SPGC e-Payrall
Offsite Timekeeping Manual



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.
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A. Uploading of Bio-metrics

The uploading Bio-metrics ,First click on Utilities button.Then under it,
is the TK Bio-metrics Attlogs.
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To upload attendance of the Employee from the Bio-metrics to the system.



Then the Attlogs Uploading Module willL display, next click on BROWSE to
drop a file.

Attlogs Uploading

BROWSE

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.
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Open to Drop the file

Under the TK Biometrics Attlogs is the TK Biometrics Attlogs Posting. There
is a reminder indicated that you should select specified location to prevent
the affection on the records. Then select on a file and click process.



Home - BT Biometrics Attlogs - B8 Tk Biometrics Attlogs Fosting

Reminder:

You should be aware that the files you select for specifed Location are correct
or elze other Locations existing logs will be affected and can caused serious
attlogs records inconsistency

Location

B. Accessing Timekeeping Module

Next is the Accessing Timekeeping Module, Click on the Transaction Entry.
Under it you will find Timekeeping.
Timekeeping - Encoding the information about the employee and manage
employee's timekeeping transaction.
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Under the timekeeping button, there is another button for Search, Reset,
Process Attlogs and the Process Manhour.
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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.
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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.
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You can input the value for Location, for Date From and Date to.



Location/Site; | MAKAT| &
Date From  ; |072002016 Mo Crorndddfyyyy)
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[ Process In/Out ]

Company

You may now select the Company of your choice or you may also Select all. Then
press Process In/Out

Pro s InOut

Comgany

Select All

STERLING PAFER PRODUCTS ENT,, INC.

CENTRAL BOOHSTORE, INC

STRAIGHTLINEE INTL, INC

EXPRESSIONS STATIONERY SHOF, INC

STERLING AMIFUSTION INTL. INC.

SP PROPERTIES, INC

SL AGRITECH CORFORATION

AEEN @EEN @ R @ AN &

MICH GEHERD ABUKDANE FOUNDATION, IMC

D. Searching 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.
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Employee name that you Want to search.Then click The search button.



At the right side is the Employee#, then when you Click it,the information Of
the employee will display.
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Home EMP# HAME Cost Center Pay Class

Pay Mode

15002535 PADILLO, TRIE MAE VIZCO 7030 Sermi-Monthly Regular ATM

Emplo

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.

ADILLO, TRIXIE MAE VIZCQO| Status: Regulai
Pay Type: Panthly
i Fmp No.: 15000535 Location: Pelatebez AT
Tlme P 1M Company: STERLING PAPER PRODUCTS ENT,, INC.
i —— Cutoffperiod:  OB/29/2016 - 07/1%2016
Hiarre
0OTR Owartime OBTF Inderime SLAL wave Adustment SLAVL Recon Timeva Rate Attendance Logs

Original Schedule Actual Time Encoded Time
Date Day Type AMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOut AMIn AMOw PMIn PYOut NextDay
D629M016 Wedl R E:00 1130 1230 1830 [1F1= 115 11:59 1159 1908 a6 11:59 11549 1908 D
06302016 Thu R 0o 1130 1230 1830 =05 37 1201 18:54 0805 1:37 1zm 18:54 F
07012096 Fri R 000 11:30 12:30 18:30 012 11:36 11:50 19:40 na:12 11:56 1159 19:40 O
07022016 Sat D ;00 1200 1100 18:30 F
07032016 Sun D 000 00:00 000 000 F

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.



SR PADILLO, TRIXIE MAE VIZCO s Regular |
ay Type: Manthly
Time Emp No: 15002535 Locatinn: Pk WA
S 1048 Company: STERLING PAPER PRODUCTS ZNT., [NC
manage |, .
Shift Code: 54 Cut.off pariod: 62972016 - 0TM32016
"1 me
DTR Cwartime DETF Indertime SLAVL Leave Adjustmert SLAL Reco Time ve. Hale Attendance Logs
Original Schedule Actual Time Encoded Time

Date Day Type AMIn AMOut PMIn PMOQut AMIn AMOut PMIn PMOut AMIn AMOut PMIp  PM OQut MNex

