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OVER VIEW

Lana time3.0 is a powerful web-based time attendance software which offers the most innovative features a time
attendance software can offer. It provides a stable communication for devices through LAN/ WAN/ Wi-Fi/ GPRS/ 3G.
Users can access to the software anywhere by their web browser to remotely manage thousands of T&A terminals
under complex network (WLAN).

The software features a simple access control module that can connect to ZKTeco standalone access control terminals.
An Automatic Synchronization function is available to automatically synchronize data between devices and server
among the same “Area” With its new user-friendly Ul, managing timetable, shifting schedule, and generating
attendance report have become easily managed.

MAIN FUNCTIONS

Web-Based Time Attendance Software.

Simple Access Control Module.

Push data.

Auto-Synchronization of Palm, Finger vein, Face, Fingerprint, and Card Templates.
Embedded HR Integration.

Multi-Level Approvals and Automatic E-mail Alerts.
Employee Self-Service.

Multiple Admin Privilege.

Flexible Shift Scheduling and Auto Shift.
Multi-languages.

Real-Time Data Transmission.

Attendance Calculation & Reports.
Advanced search features are also available.

GLOSSARY

Super User: It refers to a user with all operation permissions of the system. A Super User is able to assign new
users (such as company management personnel, registrars or attendance Administrators) and configure
corresponding user roles.

Role: When using the system, a super user needs to assign different levels to new users. To avoid setting users
one by one, you can set roles with specific levels in role management, and assign appropriate roles to users when
adding users.

Attendance Timetable: It refers to the timetables possibly used during attendance settings and configuration of
all parameters such as work start/end time, permissible time for late arrival/early leaving, whether check-in/out
is mandatory, permissible check-infout time range, break time, and overtime. This is the minimum unit in
attendance time settings.

Unit/Minimum Unit: The unit covers day, hour and minute and the minimum unit is a numeric value. The
combination of these two is used to set the minimum computing unit of a parameter in statistics such as one day,
one hour or one minute. For example, the minimum unit of leave is set to one hour. When rounding-off is enabled,
the value 1.5 is counted as two hours and the value 1.4 is counted as one hour after rounding off.

Auto Overtime: When the punching time is later than work end time, this parameter determines whether the
excessive time is counted as overtime.
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Attendance Status: It refers to what type of the attendance for punching will be counted in the attendance result.
By default, the system has eight statuses: Check-In, Check-Out, Dinner-Start, Dinner End, OT-In, OT-Out, Break-
Out, and Break-In.

Correction of Status: It refers to determine whether an employee checks in or out by following the attendance
calculation rule according to the shift timetable and attendance time of this employee. The calculation is based on
this status during statistics.

Due Attendance Time: It refers to the duration when an employee should be at work from the start time to the
end time based on staff schedule. The default unit is workday, and the statistical rule can be changed in
Attendance >> Calculation Item >> Expected / Actual. Specifically, the value is determined based on the unit
(workday, hour and minute) as well as counted workdays and work minutes in the shift timetable.

Actual Attendance Time: It refers to the actual attendance time of an employee on which statistics are collected
based on the check-infout record in due attendance time during the start and end time. The default unit is
workday, and the statistical rule can be changed in Attendance >> Calculation Item >> Expected / Actual.

Late Arrival: Late arrival includes the time setting for corresponding timetable and the setting of starting
calculation of late arrival, and whether actual check-in time is later than due check-in time in the timetable. On
the other hand, if Must Check-in in the timetable is set to Yes and the attendance parameter is No Check-in, Count
as Late 60 Minutes, the actual time without check-in is counted as late arrival for N minutes. The time of late
arrival does not affect the work minutes for attendance calculation.

Early Leaving: Early leaving includes the time setting for corresponding timetable and the setting of starting
calculation of early leaving, and whether actual check-out time is earlier than due check-out time in the timetable.
On the other hand, if Mandatory Check-out in the timetable is set to Yes and the attendance parameter is Ending
Work Without Check-out is counted as Early Leaving for N Minutes, the actual time without check-out is counted
as early leaving for N minutes. The time of early leaving does not affect the work minutes for attendance
calculation.

Absence: Based on attendance parameter settings, the case of no check-in or check-out in attendance statistics
can be counted as absence, or late arrival/early leaving for more than N minutes in attendance parameter settings
can be counted as absence.

Due Check-In/Due Check-Out: Due Check-in/Due Check-out refers to mandatory check in / out time in timetable
setting. Yes means check in / check out is mandatory, and No means check in / check out is optional.

No Check-In/No Check-Out: No Check in / No Check out refers to the times of no actual implementation in the
times of due check in / due Check-out.

Attendance Duration (Time): It refers to the time span between actual check in time and actual check out time.
Exception: It refers to the leave time during this timetable.

Work Minute: In normal attendance, the work minute is the time set in Work Minute of a shift timetable. When
the valid attendance duration in a shift timetable is smaller than the time set in Work Minute of a shift timetable,
the valid attendance duration prevails. When the valid attendance duration in a shift timetable is larger than the
time set in Work Minute of a shift timetable, the time set in Work Minute of the shift timetable prevails. The work
minute in a flexible shift is 0.

Time in a Timetable: It refers to the work time of an attendance timetable in the shift setting on that day.

Shift: It refers to a preset work schedule for the personnel and is composed of one or more preset attendance

timetables based on certain order and cycle period. For employee attendance, the employee shifts to be used
must be set first.
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e Schedule: It refers to what kind of shift will be used in a timetable for employee attendance. It is a main basis for
calculating attendance results. If an employee works in a flexible schedule and attendance checking is required, a
flexible shift can be arranged. If an employee has a punching record without a shift arranged, the attendance
results are calculated as overtime based on flexible shifts.

e Temporary Schedule: If the shifts on some dates are adjusted due to temporary changes of employee work time
after scheduling, the temporary schedule can be used. Temporary schedule can be set as only temporarily valid or
appending to an employee shift (two schedule records in the attendance statistics in this case). This mode of
schedule is very applicable to the posts without fixed schedules.

e Permissible Late Arrival/Early Leaving: It refers to the permissible time for late arrival/early leaving before the
designation of late arrival/early leaving starts during specified work time.

e  Must Check-in/Check-Out: In some companies, only check-in or check-out is carried out. If check-in or check-out
is set to be mandatory, corresponding items are included in the range of attendance.

e  Work time: It refers to the time between an employee's work start time and end time (measured in minutes). The
filled value may not be equal to the actual interval between punching in and out. The value may be larger or
smaller than this interval, depending on the company system. Normally, this value can neither larger than 480 nor
smaller than 0. If this value is 0, this timetable is overtime and needs not to be counted as work time. The system
will automatically count this timetable as overtime.

