Attendance End User Guide
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Introduction

This guide will show end-users how they can utilize the attendance/timeclock
module via the website and mobile app.

Website

Step 1: Login to your account by inputting the company ID, Username and Password.

e

Login to your account

B CompanyID
& | UseriD

& |password

English v
Forgot my

@ Attendance <

Step 2: Click on

Dashboard

Step 3: Click on

Step 4: You will see this on your dashboard:
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We'll breakdown each part of the dashboard and explain accordingly.

How to View your Dashboard:

10:27:48

MY CLOCK HISTORY

Dot L H Ll L L CEO
Tuesday, 26 November 2018 : i :
L i You can clock in and out via web, able to edit the o
Clocked out on Thursday, 21 November 2018 at 00:00 CIOCk II'I/OLIt s (If a”OWEd by TImECiOC.'k
Admin). Please check with your company's HR / 20:
Remarks here (max 128 characters.) Administrator
221
& 13/11/2019 09:00 20!
Select Location r 10/11/2019 00:00 00!
09/11/2019 09:00 -540 mins 22
Roster Calendar
I November 2019
< LA e of i Th
ACCUMULATED HOURS FOR NOV
MY CLOCK HISTORY
Date Location Clock In Clock Out OT1:— | OT2:— | OT3:—
21/11/2019 0D:00 1080 mins
201172018 My Clock History is where you can check if you have successfully
clocked infout for the week. Display shows a total of 7 daily clock
1441172018 09:00 ins/outs.
131172012 09:00 hoey PO ST
101112019 00:00 00:00 Wednesday, 27 November 2019
09/11/2019 0200  -540 mins 22:00  +1320mins
Shift Name : N.A
~
L

The window for Accumulated
Hours for the month shows the

total number of overtime hours OT1:~ | OTZ: — |
rendered.

LU e T L =

0900 20:00 +120 mins

00:00 0000

Upcoming Shift window
shows your roster/schedule
for the following day

UPCOMING SHIFT

Shift Name : M.A

) ACCUMULATED HOURS FOR NOV

oT3: -

Wedneszday, 27 Movember 2019
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Roster Calendar

November 2019

Wed

The Roster Calendar is an efficient way for
you to view your roster for the month, leaves
approved as well as the clock ins/out for the
previous weeks

3 4 5 6 7 8 9

10 " 12

13 14 15

17 18 19 20 21 22 23
(Leave) (Lesve)

REPORTS:

@ Attendance ¢

Step 1: Click on .

Reports
Step 2: Click on .

Daily Reports
You can generate a report based on your current day’s clock in and clock out. Report looks

like the image below:

Daily Report Monthly Detailed Report Monthly Summary Report Individual Attendance Report Photo & Map Report

Report Generation Report Histo
P P o Sort By: Employee Name Action Clock Time = Actual Time

Showing 1 to 2 of 2 entries

Period: Filter By Employee
. O show Address
09/06/2023 F8 to 09/06/2023 B Employee v Ariel Norman
O Include Deactivated Employees
Employee Name Date Action IPAddress Clock Time Actual Time Comment
Ariel Norman 09-06-2023 Clock-In | | 09:00 16:58
Ariel Norman 09-062023  Clock-Out | I 18:00 16:58
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Monthly Detailed Report
A report that can be generated for a particular month or period. The report contains the

breakdown of daily clock in/out, number of hours worked and the OT calculation for each

day. Once a report has been generated, you can also download it for your own records.

Daily Report

Report Generation

Monthly Detailed Report

Report History

Monthly Summary Report Individual Attendance Report Photo & Map Report

Showing 1 to 10 of 22 entries

Period: Filter By Group By O Display working hours based on day types
01/05/2023 (8 to 31/05/2023 & Employee v Date - O Include Deactivated Employees
O Display all days including non-working days
Select Employee
Avriel Norman v
Show 10 ~ entries Search:
Standard
Employee First Last Working Break Hours ot or2 oT3
Name Department Date Day In Out Shift Hours Time Worked Late Under (Hrs.) (Hrs.) (Hrs.) Remarks
Ariel Norman Human 01-05- Mon 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00 Public
Resources 2023 18:00 Holiday
Ariel Norman Human 03-05- Wed 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman ~ Human 04-05- Thu 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 05-05- Fri 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Noerman Human 08-05- Mon 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 09-05- Tue 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 10-05- Wed 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 11-05- Thu 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 12-05- Fri 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00
Ariel Norman Human 15-05- Mon 09:00 18:00 09:00- 8.00 1.00 8.00 0.00 0.00 0.00 0.00 0.00
Resources 2023 18:00

Previous 2 3 Next
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Monthly Summary Report

The monthly summary report is basically a report that contains the total number of hours
worked and OT calculation for the chosen month. This can also be downloaded for your

records.

Daily Report Monthly Detailed Report Monthly Summary Report Individual Attendance Report Photo & Map Report

Report Generation Report History

Beriod: Filter By Select Employee O Display working hours based on day types
01/05/2023 A to Employee v || Ariel Norman * |3 Include Deactivated Employees

31/05/2023 i

Employee Standard Hours oT1 oT2 oT3

Name Department Working Hours Worked (Hrs.) (Hrs.) (Hrs.) Late Under

Ariel Norman Human 184.00 176.00 -8.00 0.00 0.00 0.00 0.00
Resources

Showing 1 to 1 of 1 entries

No of days
worked

22.00

Mobile App

The mobile app is a convenient way to clock in/out and check your roster
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Installing JustLogin Individual
Step 1: Select Google Play on your handphone or Apple App store.

Step 2: Type in ‘justlogin’ and click on search.

Sterub (il =, o2 @@ B s [ @ 3 B 97% w742
&« justlogin X

+  justlogin Justlogin just login

11213415 )67)819

glwlelrft]yjulijo]p
als]dlflafnfif]i

S 2 xocvbam &

= E Bl : . E
V. QO [ E)

Step 3: The following list will appear, select Justlogin as shown.

StarHub @8 o F & 68 5@ e (] 0 o 2 96% e 749

< justlogin [©

Justlogin Maobile
Justlogin Pte Lid
2.9%

JustLogin
Justlogin Pte Ltd

Justlogin Kiosk
Justlogin Pte Ltd
B Installed

Nippon Paint JUST LOGIN
Nippon Paint (India) Private Limited
45%

Video Downloader for Instagram - Ju,
DIF Apps
41%

o> BAVIRVARY

Skillko
k.) skillko

MeCure - Seratcheard
MECURE  meCure industries Pvt. Ltd.

)

noHuddle Remote

n Tyler Rockwood

TN A Acten Foseda
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Step 4: Click on the install button to install the application

StartHub @D .l 7 a2 4 @ Rl @ % R o6 w753

< a i

o= JustLogin

Justlogin Pte Ltd

100+
Downloads Rated for 3+ @

Install

P

About this app >

An HR Cloud app with great employee experience
starts here in JustLogin.

Business

Rate this app

Tell others what you think

Step 5: You should see this once you have completed the installation of the app.

sl W FRE S w1 % 12 957 -l B.04

¢ S

== JustLogin
- Justlogin Pte Ltd

Uninstall

Related to this app

« & 0

OfficeSuite - Free  Truck Inspection  Invoice Maker
Office, PDF, Wor..  and Maintenanc.. Estimate & Invoi.

4.4% 44% 48% 4
You might also like -

top rated
WeChat Currency Google Calendar  Ya|
9% Converter Plus .. 49 Rel

48% 4
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Justlogin Dashboard interface

£

ACCUMULATED HOURS The amount of working time
as well as accumulated OT
193.78
-0.20 14.23
o o)
T T:e Latest Clock-in/out will
Dt N ouT show to the user what was
the last two clock-in/out
30/08/2019 08:01 - BT
timing were
22/08/2019 07:20 16:10

The upcoming shift will show
the user what is the next

3 1 saT | 07:00-16:00 working shift.
AUG |f Mame : Ang Mo Kio Opening

UPCOMING SHIFT View Roster

MY LATEST PAYSLIP

*k k kK

Last pay received on 30 Aug 2019

@

Home

: jason

(R

Clatm
31 AUG | Shift Name : Ang Mo Kio Opening

MY LATEST PAYSLIP

My latest payslip allows the

e ok e e user to see their pay. User
can click on View Pay
Last pay received on 30 Aug 2019 History to see past payslips

Upcoming leave will list the
UPCOMING LEAVE Cancel Leave user’s leave and if the user
wish to, he/she can Cancel
Leave if the administrator
permit the user to cancel.

1 DAY 30/08/2019 AM - 30/08/2019 PM

Annuat

Leave Calendar The dashboard will display

o colleagues who are on leave
on that day. The maximum
display is 2 colleagues and
are sorted by alphabetical
order

Tan Chin FRI AM
30 e

Lay Amy UG 2019
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Clock in/out with Individual App
Step 1: Click on the + button as shown.

£

LATEST CLOCK-IN/OUT

Date IN ouT
30/08/2019 08:01
22/08/2019 07:20 16:10
UPCOMING SHIFT View Roster

03 TUE | 07:00-16:00
SEP Sh?ft Name : Ang Mo Kio Opening

MY LATEST PAYSLIP
* k k Kk *k

Last pay received on 30 Aug 20

o
Ll

Home Contacts More

Step 2: Click on Clock in/out.

Clock in/out
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Step 3: The system will show the following screen.

& jason °

04:32 PM

02 September 2019

n Location

@ nod remarks
ﬁ—— e ——lbG

.

Step 4: If the company setup the geofencing, the user can click on
system will show the user whether he/she is within the geofencing zone.

icon and the

< Location
— k)
Tir 4 i
[Res. é
TreeTop Walk @
Bishan-Ang
Mo Kio Par|
BUKIT TIMAH Junction 8 @
i Y
e B
Singapore o
gotjnlc TOA PAYOH
ardens
TANGLIN MOVENA

° Orchard Towers
o

v A
'«%P ,(y Square Mall o 3
2

G
, Fencing F?._.eg‘r.e':'.onal Museurn

of Sing Current Location
BUKIT MERAH Clark Quay @ o : 5
b Geo Fencing Region Sumtec Lty

@ Singapore Flyer
4’%"‘ 2
Tk % Gardens
= by the Bay
Brani Island

ack

Google
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Step 5: To clockin to the system, the user simply needs to click on the and to

ouT
clock out u

Step 6: (Optional) If your company requires the user to specify predefined location to login,

Location

they can do so at the

field

Step 7: (Optional) If your company requires the user to enter a remark, they can do at

thel@ '

Check Roster

@5 Roster

field

The user will be able to see his/her own roster at the My Schedule.

Roster

My Schedule All Schedule
SEPTEMBER 2019
Sun Mon Tue Wed Thu Fri Sat
1 2 ° 4 5 6 7
8 9 10 1 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 1 2 3 4 5
6 7 B 9 10 11 12
= ot Rest Day

01

Mon J 07:00 - 16:00
02 e Ang Mo Kio Opening Shift

Tue 1] 07:00 - 16:00
03 ) Ang Mo Kio Opening Shift

Device Clock History

Device Clock History

The allows the user to see all their clock-in/out history
The user should see this screen.



& Device Clock History

A\ To send clock data, click Resend

02 September
i ’ 05:02 PM

07:04 AM

@

30 August

05:06 PM

@ 6

07:10 AM

29 August

05:08 PM

¢

19 August

05:43 PM

® @

07:01 AM

out

out

out

out

Resend

The

&
A

The

Everytime, you see this
right to resync the information.

indicates that the clock-in/out has succesfully went through.

Jjustlogin v

indicate there is a problem.

A

sign, you need to click on the

Re

send

button on the top
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