06202016 Wed R DB:00 11:30 1230 18:30 D806 1i:50 1:50 10:08 006 | 1150 11:50 108

06302016 Thu R DE:00 11:30 1230 18230 D805 137 1201 16:54 605 | 1137 1201 168:54

0702016 Fri R 00 11:30 1230 18:30 08:12 1136 154 1940 k12 36 11:58 1040

PG Sat D 00 1200 1300 1830

DFAG2DG Sun D oo LILLE R oo no:on

[
[

DTR

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.

jlaiPADILLO, TRIXIE MAE VIZCO R b
Pay Type: Wonthly
TimeE'“" gy 15002635 Location: MAKGE> WARAT]
pioo P 1048 Company: STERLING PAPER PRODUCTS ENT, INC.
Shift Code: 54 Cut.off period:  DB/29/2016 - OT/13/2016
Horme
OTR Owvartima OETP Undertime SLAL Leave Adjustment SLAVL Reco Time v=. Rate Attendance Logs

Empla Save 3
Original Schedule Actual Time Encoded Time
Date ay|{Typy AMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOwt AMIn AMOut PMIn  PM Out Next Day
06292016Vl R 04:00 11:30 12:30 18:30 0806 150 11:50 1%:08 08:06 11:50 11:59 10:08 ]
0GI02016] Thu R 000 11:30 1230 18:30 0405 "7 1201 1654 08:05 11:37 120 18:54 O
07012016] Fri 13 =00 11:30 1230 18:30 012 136 11:59 1640 012 11:36 11:58 10:40 0
ormzenG) Sat || o 00 12400 1300 1830 o
ovmazmefsu |l o | omon 0000 om0 o000 o

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 is wrong in
encoded time unless you save it.



B PADILLO, TRIXIE MAE VIZCO Status: Raguar
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Vi FP 1D: 1048 Company: STERLING PAPER PRODUCTS ENT, INC.
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Date Day Type |AMIn  AM Out PMIn  PM Out #AMIn AM OQut  PMIn  PM Qut MiIn AMOut PMIn PM Out Next Day
06292016 Wed R 08:00 11:30 1230 18:30 =171 11:50 11:58 10:08 0806 11:50 11:59 10:08 0
0602016 Thu R k00 11:30 1230 18:30 0805 11:37 1201 18:54 0805 | 11:37 1201 18:54 a
OFDAR206  Fri R (=00 11:30 1230 1630 012 136 11:50 18%:40 o812 11:36 11:59 1040 (]
OFU2R016 Sat D 00 1200 1300 130 O
07032016 S D L] o000 om0 o0 B

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.

ﬁ B2HAP0E Fi R Lt 1130 ] 0 [IFr] e 1141 10y T2y 1136 ki ALY |
TimE e adhiE Sw (] LT LFETH] R i ]
P BATIDME Sum D L D Lt a0 O

P22 20E Man R Lz 1430 12 ho 1] [ Har 11 iz -4 ar H 1RhE O
) 2EI0NE Ben R 0 1M 1EW R [ ] pps 1138 1021 ey 1M ] w21 B
ERAPDE Wl R b 1130 12530 -] [IEH 1138 h[: 0] Fear =] [ O |
BEFAME The n BHn 11:3 pres ] "= D
2E2ME Fa R Lotz 1130 pra ] == O
[ﬁ'zrums- Sa b Loy 1208 1300 630 I (=]
- | :
FADILLO, TRIXIE MAE VIZCO 5 Reguir
Pay Typn: Menthly
Emp Ho.: (ke Locadan: S > WIBKAT]
FF I 104 Coaaifi jiaiiy: STERLNG PAFER PROOLICTS EMT. , IMC
Shift Code: 54 Cutall period: 0142016 0F2720ME

Now Below you will see the schedule, and the in and out's of that certain
employee. You may also edit the In/Out of the Employee on the right side. All
the four boxes needs to be filled, or else it might result to an absent of an
employee.
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In the Red Box indicated below is the Next day Column. You should press the
Next Day Check Box if the PM out of that Employee is the next day. (Ex. Am
In:8 am (Jun 5) - PM Out:1 am (Jun 6))

FADILLO, TRIXIE MAE VIZCO sl Fgulo!
Pay Type: Monthly
Emp No.: 15002535 Location: Belb- > MAIATI
Em FP ID: 1048 Company: STERLING PAPER PRODUCTS ENT., INC
;:l Shift Code: 54 Cut-off period: 06/29/2016 - 07113/2016
DTR Certirme OBTP Indertirme SLAVL eave Adjustment SLAL Recon Time ve. Riate Antendance Log

Refresh

Original Schedule Actual Time Encoded Time
Date  Day Type AMIn AMOut PMIn PMOut AMIn AMOut PMIn  PMOut AMIn  AMOut PMIn  PM Out NextDay
06292016 Wed R OBOD  1:30 1230 1830 OB06 1159 M58 1908 0806 1150 150 | 1oome | =
06A0Z046 Thu R OBO0 1430 4230 4830 O®05 147 1201 4854 0805 1437 20 (w5 | O |
07042046 Fri R 0BO0 130 4230 1830 042 1136 159 1940 0812 11936 150 | 19:40 O

Now that you have finished, You may now press Save. Press Refresh to refresh
the schedule and in/outs of the Employee, or Press Delete Manhour To delete
the whole Manhour.
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Overtime

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.

It is considered an overtime,starting from the original time Pm out then
when it exceed. It is now the time for overtime
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e T O TR |

07052016 Tue R 0e:00 11:30 12:30 18:30 0752 134 11:35 18:53




You may now enter the Employees Overtime in Start and End. As you can see on
the right side of both Start and End there is a Next Day Column and Check
boxes.
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In the example below the date is 06/14/2017 now if the Employee Started or
Ended its Overtime at 1 am in the date '06/15/2017 then You may press the
Next day Check box.
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Now you may now press Save to ofcourse save the Changes. You can also press
Refresh to refresh the Overtime tab.
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Now if you pressed Check Amount Value button. You will see this.

LDTR Dreerdime OBTF Urderbim e Crs SLAL Leave Adjustment 5

Basic Rste: 12,806.91
Alowance. 000
Dsily Basic Rsbte: <5100
Dsily Allowance Rete: 000
Hourly Basic Rate: §1.37
Hourly Allowance Rabe: 0,00

Tr. Cabe ar OT Rate 3% OT Mrs. Amourt

DEM1E017 Regular QT 1.23 1.00 a7



OBTP

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 time box then save it then the record will display.

In the example below the date is 06/14/2017 now if the Employee Departure or
Arrival at 1 am in the date '06/15/2017 then You may press the Next day Check
box on the side.
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UNDERTIME

Next is the Undertime. The Original Schedule and Actual Time are also
included. In this button, there is 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.

You may also press Next Day Checkbox if the Undertime of the Employee; From
and To is in the next day, Meaning if the date is 06/14/2017, and From or To
started/ended in 06/15/2017.
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CWS

In CWS tab, You may Edit the Employees Schedule. Just enter the proper Data on
the textboxes: AM In, Am Out, PM In, PM Out. in the Right side of PM Out There
is Next Day Check box, just press it if the PM out of the Employee is the Next
day of that certain day.
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SL/VL

Then the SL/VL tab 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 F1ld Hrs which is the (Filed Hours) and Pd Hrs which is the (Paid

Hours).
PADILLO, TRIXIE MAE VIZCO i hagahs
Pay Type: Monthly
Emp No.: 15002535 Location: MAK-> MAKATI
FPID: 104 Company: STERLING PAPER PRODUCTS ENT., INC.
Shift Code: Cutoff period:  OB2%2016 - 07/13/2016

