DTR USER’S MANUAL

HR is responsible in importing the information of the employee, and then ID number
will be the basis in recording the daily time record of an employee in the biometrics, and

in every cut off HR is the one who is responsible in exporting at logs. To import atlogs in
the Swiper user must follow the direction below.

1. First to execute the system user must open the DOS prompt. Just click start button
or window icon in the taskbar then search for Run then in the

Run module input emd to display the command prompt. When DOS prompt was
displayed. Input cd\swiper then press ENTER.

cv C:\WINDOWS\system32\cmd.exe
Microsoft Windows XP [Uersion 5.1.26801]
C(C> Copyright 1985-2081 Microsoft Corp.

C:\Documents

and Settings\Administrator’>cd \swiper

2. At that moment input dtr next presses again enter the DTR opening screen will
display on the screen asking for the username and password.

cv C:IWINDOWS\system32\cmd.exe

Microsoft Windows XP [Uersion 5.1.26001]
(C> Copyright 1985-20081 Microsoft Corp.

C:\Documents and Settings\Administrator>cd \swiper

C:\swiper>dtr_

Sterling Paper Product Ent.., Inc.
2382 Pusong Tamo Extension,. Makati City
v

Dai Time Record Module

Level of ﬂuthofity

User Name: AMY
Password : SPPEI_094404640400040¢

~Exit
Enter your password then press <




3. The screen above allows the user to enter his/her username and password. As soon
as the user entered the correct password and username the main menu will display.
For the creation of new account just call 214 and look for Mr. Oliver or Mr.
Jem.

cv C:\WINDOWS\system32\cmd.exe - dir

Sterling Paper Product Ent.. Inc.
2302 Pasong Tamo Extension, Makati City
Daily Time Record Module

Main Menu
Employee File
Reformat Swiper
TimeKeeping
Compute Man Hour

ReEOPtS

Quit

4. Main menu is consists of seven (7) options:

1. Employee File - Module for update and deletion of employee from
master file.

2. Reformat Swiper —Uploading of timekeeping data (In/Out) from the

swiper machine.

Timekeeping — Module for encoding of timekeeping documents.

Compute Man Hour —Module for computation of timekeeping data.

Reports —Available reports for the system.
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Utilities —Different module for index creation and file updates. To see
the process look for 4.6.
7. Quit —Return to DOS Prompt and logout the account.

4.6.1. In choosing/clicking utilities three (3) sub-menus will display. These sub-
menus are Weekly, Monthly, Conces. In selecting one (1) in the sub-menu is the
basis to distinguish what type of payment an employee has.



cv C:\WINDOWS\system32\cmd.exe - dtr

Sterling Paper Product Ent., Inc.
2302 Pasong Tamo Extension, Makati City
Daily Time Record Module

Compute Man Hour

]| ort
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l o0nce

ain Menu
}llll]nllly! l'ilr
Reformat Swiper |1]]u
[imeKeeping

4.6.2. After selecting what type of payment an employee has the 13 sub-menus
will display. To select one in the sub-menus mark an option using arrow
keys and press ENTER key.

v C:\WINDOWS\system32\cmd.exe - dtr

Sterling Paper Product Ent.., Inc.
2302 Pasong Tamo Extension, Makati City
Daily Time Record Module

Main Menu
Employee File Utility Menu
Reformat Swiper Relndex File
ITimeKeeping Password Entry
Compute Man Hour Change Password

Reports Download Data
-Lm_ Upload Data
Quait Post Pay Period
Assume Period
Schedule Entry
Automatice Undertime
| Enployee Creation |
Down lo: ni Created Empl
Concessions Employee
Concessions Dept

4.6.3. Choose Employee Creation sub-menu to view the list of employees. In this
module user can manipulate the information of an employee. In
manipulating the employee’s information user must press the designated
command key which is stated below:



e ADDING NEW EMPLOYEE - PRESS F2

e UPDATING EMPLOYEE’S INFORMATION - PRESS F3
e PRINT EMPLOYEE’S INFORMATION — PRESS F4

e DELETE EMPLOYEE’S INFORMATION — PRESS F7

e EXIT - PRESS ESC

¢¢ C:\WINDOWS\system32\cmd.exe - dtr BEE

Creation of New Emplovee
SSS Number Last Name First Name Middle Name Date Hired

|||

[F21-Add [F31-Update [F41-Print [F?l-Delete [ESC] Exit

ADDING:



4.6.4. In pressing F2 which is a command button for adding new employee, a
form to get the employee’s information will display. All information is
needed/ required. Chronolog number is the basis for each employee’s
information that will be stored in the swiper.

cv C:AWINDOWS\system32\cmd.exe - dir

888 Number
Employee Name

Sex Code
Civil Status
Birth Date
Date Hired
Empl. Status
Pag—ibhig No.
Tax Status
Daily Paid

CBA Employee
—[ Employee Address 1—
No. & Street

Town/District _ City/Province :

—[ Payroll Data 1-
Company
Location
Shift Code

Field Personnel EOC: Cut—off Base: |}
PAM Code

Payroll Eff. Date: iEPFFFIE!
PAM Date Payment Mode: I -

B/2
Dist. Bnk: REXR Basic Pay: Allowance:

P |
Last Name First Name Middle Name
Citizenship =
Religion
Birth Place

Medicare No.

