3 :

When the overtime falls on Holiday (Public holiday).

2nd row setting: If overtime less than or equal (<=) to 08:00, Quick Pay code is Add.2, balance hours paid as
Quick Pay is OT 3. Balance hours more than (>) 04:00, Quick Pay Code is OT 4.
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| 20.9 ROUNDING TABLE

il IIZI‘I' Description |EIV'EFITIME ROUMNDIMNG
Rounding Range [all values are i minutes)
Range From >= FRarnge To <= R ournd to Walue [FMinutes] | -~
| 1 20 20
21 40 40
41 59 B0
~
=l = [
Code Description -~
pjjoT OWERTIME ROUNDING

~ b 7 >
Save |Cancel Help E =it

Example :

If overtime rounding within 20 minutes. The rounding table settings as below :-
Code : 0T

Description : Overtime Rounding

Range From >= 1

Range To <= :20

Round to Value (minutes) : 20

20.10 EXPORT SETUP

This is to allow you to select what you want to export during Mid Month and End Month processing.
This module is used in Database Export module.

| Code Description
IE EFAULT IDEFAULT EXPORT SETUP

Export tems | £ Other Options |

Mid Month End Month

I Mon Paid Leave I Days Worked ¥ MNon Paid Leave ¥ Days Worked

I Late Minutes T =hift Allowance ¥ Late Minutes ¥ Shift Allowance

I~ Early Minutes I~ Owvertime ¥ Earty Minutes IV « i

I~ Brk Late Minutes I~ Leave Records ¥ Brk Late Minutes i

I Brk Early Minutes ¥ Brk Early Minutes

I Alowances ¥ Alowances

Exclude export QPAY Allowance Codes: Exclude export QPAY Allowance Codes:

Code Description -~

) || DEFAULT DEFAULT EXPORT SETUP

Save |Cancel Help E xit

EXPORT ITEMS FOLDER

You may control types of items to be exported in Database Export module during Mid-Month and End-Month
export process.

-54 -



Non Paid Leave: Exported to NPL Days

Late Minutes, Early Minutes, Break Late Minutes, Break Early Minutes : Exported to NPL Hours

Days Worked : Exported to Days Worked ( for Daily Paid workers)

Hours Worked : Exported to Hours Worked ( for Daily Paid workers)

Overtime: Exported to Normal, Rest Day, Holiday OT etc (depending on your Overtime Setup)

Shift Allowances: Exported to the respective Shift Allowancs

Allowances : Exported to conditional Allowances/Deductions.

Use "Exclude export QPAY Allowance Codes" field to exclude selected payroll allowances or deductions from
being exported. See topic Conditional Allowance setup and Conditional Allowance (Range) setup

Leave Records: Enable export leave records

OTHER OPTIONS FOLDER

Salary Prorate : Exported prorate days (for newly joined, resigned and confirmed staffs)
Old & New Rates : Split overtime & NPL hours into old & new rates columns, for newly increment staffs
Hourly Rated Employees: Export Actual Hour Work : By default, for Hourly Rated employees, working hours

are exported from "Worked Hours". Enable this option if you wish to export "Actual Hours Worked" instead.
See Topic - TIME ENTRY for detail on "Worked Hours" and "Actual Hours Worked".
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21. GLOBAL CHANGE

The following are the codes that can be changed globally.

Global Change Code.. > Employee Code...

EMPLOYEE MASTER - Batch Entry... Cost Centre...

TIME ENTRY - ReCalculate... Department Code...

TIME ENTRY - Batch Entry (Leave)... Occupation Code...

TIME ENTRY - Batch Entry (Time In/Out)... Conditional Allowance Code...

TIME ENTRY - Batch Entry (Approve OT)... Conditional Allowance (By Range) Code...

Undo Process Data... Leave Code..

Purge Transaction... Section Code...
Daily Attendance Viewer...

21.1 GLOBAL CHANGE CODE

The following are the codes that can be changed globally: -

e Employee

e  Cost Centre
e  Department
e Section

e Occupation

Note: Kindly backup your database before executing this function.

Select a Code to change. Then, enter new code v 0ok

into NEW CODE Field and press OK to proceed...
? Hep |
Cancel
OldCode  [ADSOOT =] X;'

e IAEEDO‘II

Key in or select from the drop-down box of items, the code that you want to change. Then key in the new code
and click OK to confirm.
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21.2 TIME ENTRY - LEAVE

This function allows you to globally insert/edit a leave code into your time entry.

Step 1: Choose the section or/and employee to global Leave entry.
Step 2: Choose leave code

Step 3: Choose half or full day leave

Step 4: Choose leave entry date range

Step 5: Click Ok to process.

Select date range to edit. Then enter your leave code. <# Query |

Leave Code | =l W Ok

Half / Full Day | L] ? Help |

Date From | = =] X Exit I
I

Remark 1 - Leave

I~ Only if detected DayType is NORMAL day with Mo Time- N & Time-0UT
Use this ophion to auto assign abent leave code into TIME ENTRY

EmplMNo I Employes Mame |

21.3 RECALCULATE TIME-CARD RECORDS

This function is use to recalculate Day Type and Shift Number for Time Entry records.

Step 1: Select the Recalculate Date to process.

Step 2: Filter by employee, cost center, department, section is allow by click on Query button.
Step 3: Select Recalc Day type or Recalc Shift or both.

Step 4: Press OK to recalculate.

Warning: Please BACKUP database before perform Recalc.

Please Backup Database BEFORE perform ReCalc,

Recalculate DAY Type and SHIFT Number in TIME CARD records. ¢ Ok I

¥ Recalc Day Type &‘
[¥ Recalc Shift X Exi I

-57-



21.4 UNDO PROCESS DATA

This function will reverse all the processed data in Time Entry.

Step 1: Filter by employee, cost center, department, section is allow by click on Query button.

Step 2: Choose based on process date if only want to reverse successfully updated time entry record (with ¥
status in the employee daily swipe) or uncheck the options to remove all the updated time entry record (with or

without ¥ status in the employee daily swipe)

Step 3: Click OK button to perform the undo process.

WARNING : UNDO Processed Data will reversed all & Query |
processed data in TIME ENTRY for the dates
selected. ' Ok
? Hep
[v Based On Process Date: X Ext |
21.5 PURGE TRANSACTION

This function allows you to clear the transactions and time clock data from your system on selected date range.

Options

o - -Tms.txt Only (Delete Orphan TimeCards)
Enable this option to delete time clock data.

o - All (Purge All Transaction & Time Clock Data)
Enable this option to delete all transaction data including time clock data.

IMPORTANT: Please remember backup database before performing this function.

Purging will delete data from TRANSACTION.DB (daily swipe ' Ok

records) file. Select below date range to purge records.

Please Backup Database BEFORE perform Purging. ? Help
X Extt

[T Delete from TRANSACTION.DB
Date From ﬂ LJ To ] LI
I~ Delete from TMS.TXT

Date From [ LJ To ] ll

[T Delete from TIMECARDS

e '201 0 -'3,

Choose which options and date range that user would like to detele. Then, Click Ok to execute
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| 21.6 DATABASE EXCHANGE

DATABASE EXCHANGE allows copying of Employee records into another Quick TMS database. Use this
function to copy employee records between databases - example, relocating employees to another company.

Select Employee Records to COPY over to Destination Database

ADS001 - KOH Al PONG A
[~ ADS002 : SERIVANTI BINTIAHMAD
[~ ADS003 : NORLIZHAR BIN ABDULAH
[~ DS5001 : SHAMSUL BIN MOHAMAD
[~ DSS002 : ROSHIDI BIN YAACOB
[~ DSS005 : GUNAVATHY A/L GUNASEGARAN
[~ DSS006 - CHEA SWEE CHONG
[ DS5012 - NEDRIVANANDAMN A/L SAMIVELLU o

o £om e e e e

nnnnnn

CheckAl | Clearan |

Destination Database I j

Supervisor Password I

Main Tables Table of Codes

[~ Copy Employee Master

| Transaction.DB
v Department
v Cost Center
| Occupation
| Public Holiday v e N |

[~ Copy TimeCards

- Select employees from EMPLOYEE LIST to copy
- Select DESTINATION DATABASE to store employee records. Supervisor password required
- Select options to copy either EMPLOYEE MASTER, TIME CARDS, or TABLE OF CODES...

- Click OK to proceed
Employee List : Select employee to be copied into Destination Database.

Destination Database : Enter Destination Database name. Selected employees will be updated into Destination
Database.

Supervisor Password : Enter supervisor password for Destination Database.

Copy EMPLOYEE MASTER Records: If enabled, Employee Master in Destination Database will be
overwritten.

Copy TIME CARD Records: If enabled, Time Card records in Destination Database will be overwritten.
Table of Codes: 1f enabled, items selected in table of codes will update tables in Destination Database.

Note: Upon completion of Database Exchange, DESTINATION DATABASE should have additional employee
records from Employee List.Source Database is not effected. All related records - example Cost-Center,

Department, Section, etc - will automatically be copied over from Source to DESTINATION database.

Please backup destination database before proceeding.
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22. DATABASE IMPORT
DATABASE IMPORT allows users to import: -
1) Normally, choose Import Employee Master from Quick Pay (Ver5/ Ver7)...

Update Pay-Rate: Option to update employee pay-rate (not recommended)

Update Pay-Frequency: Option to update employee pay-frequency (not recommended)

DATABA SE IMPORT allows you to easily synchronize Employee " Ok I
Master data from QuickPay or other third party applications...
“? Help |
¢ H

Warning : This function might Overwrite and/or Create New records

into your Database. x Cancel I

import From ] Optionsl

" Import EMPLOYEE MASTER from TEXT file...

Filename I _I

Select text filename to import (eg. C:\MyFile.CSV)

* Import EMPLOYEE MASTER from QUICK PAY (Ver5 /| VerT?)...

Database DAQPAY NDATANDEMO T + I
Select Quick Pay database directory (eg. CAVQSOLDATANDEMO2000

2) If user would like to import Employee Master from TEXT file....

Import Filename: Enter the CSV text file for import purpose
Step 1: From QUICK PAY, create Free-Format report consisting of the following fields: -

1. Employee number

2. Employee name

3. Date Hire

4. Date Resign

5. Date Increment

6. Cost Centre CODE

7. Cost Centre DESCRIPTION
8. Department CODE

9. Department DESCRIPTION
10. Occupation CODE

11. Occupation DESCRIPTION
12. Payment Rate

13. Payment Frequency

Note: In QUICK PAY, the above format is pre-installed into \QSOL\TEMP\QuickTMS.QPX

Step 2: From QUICK PAY, execute the above Free Format report and generate an export CSV file. You may
use any filename (example: C\EMPLOYEE.CSV).

Note: During export, DO NOT enable "Include Header Title" and "Include Head Count Total" options.

Step 3: From QUICK TMS, execute DATABASE IMPORT ==> Import Employee Master
Then, select the filename generated by QUICK PAY (example: CAEMPLOYEE.CSV). Click OK to proceed.

During DATABASE IMPORT, all employee, cost-center, department, and occupation records will be updated
(or, create if new).
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| 22.1 Import Leave Taken & Overtime Approval

‘ Import File Name a

]C:‘\Users‘\Suppal\Desktop\lmpotl.cw ,»' | 8 Vicwl Import
Please Backup Database BEFORE proceeding...
X Euit

Import Type :

(« EQFFICE - Import daily LEAYE DAY'S records
Use this option to import employee daily leave days into TIME ENTRY

" Import daily OVERTIME APPROWAL HOURS
Use this option to import employee daily Overtime approval hours into TIME
ENTRY.

* EOFFICE: Import Daily Leave Days records
Use this option to import employee daily leave days into TIME ENTRY.

Field Format:
EmplNo,Date,Leave Code,Days Taken,Reason

Fields:

- Employee Number example ABC123

- Date (String dd/mm/yyyy) example 31/12/2009
- Leave Code example NPL

- Days Taken example 0.50

- Remarks example Personal Reasons

Example Format:
AD5002,16/01/2004,NPL,0.5,NON PAID LEAVE
AD5002,17/01/2004,AL,1.0,PERSONAL REASONS

AD5002,18/05/2009,0UTSTS,,WENT OUT STATION

* Import Daily Overtime Approval Hours
Use this option to import employee daily Overtime approval hours into TIME ENTRY.

Field Format:
EmplNo,Date,OT Approval hours

Fields:

- Employee Number example ABC123

- Date (String dd/mm/yyyy) example 30/04/2015

- Approval Hours example 11:59 (in format HH:MM)

Example Format:

AD35002,16/03/2015,01:00
AD5002,17/03/2015,02:59
AD5002,14/04/2015,23:59
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23. DATABASE EXPORT

This module will export time attendance data such as Non Paid Leave, Late Minutes, Early Minutes, Break Late
Minutes, Break Early Minutes, Day Worked, Hours Worked, Overtime, Shift Allowances and Conditional
Allowances into Quick Pay and Leave Record into Quick Staff.

< Query
v 0Ok

? Hebp

E xport Period E‘Ap' - 2015

Date Range |16/03/2015 7o |15/0472015

dddd

 Mid-Month * End-Month x Exit

Payroll Export File
ID:\DTMS\DATMDEMDZMEKIMPUHT.TXT E’ p ‘Jiewl

Leave Export File

ID:\DTMS\DATMDEMU.?M BALEAVE . TT E’ o ‘Jiewl

Export Period & Date Range

This is the current selected period which will be exported.

Select either to export MID-MONTH or END-MONTH period.

Mid-Month option will ONLY appear if your PERIOD SETUP has mid-month date value.

Payroll Export File
Enter your desired directory or click on the [Open File] button to select and use [Browse] button to view

exported result.
See below section for technical file format.
The default filename is IMPORT.TXT which is stored into current database directory.

Leave Export File

Enter your desired directory or click on the [Open File] button to select and use [Browse] button to view
exported result.

See below section for technical file format.