WL Entitlerment 88.00 SL Entitlemant B3.00
VL Remaining 5250 SL Ramaining B9.00
Original Schedule Actual Time

e Day Type AMIn AMOut PMIn PMOut AMIn AMOut PMIn PMOut  Leave Type Leave Option Fid Hrs PdHrs Approval
B2016Wed R 0800 11:30 1230 1830 0806 11:59 11:59 19:08 n A d » 0.60 000 Diss w
DETH R 0B00 T30 1230 1E0 0B0S W 120 1est | v ¥ o o0 | Dissy
106EE R 0800 1130 1230 1830 ose2 1t36  1se 1m0 B v ¥ 000 000 | Dissw
2201650 D OB00 1200 1300 1830 x| v ¥ om0 | 000 | Dissy
320165;n D 0000 OG00 0000 00:00 a v ¥ om0 om0 | Dissy
A2016Mon R 0B00 M0 1230 1830 0240 na3s mse gae B3 v v 000 | 000 | Dissy

In the Leave Type button, You can select on Sick Leave, Vacation Leave, Solo
Parent Leave,Bereavement Leave,Paternity Leave, Suspension And Others.

Leave Type Leave Option Fld Hrs Pd Hrs Approval

Bt | s 0.00 0.00 Diss v
Sick Leave NG 0.00 0.00 Diss|»
vacation Leave
Solo Parent Leawve e 0.00 0.00 Diss|»
Bereavement Leave
Paternity Leave - 0.00 0.00 Diss w
Suspension
Others ~ | 000 0.00 Diss|+

B e 0.00 0.00 Diss W



In the Leave Option,You can Select on AM, PM and Whole Day.

Leave Type Leave Option Fld Hrs Pd Hrs Approval
8 | ¥ | ooo 000 | Diss¥
¥ I amM 0.00 0.00 Diss v
P
¥ |Whole Day 0.00 0.00 Diss w
bt b 0.00 0.00 Diss v
s b 0.00 0.00 Diss «
b b 0.00 0.00 Diss
In the Approval button,You Can select on Approved or Disapproved
Leave Type Leave Option Fld Hrs Pd Hrs Approval
b’ w 0.00 0.00 Diss
Approved
¥ % 0.00 0.00 issapprowved
L L 0.00 0.00 Diss »
bt b 0.00 0.00 Diss w
b v 0.00 0.00 Diss/»
N e 0.00 0.00 Diss »

You may also delete the leave by pressing the (X) button on right side of
PM out.
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Leave Adjustment

Just Enter the Proper Hrs in the Assumed Absent and Present on the text boxes
and then press Save If you have Finished, and you may Press Refresh to refresh
the Leave adjustment Tab.

bTR Owertime e Un dertime curs SLASL Leawe Adjustment SLA

T — ]

LEAVE ADIUSTMENT

A d Absent
Slok Lamwa Ad|ust mert
Vacabion Lemwe Ad)ustmdnt
Assuned Prasent
Sick Leawe Adjus=tment

Vacation Leawve Adjustmdnt

Fabernal Leave Adjustme




SL/VL RECON

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 is a text box for SL and VL.

PADILLO, TRIXIE MAE VIZCO i s
Pay Typa: Monthly
Emp No.: 1512535 Locatinn: Pelikl- = hAkAT)
FP 1D 1048 Company: STERLING PAPER PRODUCTS ENT , MG
Shif Code: 54 Cut-off perisd: OEZA2016 - OTM 2016
TR Cwartime QBT Underlime SLA Leave Sdjustment LML Recon Time ¥, Rate Astendanca Logs
Dane Emcoded Sick Leave Vacation Leave Uy u

Mo data weas found.

When you Encode the data here and click save to display the information for
S1 and V1.

Company Entry

It will display the data on the Date Encoded, On SL/VL and the user.

Date Encoded Sick Leave Vacation Leave User n

2016-07-25 121.00 121.00 181-1 n

You may also Press the (X) Button if you want to delete a certain record on
the list.
L
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Filed SL/VL

In this Tab you will see the filed SL/VL of that Employee, Arranged in Pay
Period.