18,27/2814

Eéfécéiuitg Date

T T T T T T T T T
(TR

Department
Position =
Restday Code

[ESC] — Exit

4.6.5. After filling up all the information needed, to save the record press ENTER
then a message box will display then click YES.




cv C:\WINDOWS\system32\cmd.exe - dir

2

$8S8 Number
Employee Name

Sex Code

Civil Status
Birth Date

Date Hired
Empl. Status
Pag—ibhig No.
Tax Status
Daily Paid

—[ Employee Addres
No. & Street

s 1
1188 MAKATI
Town/District

—[ Payroll Data 1-
— STERLING P
]

Company

Location i — MAKATI
Shift Code
Field Personnel
PAM Code

PAM Date

DEEI-N ) H 63 |

Middle Name
igf — FILIPINO
— CATHOLIC

First Name
Citizenship
Religion
Birth Place

Last Name

Medicare No. = =
T.I.N. 123-123-121

ty Date 10/,27/2014

Data?

»

Department 1081
Slig] —

Position
Code
Field Personnel it—off Base:

Restda
— BASIC RATE Payroll Eff. Date: HNAGREFTE]
Payment Mode: 3 - % 3123-12312-3
Basic Pay: EPFEFEN Allowance: 3,123.00

EOC:
[ESC] — Exit

— PRINT
ACCOUNT EX

o

TR T T
O~ TR T T

4.6.6. After clicking YES button a confirmation box will display stating that the
employee’s record was saved.

cv C:\WINDOWS\system32\cmd.exe - dir

AQUINO |
Middle Name

SSS Number
Employee Name

23-1231231-2
MAXINO

Last Name

First Name

Sex Code

Civil Status
Birth Date

Date Hired
Empl. Status
Pag—ibig No.
Tax Status
Daily Paid

—[ Employee Add
No. & Street
Town/District
—[ Payroll Data 1

e

se an M oan oww av o we oww oww R oA

4 — Regular

23-1231231-2

Citizenship
Religion
Birth Place

Medicare No.
T.I.N.

| Error |;

Data recorded...
»*% press any key to continue ¢

38 — FILIPINO
— CATHOLIC

123-123-121
0/27,2814




4.6.7. After pressing any key the table list of the employee’s table will display and see if
the added employee is stored.

| Creation of New Employee

8SS Number Last Name First Name Middle Name Date Hired

B “ 18/2?/2814

Note: If user encountered FIX MANNING issue just coordinate to HR Makati.

In this case HR Makati will send a file (example is the file below) to the user then
user will download the file and place the file to the upload folder to replace the existing
file.

FIXTMPL.dbf
Microsoft Visual FoxPro Table
158 KB

EDITTING:




4.6.4. When pressing F3 which is a command button for updating employee’s
information, module for editing employee’s record will display including

the information of an employee.

cv C:\WINDOWS\system32\cmd.exe - dir

November 13, 2014

Employee N2 Last Name First Name Middle Name

Company:

Employee Master File Entry

»» Edit Employee Record ««

Last Name..: APULI
First Name.: FRANKLIN
Middle Name: MANZANILLO

Company Code.: 7 — SL AGRITECH CORPORATION
Location..... : 00G —

Shift Code...: ¥

Restday Code.: U

Allowvable Coffee Break(Mins)>: @

Employee Type: A
Remote Man Hour Computation: ¥
Swiper/Chronolog Numher....:

4.6.5. After updating the record of an employee press ENTER and a message box
will display then click YES button for the confirmation in updating the

record.

¢v C:A\WINDOWS\system32\cmd.exe - dir - |I:|

Employee N2 Last Name First Name Middle Name

Company:

Employee Master File Entry

Novembher 13, 201

»» Edit Employee Record ««

Last Name..: APULI
First Name.: FRANKLIN
Middle Name: MANZANILLO

Company Code.: 7 — SL AGRITECH CORPORATION
Location.....: 00G —

Shift Code..

Restday Code.: U — Sunday

Allowahle Coffee Break(Mins)>: @

Employee Type: ——
Remote Man Hour
Swiper/Chronolo Save Entries?