o Flexible Timetable: It refers to a default timetable set in the system. In the settings of a flexible timetable, the
work delay is not counted as overtime, and late arrival, early leaving or absence is not counted. The attendance
calculation for a flexible timetable is second punching time minus first punching time, fourth punching time minus
third punching time, and so on. The line numbers of its report are generated automatically. If four records exist,
the daily report on that day has two lines. If six records exist, the daily report has three lines. Besides, the
attendance time in a timetable is check-out time minus check-in time of this timetable.

e Flexible Shift: It refers to a default attendance shift set in the system. It is a cycle of flexible timetable within a
week. If an employee works in a flexible schedule and attendance checking is required, a flexible shift can be
arranged. If an employee has a punching record without a shift arranged, the attendance is calculated based on
flexible shifts and classified as some overtime such as overtime on days off or on holidays. The flexible shift is
applicable to business owners, business personnel, service staff and order-oriented production people.

e Start/End Check-In: It refers to a timetable which is the valid range of check-in. The check-in records out of this
range are invalid.

e Start/End Check-Out: It refers to a timetable which is the valid range of check-out. The check-out records out of
this range are invalid. The check-out start time cannot overlap the check-in end time.

SYSTEM PROCEDURE

The following takes a Super User as an example to introduce how to use the system. Different users have different o
peration permissions, so corresponding operation procedures are different. Users need to only follow the procedure
below to operate the items displayed on the interface.

Step 1: Log in to the system and modify the default password for your account.

Step 2: Assign accounts and roles for the personnel using the system (such as company management personnel,
registrars and attendance administrators).

Step 3: Set common system information such as system parameters, announcements and alerts.

Step 4: Set the department organization architecture according to the company structure and set corresponding
position information.
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Step 5: Enter employee information, issue cards to the employees, and conduct daily maintenance.

Step 6: Set the regional structure of the company, add a T&A device for the system, and configure basic information
about the device.

Step 7: Set the attendance parameters. You can use the default settings or modify the settings as required.
Step 8: Set the attendance timetables which may be used during attendance, and set relevant parameters.

Step 9: Set the shifts frequently used in attendance system, that is, the cycle combination modes of attendance
timetables within the time interval.

Step 10: Schedule the shifts for employees and set which employees are in which shifts. For an employee with the shift
arranged, if a temporary change occurs, the temporary schedule can be used for setting.

Step 11: Conduct attendance maintenance. During daily attendance, because of abnormalities, the settings of leave,
holiday, and compensatory leave are required.

Step 12: Enable the system to output an attendance report. The system collects statistics and outputs attendance
reports on the basis of attendance period.

LOGIN

Open the browser, enter the server IP address and port number in the address bar and click Enter to access the system
login interface.

€ € © Notsecurs | 1921681512 [ K3

Lanalime 3.0

After the user logs in, the system displays the main interface, as shown in the figure below.

Dashboard -

TOTAL ONUINE
0
TOTAL OFFLINE
|
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On the main interface, four menu panels are displayed: Personnel, Device, Attendance, and system. Click a related
following function below any panel to quickly access the corresponding interface.

LOG OUT

Click the user on top-right of the interface and click Sign Out button to logout from the interface.

PERSONNEL MANAGEMENT

Before using the attendance function, enter the personnel for setting first: department settings for setting the main
architecture of the company, and personnel settings for entering employees into system, allocating employees to
departments and then conducting employee maintenance.

DEPARTMENT MANAGEMENT
Choose Personnel >> Department to access the department management interface, as shown in the figure below.

[ LanaTime | Dashbeard X

= C | @ 192168.15.12:8 ages/Personnel/Department a5 ¥ oA i
LanaTime = € aomn o8
ﬂ Personnel # Home - Penonnel - Department
i Department #Optien
Department No. Department
EEmrrs -

Department No. Department Parent Department. Related

que 113 test2 Edit Dy bh

test 245Lana dit Deletz i

Lbh

Setest

... Page L/Total 2; Per page 10 records/Total 17 records

Before managing company personnel, set the department organization structure of the company. When this system
is used for the first time, a level 1 department named Department and numbered 1 already exists in the system by
default. This department can be edited (modified) but cannot be canceled.

ADD DEPARTMENT

Choose Personnel >> Department >> Option >> Add Department

[ LaraTime | Dashbeard

< C | ® 19216815125

]

D
§
5
£

LanaTime

Department # Home - Rersonnel - Degartment - Add

© Add department

Add department information here, customizing the arganizstional structure for HR management.
* Department No.
* Department.

v

Parent Department,

Set the parameters as required based on the following steps:
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DEPARTMENT NO: Enter the department number. Click Check to check whether the entered department number is
exist or not.

DEPARTMENT: Enter a Department Name.
PARENT DEPARTMENT: Click the drop-down list and select the department to which the position belongs. After the

completion setting, click OK to save the settings (click Save and New to add another department) and return to the
Department interface. The information on the new position is displayed in the department interface.

SET DEPARTMENT
Choose Personnel >> Department >> Option >> Set Department
Select department and select personnel no or by name then select new department and new position then click OK.

[ LenaTime | Dashoosrd X

€ - C |® 19216815.12:8085/pages/Persannel/SetDepartment.asy QF =i

L]
Fo)
g
i
3

LanaTime

! admin
Q : Department e S Pl T e Tl TR e ol
Online

£ Set Department

® Search by Department Search by Personnel No./Name

o Select All Personnel In The Department

"

Personnel No First Name Department

Page 1/Total 1; Per page 5 records/Total 0 records
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EDIT DEPARTMENT

If the related department information changes in the company, you can use the department editing function to modify
the department name, number and department. Directly click Department or Edit under Related Operation in the line
of the department to be edited to access the editing interface for modification.

[ LanaTime | Dashboard X

< C | @ 192.168.15.12:8085/pages/Personnel/AddDepartment.aspx?Department=1008 T =

LanaTime € aomn

admin

Department # Home - Personnel - Department - Add

Online

© Add department

Add department information here, customizing the organizational structure for HR management.
" Department No. 113
" Department.  test

245Lana v

m O

Parent Department.

After the completion setting, click OK to save the settings and return to the Department interface. The information on
the new department is displayed in the department interface.

DELETE DEPARTMENT

Select the department to be deleted, and then click Delete on upper left of the position list. Or directly click Delete
under Related Operation in the line of department to be deleted to access the confirmation interface for position
deletion.

[ LznaTime | Dashboard %

- ¢ (@ 1921681512 L+

LanaTime € somin o2

admin

Department # Home - Personnel - Department - Delete

1 Delete

Unda department, Note: Department number cannot be reused after revocation

Select Department(sj:112 test

Click OK for confirmation of deleting the selected department.
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4 IMPORT DEPARTMENT
Choose Personnel >> Department >> Option >> Import
Select file by clicking browse then click Get Import Template then click OK Button.

Y LanaTime | Dathboard X L e p——
L C | 1921681512 L a v & i
LanaTime = €) smin &
0 _— Department Lol
) -
Select the file Choose File | No file chosen Importing Template Example: A B c
you want to Only support file formats .xls and | DepatmentNo|  Depatment  |Pareet Departmant N
import : i 2 A0D0OOL 123451
3 | ADOO0OZ 123452 ADO0001
() ADOOOO3 123453 ADDODOZ
5 ADOOO04 123454 AOO0003
& ABOOOOS 123455 AODO004
Descriptiont Imp
r X
Click OK to Import Department.
EXPORT DEPARTMENT
Choose Personnel >> Department >> Option >> Export
_" [} LanaTime | Dashboard X &)= O .
<« C | @ 192.168.15.12:8085/pages/Personnel/Department.aspx Q f A

Current Export Table Department

File Type PDF File

Export Method:
® All Records(max 10000 new records)

Select number of records to export

From No. |1 records, export total 100 records

=R

Select Current Export Table and File Type from the drop down then click Export button Log.

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search option on the Web
application. Advanced search gives the Web searcher the ability to narrow their searches by a series of
different conditions, ranges and fields and also in this we can add the advanced features.
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[ LanaTime |Deshbosrd X YQUAY

{5 C |® 19216815128

M Advanced Query

Select Search Field Select Condition
~ Equal To

Conditions Selected

[ ©4dd | Qsearch | #cear | Oretum |

*Note: For selecting of the same field or same conditions, the last selection is prevailing,

Set the parameters as required based on the following steps:

Select Search Field: It is to select field from the dropdown that are to be search.

Select Condition: It is used to select the condition from the drop down that are to be search.
Range: It is used to set range of search field.

Add: Button is used to add extra search features by user.

Search: This button is used to the features.

Clear: This button is used to clear the form.

Return: Button is used to return from the current form.

POSITION MANAGEMENT

Before setting company personnel, you need to add corresponding position information for the company.
Choose Personnel >> Position to access the Position interface, as shown in the figure below.

[ LznaTime | Dashboard %

£ C | @ 192.168.15.12:8085/pages/Persannel/Position.asp T

LanaTime

admin
Q Gnline Personnel # Home - Personnel - Position

W Position Foption = x

[
Fa)
5
5
L)

Position No. Position

Department Department  Position Position Parent Approved  Related gas
No. Ho. Pasition operation i “hu
=Lanz
software 34 Accountanat Yes Edit Dgleti i-bh
B Hr
Hr 1124 admin M Yes i
ddd
test 13345 asd 6t Yes
Hr 78345 asd T6AssMngr Mo i
i-software
Hr 13 Assitant Hr 4385 Yes E e B test
position bk
o j fess
Lana 122 Developer Yes Edit De i
& testd
Hr 4 Driver 1 Manaser Ve Frlit Delate 1z ¢ awe
L Testing
.. |Page 1/Total 3; Per page 10 records/Total 21 records
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ADD POSITION

1. Choose Personnel >> Position >> Option >> Add to access the position adding interface.

[ LznaTime | Dashboard X
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€ C | O 1521685128085 pages/Personnel/AddPasition aspx

LanaTime

admin

Position

Gl

© Add Position

Define the position information far cach department.

* parent Department. e
* Position No.
* Position.
Parent Position. v
Approved Mo %,

Set the parameters as required based on the following steps:

Parent Department: Click the drop-down list and select the department to which the position belongs.

# Home  Personnel

Position No: Enter the position number (exclusive). Click Check to check whether the entered position number is exist

or not.
Position: Enter the position title.

Parent Position: select the parent position

After the completion setting, click OK to save the settings (click Save and New to add another position) and return to
the Position interface. The information on the new position is displayed in the Position list.

[ Lznalime | Dashboard X

< | ® 192.168.15.12:8085/pages/Fersonnel/Position_asp
LanaTime =
admin
Personnel
Online
W Position
Position No. Paosition
T Delete £ Refresh

Department Department  Position  Position Parent Approved

No. No. Position
software 3 Accountanat Yes
Hr 1124 admin 22993077 Yes

ddd
tast 13345 asd 6L Yas
Hr TES4S asd TG AssMngr Mo
Hr 2 Assitant Hr 4365 Yes
position

2 Lana 123 Daveloper Yas

Hr 4 nriver 1 MAnAser Yes
2 | 3 | s | . |[PagelsTotal3; Per page 10 records/Toral 21 records

# Home - Personnel - Position

Foption =

Related L
Operation o
Erlana
Lbh
E-Hr
-asd
ibh
it Dalste hey
s
Lbh
~software
Eetest
i-bh
Edit Daleta =
= test?
— Lque
" Testing
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g SET POSITION
Choose Personnel >> Position >> Option >> Set Position
Search by department and select personnel number or by name then select new department and new position then
click OK.

[ Lanalime | Dashboard X

& C | ® 192168.15.12:8085/pages/Personnel/SetPosition.asps @ 7

Position # Home - Partoansl - Set Position

£ Set Position =%

modify department snd position.

® Search by Department Search by Personnel No./Name

V¥ O Select All Personnel In The Department

Selected Personnel(0) #clear

Personnel No First Name Department

Page 1/Total 1; Per page 5 records;Total D records

Then click OK to confirm set position.

IMPORT POSITION

Choose Personnel >> position >> Option >> Import
Select file by clicking Browse then click Get Import Template then click OK button.

[ LenaTime | Dashboard X

€ & ¢ |®ess1s12808 reonnelfimpartPosition. asp Q F %
LanaTime = €3 simin
admin Sk
- Position # Home -~ Personnel ~ Position -~ Impert
oriine
X import - x
To bring a bunch of details from a different program inte the one you e using
Select thefile | Choose File | No file chosen Importing Template Example: b B E ) i
you want to Only support file formats .xls and 1| Owatwert s Puw Proiot)_ Posion Putin_|_ Aheed
import : s 2 Koo [ 1
3 oo S0 By 1
i b 00 B [
§ hoooid Bomond B00000 0
6 M0ONS B0 B0 i

Descriptiorit Import template requires header
2. Allfields must be in text format

Get Import Templates

EXPORT POSITION

Choose Personnel >> Position >> Option >> Export
Select Current export table and file type from the drop down then click export button.
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[ LenaTime | Dashboard %

€ C | @ 192.168.15.12:8085/pagy

Current Export Table Position

File Type POF File

Export Method:

® All Records(max 10000 new records)
Select number of records ta export

Frem No. |1

records, export total 100 records

o] ..

Log: In this whatever change in this software modification it will display in log.

EDIT POSITION

[ LenaTime | Dashboard X W@

C | ® 192.168.15.12:8085/pages/Personne!

Username

Username

Action Time

Action Flag

Object Type Object Description

... Pagel/Total 1; Per page 10 records/Total 0 records

Action Identification

Change Message
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If the related position information changes in the company, you can use the position editing function to modify the

position name, number and department. Directly click Position or Edit under Related Operation in the line of the
position to be edited to access the editing interface for modification.

[) LanaTime | Deshboard X

rx
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admin

— Position

© Add Position

Define the position informatio

Parent Position,

Approved
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* Parent Department.

* Position No.

* Position.
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Parent Department: Click the drop-down list and select the department to which the position belongs.

Position No: Enter the position number (exclusive). Click Check to check whether the entered position number is exist
or not.

Position: Enter the position title.

Parent Position: select the parent position.

After the completion setting, click OK to save the settings and return to the Position interface. The information on the
new position is displayed in the department list.

DELETE POSITION
Select the position to be deleted, and then click Delete on upper left of the position list. Or directly click Delete under
Related Operation in the line of position to be deleted to access the confirmation interface for position deletion.

[) LanaTime | Dashboard X

<« C | @ 192.168.15.12:8085/pages/Personnel/Position.aspx LIR30

LanaTime 6 oo o i

Click OK for confirmation of deleting the selected position.

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields.

/' [ LanaTime | Dashboard X [ /e | 6 (S

= C | @ 192.168.15.12:3085/pages/Perso Q7 | ¢

M Advanced Query

:

ns, the last selecti

Set the parameters as required based on the following steps:
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Select Search Field: It is to select field from the dropdown that are to be search.
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Select Condition: It is used to select the condition from the drop down that are to be search.

Range: It is used to set range of search field.

Add: Button is used to add extra search features by user.
Search: This button is used to the features.

Clear: This button is used to clear the form.

Return: Button is used to return from the current form.

PERSONNEL

When starting to use this management system, you need to register personnel in the system or import the personnel

information in other software or data to this system. For specific operations,

ADD PERSONNEL
Choose Personnel >> Personnel >> Add to access the personnel adding interface.

[ LenaTime | Dashboard  x

& C | @ Notsecure | 192.168.15.12:8085 s.aspx

arT
€3 admin

LanaTime

[E Save and New @Cancel

Personnel & Home - Personnel > Personnel - Add
[ e )
i pasanel information,ervll Angerprint and il in th card number s require Note: The parameter ith  mesnsf cannot be gty

Personnel Profile

“Personnel No. Check FirstMame:

Gender: e LastName: I
*Department: - Position: -
(Optimal Size 120+140 Pixel}

Employmest. Type:. o e S &wse File Mo file chosen
Employment Date:  23/08/2017 Password:

SefPassword; | 12345 Cardo.

| i

< B

Set the parameters as required based on the following steps:

PERSONNEL PROFILE

[ LanaTime | Dashboard X

€ 5 © [® Notsecure | 192.168.15.128085/pages/Personnel/AddPersonnels.asp v
ik T 7 (Optimal Size 120%140 Pixel|
Employment Type: :
cEtl s L Choose File | o file chosen
Employment Date: | 23/09/2017 Password:
selfPassword: 12345 Card No.

¥ Personnel Details

Work Address: Office Telephane: Birthday:
Home Address: Home Telephone: 10 Number:
Pastal Code: Mobile Phone: Email:
Bank Name: Bank Account: Basic Salary:

3 Attendance Settings

| i
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e Personnel No: The length cannot exceed nice digits. For an employee No. with the length less than nine digits, one
or more 0's are prefixed to make the length 9 digits. The numbers cannot be the same.

e Click Check to check whether a number is exist or not.
e Gender: Select a Gender.

e Department: Select a department from the drop-down list. (If no department has been set, only the default
departments existing in the system can be chosen).

e Employment Type: Select the employee type from the drop-down list. It can be set to Permanent or Temporary.

o Employment Date: It is set to the current date by default. The employment date is considered as the start date of
attendance calculation. The attendance before this date is not calculated in the statistical result.

o Self-Password: Set a self-password.

o First Name: Enter first name.

e Last Name: Enter last name.

e Position: Select the position from the drop-down list.

e Password: Set the personnel password. The black-and-white T&A device supports passwords with only five digits.
The color-screen T&A device supports passwords with only eight digits. Passwords with digits exceeding the specified
length are cut out by the system automatically. When you change a password, clear the old password in the text box

and then enter the new password. Set to Employee or Contractor.

e Card No: Assign card numbers to personnel for attendance checking. Enter the card No. manually or use a card
enroller for issuing cards.

Set each parameter as needed.

EXPIRY ALERTS AND ATTENDANCE SETTINGS

[ LanaTime | Dashboard X

€ C | © Not secure | 192,168.15.12:8085/pages/Personnel/AddPersonnels.asp QT &

Set Area: Select Area
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4 Enable Attendance Function (The default value is Yes and No means this employee is not included in the result of
attendance statistics): For some top management personnel and temporary personnel requiring no attendance
checking, it can be set to No.

Device Privilege: Set the permission of a user in the device, with the options including the following four types.
After the completion of setting, click OK to save the settings (click Save and New to add another employee) and return
to the Personnel interface, and the information on the new employee is displayed in the personnel list.

IMPORT PERSONNEL

Choose Personnel >> Personnel >> Option >> Import
Select file by clicking browse then click Get Import template then click OK button.

/ [ LanaTime | Dashboard X &)l |0 .
&« C | @ 192.168.15.12:8085/pages/Personnel/ImportPe el.a (O B - ¢
LanaTime = € simin &
L
Personnel # Home > Personnel > Personnel > Import
online
X Import =
Tobring 3 bunch of detsils from a different program into the one you're using
Select the file Choose File | No file chosen Importing Template Example: i B 3 D i
you want to Only suppert file formats .xls and 1 Puscond o Frit Nane Dsgarrnent b Pustionla__| Carl
import: e [T w = T A T N T
3 y 40 Tadd L 1 i 1 L 13
o W [ 1 1 I'w
[5] & Jon | 1 %
[&f m Sith 1 1 g
Duplicate Personnel No : ® Not Import Cover Descriptioni Import template requires header

2. Personnel No,First Name and
Department No are required fields
3. Allfields must be in text format

Get Import Templates

EXPORT PERSONNEL

Choose Personnel >> Personnel >> Option >> Export
Select Current Export Table and File Type from the drop down then Click Export button

[ LanaTime | Dashboard X

€ C | (D 192.168.15.12:30

Current Export Table Personnel
File Type PDF File

Export Method:
® All Records(max 10000 new records)
Select number of records to export

From No. |1 records, export total 100 records
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Log: In this whatever change in this software modification it will display in log.

Username  Action Time Object Type Object Description Action Identification  Change Message

admin 9/19/2017 6:52:28 PM Personnel 0 Modify
admin  8/19/2017 6:51:55 PM Personnel ] Others
admin 9/19/2017 6:51:55 PM Personnel it Modify
admin 9/19/2017 6:51:55 PM Personnel 010 Others
admin 9/19/2017 6:51:55 PM Personnel Modify
admin  9/19/2017 6:51:55 PM Personnel 008 J Others
admin 3/15/2017 6:51:55 PM Fersonnel 408 Jant Modify

admin 9/19/2017 6:51:55 PM Personnel 00000000 Others

. Page1fTotal 22; Per page 10 records/Total 218 records

DELETE EMPLOYEE

LANATIme

Time Attendance Software

On the Personnel interface, select the employee (or employees) to be deleted, and click Delete on upper left of the

personnel list to access the confirmation interface for deletion.

€ & C |® 19216815128085/pages/Personnel/Personnelaspx Tt
LanaTime E €) samin
Personnel # Home - Pemomel - Perzomnel - Delete

1l Delete - %

Deicte sclected

m G

Click OK to complete the deletion operation.

Note: When you delete an employee, the information on this employee in the database is also deleted.

ADJUST AREA

On the Personnel interface, select the employee (or employees) that to adjust area, and click Adjust Area on upper

left of the personnel list to access the confirmation interface for adjust area.

LanaTime

€3 s0min

ﬂ Personnel A Home - Personnel - 7
) | |t

S m

=Lindia
LTIKerala
=saudi Arabia
L inimeaz
Transfer Reason:

Remarks:

m Ll

Set the parameters as required based on the following picture above:
Click OK to complete the adjust area operation.
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ADJUST DEPARTMENT
On the Personnel interface, select the employee (or employees) that adjust department and click adjust department
on upper left of the personnel list to access the confirmation interface for adjust department.

[ LanaTime | Dashboard

€« C | ® 192.168.15.12:308 nel/Personnel.aspx a "%
LanaTime = € admin &
admin
Personnel # Home - Personnel - Personnel - AdjustDepartment
Online i
@ Adjust Department -
If the persannel department after adjusting the original sector is the same department, position remains unchanged, otherwise it will adjust the personnel office will be set after empty.

Select Personnels(s):000000001 BINU,

* Adjusted to Department: v

Transfer Reason:

Remarks:

Set the parameters as required based on the picture above:
Click OK to complete the adjust department operation.

RESIGNATION
On the Personnel interface, select the employee (or employees) that to resigned, and click Resignation on upper left
of the personnel list to access the confirmation interface for resignation.

[ LenaTime | Dashboard X

&« C | @ 192.168.15.12:8085/pages/Personnel/Personnel.aspx Q 7

LanaTime = € sdmin o

admin

Personnel & Home > Pasoul > Pemonnel > Rasgeetios

Online

(® Resignation - x

Perform resignation operation on personnel

Select Personnels(s):000000002 Binu,

Resignation Date

Resignation Type P v
Reason

Return Tool(s) Type  ves -
Return Uniform Yes v
Return Card Yes v
Blacklisted Yes v

Disable Attendance

Set the parameters as required based on the following picture above:
Click OK to complete the resignation operation.
After resignation success the selected employee is removed from the personnel interface.
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PERSONNEL RESIGNATION
[ LanaTime | Dashboard X
€« C | @ 192.168.15.12:8085/pages/Personnel/Resignation.aspx a ¥ w
LanaTime = €3 simin o
Personnel P
@ Resignation Foption -

Personnel No. First Name Resignation Type

rrrrrrrrrrr :

T Delete @ Disable Attendance Function #JReinstatement
PersonnelNo.  First Name Department Blacklisted Resignation  Resignation  Reason Disable Related Operation
Date Type Attendance
000000006 Sam 245Lana Yes 12/08/2017 Quit Yes Delets
000000007 anu 2Hr Yes 12/08/ Quit Yes
000000008 Ram 2Hr Yes Quit Yes
000000009 Janu 2Hr Yes Quit Yes
000000010 o 2Hr Yes 12/09/2017 Quit
000000011 tst 2Hr Yes 12/08/2017 Quit Yes

,» Page1/Total 1; Per page 10 records/Total 6 records

The operations of personnel resignation cover personnel resignation, reinstatement from resignation and disabling
attendance.

ADD EMPLOYEE FOR RESIGNATION
Choose Personnel >> Resignation >> Options >> Add to access the new adding interface, as shown in the figure below.

[ LenaTime | Dashboard X

= C | @ 192.168.15.12:8085/pages/Personnel/AddResignation.asp ke
LanaTime E €3 somin %
ﬂ e Personnel # Home - Personne
Online
© Add Resignation -

* Personnel -

" Resignation Date

Resignation Type Quit

Reason

Return Tool(s) Type v -

Return Uniform Yes -

Return Card fes -

Blacklisted No -

Disable Attendance (¥

Perform the resignation operation as required. The following shows how to perform operation.

Personnel: Click the drop-down list and select the employee for resignation. For personnel selection.

Resignation Date: Select the resignation date.

Resignation Type: Select the resignation type.

Reason: Enter the reason for resignation as required. It can be left blank.

Return tools/Work Uniform/Card: The default value is Yes. You can select No from the drop-down list.

Blacklisted: The default value is No, that is, resignation without being blacklisted. The operation of reinstatement from
resignation cannot be conducted on the resigned personnel in the blacklist.

Disable attendance: For an employee newly added for resignation with attendance not disabled immediately, follow
the following method to disable attendance.
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’ In the resigned personnel list on the Resignation interface, click to select the resigned employee whose attendance
needs to be disabled, and then click Disable Attendance Function above the resigned personnel list to access the
confirmation interface for disabling attendance, as shown in the figure below. After the completion of setting, click OK
to save the settings and return to the Resignation interface, and the just added employee for resignation will be
displayed in the resigned personnel list.

EXPORT RESIGNATION
Choose Personnel >> Resignation >> Option >> Export
Select Current Export Table and File Type from the drop down then click Export button

[} LanaTime | Dashboard X

(= C | ® 192.168.15.12

Current Export Table Resignation
File Type PDF File

Export Method:
@ All Records(max 10000 new records)
Select number of records to export

From Ne. |1 records, export total (100 records

. -

[ LanaTime | Dashboard

€« C | @ 192188151280

Username Action Flag 10 v A Clear

Username  Action Time Object Type Object Description Action Change Message

Identification

admin 9/19/2017 6:52:28 PM Resignation 000000021 faisal Others Reinstatement
admin 8/19/2017 6:52:28 PM Resignation 000000021 faisal Delete

admin 9/19/2017 6:51:55 P Resignation 000000011 tst Add

admin 9/19/2017 6:51:55 PM Resignation 000000011 tst Modify

admin 9/19/2017 6:51:55 PM Resignation 000000010 raj Add

admin 9/19/2017 6:51:55 PM Resignation 000000010 raj Modify

admin §/19/2017 6:51:55 PM Resignation 000000003 Janu Add

admin 9/19/2017 6:51:55 PM Resignation 000000002 Janu Modify

.. Pagel/Total 6 Per page 10 records/Total 52 records

DISABLE ATTENDANCE
Choose Personnel to disable attendance from resignation interface >> Resignation >> Disable Attendance
In this the admin have right to disable the attendance of a resigned user
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= C | ® 192168.15.12:808 sannel/Resign: aspx @ ¥ | i
LanaTime = €2 admin o2

admin

Personnel # Home = Porsomel + Disoblc Aicndance Fanch

@ Disable Attendance Function

Select Resignations(s):000000006 Sam,

Click OK to complete the disable attendance operation.
After disable attendance success the selected employee is removed from the resignation interface.

REINSTATEMENT

Choose Personnel to be reinstate from resignation interface >> Resignation >> Reinstatement

[ LanaTime | Dastboard X

€ & C | 192.16815128085/pages/Personnel/Resignation.aspx @y

LanaTime = €) samin o [

=3 admin
! oo Personnel o Fiime > Pessnnit = Rertiiems

=) Reinstate Personnel

Select Resignations(s):000000007 anu,

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields

[ LenaTime | Dashboard X YUY

< C | ® 192168.15.12:8085/pages/Persannel/Resi

Hm:lvan ced Query
Select Search Field Select Condition
w | EqualTo

Conditions Selected

ailing.
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Set the parameters as required based on the following steps:

Select Search Field: It is to select field from the dropdown that are to be search

Select Condition: It is used to select the condition from the drop down that are to be search
Range: It is used to set range of search field

Add: Button is used to add extra search features by user

Search: This button is used to the features

Clear: This button is used to clear the form

Return: Button is used to return from the current form

ISSUE CARD
Assign card numbers to personnel for attendance checking. The system supports card issuing with a card enroller or
by manually entering card numbers.

1. HOW TO USE THE CARD ENROLLER
The card enroller is connected with a PC through a USB port. Click the card number entering bar, swipe the card on
the card enroller, and this card number is automatically displayed on the entering bar.

2. SPECIFIC CARD ISSUING PROCEDURE
Choose Personnel >> Issue Card >> Issue Card to access the card issuing interface, as shown in the picture below.

LanaTime

admin
n = Issue Card B Hore - Persomel - lisueCard - Add
TR S e 5, S SOn e 1 SRR ot e s it e rfrmtion egsenecan e el card s - x

PARAMETER DESCRIPTION:

Personnel: Click on the right side of Personnel and select an employee from the popped up personnel list.

Card No: Enter a card number or obtain a card number by using the card enroller.

After the completion of the setting, click OK to start card issuing. After the operation is successful, the system
automatically returns to the Issue Card interface. Now the related information on this card is displayed in the card
information list on the interface. Note: A card can only be issued to one employee once.

[} LanaTime | Dashboard %

¢ > @ [ 19216815128085 fpagesPeronnellssusCardasy ¥ :
LanaTime = €2 s o}

Issue Card itat starts here @ Homa - Personvad - ke Caed
1ssue Card

Personnel No. Card No. Card Status

RN ... .
(e G S TR L e e e S |
PersonnelNo.  First Name Department No.  Department Name card Ho. card status. Date Of Issue

000000001 N Lana 1 Disabled 10/08/2017

000000001 BINY Lana i Disabled 24708/2017

000000001 Ny

247082017

000000001 BINU Lana 1 Disabled 24708/2017

000000001 BINU Lanz 1 Disabled 25/08/2017

000000001 BINU
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RETREAT CARD

Choose Personnel >> Issue Card >> Retreat card

Issue Card

ESRetreat Card

LANATIme

Time Attendance Software

After the completion of setting, click OK to save the settings and return to the document interface, and the retreated

card personnel are removed from issue card interface

BATCH CARD
1. Choose Personnel >> Issue Card >> Batch Card to access the batch card issuing interface.

Batch Card

2. Set Start Personnel No. and End Personnel No. (Ensure that entered numbers do not exceed the maximum numbers
of personnel number digits supported by the system). Click Generate List. Information on all employees without card

numbers in this number range is displayed, as shown in the figure below.

€)oo o

@ Home  Pessornel  lssueCad - Batch Card

Personnel No. First Name Department

000000008 s 28

000000008

LANA Time Web 3.0



LANATIme

Time Attendance Software

3. Enter a card number in the Input Card No. box or obtain a card number by using the card enroller. (The following

uses the card enroller for obtaining a card number as an example).

4. Place cards at the card placement position of the card enroller one by one. The card enroller automatically obtains
card numbers and starts card issuing from the first employee in the list of personnel without cards assigned. After
successful card issuing, the information on related personnel in the list of personnel without cards assigned is
automatically cleared. The information (including card numbers) on the personnel with cards issued is displayed in the

right list of personnel with cards issued.

/ [ LaaTime | Dushiboard X

[}
fal
H
5
a

Batch Card

@ Horme - Personnel - lssue Card - BatchCard

The persannel with card rumbers il ot appesr on e zenersted b - x

N Card Issued: 2 ssued Cards:

Personnel No. First Hame Department

000000008 sam 243

000000008 fam

vox TSN

5. Click OK to save the settings and return to the Issue Card interface. The card information list now displays the

personnel with cards issued and the information on their card numbers.

Issue Card ixi stans here @ Home - Pesonnel - lasue Cand

ssue Card

Personnel No. Card Mo, Card Status

First Name Department No.  Department Name: card o, card status Date of issue
BiNy Lana 1 Disabied 19/08/2017

24/08/2017

EXPORT
Choose Personnel >> Issue >> Option >> Export
Select Current Export Table and File Type from the drop down then click Export button.

[ LaraTime | Dashboard X

€ C | @ 1921681512

& Export

Current Export Table
File Type

Export Method
@ All Records(max

Select number of

From Now 1 Fecords, export total 100 ecords

=m
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[ LanaTime | Dashboard

e C | @ 192.168.15.12:3085 /pages/Personnel/L

Username  Action Time Object Type Object Description Action Change Message
Identification

admin 9/23/2017 11:04:48 AM Issue Card (Others Retreat Cardicard_cost=None]
admin 9/23/2017 11:04:48 AM lssue Card QOthers Retreat Card{card_cost=None)
admin 9/23/2017 11:04:48 AM Issue Card Delete
admin 9/23/2017 11:04:43 AM Issue Card Delete
admin 9/23/2017 11:04:48AM  Issue Card Others Retreat Card(card_cost=None)
admin 9/23/2017 11:04:48 AM Izsue Card Delete
admin 9/23/2017 11:04:48 AM Issue Card Others Retreat Card(card_cost=None)
admin /232017 11:04:48AM  Issue Card Delete

.. Page1/Total 12; Per page 10 records/Total 111 records

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields

[ LznaTime | Dashbeard

& C | @ 192.168.15.12:8085/pages/Personnel/lssueCard.aspx

M Advanced Qu ery

Select Search Field Select Condition
w | EgualTo

Conditions Selected

[ ©4dd | Qseorch ["#Clear | O eturn ]

selecting of the same field or same conditions, the last sele evailin,

Set the parameters as required based on the following steps:

Select search field: 1t is to select field from the dropdown that are to be search

Select condition: It is used to select the condition from the drop down that are to be search
Range: It is used to set range of search field

Add: Button is used to add extra search features by user

Search: This button is used to the features

Clear: This button is used to clear the form

Return: Button is used to return from the current form
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DOCUMENT SETUP >> ADD DOCUMENT
Personnel >> Document Setup >> Options >> Add

[} LenaTime| Deshbosrd X

& C | ® 192.168.15.12:80

LanaTime = €3 oo o
admin
() Personnel @ Home - Personnel - Documentzstua - Add Document
Add Document = I
“Na.

“Document Hame:

B save and New m @ Cancel

Set parameters click ok then the added documents displayed in the document interface

[ LanaTime | Dashboard

€ 2 C | © 192.16815128085/pages/Personnel/DocumentSetup.aspx Ld ¢
LanaTime = €) aomin o
r‘ "‘L’:":E Document & Home > Passonnel > Docmentsehip
Document '\ —

No. Document Name

No. Document Name Related
Operation

adhar

license

Social Humber Security

Social Mumber Security
ascsdss@ns

Page 1/Total 1; Per page 10 records/Total 5 records

EXPORT DOCUMENT

Choose Personnel >> Export Document >> Option >> Export
Select Current Export Table and File Type from the drop down then click Export button

[} LanaTime | Dashbosrd X

= C | @ 1921681512

& Export

Current Export Tabl
File Type

Export

o
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T4 LanaTime | Dashbosrd X

7 C D1

Usermame ActionFlag | — T -y o

Usemame  Action Time Object Type Object Description Action Identification  Change Message
9/23/2017 12:11:47 P
9/23/2017 12:10:53 PM
8/30/2017 1:19:55 PM
8/30/2017 1:19:55 PM

8/30/2017 1:16:51 PM

1/Total 3; Per page 10 records/Total 30 records

EDIT DOCUMENT

Personnel >> Document Setup >> Edit
If the related Document information changes in the company, you can use the document editing function to modify
the document no and document name. Directly click Document or Edit under Related Operation in the line of the
document to be edited to access the document interface for modification.

€ > ¢ [0smsne 156 QY | ;

[
o)
ES
5
a

LanaTime

Personnel @ Homa » Personnsl - Documestsetup ~ Add Docume
© Add Document

No.:
1

* Document Name: s

B3 oo

After the completion setting, click OK to save the settings and return to the document setup interface. The information
on the new position is displayed in the department list

[} LevaTime | Dashbosrd

€ > C | @ 1921681512085 pages/Fersonnel/DocumentSetup aspx b +
LanaTime = € aomn o}
(‘ *"::i'lc Document @ Home - Persomel - Documentsetup
Document & ==
N, Document Name

HNo. Document Hame Related
Operation

adhar

license

Soctal Number Security

Social Number Security
45csdss @S

Page 1/Total 1; Per page 10 records/Total 5 records
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DELETE DOCUMENT

Select the document to be deleted, and then click Delete on upper left of the document list. Or directly click Delete
under Related Operation in the line of document to be deleted to access the confirmation interface for document
deletion.

[ LanaTime | Dashboard X

<« C | @ 192.168.15.12:8085/,

]
-3
El
X
3

LanaTime

Document # Home - Personnel - Documentsetup - Delste Document

1 Delete -

Delete document from the list

Select Document Setup(s):1 adhar

Click OK for confirmation of deleting the selected position.

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields

[ LanaTime | Dashboard X WUl

{5 @ | ® 1921681512

M Advanced Query

Select Search Field

Conditions Selected

[ ©dd | Qscarch | #clear | Oroturn |
s he last selection is prevailing.

Set the parameters as required based on the following steps:

Select search field: 1t is to select field from the dropdown that are to be search.

Select condition: It is used to select the condition from the drop down that are to be search.
Range: It is used to set range of search field.

Add: Button is used to add extra search features by user.

Search: This button is used to the features.

Clear: This button is used to clear the form.

Return: Button is used to return from the current form.
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DEVICE MANAGEMENT

To use the attendance function, a user must install devices and connect them to the Internet first; then, the user needs
to set the corresponding parameters in the system so as to manage connected devices from the system, thereby
implementing digital management, including uploading user attendance data, downloading the configuration
information, and exporting various reports.

MESSAGE

The software supports adding short messages in the system and issuing them to a designated device. Choose
Device >> Message to access the short message setting interface.

[ LenaTime | Dashboard X

“« C | @ 19216815128 pages/Device/Message.asp: Q9'#a i
LanaTime = ) simin o
Device @ e Dever - bezange
= Message
Serial Number Personnel No. First Name
EDclete o Messoge bsued -
Start Time Message Duration (min) Send Status. Short Message Content Personnel No. Related Operation
20UT9921 104615 & Yes 5558 onoonooz £ Delste
20170921 10:46:15 & 8888 000000021 Edit Delete
20170521 10,4815 & ssss 000000003 it Delete
20170521 104818 & o ss5s Eit Delete
20170921 10:23:0% o fes fasfd Edrt Delete
79922 10:7504 e o fasfd Edit Delste
20170921 30,2308 o ! fasid Edit Delste
2017081 30:2w04 o ! fasfd

20170921 10:00:85 & 4o s

20170921 10:00:85 L No dasfsd

Pege 1Totsl & Per page 10 records Total 38 records

ADDING A PUBLIC MESSAGE
Choose Device >> Message >> Public Message.

“« C | @ 19216815128 pages/Device/PublicMessage as| LA - g
LanaTime = €) somn &

admin .
0 i Device & Home - Devits - Mestage - Bublic Meseage

©Add Public Message send messages o bevies

* Device:

* Short Message Content:

* Start Time:

* Message Duration (min) 60

Set the parameters as required based on the following steps:

Device: Select a device to which a message needs to be issued from the drop-down list. (You can choose more than
one device).

Short Message Content: Enter the short message content to be issued.

Start Time: Select the start time for issuing the short message. Please refer to Appendix 3 "Select a Time" for the
method of selecting time.

Message Duration: Enter the message display duration.

After the completion of the settings, click OK to save the settings and return to the short message setting interface.
The short message list displays the added short message.

LANA Time Web 3.0



3 Ll

ADDING A PRIVATE MESSAGE
Choose Device >> Message >> Private Message

. [ LenaTime | Dashboard X

“« C | @ 19216815128 pages/Device/PrivateMessage.asp: Q'a

LanaTime € ciwin o2 [0

Device: i
Remsonnek: | o cooren by Department® Search by Personnel Nou/Name
v
EEE— =

Personnel No First Name: Department =
000000001 BINU Lana
000000002 Binu software
000000003 Linto Lana

S Page 1,Total 3; Per page 10 recordsTotal 22 records

* Short Message Content:

* Start Time:

* Message Duration (min): | 50

EXPORT MESSAGE
Choose Device >> Option >> Export Message
Select Current Export Table and File Type from the drop down then click Export button

[ LenaTime | Dashbosrd X

€ C | ® 192.168.1512:80

Current Export Table | Message
File Type PDF File

Export Method:
® All Records{max 10000 new records]
Select number of records to export

From No.|1 Fecords, export total 100 records

Log: In this whatever change in this software modification it will display in log.

[ LanaTime | Dashboard

&« C | ® 192.168.15.12:80

Username ActionFlag v 10

Username  Action Time Object Type Object Description Action Identification  Change Message

admin 9/21/2017 11:01:32AM  Message Message (ID:1030) Modify
admin 9/21/2017 10:57:26AM  Message Others Public Message
admin 9/21/2017 10:57:26 A Message Message (ID:1030) add
admin 9/21/2017 10:57:26AM  Message Public Message
admin 9/21/2017 10:57:26AM  Message Message (ID:1029)
admin 9/21/201710:56:36AM  Message Public Message
admin 9/21/201710:56:36AM  Message Message (ID:1028)

admin 9/21/2017 10:54:27 AM Message Public Message

.. Page1/Total 8; Per page 10 records/Total 71 records
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' ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the
Web. Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions,
ranges and fields

[ LanaTime | Dashboard

&« C | (® 19216815128

HAdvancEd Query

Select Search Field Select Condition
~ | |EqualTo

Conditions Selected

| ©7dd | Qscorch | #clear | O etorn |
same c st selection is prevailing.

e field or

Set the parameters as required based on the following steps:

Select search field: 1t is to select field from the dropdown that are to be search.

Select condition: It is used to select the condition from the drop down that are to be search.
Range: It is used to set range of search field.

Add: Button is used to add extra search features by user.

Search: This button is used to the features.

Clear: This button is used to clear the form.

Return: Button is used to return from the current form.

AREA SETTING

Perform area division on devices to make sure various devices and personnel information are set in a designated area.
(One device can belong to only one area.) The system will automatically issue the personnel information to the devices
in real time and it is unnecessary for users to manually manage personnel information on devices each time.

Choose Device >> Area to access the area setting interface.

[} LsnaTime | Dashbosrd X

€ C | ® 192.168.15.12:8085/pages/Device/Area.asp aQ % & i
Device @ Home - Device - Ares
Q@ Area % —
Area Name Area Code Remarks

Area Code Area Name Parent Area Remarks Related Opera

12 India adfa

S
3

Kerala 12 India adsfs

N |

Delhi 12 India

2l himraz 2 Saudi Arabia "y

SLageloial L Bernace 10 dallatale ceconds |
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ADD AREA

Choose Device >> Area >> Option >> Add area

[ Lenalime | Dashboard X

Lo C | ® 192.168.15.12:8085/pages/Device/AddArea.asy ar wl
LanaTime = €d simin & |
admin -

Online Device @ Home Device - Area - Add Ares
QAdd Area - x
* Area Code:
* Area Name:
Parent Area: v
Remarks:

@ Cancel

After the completion of the settings, click OK to save the settings and return to the area setting interface. The newly
added area list displaying the area interface.

EDIT AREA

Choose Device >> Area >> Edit

If the related area information changes in the company, you can use the area editing function to modify the area code,
area name, parent area and remarks. Directly click Area or Edit under Related Operation in the line of the area to be
edited to access the editing interface for modification.

[ LenaTime | Dashboard X

& C | ® 19216815.12 fpages/Device/Area.aspx LC R - I

n
b
g
=
]

LanaTime

admin

Device & Home Device - Area - AddAres
QAdd Area o
*hreaCode: 3
*AreaName: | 4iz
Parent Area: v
Remarks:  adfa

@ Cancel

After the completion setting, click OK to save the settings and return to the area interface. The information on the
new modified area is displayed in the area interface
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DELETE AREA

Choose Device >> Area >> Delete
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If the related area information don’t want in the company, you can use the area deletion function to delete the area
details. Directly click area or delete under Related Operation in the line of the area to be deleted to access the deleting

interface deletion.

[ERRRNE T D 192.160.15.1>808¢ jpagey/Device/Areasepe a% %
LanaTime = €3 aomin
admin .
B Device @ Home - Devies - Delete Ares
1l Delete Area -x

Select Areals):12 India

Click ok to confirm delete and deleted area is removed from the area interface

EXPORT AREA

Choose Device >> Area >> Option >> Export

[} LonaTime |Dashboard X YOS

= C | O 192.168.15.128085 /pages

Curvent Export Table [ Area
File Type PDF File

Export Method:
® All Records(max 10000 new records)
select number of records to export

From No. 1 records, export total 100 records

Select Current Export Table and File Type from the drop down then click Export button

Log: In this whatever change in this software modification it will display in log.

¢ > ¢ [0sussisne (K3

! w i

Usemname  Action Time ObjectType  Object Description Action Change Message
Identification

Username ActionFlag = — r | 10

employes  9/26/2017 3:02:07 P Davica Device1 Others. Dalets
employee  9/25/2017 S:17:28 PM Device redrt Others Delete
admin of 056AM  Device 458745 face402); Others Delete

admin 9/15/: Device 458745 (1face402); