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1 MODULE OVERVIEW

Introduction

E- Attendance System is the project of Department of Information Technology (DOIT) with an
initiative to build an integrated and comprehensive system for organizations to transform the
organization’s working environment and ensure visible sustainable outcomes. In order to ensure ready
availability of authentic data while simplifying data collection processes, we seek to create a
consolidated and comprehensive E-Attendance System as a single source of authentic data.

Stakeholders of the system

e  Ministry

Department
e  Municipality
e Schools

o Health Post
e Governmental Organizations

Objectives

o Storing all employee attendance and leave management record centrally
e Managing employee personnel information centrally

o Keeping a standard system for attendance

o (Generating user based e-attendance reports.

e Managing all office information centrally

Features

Following are the features of the system
e Web based application
o Role based user administration
e User management and tracking function
e Leave management and report generation
e  Search function
e  Online application for leave/kaaj and approval
e Organizational/governmental Holiday management
o Daily/Monthly/Yearly report generating/printing/tracking function
e Automatic import attendance log
e Late attendance report generation
e Overtime report generation
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MENU AND FEATURES
Login

€2 Cc e © & 1036912517 - n "
£ Most Visted @ Getting Started

Figure: Login page

Users need to login by using appropriate login Id and password and press Log-in to enter into the system. A
successful login will lead the user to the dashboard.

Procedure:

e Enter valid Username
e Enter valid password
e Click on Log-in

Note: Invalid Username and password is not accepted by system.

Dashboard

After user perform successful login, they can view the dashboard. Users can see overall information in the
dashboard. They can view information about organization’s time chart, total present employees in the particular
day, employee status and many more. They can also view all organization, employee, and active/inactive
company list on one click through dashboard.

4|Page



E-Attendance User Manual

ol eIl Bifer

OO0O® #w~ ~

7% 13 3
i sk 4 e—— .‘U ol talioe E PO
o
w0 Eo e s
P o ‘ S © | | fewrien ©
2 .
[maﬁmna) oj SreReT Tt (63) oJ ((remma s 0 o)
i 74T H1(0) Wi T HISI(0)
g wrafern LT axfartie W -y e Al wham fafy wdbpa Rl e onf
i T fazi( 1) RIBIRY TU faEi(0)

‘ wndd ey LE LR aafardlet R e R o Rl Rroifa o Rl Ry s auf

22047 li70) amy o udd St st P CTTED ETETED GH R AN €D (]

e

c e © & 1016912517 iomesince - woom
=g () Wigd I [@@0)
I it et m fan sty by s sdiafity e nt
22023 @ @ED TR ef A Rl P S A @D Q
FRe sr4y1 4 (0) ] e il (76) wEARE
2 i) HAED!
warh A - wd w R "
e ol awa jeowm o b
St
e www oo sooom (a(-
Al D i
e wo toomm sooom f\ =2 :‘I‘
i . =
Rt L, 1000AM s00oM > w (il || m
e www wowm  soom ) e
T WEE oo somM
s e weo womm  soem
Lo mwa oo sooem
R
e g e = oo swem -
el deaidl il =0(a
ot fo wt v Pt | ECCET Aar g U lRar YR wlAar
T e = P ‘ s Mondsy Tomdey iy Thordey Feey Sy
w81 v e [} 16800
oz wha €D 1000
souss R D 1000 |
|
|
|
|
|
g g didaE (0)
g wiafer w.diba . wilaliel ey - goat R praT sdigand am - o

Figure: Dashboard (For Normal User)
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Figure: Assign Role

Company Management

This module holds the overall information about organization like designations, posts, child/parent offices. New
post, designation, facilities are needed to be created by the admin as per required.
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Figure: Organization Management

Procedure:

e C(lick on the description button on left side of organization’s name; a page will be displayed as shown
in the figure below

e  Click on “create” button to create new facility
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Figure: Create New Facility
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Figure: Create New Employee Type

Procedure: Same as procedure for creating office facility.

After creating all office areas; on clicking the detail of an organization, admin can edit and update information
of their organization as per required. Different areas like post/designation of an organization can be added and
removed as well. Information are displayed as shown in the figure below.
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Figure: Organization Detail
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Employee Management

This module of system holds all information of an employee. It is the key module of system as it has most of the
features from creating, tracking employee, to leave/kaaj management.
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Figure: Employee Management

While clicking on the create button a form pop-ups as shown in figure below. Admin can create a new employee
by filling all the required information. After an employee is created his/hers job history must be created. The
designation should be carefully assigned as it may affect future operation.

