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Process of (Uploading a Bio-metrics,Accessing Timekeeping Module,
Processing the Attlogs,Computation of Manhour, Creation of
Timekeeping and printing of timekeeping reports)

% First, go to the SPGC — ePayroll. When you open it
there is a button for Data Maintenance, Employee,

Transaction Entry, Processing, Reports and
Utilities.

2) SPGC - ePayroll - Mozilla Firefox

File Edit Yiew History Bookmarks Tools ljglp
|' SPGC - ePayroll xl‘f; -
" @ 202.2.2.89/testmyspacapps/ (e \ ‘9!, vahoo J.f.l ‘ ﬁ
o!- s | D@ o o
Version 8.1.0.0.1 My Account {181-1) | Logout

SPGC ePayroll Data Maintenance ~ Employee  Transaction Entryw  Processing

Reports Utilities «
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A. Uploading of Bio-metrics

¢ The uploading Bio-metrics,
First, click on Utilities Button.

¢ To upload attendance of the Employee
Then under it, is the TK Bio-

from the Bio-metrics to the system.

metrics Attlogs \

Attlogs Uploading

f Processing~  Reports

Utilities v/

Home - BmTK Biometrics Attlogs -~ B TK Biometrics Attlogs Posting

Systermn Control Param.

TK Biometrics Attlogs
OLD TK Biometrics Attlogs
YIP OLD TK Biometrics Attlogs HECINSE
Remote EE Creation Posting Ing.
Remote TK Manhour Posting Ing.
Download Old Master File
Upload File

User Account

% Then the Attlogs Uploading Module will
Display, next click on BROWSE to drop a file.

User Access

e je oo B B E EfIS

Audit Trail Inguiry




¢ After clicking on the browse,next Select Attlog File you want to drop then
Be Sure that the filename formatted as (1_attlogs.txt). Then click open and it
will drop on the Attlogs Uploading Module.

"> SPGC - ePayr A - Mo=illa Firefox

File Upload : [=Jw I'e I'= I's ) [P IB<)
D EIEETET 5 © = == =3-

- < S - vashoo 2P

I Downloads

MMy Recent =My Pictures
Document ts I Mavica E
= O PassMark
= D wszo10
Desktop Curren to%20Material¥ 20codes % 20in%%20SAP %% 20(DMR S). xIs_0.ods

“E Daily Sales Summary[20030102000000-20030102235959].xIs
i manual.odp
f o untitled 1.0dg

rMy Documen ts
;’13,,5
My Computer
‘,.;) File name: Untitled 1.oda
My Meotwork Files of tupe: &1l Files

% Open to Drop the file

Home - @ TK Biometrics Attlogs -~ #® TK Biometrics Attlogs Posting q

Reiinine ey e e e o %0 UNder the TK Biometrics Attlogs i1s the TK
. -, J'g logs will be affected and can caused seriol Biometrics Attlogs POSting. There iS a reminder

| indicated that you should select specified location
Loestion - to prevent the affection on the records. Then

select on a file and click process.




B. Accessing Timekeeping Module

% Next is the Accessing Timekeeping
Module, Click on the transaction entry.
Under it you will find Timekeeping.

Version 8.1.0.0.1 My Account (181-1) | Logout

SPGC ePayroIl Data Maintenance  Employee  Transaction Entry~  Processinge  Reports  Utilities

. Timekeeping — Encoding 10 Timekeeping

the information about the v
e W Confirm Separated Empl
onfirm oeparated employee
and manage employee's itm Separated Employe
timekeeping transaction. B Separated Employee

@ Fixed Pagibig Contibution
@ Government Receipt
@ Payroll Verification
—&) Quota Base Alpha List Tagaing




+¢ Under the timekeeping button, there is another
button for search, reset, process attlogs and he
process manhour.

Timekeeping

Manage Employee's Timkeeping

Home ~ Employee

Employee Master

Search: m Process Attlogs.. Process ManHour..

