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A necessity for any company is to ensure they have an accurate attendance management
system. So we do all this and lot more.

* “SmartOffice” is advance level Time & Attendance Software with offline and online
versions & Employee Self Service.

* we provide major solution for Time Management, Leave Management, Shift Management,
Holiday Management, Customized Reports, Auto Downloads Logs etc.

* we can help you to manage employee via GPS Tracking, Overtime, Leave, multi-shift,
Comp-off options & many more. These options are available on Mobile App as well.

* SmartOffice will be Suitable for Education, Corporate, Health Care, Transport, Service
Industry, Banking and many more. Since we handle all aspects with simplicity and
efficiency.

 More than 100,000+ SMEs, SMBs and enterprises use our solutions

* SmartOffice is the One of the most popular and fastest growing Attendance solution



Our Products
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Smart Office Desktop: Smart Office Desktop is very much useful for SME’s with fewer
employees, which provides single location solutions. It provides a complete Time &
Attendance Solutions for your employees.

Smart Office Web: Smart office web is suitable for multiple locations to gather employee
data/records at a centralized system. It's very impressive and easy to use interface which
gives you instant real time awareness to effectively manage your branches time &
attendance data virtually anywhere.

Employee Self Service: For an employee his/her own attendance is important thing for
them, Smart Office Employee Self Service features gives them clear idea for their attendance.
Employee Self Service dashboard is very simple & attractive, it helps them to get all the
relevant information in a understand format.
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| Oimple

It is very easy to implement and simple to use. You don't
need very high qualified technical people to configure
or use it. Our trained team and widespread channel
network will help you go live in a matter of few minutes.

Dffordable

Itis very easy on your pockets. You need to pay as per your
employee headcount on monthly basis. You can scale

it up or scale down anytime. You don’t need to incur

heavy capital expenses on servers and software licenses.
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@rusted

Smart office is a well trusted time & attendance
software used by thousands of clients worldwide

over many years.

.A(ma nage

You don't need to buy expensive software licenses, servers,
operating system, antivirus, static IP etc. and recruit expert
manpower to manage it. Instead, we host it in cloud data
centre and manage it.

@eliable

The software is hosted in a world class data centre with
high speed internet, power and data back up and

managed by highly skilled dedicated team.




Journey and Milestones achieved
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Nov 2017 Awarded as 20 most promising HR Technology companies by ClO Review

2019
Jan 2018 Short listed for 10 fastest growing technology companies by insight Jan
Success

2017

100+ Customer in
clo

2016 2018
1,000,000 Customers in 1000+
Attendance Customer

2016
Introduced Cloud

2017

Introduced Payroll
2014 1000+ Customers

2015
Owerscas Customer

2013 Inception



How are we different ?
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We add value to all your activities by automating at all the steps or levels possible

1. Biometric - Completely Integrated with Attendance & Payroll software
A. Helpsinreal time flow of data
B. Removes dependency on any 3 party tool
2. Advanced level Attendance software, which is completely Time tested. And you can automate
various activities and provide all the required reports.
3. Mobile App:
A. We have a nifty mobile app for anytime, anywhere access.

B. It is simple, affordable and powerful Attendance tool that is easy to implement and use.
4. ESS:

A. Reduces Admin work

B. To make complete data & relevant facilities available to employee on the go
5. All this combined with timely and effective support.
6. All on a single platform.



Desktop Application

SmartOffice
{ Benefits of Smart Office Desktop ] { Features of Smart Office Desktop ]
< A desktop application means any / \
software that can be installed on a * Graphical Attendance Views (Day;,
single computer (laptop or Work Week, Week, Month, Year
a desktop) and used to perform views)
specific tasks. * Automated Overtime Calculation.
» Smart office desktop application is * Automated Late-In/Early-Out
easy to install and access. Calculation.
* Ifyour Using a devices in a same * User-defined Leave Types.
network then desktop application is * Parallel database
helpful. * Upload Data to device.
* [t can easily connect with devices. * Download Data from Device.
* User friendly application with data * SMS , Mail Configuration... many more.

back end of MS access, Oracle and \ /
SQL.




Web Application
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[ Benefits of Smart Office Online ]

A web based application is one that can
be accessed through the web browser.
The software and database resides on a

central server rather than being
installed on the desktop system. A web
based Application is accessed over a
network.

* Ifyour Devices are located in different
location, and you want to access all
device from your location then smart
office web is useful , Static IP is not
required for all the device.

« Ifdevice connected in same network you
can run through local host.

* Smart office web based application
Supports Oracle 10g express, 11g

express, 11g enterprise edition and SQL
backend.

tendance « Payroll

[ Features of Smart Office Online ]
K/Veb application Generate Multi Locah
Attendance

* Centralized Database

e Shift Management

* Advanced Leave Management

 Comp Off

 We can install ESS portal

e (Customized Reports

 FTP and Parallel Data Export

e Add Fetch Control Logs

* Provides SMS Services

e Mail Service

* Auto Mailer(Some features are same as
desktop).

N %




Cloud Application
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[ Benefits of Cloud Application ] { Features of Cloud Application ]

* Acloud app is an application that operates
in the cloud

We can access anytime from anywhere
The cloud data will store in cloud server
[t is easy to set up

No burden of installation of any
software.

We can save the cost in terms of space
and investment of Hardware

No data loss issues or concerns

No need to Manage It Person for Server
No need of Static IP

No need of Installation of ESS portal

Can access mobile app through domain

\ /

K[‘ he Features are almost same as web \
application

Generates a Multi location reports
Attendance Management
Shift Management

Advanced Leave Management
Comp Off

We can install ESS portal
Customized Reports

Add Fetch Control Logs
Provides Mail Services

ESS option setting

API integration™*

\ %




Shift and Shift Roaster

Shift Details

Name Cooora | Shift Code O

Begin Time 0515 e End Time 18:30 ~-
Shift Schedule Type
S Regular Flexble Shft Duration 0O Mins Break Duration (O Mins | End Nexa Day EndBy 00.00 -
Shft Timing
(V] Break1
Begin Time i11:30 = BEnd Time I‘l2:00 s Punch Begin Before 0___ Punch BEnd After o__ Minn Duration 0___
[V Break2
Begin Time [16:00 24| End Time [16:30 |-o-|
(V] Punch Begn Before 120___ Mins (Defaul value will come from Master Settings)
OtherDetals
(] Punch End After 120___ Mins (Defaull value is next day shift begin time-punch begin duration)
[ Grace Time (4 ) Mins (Defaull value will come from Employee Category Settings)
(7] Partial Day1 on | Monday - [¥] 1st [¥] 2nd [¥] 3d [¥] @h [¥] Sth Begn Time (0515
(™1 Partial Day2 on | Saturday - [¥] 1s¢ V] 2nd V] 3ed V] @an V] Sth End A 13:00
77 Markc Half Day when Report to office after 11:00 Session 1 End By 14:30 |¢+ Session 2 Grace Time 0 Mins
7] Mark Half Day when Leave office before 11:00

4 R

Shift :- In Smart Office we have
the features like Regular Shift
and Flexible shift.

Flexible shift works 24hrs
Criteria.

Here we can Mention a Break
time, Create a sessions, Partial

Rotation Name -|. Begn Day 17-Dec-2018 [J~ End Day 17-Dec-2018 7 g

Rotation Master Occumrence

© Weekly
Weekly
Monday |None -~
Tuesday |None ~)
Wednesday [Nono "]
Thursday [NO'\O '}
Frday [None 2
Saturday [ None =)
Sunday [Neone =]
Weekdy OF
[ Weeikly OF 1 Sunday 7] Weekdy OFf 2 | Saturday v | [Every

Note-The order of the weekly off will be as:. 1. EmployeeCategory 2. EmployeeShift 3.DepartmentShift 4.ShiftRoster

Day and give Grace time. /

Shift Roster:-Here you can
create N number of Rosters
Monthly and Weakly.

Weekly off can be assigned.
Assign the created Shift
Roaster to Employees.

¥ /




Shift Group and multi Shift

ShiftGroup List

Add/Edit ShiftGroup eS| =

ShiftGroup List

ShiftGroupCode

{ |1 ofl | b

ShiftGroup Name  GroupA

ShiftGroup Code GroupA

GroupA|
Description

* Shift Group:-This option is useful when we

[ save | | Close | ,, '1

Add Multi Shift Details X ]
Multi Shift Details
Name Multi Shift Shift Code Multi Shift
Begin Time [[i:41 End Time  12:41
OtherDetails
V] Grace Time 20__ Mins (Defautt value will come from Employee Category Settings)
V] Punch Begin Before 120__ Mins (Default value will come from Master Settings)
(V] Punch End After  120_ Mins
[ Save ] [ Close ]

create a Group of several Multi-shifts
together to perform the shift timing
operations.

If Employee has a more than one shift per
day, then we can create shift group which
include all the shifts, then Employee can
come any one shift from that group, but we
have to assign created shift group to the

Employees. /

\_
4

¥

\

Multi Shifts:-This option is used when an
employee works into more than one shift
in the same day.

It is mandatory to assign multi shift to an
employee.

/




Holiday Management

[=] Save HolidayGroup Details H % = O X / \
444 it HolideyGroup * In Master setting we need to select holiday
Name  |Female Group or Restricted Holiday option.
Shert Name [Female » If we select Restricted then we cannot
Description | assign Holiday group and visa versa.
“ * We can Make a list of Holiday Group.
¥ Save | « Example, There will be a different holidays
for male/female, for them we can make a

k list here. /

Add Holiday (x] / \
= Public Holiday

Holiday Name* | Dewall » After Making a list of Holiday group we can

Company* | Al Y|Date 15-F2018 Add holidays like public holidays.

Holiday Type* ® Mandatory  Restricted e We need to give holiday name with date.

relgay Greue Ei:j'fl .  And we have to select Holiday group which

Description we have created.

4 * After creating public holidays we have to
o Sae | A Close | assign employees.




Category
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» Category:-This option is the soul of the application as the major parts of Report generating relies on these
settings only. You can assign Category to Employees depending on there Policies.

* OT is used when employee do extra work from his shift duration , we have 4 formulas here.

* Here we can calculate half day or full day by giving some certain time.

* Itinclude many important features like late by /Early by, Total duration, work duration formulas, Continues

late by /Early by deduction, WOP/WOA and many more things which are very helpful for every industries to

generate attendance Reports with payroll .

[3] save Category Details S = [ <
| Emsic Devetmil= Ciormtansous LatesEarky Settings A Late By Esarby BhylPdins] -

Name [DefaultC:at=egorny Short Name |DefaultC:ateqony

0T Fermmla | Total Dwration - Shift Hours | Bl OT | O Mlloy 3T | 20

Tork Dreeatices Formmala | Shift Coueration w | TocelDwrationFormuda [(CutTems IinTime -

* Cemsidar Oy Fist and Lass Pusch in A Caloelatics Grace Tims for Lase Comaing | O

For Singla Pusch Mark out Ponch as | In punch + 1 mans b E;;;:Lmh?mamfimﬂﬁcfEﬂt_-—quslﬂ

¥ Waaklby OF 1 [Sunday v TWeakly F 2 [Sunday - Lst Znd Srd Sl St

= Coasidar Early Cossing Pumch = Coasider Late S oing Pusch Dgdisct Besak Flooms fom Wiork Drusation I Boumd OT to Mearast Flonr Is Roumd Do 0T b Searess

= Comsider hfissed Pumch in Prasest Abhsees = Chock Misced Ponch i Al Pronclas Egt Blingad Bl Semis Clhsgcks Tilll L acti it
Comssdar TAGeh-0fF Presant and Flolidap Presant o 0T Dadiect Beeak Fiomrs from OT fior Wik CHE Holodey Prusost Is Ao Gramt CompiHT
Caloalase Flalf dany i Tiosk Dhoratice is less than | o 2Ims Caloalase Arsant ok Dheration is Less than | o 2Ims
T Petiall Doy Caloalate: FEialf dony if Tiock: Dhoratiom is lews thas | o i Ot Paotiall Doy Taloalate Absant dany i Tosk Dhoratics i less than | o i

Blaric Wieskly OHF and Flolidan: as Abagmt if peedir day is Abcomt Rliamic T and H as A bwest if Soffhix day is abscst Comsidar intarmesdiate pumches n break
Caloalets LeateSr Eesly By fir Absant # Is BRlak WACEV R B M=k WOATIOA = Use Eliimmss Tee LateFarly in Esatos Ciomsidar Tearss for Prefin Soffix
Calpalate LateSy EabyByr for <Prosant Riaric [ ate Early Om TAsekbhyaff

Aol Wsskelr C5F and Belidan: as Abasns if predfx and SofSx dav s aksant s.n_=| 0 dars Laim comcing wwith Easlr Gotng Flexitls EkdE Tovps | Mone W
Calalate Flalfi tan CompUHT Thisakl v ffresemt or HolidayPresemt T ook Thmatiom i lews tham | a el
Calmalzts o Comerd OFF in TAGeich-TUHT Present or Floliday Precent if TWork Dreation is less thas | a Selizms

Calealase Falf Do ComoOEE (50T is lews thas | (1] Duliems Calralase Mo ComedDFE oF OT is lass than | (1] Duliems



Leave Management

* Leave Type:- It is one of the important features of SmartOffice. Here we can Assign, Apply, Override leaves. \
* We have the leave club policy.

 We can create Holidays and assign RHO leave also.

* We can allot leaves Monthly or yearly from leave date or confirmation date of employee.

* Canincrease leaves when Employees certain months is completed.

 We can define minimum and maximum limits for leave that can be availed per Instance/month or even
define the gap between two instances.

* We can define the time from when the employee will be able to avail his leaves. You can also define carry
forward limits.

* We have the option features like Is Loss of pay, Negative Balance, leave encashment, and many more.

 In Employee Leave summary we can check employees leave details. here we can edit the leave balance also.

\And Import the leave balance /

Update Leave Type x
—~ Auto Leave Allptment
Allgtment == — Effectvefrom |1 VYiJan ¥
— Master Definition Type early 2018 »
Name Restricted Holida Code RHO Davs 0.0 Carry forward [ 5 ~
0 BRE fimit
- @ ‘eg_: _c» Ineraas month -~ ~~n ey ats
Applicable to | All v Negative Baance Balance| 0.00 increase 0.00 When 9 G empioyment
~ eave Dy ‘ compietec
. Minimum 0.00 r
Description Leave Encashment = — 0.00
o3iance \‘13,.: :-,:as?-
Max Avall Leave Per Month .00 Prorated Clubbed with All items checkad v
s Loss of Pay Appiicable Leave Status v —_— e — o
- Min Avail Leave Per Instance 0.00 Max Avall Leave Per instance 0.00
Min Gap Between Two Instance | 0.00 d3ys Max instances Allowed per Year| .00
e | & AN * - ~e S Catt mnm
ONC AOUNCIR T e ® Joining Date Confirmation Date Probation Completion Date
® Leave Date W Confirmation Date Avall After Days of Empioyment Completed




Comp Off

A

Comp Off:- When employee has worked on weekly off / a holiday, a compensatory off can be given to him to\

compensate for the time off forgiven.

e Soin this option you can apply for comp off Accrual.(the day on which the employee is worked on week off)

* Employee has to apply for a credit by selecting date on which he present in week off. This is called as Comp
Off Grant. Once this is approved, his balance for Comp Off increases.

* We can view the list of comp off in Employee Comp off Entries.

After crediting the Comp off , Employee can apply Comp off by selecting the date on which, he want to take

K. leave.

Employee Comp Off Accrual I =2 |
From Date 2Z27-Dec-2018 [El - To Date 27-Dec-20128 [El- Is Approved SApproved By =ssl Femarcs
_— . =— Company | Al ~| Category [Au - | Status [ - |
Employeese Code Department [.NI *-'] Designation [.NI "-'] Employment Type [.NI v]
=1 Code Mame Comparmy: Department Categony Designation Location Status Employment Type Gender -
e [le Defa Clefa ale
=1 |10 1D Default Default Default Warking Fermanent Male
=1 |11 =1s] Default Default Default Warking Fermanent Male
=1 |12 abc Default Default Default Warking Femmanent Male
[ |55 55 Default Default Default Warking Femmanent Male -
=1 | 100 10D Diefault Diefault Default Warking Fermanent Mal=
= |00 200 Default Default Default Waorking Pemanent Male
= (300 300 Default Default Default Wiarking Permansnt Mal=
[ | 555 555 Default Default Default WWaorking Permanent Male
= | 1010 1010 Default Default Default Working Pemanent Male B
= | 1012 1012 Default Default Default Working Pemanent Male
Total Selected Records — 1 [ Credit CompOff ] [ Close ]
Teotal Mumber of records-12




SMS Setting

L

the text SMS which will be triggered with the help of SMS service option.

This below picture is for testing the SMS, and we need to add text and set a scheduler in Data collector

Services.

In SMS setting We need to fill the fields with Employee code or name or with Date/Time, which SMS we want

to Receive, either First-Last-All In/Out or No punches.

Example-For schools, if parents wants to receive SMS to know there children's are present or absent then this

option will help.
We should give parents mobile numbers into employees other details.

K SMS Setting:-This is the one of the most needed and popular feature. This option allows a User to configure \

/

SMS Settings

— %] [ SMS Required

— SM5S Settings
URL http-/Mtechsolverin/http-api_ php?usemame=—abcde&password=pwd 3959 &senderid=12345 & route=1&numbear=%
Success Status [success
Firstln Text 55LogDatesh test
LastChut Text
AlllnOut Text

MoPunch Text

Mote: -Please use the mentioned appropriate term EmployeeCode -->%%EmployveeCodess L8
EmployesiName--> 23EmployeseNames: £& LogDate --»> S$3%3LogDate$s L& LogTime--> $%5LogTimed:s &&
LoghateTime--> S%LogDateTimeid

[ =] send Test SMS |

| % Save | X Close |



Mail Setting

4 N

Mail Setting:-This option allows you to do the Mail Settings for sending Mail for Different use.
Memo Settings: -This option allows a User to Design the subject and body for disciplinary behaviors like: Late
coming/Early going, Absenteeism, Missed punch etc. If any employee want to check his punches then we need to

select the subject and save . We have one more option is Auto mailer in Auto mailer only manger can get the
daily reports of all employees.

o /

pdate PMermae Subject amnd Boaodsyw comtent I ==

FMemo Sianature

Sign=tur= Audmimistrator

Late Comimg™ Earty goimng Memao Settimas
Subject LeETEALCOOMIMG A "EARLYSOIMMG FHRNOTHCESANERTC.

B H has beern aoabserved from the ASttendance FRecord that vou swerese Comimng Late or Goimg Eactsy foom the dostess
urnauthornsaedbyr | .= withhout permission on belowe said attendancses date . Flease give anmn eaplanation o the

Abhsermtecism Meaemo Settimas

Subject SABSEMTEEISM RO THC:EAMNERIC .

Bocher E has beern aoabserveaed from the SAttendancese FRecord that ywou wers Abhserddt from thhe douss unauthornsedbs .= .
weithout permiission on beloww said attendance date . Pleasse give amn esplanation to the Sardhorisaed paersom

Missed FPurmnch Memo Settimags

Subject FMISSED OUT PUMRCH RFROTHE CESMERC.

Bk R has beaen aobserved from the Sttendamnces Record that ou are mnot puamnchinmng proopertys swhich is resultimg irto
FMissaed COut Purnch records im our attendanmncese report=s . Kindby esopplaim the reason anmnd co-opaerate weith us to

[ Sewe ] [ _Giess |




Mobile Based GPS Tracking

In smart Office online we can check the Log record location in device logs option. When Employees does the Punches
from Mobile the mobile GPS will track his current location and we can see that location in application.

Montn [Dec v |Year[2018 v || Go |

GDeleteSeiectedRecordsoAssignavmloyeewamy

< Refresh Device Logs & | ExportToSxcel

_Iibogone -

l Deavice

] SenaNumber I Azt Direction

I E Device Code

Depsrtment

| |

||

| v |

| |

||

| V|

1|

31-Dec-2018 0542131 PM  ME[Attendancs)

31-Dec-2018 O641:30PM  MElAntendancs)

out

Manager

Manager

S2 SE

S2 SE

Cswal
Msiching
Center, Station
Road Betagsn
Gadag Gsdag
taluk Gadag
districe,
Karnataka
582102, India

Cswal

Mstching
Center, Station
Road Setagsn
Gadag Gadag
maluk Gadag
cistrice,
Karnataka

-

Cswal

-

[ ie} ¢ {1 2030405060789 200s| » | » |

Pagesize: {10 ~ |

P

812 items in 82 pages

The process of how this is done, is shown after a few slides where we will be explaining some of the major mobile

features.




Features

<

Leave
Authorization

ATTENDANCE MANAGEMENT LEAVE MANAGEMENT SHIFT MANAGEMENT

Send
; 'g FI‘E]

D‘}  / Bulk sms

MAILSETTING SMS SETTING MOBILE APPLICATION MULTI SHIFTS
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Reports you can see punches, Absent present, OT, Leaves everything.

The below picture shows the continues late by report, here Employee continues late by two days so his next day

\status is showing half day present.

Smart Report:-In Main Application You can generate Monthly, Weakly, Daily, many various types of Reports. In

™

J

Defaulc

Daily Detailed Attendance Report
25 Deoc-2018 To 27-Dec-2018

Generated On: 27 Dec-2018 12:44 PM

S No

S No

S No

Attendance Date- 25-Dec-2018

Departsment.- Defawult

Emplovee Coce Emplovese Name Shirn S, InTime
12 2 GS 09:00
Attendance Date. 26-Dac-2018

Department:- Default

Employee Code Employeese Name Shim S, InTime
1= = cS 09:00
Arttendance Date - 27 _Deoc-2048

Department:- Default

Employee Coce Employees Name Shif S, InTime

12 2 GS 09:00

S OutTime

18:00

S OutTime

10:.00

S. OwutTime

18:00

A InTime A OutTime Work Duration OT T Duration
11:30 18:30 o7:C0 c0: 00 0o7:00
A InTime A OuwmtTime Work Duration OT T Duration
11:00 10:00 ov:30 0. 00 o7:00
A InTime A OwutTime Work Duration oT T Duration
10:00 18:30 08:30 cOo.00 o8:30

LateBv
02:20

Late By

0200

LateBy

00:00

EartvGonag By Statuws

00:00

Punch Records
P(ME) 11:320:00(In)YME_ 18:20:00(ocut)
ME,

EartyGong By Status Punoh Records

20:00 PO ) 11:00:00{n )M,

ME,

EariyGong B Statun Punch Records
00:00 YaP(ME) 0:00:00(In)ME _ 18:30:00(cut)
1E

10:020:00(out)

[ If we applying Leave Then we can check in summary report.

Daily Summary Report
26-Dec-2018 To 27-Dec-2018

Generated On: 27-Dec-2018 03:17 PM

Department:- Default
Attendance Date - 26-Dec-2018

S.No Employee Code Employee Name Shift In Time Out Time
1 10 10 GS 09:00 18:00 09:00
Attendance Date - 27-Dec-20138
S.No Employee Code Employee Name Shift In Time Out Time
1 10 10 GS 09:00 18:00 09:00

Total Duration

Total Duration

Status

P(ME)

Remarks

Remarks

P(CL)(ME)

On Leave




Employees can see taken Comp off in report status as shown below.

Default

Daily Detailed Attendance Report
23-Dec-2018 To 27-Dec-2018

Generated On: 27-Dec-2018 03:39 PM

Attendance Date- 23-Dec-2018
Department:- Default

S.lio Employee Code Employee Name Shift S InTime S. Cutlfime A_InTime A QutTime \Work Duration OT T Duration LateBy EarilyGoing By jjStatus unch Records

112 abc GS 05:00 18:00 09:00 18:00 09:00 00:00 0S:00 00:00 00:00 S:00:00(in)ME,18:00:00(out)
{E,
Attendance Date- 27-Dec-2018
Department:- Default
S No Employee Code Employee Hame Shift S InTime 5 OutTime A InTime A OutTime Work Duration OT T Duration LateBy EarlyGoing By Status RFPuncn Records
112 abc NS 00:00 00:C0 00:00 00:00 0C:00 00:00 00:00 00:00 00:00 L
(COFF)

" In daily detailed Status Report You will get a detailed status, if any employees status showing wrong or half present, then
| here we will get the notification .

Default

Daily Detailed Status Report
24-Dec-2018 To 29-Dec-2018

Generated On: 29.-Dec-2018 11:20 AM

Department:- Default

Employee Code:- 2 Emplbyee Name:- 2
S.No Attt Date Shift Category A.InTime A.OutTime LateBy EarlyBy “Work Duration OT T Duration Detailed S.Code Detailed Status
1 24-Dec-2018 NS Default 00:00 00:00 0 0 0 0 A Did not come
2 25-Dec-2018 GS Default 11:30 18:30 1S5S0 ¢ 420 0 P Present
3 26-Dec-2013 GS Default 11:00 18:20 120 0 450 0 P Present
4 27-Dec-2018 GS Default 10:00 18:30 0 0 S10 0 ¥2PCL Continuous Late Half Day Present
S 28-Dec-2018 NS Default 00:00 00:00 o 0 0 0 A Did not come
6 29-Dec-20138 NS Default 00:00 00:00 0 0 0 0 A Did not come




In Monthly Report we can view the Total present/Absent, Total Leaves taken in a month, Total late by /Early
by etc. And in monthly we can generate summary report, detailed, basic, Period wise and many more types. In
smart Office we can Generate Report In Different Format also, like in Excel, text, PDF, Word.

Monthly Detailed Attendance Report
01-Dec-2018 To 27-Dec-2018

Generated On: 27-Dec-2018 04:16 PM

Day Dayt1 Day2 Day2 Day4 DayS DayS Day?7 Day8 Day9 Day10 Day11 Day12 Day13 Day14 Day15S Day16 Day17 Day18 Day19 Day20 Day21 Day22 Day23 Day24 Day2S5S Day26 Day27 Day28 Day29 Day30 Day31
Days 01- 02- 03- 04- oS- 06- o7- 08- 09- 10- 11- 12- 13- 14- 15- 16- 17- 18- 19- 20- 21- 22- 23- 24- 25- 26- 27-

Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec

Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu

Department: Default

Employee Code:-2 Employee Name:-2
Total Present - 7 Total Absent - 14 Total Leave Taken - 6 Total Weekly Off Present - 0 Total Duration - 40:38 Total Over Time - 02:00 Total LateBy - 10:23 (Hrs.) Total EarlyBy - 00:43 (Hrs.)
IShift GsS wO NS NS NS NS NS NS WO GS NS NS NS NS GS wO GS NS NS NS NS NS GS NS GS GS Gs
In Time 1113 O0:00 O0:00 ©0:00 00:00 00:00 O00:00 O00:00 O00:00 $2:38 0000 D0:00 ©O0:00 ODO0 ¥%:317 O0:00 18:18 O0:00 DO:00 0000 O0:00 00:00 09:00 O0:00 11:20 11:00 100D
IOut Time 00:00 00:00 00:00 00:00 003:00 00:00 00:00 ©00:00 00:00 17:18 00:00 D20:00 00:00 0000 ©0:00 00:00 18:18 00:00 DO:00 ©00:00 00:00 00:00 20:00 00:00 18:30 18:30 1830
Late By 02:14 00:00 O0:00 00:00 O0:00 00:00 00:00 ©O0:00 O0:00 03:35 0000 DO:00 O0:00 O000 00:00 00:00 00:00 00:00 DO:00 00:00 O0:00 O0:00 20:00 0000 02:30 02:00 0000

Earty By 0000 00:00 00:00 00:00 00:00 00:00 ©00:00 00:00 00:00 00:43 00:00 DO:00 00:00 0000 00:00 00:00 00:00 00:00 DO:00 V000 ©00:00 00:00 00:00 00:00 00:00 00:00 00:00
Total OT 0000 00:00 00:00 00:00 00:00 00:00 00:00 ©00:00 00:00 00:00 O0:00 D000 00:00 0000 0000 00:00 0000 00:00 D000 0000 O0:00 00:00 02:00 00:00 00:00 00:00 0000
Duration 0000 ©00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 04:38 00:00 20:00 ©00:00 0000 00:00 00:00 02:00 00:00 D0:00 ©00:00 ©00:00 00:00 09:00 00:00 07:00 07:30 0830
T Duration ©00:00 00:00 00:00 0000 00:00 00:00 00:00 00:00 00:00 04:38 0000 DO:00 00:00 O0OO0 ©O0:00 00:00 0O2:00 ©O0:00 DO:00 ©00:00 ©O0:00 ©00:00 13:00 00:00 O7:00 0O7:30 0830

Status 2 WO A A A A = A WO e A - L{CL) L(CL) P(CL) WO e A - A A~ L(PL) P(CL) A P(ME) P(IME) aP
Msse Misse (Misse (CL) (NE) (ME) (ME)
dout) sout) Sout)




‘In weekly report, we can generate report by selecting weeks of a month like only first week or Second week.

Here we can check the Total duration, Total present/absent, late/early by of whole week report with the
_ Employee Photo.

Weekly Status Report (Detailed Work Duration)

Dec 1st Week 2018

Branch: 22 Printed On: Dec-21-2018 06:18 PM
Says S1-5Sar c2-Sun S3- o0 S&-Tue S S-wWeao C&-Thu ST-Fn
Employee: - 100 xy= Total Duration: 28:0 Hrs Tota! OT: OC:00 Hrs. Present: 7 Absent: U WaeekyOfF. O Holidays: O
Leaves Taxken: O Late By Hrs: O0:00 Late By Days: © Early Sy Hrs:00:00 Earty Going By
Days: O

Siatus = = > > > > =

i TIme 110000 110000 11:00:00 11.00:C0 110000 110000 110000
Out Time 15:00:C0 15:0C:CC 15:00:00C 1S:00:00 1S5:00:CC 1S5:0C:CC 15:00:CO
Lare By SC:00 S0:G0 cG:00 SC:005 S06:0C S0:0C SGC:0C
Eary Sy S0 00 Q0G0 CC:OC oG OC CC-0OC cGC-00 S0 0C
Late Going Sy SC:00 CC:CcC CO:0OC SC:OC QG 0C Qc:-0C 00:0C
=ary Coming Sy S0:00 SOo:Co SG:0C aG:oo So:0C S0:6S SG:0C
Suratson S&:00 C&:00 S&£0C S&:0C C&:00 C&:00 S&:0C
oT GG 00 CG:CC SC: 00 Q0:CC SO:-0C COo-0C S0:00C
Srn SS SS SS SS SS SS SS

" In Leave Summary Report we can check the Employees Leaves, How many taken, Limited, and total Leave balance

\
Default
Employee Leave Summary
Generated On: 31 Dec-2018 0625 ~PmMam
Departrment:- Default
Employece Code:=:- 2 Employee Name:- Ooooo

Leave Type Yearty Lirmit Leave Taken Total Leave Balance
RHO - o —

COFF o o o

CL 10 = S

P 10 1 S

SL 10 o 10




In Out Door Report We can see the Employees assigned Out Door Entries, with duration.

Default

Employee Out Door Entries
01-Jan-2019 To 01-Jan-2019

GCenerated On: O01-Jan-2019 0305 PM

Cate- 01-Jan-2019

S.No Employee Codde Employese Hame e partrment Duration IsApprowved A pprowed By COut Door Remarks
1 2 abc> Crefaul 240 res es=]| officiall11:00,15:007%
= 10 W Crefaul 240 Tres e==]| officiall11:00,15:007%
= 11 = ] Crefaul 240 Tes e==| officiall11:00,15:007%
4 12 abc Crefauk 240 e ==l official{11:00,15:00%
5 55 55 Crefauk 120 -t ==l O fficial wwork{11:00,12:00%
S 100 100 Crefaul 1&0 rres ez=| O fficial wwork,C1 100, 1400
¥ 200 =200 Crefaul 1&0 Tres e==]| O fficial wwork,1 100, 1800
Generated By:-essl Fage 1 of 1

r

In Log Report Location We can see the location of punches, But we need to select the GPS log location option.

.

Log Record Locatior
Oi1-Jan-201%2 To O0Z2-Jan-2019

Generated On: 02-Jan-2019 0328 PM

EmployeeCode EmployeeMame LogDate LogTime Location
salma 02-Jan-201% 0%:-29 Station Rd., Tanga Koot, Gadag, Karmataka 82101, India

5 salma 02-Jan-201% 0% :-30 Station Rd. Tanga Koot, Gadag, Karmataka 532101, India

w wvaishali O01-Jan-201% O%S:Aa0 Orswal Matching Center, Station Road. Betageri. Gadag. Gadag taluk.
Gadag district, Kamataka, 582102, India

w waishali O01-Jan-201% O0%-Aa0 COrswal Matching Center, Station Road, Betageri. Gadag, Gadag taluk,
Sadag district. Kamataka. 582102, India

? waishali O01-Jan-201% 0% -40 O swvwal Matching Centar, Station Road, Bsetageri, Gadag, Gadag taluk,
SGadag district, Kamataka, 582102 India

T waishali O01-Jan-201% 14:02 O swwal Matching Center, Station Road, Betageri. Gadag, Gadag talulk.

SGadag district, Kamataka, 582102 India




Android ESS Portal

SmartOffice
{Android ESS Portal Benefits ] {Android ESS Portal Features ]
* ESS Mobile is a smart, adaptive app, which
used with your employer's configuration of * Can see Total attendance in Dashboard
Attendance on Demand.  Can Punch In/Out
* Provides employees with flexible time tracking * Apply & approve Out Door
options. * Apply & approve Leaves
* (Can access any time any where, Carry Reports * Apply Comp Off/Comp Off Grant
on Pocket. * (Can View Leavesin Leaves summary
* Friendly to use. * Leave Entries
* Can Punch From Mobile who are doing out e Can Check Public Holidays
door. * Can view Attendance Info & swipe
e Can apply Comp off or leaves any where any details.
time. « Apply Attendance Override
* Manger can also Approve or Reject Requests * Apply Attendance Regularisation
from Mobile. * Approval/Reject by RM
* Manger will get notifications of pending * RM can Check Employees details
approvals * RM can get pending Approval
* Employees can check his Balanced Leave and Notifications

Public Holidays.




How to Login and our Dashboard

SmartOffice
/"In main Application we need to Add ) 4 )
Employee with his all information including
Login Name and Password, With these
Login Name and Password We can Login

\dnto ESS Application, / g /

This is the dashboard, Here we can see total
attendance of Employee

X X X X

B o1al Antlendance

ONLKOMO

Smart Office

Time and Attendance Software

UserName Date 14-Dec-2018

Xyz Status Absent
Password InTime 09:38:13
.en OutTime 00:00
Shift General
o OverTime 00:00

biomaxdemo

LOGIN

Late 00:00




Clock In/Out, Public Holiday

/Here Employee can punch from mobile. )
When GPS location is turned on in the mobile

then in main application the location will be

seen in device logs, and in Mobile app we can

\Location in swipe details. /

4G LTE Ll 06KSS wam - -- 4254 P

— Clock In /7 Out

Oswol Matching Center, Stotion Road, Betageri,

Gradag, Goadag taluk, Gadag district, Karnataka,
582102, India

©
02-Jan-2019 15:53:80 PM

Your First Punch for today was at 09:40:58 Your last
punch for todoay was ar 15:53:03

list. If Admin created Restricted holiday, then
Employee can Apply Leave RHO

-

Employees can see there own public Holiday h

J

FPublic Holiday

eas 2018 -

Company Name All

Holiday Name
Holiday Type

Hcliday Date
Description

Sanxkranti
Mandatory
T1S-_an-Z2018

San<rantl

Company Name All
Holiday Name
Holiday Type

Republic Day

Mandatory

Hcliday Date Z6-can-zZ2015

Descriplion Republic Day
Company Nameae All |
Holiday Name Holi
Holiday Type Mandatory

F

Click the link for Demo video https://www.youtube.com/watch?v=yEucXjN5nXk



https://www.youtube.com/watch?v=yEucXjN5nXk

Apply out Door Entry and Comp Off

SmartOffice

Biometrics - Attendance -~ Payroll

4 N\ /* When employee has worked on weekly off to ™\
compensate it he may want to apply for
If any Employee works Out Door, they cannot comp off.
Punch from Device , then they can choose  So in this option you can apply for comp off
this Option. grant.(the day on which the employee is
worked on week off)

- J - J

Apply Out Door Entry —— Apply CompOff - :
From Date (o | Comp Off-C
To Date —_— Leave Status Full Day ~
Session All -
Begin Time <8
Pesent Days O1 Nov 2018 -
End Time ES 3
From Date 2018-12-16 (o |
OutDoor Type Official -
Approver Chetan Jain ~
Approver Chetan Jain - P,
Put any Remarks...
Remarks '
Office Work

Click the link for Demo video https://www.youtube.com/watch?v=yEucXjN5nXk , https://www.youtube.com/watch?v=BYn2 OlidPA



https://www.youtube.com/watch?v=yEucXjN5nXk
https://www.youtube.com/watch?v=BYn2_0lidPA

Leave Management

SmartOffice

Biometrics - Attendance - Payroll

4 ) 4 )
Employees can Apply Leaves by Selecting Leave And in Mobile You can check the Employee
Type which they want to apply. Leave Entries year wise and by leave type.

\_ J - J

Apply Leaves

Year 2018 -
Leave Type Casual Leav... ~
re | (a lca

Leave Status Full Day ~ Stricted Ho Y

Leave Code RHO
Session All ~ Balance S
F 2078-12-74

rom Date 8 ] = Camp OFf
To Date 2018-12-15 (= | Leave Code COFF
Balance (s

Approver Chetan Jain -
Going out of Station Leave Code CL

Balance 5.5

—ald Leave

Balance 155

Click the link for Demo video https://www.youtube.com/watch?v=viwDJQDPnAc



https://www.youtube.com/watch?v=v1wDJQDPnAc

Attendance Regularization

Regularization : when you miss your punch either in/out that punch can be done from the android

application.

Applly Attendance R...

From Date 2018-12-14

To Date 2018-12-14

Begin Time

Direction in «
Approver Chetan Jain -
Remarks

Missed in punch |

APPLY ATT REGULARIZE

Applly Attendance R...

From Date 2018-12-08 0
To Date 2018-12-14 o)
Att Status Present ~

Approver v

Remarks Was on duty ~

APPLY ATT OVERRIDE



Mobile Report

SmartOffice

Biometrics =~ Attendance - Payroll

[

In Attendance Details Employees can see there
Punches which is Consider in Report.

~

J

\_
Attendance Details N
Month Nov -
Year 2018 ~

FILTER

SU-Nov-2U'18

AttendanceDate

InTIme 0©:34:51

OutTime 18:34.02
LateCy 00:00
EarlyBy 00:00
07 0000
Duration 08:59

Status Sresent

4 )
In Swipe Details Employees can see there

Punches including Punch Location by

selecting Marking Type.
\ g g 1lyp y

Swipe Details

From Date 2018-11-D1 e
To Date 2018-11-23 -

Android -~

FILTER

Marking Type

LogDate 23-Nov-2C18

0©:31:37
NME(Attendance)
AttDirection in

Device Name

_LogRecordLocation Station Rd, Tanga
Koot, Gadag,
Karrataka S€2101,

ndic

ManacerRemarks




Manager Portal

SmartOffice

Biometrics

'We have one more important feature is
Manager panel, Reporting manager can view
the Employees swipe details, attendance
Report, employees Leave entry, out door Entry,

\_His/hers Punching Geo Location etc.

~

ccccccccccc

4 )
In pending Approval, Reporting manager have

one option, that is he can approve or Reject the
applied Leaves or Out Door’s

J

MANAGER
Manager Delalls
= Employee OutDoor
S Employee LeaveEntry
f— 4 Employee Attendance
— Employee Swipe Details
° Geo Location
e Pending Approval
Report

- J

FPending Approval

From Date 2078-1T171-01 [ = ]

TJo Datec 2018 12 . 3

hcodo Name AppType l =
-~ 18 smart LeaveEniry 19-
- 18 smart OutDoorEntry T 9-

18 smart Allt Regularize Entry 08~

- 18 smart Attt Regularize Entry 19-

T xyZ Attt Regularize Entry 15~

~ 17111 xyZ Alt Regularize Entry 19-

APPROVE DECLINE ——

Click the link for Demo video https://www.youtube.com/watch?v=0AjU89LHz4|



https://www.youtube.com/watch?v=oAjU89LHz4I

Manager Portal Report

SmartOffice

Biometrics - Attendance - Payroll

4 ) 4 )

Reporting Manager can view the Daily and Monthly and Daily Report will generate in PDF
Monthly Report by selecting the Employees format

g ) g J

2
Daily Attendance Report
DAILY MONTHLY 2018-12-24 To 2018-12-28
Generated On: 28-Dec-2018 05:5
From Date 2018-12-01 ||
nt:- Academy
To Date 2018-12-19 (e 100 Employoshame : 1y
Attendance Date Shift S.iTime S.OutTime A.lTime AOutTime WorkDuration OT  TDuration LateBy EarlyGoingBy Status Punch Records
Emp Code XYZ, XyzZ
1240602018 NS 0000  00:00 0000 0000 0000 0000 0000 0000 00:00 A
Att Status All ~ 225Dec2018  GS 0900 1830 09.0000 180000 &30 0000 830 0000 0000 P 05:00.0000ME 09.30:00
(MIME 18:00:-00(CutIME
) 326Dec2018  GS 0900 1830 090000 180000 900 0000 900 0000 00:00 P 0900006nME 18:00:00
Company List All ~ (ouME,
4210ec2018  GS 0900 1830 090000 180000 900 0000 900 0000 00:00 P 09:00:000nME.18:00:00
{out)ME,
Department .. All ~ 528Dec2018  GS 0900 1830 090000 180000 900 0000 900 0000 0000 P 09.000060ME 180000
{outME,
GETREPORT




DIFFERENCE BETWEEN DESKTOP,WEB & CLOUD

Delete User Mark as Not available Available Available
Delete/Resigned
device
: Not available Available Available
Add user in default company
s resign employee not Not available Available Not available
present for
Not available Available Available
Comp off lapse within
[ J ISMS setting Available Available Available*
Master :
OT register Not available Available Available
p . | Canteen Not available Available* Available*
Shift : :
T G d
- ) [ IMe SrorP ! Not available Available Available
4 N\ | Applicable leave status : : :
Leave Not available Available Available
\ J | Clubbed with Not available Available Available
Joining date Available Not available Not available
[ Holiday ] Import holiday list Not available Available Available




[ Leave Management ]

[ Device Management ]

=)

iometrics

lllllllllllllllllll

Web
Earned Leave
Not available Available Available
Pending Approval Not available Available Available*
Search user in device Not available Available Available
Block unblock users Not available Available Available

Delete device logs Available Not available Not available

Parallel database export Available Available Not available

Fetch controller logs Available Available Not available
Custom header text Available Available Available
Entries approver details Not available Available Available

Reminder for reporting Not available Available Not available

manager
e S @l Not available Available Available
Available Available Available*

Data collector service




DIFFERENCE BETWEEN.DESKTOP,WEB & CLOUD

Report

Category

Applicable leave status

Daily Comp off report Nt sl 25 Available Available
Muster roll
oA Available Available Available
Form J report Available Available Available
Monthly late punching : : :
report Not available Available Not available
Classified aggregate Available available Available
report
Is round down OT Available Available Not available
Set missed punch status Available Available Not available
Is Auto grant comp off Available Available Available
Consider WOHQO in total Available Not available Available
monthly hour
Total monthly hours to Available Not available Available
max monthly
Round off OT Available Available Not available
Not available Available Available




Our Esteemed Attendance Clients

SmartOffice

Blometrics « Atltendance » Payroll
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Our Esteemed Attendance Clients

Sma rtOffice
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Our Esteemed Attendance Clients

SmartOffice
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SUPPORT PROCESS

SmartOffice

Biometrics « Atltendance * Payroll

- Free
- Trial
Get a demo from our Use one month free trial
technical expert about all the facility & understand all the
SmartOffice365 Features SmartOffice365 facilities

'@\ After Sales Support : LSM Tool

We give you a single point of contact for your Attendance & payroll
requirements. This make sure that the support person understand
your business and your setup well. Ultimately helping you design the
best payroll & getting your queries resolved at the earliest.

0K

Well defined user manual is
available, which will help you to
solve most issue on your own

EhEIn

Raise ticket from your log in,
our expert will get in touch with
you and will solve the issue
quickly with priority



SmartOffice

Biometrics » Attendance « Payroll

Payroll Team Contact Details Attendance Team Contact Details

Vaishali : 8884402446 South : 8884402420

Bhavana : 8884402440 Maharashtra : 8884402451
East & West : 8884402456

@ North . 8884402445

@ For any queries visit us at = Mail Us

www.smartofficesuite.in sales@smartofficepayroll.com
www.smartofficepayroll.com support@smartofficepayroll.com

JTHANK YOU