The default filename is LEAVE.TXT which is stored into current database directory.

| Payroll Export File Format IMPORT.TXT)

File Name: IMPORT.TXT
File Format: CSV (Comma Delimited) with CR/LF

01 Employee Number

02 Non-Pay-Leave (Days ) - Apply to Monthly Rated staffs only
03 Non-Pay-Leave (Hours) - Apply to Monthly Rated staffs only
04 PREVIOUS Non-Pay-Leave (Days ) - Apply to Monthly Rated staffs only
05 PREVIOUS Non-Pay-Leave (Hours) - Apply to Monthly Rated staffs only
06 Days Worked - Apply to Daily Rated staffs only

07 Hours Worked - Apply to Daily Rated staffs only

08 to 17 Overtime #1 - Overtime #10 Hours

18 to 27 Overtime #1 - Overtime #10 Hours (Previous or Old rates)

28 to 37 Shift #1 - Shift #10 Units

38 to 42 Additional Pay #1 - Additional Pay #5 Units
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43 to 47
48 to 57
58
59

60
61

62
63
64
65
66

261
262

Additional Pay #1 - Additional Pay #5 Units (Previous or Old rates)
Leave #1 - Leave #10 Days Taken

Days Worked (for Prorate Salary use)

Days in the Period (for Prorate Salary use)

Note:

Both Field 58 & 59 must have value to produce :

BASIC in SALARY ENTRY = EmployeeMaster Basic * Field58/Field59
Old Days Worked (for Prorate Salary use)

Old Days in the Period (for Prorate Salary use)

Note:

Both Field 60 & 61 must have value to produce :

BASIC in SALARY ENTRY = EmployeeMaster Old Basic * Field60/Field61
Basic Pay

Allowance/Deduction Code #1

Amount for Code #1

Allowance/Deduction Code #2

Amount for Code #2

Allowance/Deduction Code #100
Amount for Code #100

Leave Export File Format (LEAVE.TXT)

File Name:
File Format:

SN hAE L=

LEAVE.TXT
CSV (Comma Delimited) with CR/LF

Employee Number - Alphanumeric

Date Taken From - dd/mm/yyyy

Date Taken Until - dd/mm/yyyy

Leave Type (relative to Quick Pay) - Valid Value 1 - 10
Days Taken

Remarks
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24. DATABASE DOCTOR

DATABASE DOCTOR will attempt to fix damaged data links and perform necessary database re-indexing.

If recovery failed, you are recommended to perform DATABASE RESTORE from your last backup file.

Database problems are commonly caused by incomplete record saving due to power failure, accidental record
deletion or software programming bugs.

__ | Database Doctor v o

DOCTOR will SCAN and FIX possible problems
in your current database. If detected problems
| are reported as Not recoverable, then you x Cancel

should Restore from your last Backup disk. —

e
I
[a1)
)

¥ IComprehensive Mode (Slow)
Use "Comprehensive Mode" if file iz badly damaged...

Comprehensive Mode
If database files are badly damaged, check this option to perform a more thorough physical file fixing &
database 'packing'. Only use this option when DATABASE DOCTOR fails in Normal Mode.
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Backup files are stored in compressed ZIP format. This module will backup all related files to the current
selected company database. If your database size is huge, then you might need a few floppy diskettes to store
your backup copy.

Note: Frequent backup will reduce data lost in the event of Hard-Disk corruption.

ZIP Filename | OISR

Progress Status

Zip Filename

Select a filename for your backup destination by using browse £|button and press "OK" to backup.
Upon successful backup, you will find a file in compressed ZIP format in your floppy disk drive.

This module will restore the company's database from the previous backup files in the floppy disk into the hard
disk.

ZIP Filename ANDEMO2015.ZIP)

Progiess Status

Zip Filename

Select a disk drive that contain backup file destination by using browse ﬁlbutton and press "OK" to backup.
The default directory is A:\\DEMO2004.ZIP.

Upon a successful restore, you will find that all the data information from your previous backup is fully restored
into your hard disk.

WARNING: Database Restore will overwrite all the data in your hard disk. Ensure that you are restoring the
correct database file.
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27. QUICK TMS - Function Buttons

Following are the common function button use in Quick Time Management System

e =mn| & v x| & 7| %
First | Prev | Mext | Last | Find Save |Cancel| Print Help | Exit

e  First button - Move to first record

e Prev button - Move to previous record

e  Next button - Move to next record

e Last button - Move to last record

e Find button - Find the desire record that need, a Search screen will shown when click on Find. Type in

Search characters and Search type to find desire record.

e Edit button - Use to editing the current record.

e Save button - Save the changes make to the database

e  Cancel button - Cancel current action.

e  Print button - Print current screen shoot (only use for Time Entry and Calendar of Events)

e Help button - Access to Quick Time Management System Help file

e Exit button - Leave the current module.
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