EMP# NAME DATEHIRED BDAY TIN SSS PHIC HDMF EOC CostCenter P.Class Emp. Stat. Rec.Stat. PayMode TK Tag




'
Employee's
name
Employee Master
Information , e [ I o
EMP# NAME Cost Center Pay Class Emp. Stat. Pay Mode
15002535 PADILYO, TRIXIE MAE VIZCO 7030 Semi-Manthly Regular ATM

¢ When you input an employee name in the search box it will display

the information. Then when you click the reset button under the
timekeeping it will go back to the first part of timekeeping and you

Will input another employee in the search box.

: — Search another
Timekeeping first Employee
T part

’ Search:

Process Attlogs.. Process ManHour...

Emp. Stat. Rec. Stat. Pay Mode TK Tag

TIN SSS PHIC HDMF EOC CostCenter P.Class
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C. Processing the Attlogs

¢ Then the Processing Attlogs it will
display the TimeKeeping Attlogs
Processing. Which indicates the
Location/Site, Date From and Date . " &
to. And you can now input data. You " o | oot | st
can input the value for Location, for
date from and Date to.

Process ManHour..

TIN §SS PHIC HDMF EOC CostCenter P.Class Emp. Stat. Rec. Stat. PayMode TK Tag

vl

Location/Site: \

Date From : |07/20/2016 f"."(*mmfddfyyyy)

DateTo @ [su @206 M| ©)"Y
Process In/O =

Location/Site: | MAKAT] ¥ T B0
Date From : (07/20/2016 4 rmmiddiyyyy) || The date from must not Company . wo e A T T BRI
Date To  :(07/2172016 ™ *mm/dd exceed to date to. PR 5| 4] s[ 6] 7] ] o
il R e
Cormpay [0 CENTR
Company
Ol Select All
Mo Company selected!l! .
STERLING PAPER PRODUCTS ENT., INC. FlrSt’ you need to Selecj[ a
company before you click
1| CENTRAL BOOKSTORE, INC. on The Process In/Out
. . . .
It will pop up if there is - (1] STRAIGHTLINES INT'L, INC. button.

no company selected




D. Creation of Timekeeping

¢ In the timekeeping button, you can find the Search Box. Then
you will now search for the employee you want to search and To
check their employment information.

SPGC ePayroII Data Maintenance Employee Transaction Entry Processing« Reports Utilities »

Timekeeping

Manage Employee's Timkeeping

Home - Employee

Search box

Employee Master

n Process Attlogs... Process ManHour...

EMP# NAME DATEHIRED BDAY TIN SSS PHIC HDMF EOC CostCenter P.Class Emp.Stat. Rec.Stat. PayMode TK Tag




% At the right side is the
Emp #, then when you
click it, the information
Of the employee will
Display.

 Employee name that
you want to search. Then
click the search button

Employee Master

Page:Search: padillo n Reset | Process Atllogs.. | Process ManHour.

MP# NAME Cost Center Pay Class Emp. Stat. Pay Mode

15002535 PADILLO, TRIXIE MAE VIZCO 7030 Semi-Manthly Regular ATM




a WA

¢ After clicking on the Emp#. The name in the red box is the
Employee you have search. Under it, in the black box is the
Emp No. or the Employee number(each of the employee has
Their emp #) followed by the FD ID or the finger print ID of
the employee which is 1048 and the Shift code which is the
list Of schedule of employee they choose.