DTR Dra im OBTF Undertime Cu's S LA Leawe Adjustment SLL Recor Filad SLAWL T

Filed Leave Details
Dabe Day Classification Type Hours Filed Hours Paid Remarks
Payperiod: 2017-03-16
0222017 Tue Vacation Leave  AM Half Day 4.00 4,00 Approved
Total Paid SL: 0.00
Total Paid VL: 4.00

Total Paid 5L Adjustment: 0.00
Total Paid VL Adjustrent: 0 00

Payperiod: 2017-04-16
04272017 ed Wacation Leswe PM Half Day 550 5.50 Approwvead
0401702017 Mon  Yacation Lexwe ‘whole Dey 350 9.40 Approwved
Total Paid S5L: 0.00
Total Paid YL 15.00
Total Paid SL Adjustrent: 0.00
Total Paid ¥L Adjustrent: 0,00

Time Vs. Rate

In Time Vs. Rate Tab, There you will see Basic, Allowance, VL, SL, LHOL
Premium, SHOL Premium, Regular OT, and its Corresponding Hours and Rate
Amount.

The Rate amount of Basic, Allowance, VL, SL, LHOL Premium, SHOL Premium,
Regular OT, will be added.

Now on the Other side you will see Tardy, Undertime, Absent and its
corresponding Hrs, and Rate Amount

Tardy, Undertime, Absent will also be Added.

Now the sum of the two will be Subtracted, and the result will be seen in the
Total Amount.

BEe |5 l F n Time ws. Rate

Houwrs Rate Amit Howrs Rate Amt

Base 0,00 501290 Tandy b.oo 0.00
Allcimancs 00 Undartime [ o 00 a.00
VL (LRI Do Ao nit Oy 000
SL 000 100
LHOL Premium: | @00 agqpn| [eduction Total i
SHOL FPremium 10 1000
Regular OT 7 100 537 03

I Total 5,040 _-nl

Total Amownt] B.040.498



Attendance Logs

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.

Consolidate Attlogs In/Out is just an Arranged version of Raw Attlogs Trx
History.

Afiendance Logs

Fawr Attogs Tre History Conzsolidate Attdogs I8,/ 0UT

Trx Date Doy Time  Remarks Trx Drake Doy Time InTirme Owut
D5M4201T Wed OTA2:9614 51142017 Weed 07 42:88 125742
25742007 DS 201 T Wed 1257:51 15.55:03
BT:5114 CEMSR01T Thy 20034 09 1250 41
=503 0UT DEMER0ITT 1259:d47 190757
02403 OSMERZ0TR 0T-43:48 151981
& 1253:400UT S/ T2017 Sal Doz 4
182 125847 IM RS 01 T o 151544
M Wi 18O0TSTOUT DS/2002017 T 9190050 4211218
PR Fr 17 Al AR CRZ0R01T e 423:12:26 15043 56
DSME201T Fr f819:510UT D52 12017 Wead 074402 18:13:85€
ErMTE ot {848 OS2 R0 1 e % 07
DEMEB201T Mon 3-15:440UT DS2Z201TThe 075823123333
DRZ001T Tus 1 " 222017 The i v, L
02002017 Tia 12 ouT DEZER0TRI 074832 1E43:3E
D007 Tus 12 " i 0 OO0 45 130011
DE20201T T B42:580UT e, L 300:19 18:10:08
DR 2017 Wed 0T -d4:001M R0 1 T e 105144
OE/21 /2017 Wed  #B-13:3E0UT i
D1 2017 Wed 2058 1l
DS/222017TTha 0756231
DE201T Tha 230UT
OS2ZE0TTha 123328
DEIIE01TTha 20283500
D207 Fr O748:3ZIH
5017 Fr #5-d3-380UT
CS2TEIT e 0800451
DEZTR017 Tue  1300:11 OU
RO1T e 1300130
2017 e 13 10:080UT
25 10E
{44 0UT
(80050

* Process Manhour*

* In process Manhour, Enter information by choosing from the combo boxes of:
Location, and Pay class, after picking, choose the company of your choice then
press Process Manhour



Timekeeping

Manhour Processing

Homié - Emgloyie - Manhaur Pracessing
Liocabian: T 3
Clags
Compamy

STERLING PAPER PRODUCTS ENT,, INC, - [11012016 pp)
CENTRAL BOOKSTORE, INC. - [110172016 pp]

STRAIGHTLIMES INT'L, INC, - [1101.2016 pp]

| 0o O &

STERLING AMIMATION INT'L. INC. - [10AGE01G pp]
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