Procedure:

e Click on Employee Management of main menu

o Go Toemployee

e Click on “Create” ,a new form will be displayed

o Fill all required field in the form

e  Press submit/create
A new employee will be created.

e Click on Red plus sign to take leave by Admin for any employee.

o Similarly Click on blue sign to take kaaj by Admin for any employee.
Leave/ Kaaj taken by admin approved automatically.
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Figure: Create New Employee

On clicking detail after creating an employee, their entire information like

e job history

o family detail

e education detail

e contact detail

e company facility

e |eave summary and

e login summary can be viewed as shown in the figure below
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Figure: Employee Detail

10| Page




E-Attendance User Manual

T -
@e A EmployeeManagement » H¥arl o
& =rad = user-profile e R | R R | R R | o | aen R Rew | el | Ruede | o s e
UHIRY 48
L BIEENCH s
v wrdt
Q o smést wrafay Fa wrER . wfRifa il am Rufy adar wrf
M v amédt IRD e fafde Jar e S SR HETRil e ufafd fag [ Rri } L ) Q
w v B [ 111804 ) MOCIT Aara Ry da AR qu g wef wr e g { i ) L] Q
FHa Hha A,
Dorr e fafir St wEfdE AR 2076-09-29 [ < ) - Qs
SuaRl st
Showing 1 to 3 of 3 entries in 1 Pages -
e
D
wrarga
Frafa ffer
wrafea Hs

Figure: Add Job History

After creating an employee his/her job history needs to be created in order to make him eligible to perform
further tasks like leave request, kaaj request.

Procedure:

e Go to employee detail; click on job history
e Click on create
o Fill all required field displayed in the form
o  Click submit/create

Employee’s job history will be created.

LEAVE/KAAJ REQUEST

When you click on leave/kaaj request under “Request” sub-menu then a page appears where you can request for
a leave/kaaj. When you click on create, a form pop-ups as shown in figure below where you have to fill all
required field and submit. You can edit the requested leave/kaaj before it has been approved by the authorized
person. Once it is approved you can neither edit nor delete it.

Note that: an employee’s job history should be created in order to make him/her eligible to request leave/kaaj.
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Figure: L eave Request

Procedure:

e Go to leave request sub menu under employee management main menu
e Click on create to create a hew leave request

e Enter holiday type

e Enter start date and end date of leave

e Enter leave reason
e  Select person for leave approval
o Click create
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Figure: Create Leave Request

Procedure: Same as that of leave request.

BT a1 A& B AR BRA
\/ af * af YR I

Showing 0 to 0 of 0 entries in 0 Pages

HARI A
it
SRR
£l

BIO/ANTH IE=T *

(

Figure: Create Kaaj/Training Request
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LEAVE/KAAJ APPROVAL
Assigned admin also have authority to approve/reject leave and kaaj. The requested leave/kaaj can be approved
or rejected by changing its status; clicking on the edit button.

Procedure:

e Goto leave approval ; a page will be displayed with a list of leave requests
e Click on edit button of those requests which is to be approved
e Change the status to approved
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Figure: Leave Approval
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Figure: Kaaj Approval
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Leave/Kaaj request’s status is changed as shown in figure above.

LATE ATTENDANCE APPROVAL
When a user arrives office late than the working time then late attendance is recorded by the system. Late
attendance of a user can either be approved or rejected by authorized user.
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Fiqure: Late Approval

Report

This module solely focuses on report generation. All types of reports are generated here.

¢ Daily Report

e Absent Report

e Late Attendance

e Working Report

¢ Monthly Attendance
e  Monthly Timesheet
¢ Monthly Summary
e Yearly Attendance
e Yearly Timesheet

e Leave Report

e Current Year Leave
e Balance Leave

o Kaaj Report

e Early Checkout Attendance Report

e Monthly Early Checkout/Late Attendance

e User Login Report can be viewed in this Module
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Procedure:

e (Gotoreport
e Click on specific sub menu whose report is needed to be generated
e Click on the action button on right side of the displayed page as shown above
o  Select the specific department, post, name and date
e Click on search to search
e  Click on print to print
The report is displayed as below.
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Figure: Daily Report Generation
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Figure: Absent Report Generation
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