FPADILLO, TRIXIE MAE VIZCO St Reguiar
Pay Type: Manthly
EFmp No.: 15002535 Location: MAK-= MAKATI
P 1D: 48 Company: STERLING PAPER PRODUCTS ENT., INC.
phift Code: & Cut-off period: 06/29/2016 - 07/13/2016
DTR Overtime OBTFP Undertime SLAvL Leave Adjustment SLAL Recon Timevs. Rate Attendance Logs
Original Schedule Actual Time Encoded Time
Date Day Type AMIn AMOQut PMIn PMOut AMIn AMOut PMIn PMOut aMIn AMOut PMIn PM Out NextDay
06/29/2016 Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59 19:08 08:06 11:59 11:59 19:08 [l
06/30/2016 Thu R 08:00 11:30 12:30 18:30 08:05 1:37 12:01 18:54 08:05 11:37 12:01 18:54

07/01/2016 Fri R 08:00 11:30 12:30 18:30 08:12 11:36 11:59 19:40 08:12 11:36 11:59 19:40

07/02/2016 Sat D 08:00 12:00 13:00 18:30

O
O
O
O

07/03/2016 Sun D 00:00 00:00 00:00 00:00




14‘; _‘ - . '5::' |
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¢ At the left side is the Status means if the employee is regular
or Not. Then followed by the pay type which is the type of pay
of the Employee. Next is the location or where the company
located.Then the company which is the name of the company.
Lastly Is the cut-off period which is the date,when the employee
have Their payroll.

PADILLO, TRIXIE MAE VIZCO Sl Regular |
Pay lype: Wonthly
Emp No.: 15002535 Location: MAK-= MAKATI
FP ID: 1048 Company: STERLING PAPER PRODUCTS =NT., INC.
Shift Code: 54 Cut-off period: 06/29/2016 - 07/13/2016

DTR Overtime OBTP Undertime sSLAL Leave Adjustment SLYL Recoa Time vs. Rale Attendance Logs

Original Schedule Actual Time Encoded Time
Date Day Type aAMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOut AMIn AMOut PMIn PM Out NextDay

06/29/2016 Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59 19:08 08:06 11:59 11:59 19:08 O

06/30/2016 Thu R 08:00 11:30 12:30 18:50 08:05 1:37 12:01 18:54 08:05 11:37 12:01 18:54

07/02/2016 Sat D 08:00 12:00 13:00 18:30

O
07/01/2016 Fri R 08:00 11:30 12:30 18:30 08:12 11:36 11:59 19:40 08:12 11:36 11:59 19:40 |
O
O

07/03/2016 Sun D 00:00 00:00 00:00 00:00




% Date is under the cut-off period. Which is the starting date of
the period up to the last date of cut-off.

“»Day which the day of each date in cut-off period.

“Type which indicates R(regular day) and D(rest day)
And it change depends on the date if it is holiday.

XIE MAE VIZCO Status: Regular

Pay Type: Maonthly
Location: MAK-= MAKATI
Company: STERLING PAPER PRODUCTS ENT., INC.

Cut-off period: 06/29/2016 L 07/13/2016

OBTP Undertime SLAYL Leave Adjustment SLAYL Recon Time vs. Rate Attendance Logs
Original Schedule Actual Time Encoded Time

AMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOut AMIn |AMOut PMIn PM Out NextDay

08:00 11:30 12:30 18:30 08:06 11:59 11:59 19:08 08:06 11:59 11:59 19:08 |

08:00 11:30 12:30 18:30 08:05 11:37 12:01 18:54 08:05 11:37 12:01 18:54

08:00 11:30 12:30 18:30 08:12 11:36 11:59 19:40 08:12 11:36 11:59 19:40

08:00 12:00 13:00 18:30

O
O
O
O

00:00 00:00 00:00 00:00

|
v



¢ Under the DTR, is the Original Schedule in the red

Box which means the Original time that the
Employee will come to the company.

+» The Black box is for Actual Time
Which means the exact time that the
Employee enter the company.

¢ Last, the Blue box is for encoded time

which Is the time to be encode at the

same time in actual time,you can edit the Date if there
1s wrong in encoded Time unless you save it.

PADILLO, TR MAE VIZCO Status:
Pay Type:

Emp No.: 15002535 Location: AK-> MAKATI

FP ID: 1048 Company: ERLING PAPER PRODUCTS ENT., INC.

Shift Code: 54 Cut-off period: 92016 - 07/13/2016

DTR Overtime Undertime SLAYL 3 Adjustment SLAL Recon Attendance Logs
iginal Schedule Actual Time ncoded Time

Date Day Type PMIn PM Out AMOut PMIn PMOut JJAMIn A PM In PM Out Next Day
06/29/2016 Wed R 08:00 12:30 18:30 11:59 11:59 19:08 08:06 11:59 11:59 19:08 O
06/30/2016 Thu R 08:00 11:30 12:30 18:30 11:37 12:01 18:54 08:05 11:37 12:01 18:54 O
07/01/2016 Fri R 08:00 11:30 12:30 18:30 11:36 11:59 19:40 08:12 11:36 11:59 19:40 O
07/102/2016 Sat D 08:00 12:00 13:00 18:30 L]
07/03/2016 Sun D 00:00 00:00 00:00 00:00 O




¢ In the whole part of the record, The date was ended on
02/27/16 because it was written in the cut-off period that
02/14/2016 — 02/27/2016 only.

[

07:23

02/20/2016 Sat

02/21/2016 Sun

02/22/2016 Mon

08:00

02/23/2016 Tue

02/24;2016 Wed

02/25/2016 Thu

&226)’20 16 Fri

02/27/2016 Sat

I e R I T

o<

PADILLO, TRIXIE MAE VIZCO Status:

Emp No.: 15002535
FP ID: 1048
Shift Code: 54

Pay Type:
Location:
Company:

Cut-off period:

Regular

Monthly

MAK-= MAKATI

STERLING PAPER PRODUCTS ENT., INC.

0214/2016 - 0212712018




DTR

*¢ In this button, it indicates the next day. Which means if your
Data in the encoded time is done you may now proceed to next
Day. Then in this situation, if you click the check box the plus (+)
Will appear besides the data in encoded time for PM out because
The activity is done.

PADILLO, TRIXIE MAE VIZCO Status: Regular
Pay Type: Monthly
Emp No.: 15002535 Location: MAK-> MAKATI
FP ID: 1048 Company: STERLING PAPER PRODUCTS ENT., INC.
Shift Code: 54

Cutoff period: ~ 06/29/2016 - 07/13/2016

Overtime OBTP Undertime sLvL Leave Adjustment SLAL Recon Time vs. Rate Attendance Logs

Date

Original Schedule Actual Time Encoded Time

Day Type AMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOut AMIn AMOut PMIn PM Out,

06/29/2016 Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59 19:08 08:06 11:59 11:59 19:08+

06/302016 Thu R 08:00 11:30 12:30 18:30 08:05 1:37 12:01 18:54 08:05  11:37 12:01 = 18:54

07/01/2016  Fri R 08:00 11:30 12:30 18:30 08:12 11:36 11:59 19:40 08:12  11:36 11:59  19:40




¢ The next button is the Overtime. You can also find
their Original Schedule and their actual time.

+» Under it, there is text box for start and end. Then
You can encode time here and click on save then
The record will be saved.

ILLO, TRIXIE MAE VIZCO Dot Regular
Pay Type: Monthly
> 15002535 Location: MAK-= MAKATI
1048 Company: STERLING PAPER PROD ENT., INC.

54 Cut-off period: 06/29/2016 - 07/13/201
DTR Overtime OBTP Undertime SLAL Leave Adjustment SLAL Recon Time vs. Rate Attendie Logs

! Original Schedule Actual Time .l
; Date Day Type AMIn AM Out PMIn PM Out aMIn AM Out PMIn PM Ou Start End Next Day
| -
| 06/29/2016 Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59 19:08 ]
I
| 06/30/2016 Thu R 08:00 11:30 12:30 18:30 08:05 11:37 204 12:54 1

07/01/2016 Fri R 08:00 11:30 12:30 18:30 08:12 11:36 1 e . o . o

¢ Starting from the Original time
07/02/2016 Sat D 08:00 12:00 13:00 18:30

Pm out then when it exceed.
07/03/2016 Sun D 00:00 00:00 00:00 00:00 It iS now the time fOI' overtime.

07/04/2016 Mon R 08:00 11:30 12:30 18:30 07:49 11:38 1

07/05/2016 Tue R 08:00 11:30 12:30 18:30 07:52 11:34 11:35 18:53 |




v
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% Then, the OBTP, It display also the Original Schedule
and the Actual Time. In this button you will see a time box
for Departure And Arrival. You can encode time in this
timebox then save it then the record will display.

PADILLO, TRIXIE MAE VIZCO Rlatus: Reular
Pay Type: Monthly
Emp No.: 15002535 Location: MAIK-> MAIKATI
FP ID: 1048 Company: STERLING PAPER P UCTS ENT., INC.
Shift Code: 54 Cut-off period: 06/29/2016 - 07/138016
DTR Overtime OBTP Undertime SLAYL Leave Adjustment SLVL Recon Time vs. Rate A¥endance Logs
Original Schedule Actual Time /
Date DayType AMIn AM Out PMIn PMOut AMIn AM Out PMIn PM Out|Departure Arrival Next Day
06/29/2016 WedR 08:00 11:30 12:30 18:30 08:06 11:59 11:59  19:08 O

06/30/2016 Thu R 08:00 11:30 12:30 18:30 08:05 11:37 12:01 18:54

07/012016Fri R 08:00 11:30 12:30 18:30 08:12 11:36 1159 19:40

07/03/2016 Sun D 00:00 00:00 00:00 00:00

O
O
07/0272016Sat D  08:00 12:00  13:00 18:30 O
O
O

07/04/2016 Mon R 08:00 11:30 12:30 18:30 07:49  11:38 11:59 18:49
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¢ Next is the Undertime.The Original Schedule and Actual
Time are also included. in this button, there 1s a time box for
From and To.It can be inputted a time for from and to, then it
will display that the record is saved.

PADILLO, TRIXIE MAE VIZCO Stolus:
Pay Type:
Emp No.: 15002535 Location:
FP ID: 1048 Company: RODUCTS ENT., INC.
Shift Code: 54 r\ Cutoffperiod:  06/29/2016 - 073/2016
DTR Overtime OBTP Undertime sLvL Leave Adjustment sLAL Recon Time vs. Rate Attendance Logs
Original Schedule Actual Time
Date Day Type AMIn AMOut PMIn PMOut AMIn AM Out PMIn PM Ou From To

06292016 Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59  19:08

06/30/2016 Thu R 08:00 11:30 12:30  18:30 08:05 11:37 12:01  18:54

07/01/2016Fri R 08:00 11:30 12:30 18:30 08:12  11:36 11:59 1940

07/02;2016%at D 08:00 12:00 13.00 18:30

07/03/2016Sun D 00:00 00:00 00:00 00:00

071042016 Mon R 08:00 11:30 12:30 18:30 07:49  11:38 11:59 18:49




¢ Then the SI/VL button. which display their Original Schedule and Actual
Time. It has a text box for Leave Type, Leave Option and The approval. And has
a time box for Fld Hrs which is the (Filed Hours) and Pd Hrs which is the (Paid
Hours).

PADILLO, TRIXIE MAE VIZCO Stafies: ogllat
Pay Type: Monthly

Emp No.: 15002535 Location: MAK-= MAKATI
FP ID: 1048 Company: STERLING PAPER PRODUCTS ENT., INC.
Shift Code: 54 Cutoff period:  06/29/2016 - 07/13/2016

DTR Overtime OBTP Undertime SLAVL Leave Adjustment sLYL Recon Time vs. Rate Attendance Logs

YL Entitlement 85.00 5L Entitlement §5.00

YL Remaining 52.50 SL Remaining £9.00

Original Schedule Actual Time

te Day Type AMIn AM Out PMIn PM Out AMIn AM Out PMIn PM Out Leave Type Leave Option Fld Hrs Pd Hrs Approval

9/2016Wed R 08:00 11:30 12:30 18:30 08:06 11:59 11:59  19:08 v b 0.00 0.00 Diss v

0/2016Thu R 08:00 11:30 12:30 18:30 08:05 11:37 12:01  18:54 v V. 0.00 0.00 Diss v
12016Fri R 08:00 11:30 12:30 18:30 08:12 11:36 11:59 19:40 v b 0.00 0.00 Diss v
2i2016%at D 08:00 12:00 13:00 18:30 0.00 0.00 Diss v

3/2016Sun D 00:00 00:00 00:00 00:00 v V: 0.00 0.00 Diss v

pooooo
<
<

42016Mon R 08:00 11:30 1230 18:30 07:49  11:38 11:59 18:49 v V: 0.00 0.00 Diss v




Leave Ty@Option Fid Hrs Pd Hrs Approval
~ ~ 0.00 0.00 Diss ~
¢ In the Leave Type button, ' _
O Sick L_eave = 0.00 0.00 Diss
You can select on Sick Leave, e = [ coo || oo || onem
Vacation Leave,Solo Parent E—p e oo mornt L oo = | oo 0.00 ————
Suspension
Leave, Bereavement Leave, Others ~  oo0 0.00 DissE
Paternity Leave, Suspension = ~ || 0.0 0.00 Diss i~
And Others.
Leave Type Leave Optim Pd Hrs Approval
s N . = || | o.00 0.00 Diss ¥
¢ In the Leave Option, You can o = . TR
SeleCt on AM, PM and WhOle ___d B mole Days 0.00 0.00 Diss v
Day ~ ~ 0.00 0.00 Diss v
~ ~ 0.00 0.00 Diss ~
~ ~ 0.00 0.00 Diss ~

. Leave Type Leave Option Fld Hrs Pd Hrs Appro . \
¢ In the Approval button, you i

> NS 0.00 0.00 [ Diss :
Approved
can select on Approved or — B [Lgooi| o0
) ’ > N 0.00 0.00 Diss v
Dlsapproved e NS 0.00 0.00 Diss v
> NS 0.00 0.00 Diss v

> NS 0.00 0.00 Diss v




PADILLO,

Emp No.: 15002
FP ID: 1048
Shift Code: 54

DTR Overtimdé

OBTP

Undertime

LEAVE ADJUST

Assumed Absent
Sick Leave Adjustment

'Vacation Leave Adjustment

‘ HRS

HRS

Assumed Present
Sick Leave Adjustment

Vacation Leave Adjustment

|Faternal Leave Adjustment

HRS

HRS

HRS

¢ The next button is the Leave Adjustment. In
the Red box it indicates Assumed Absent means
if you are absent, where you need to input Hrs to
the sick Leave Adjustment and Vacation Leave
Adjustment.

Status: Regular
Pay Type: Manthly
Location: MAK-= MAKATI
gmpany: STERLING PAPER PRODUCTS ENT., INC.
merioa: 06/29/2016 - 07/13/2016
SLAL Leave Adjustment SLAL Recon Time vs. Rate Attendance Logs

¢ Next is the Assumed Present means if you
are present it's like in the assumed absent then it
has Faternal Leave Adjustment in the blue
box.




+» Indicates the Date Encoded, Sick leave, Vacation Leave,

and User. When you click the Plus (+) sign besides the user it
will display the company Entry and there 1s a text box for SL

and VL.

¢ When you Encode the data here and click
Save to display the information for Sl and V1.

XIE MAE VIZCO Status: Regular

Pay Type: Muonthly
Location: MAK-= MAKATI
Company: STERLING PAPER PRODUCTS ENT., INC.

Cut-off period: 06/29/2016 - 07/13/2016

OBTP Undertime SLAL Leave Adjustment S Lﬁm Time vs. Rate Attendance Logs
Sick Leave Vacation Leave User {\

Date Encoded

Mo data was fou

¢ It will display the data on the
Date encoded, On SL/VL and
Company the user.

L s Date Encoded Sick Leave Vacation Leave User n

VL: | HH 2016-07-25 121.00 121.00 (R ~ |

Save Close




PADILLO, TRI MAE VIZCO
Emp No.: 15002535
FP ID: 1048
Shift Code: 54
DTR Overtime TP Undertime
Hours Rate Amt.
Basic: 0.04 6,339.44|
Allowance: 908,67
VL: 9.5 714.75
SL: 0.04 0.00
LHOL Premium: 8.0( 601.90
SHOL Premium: 0.0 0.00
Total 8 .564.76
[Total Amount: 8.521.12 |

**Time vs. Rate is the next button, At the right side It indicates
the hrs and rate Amount for the Basic=6339.44,
Allowance=908.67,VL=714.75,SL=0.00,
LHOLPremium=601.90, SHOLPremium=0.00, When you
Sum it all the total is 8564.76.

SLV

Leave

¢ Then at the left sideindicates Tardy=43.64
undertime= 0.00 and absent=0.00. Then
Deduction total is 43.64. You will get the
total amount by Subtracting the total to
deduction total and you will get 8521.12

Lompany: o [ERLING FPAFER FRUDULUTS ENT. | TNT.

Cut-off period: 06f29f2w16

SLAL Recon Time vs. Rate Attendance Logs

Adjustment

Hours Fate Amt.
Tardy: 0.58 43.64
Undertime: 0.00 0.00
Absent: 0.00 0.00
Deduction Total: 43.64




N
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¢ At the right side is for Raw Attlogs Trx History shows
the Trx Date which indicates the date on when the
employee enter the company. Then the day that the
employee enter. It also Includes the time they enter the
company and the remarks for In/Out.

¢ While at the left side is for Consolidate
Attlogs In/Out which is the record that
encoded depending on the Raw Attlogs Trx
History shows also the Trx date on When the
employee enter the company, the day the
employee Enter, then the time enter and time

for the out.

PADIL , TRIXIE MAE VIZC
Emp No.: 002535 Location: MAIK-> MAKATI
FP ID: 45 Company: STERLING PAPER PRODUCTS ENT,
Shift Cod Cut-off period: 06/29/2016 - 07/13/2016
DTR rtime OBTP Undertime Leave Adjustment SLAL Recon Time vs. Rate Attendance Logs

Raw: Attlogs Trx History

Trx Date Day Time
06/29/2016 Wed

6292016 Wed
& 6 Ve
06/29;2016 Wed
06/29/2016 Wed
06/30/2016 Thu
06/30:2016 Thu
06/30/2016 Thu
06/30/2016 Thu
07/01;2016 Fri
07012016 Fri
07/01;2016 Fri
07/01/2016 Fri
07042016 Mon

Remarks rx Date Day T Time InTime Ouf
08:06:44 IN 06/29:2016 Wed 08:06:44 11:35:50
11:35:50 OUT b6/29/2016 Wed 11:59:25 |

11:59:25 IN

3 1N
11:59:31 OUT
19:08:54 OUT
08:05:101IN
11:37:19 OUT
12:01:04 IN
18:54:59 OUT
08:12:37 IN
11:36:45 OUT
11:59:09 IN
19:40:33 OUT
07:49:57 IN

Consolidate Attlogs INJFOUT

06292016 Wed 11:59:28 11:59:31
06292016 Wed 19:08:54
06/30/2016 Thu 08:05:10 11:37:19
06/30/2016 Thu 12:01:04 18:54:59
07/01/2016Fri 08:12:37 11:36:45
07/01/2016Fri  11:59:09 19:40:33
07/04/2016 Mon 07:49:57 11:38:30
07/04;2016 Mon 11:59:04 18:49:51
07/05/2016 Tue 07:52:41

07/05/2016 Tue 07:52:44 11:34:15
07/05/2016 Tue 11:35:47 18:53:52
07/12/2016 Tue 07:55:46

07/12/2016 Tue 07:55:49 11:35:51

ey
¢ Some of the Record are in blank
Because it depends on the time in
Timeout of the employee in the
Raw Attlogs Trx History.




E. Computation Of Manhour

¢ Next, When you click on
Process Manhour button in /—\
The timekeeping it will display

The important reminders. The Sharc

Pay Class is indicated, you

need tO SeleCt Whethel' Weekly TIN SSS PHIC HDMF EOC CostCenter P.Class Emp.Stat. Rec. Stat. Pay Mode THK Tag
or Monthly.

¢ If you select weekly the

Select all only appear. While
If you select on monthly it
will appear some of the it B
Company.

Monthly Rt

*** You need to select a
company before you click on
the Manhour. -

L[] CENTRAL BOOKSTORE, INC. - [01/16/2016 pp]

(| Select All

STERLING PAPER PRODUCTS ENT., INC. - [02/16/2016 pp]
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F. Printing of Timekeeping Reports

X/

¢ Then lastly the Printing of Timekeeping Reports, click on the Reports. Then
under it is the DTR In/Out, ManHour Prooflist, ManHour Prooflist Per
Company,ManHour Prooflist Per Employee, No Payroll Transaction, SLVL
Remaining Per Employee.

Data Maintenance  Employee  Transaction Entry»  Processings  Repoits Utilities »

(Generation

2 Generation..

it Generation

l Bank Reporty | Emplovee MasterList | Individual Remitance » | MBTC Pay Card Holders | Payslip | SAPGL | SDSAw | Timekeeping v

17 DTR InfQut
17 ManHour Prooflist

17 ManHour Prooflist Per Company
17 ManHour Prooflist Per Employee
17 No Payroll Transaction

17 SLYL Remaining Per Employee
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¢ First, the report is the DTR
Prooflist. Under it is the Year,
Company, Pay Class, Cut-off

and The location.

Report Generation

Report Module Generation

Home - Report Generation - TK - DTR Prooflist

Year:

v
Company: T
Pay v
Class:
Cut-Off. S
Location: F

Process

Home Report Generation TK - DTR Prooflist

Year: 2016 v
Company: SP PROPERTIES, INC. v
Pay RNF b
Class:

Cut-Off: ] 10/16/2016 v
Location: KAL v

Process

% You can select on the year 2015 and
2016. Then the company name, The Pay
Class Weekly or RNF, cut-off is depends
on the company name and then you can
select on the location of the company.




% Next, the report is the
Manhour Prooflist. It's the
same in the DTR Prooflist.

Year is requiredil!

Report Generation

Report Module Generation. ..

Home - Report Generation - TK - DTR Prooflist

Year:

Company:

Pay
Class:

Cut-Off: v o .
¢ Dialog box will appear when there is

Location: v vacant in the input button, or there is no

—— value On it
Process




Home - Report Generation » Manhour Prooflist Per Company

Year: 2015 v
Pay ’ Monthly v
Class: ] =
| Weekly
Company:
{VIP

Cut-Off: v

Process

¢ The difference is in the Pay
Class, It has a Monthly and the
VIP. And there is no location
indicated.

% Then, the report is the Manhour
Prooflist Per Company It's the
same in the DTR Prooflist.
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Home - Report Generation - Manhour Prooflist Per Employee ‘ .

¢ Then, the report is the Manhour
| Prooflist Per Employee. Under it,
Lt 1999 v indicates the year, pay class, and
Employee no.

Pay Weekly v
Class:
Employee ¢ Under the Year, you can select year
g 1999 up to 2016. The type of pay class
which indicated the Weekly, Monthly
Process and VIP




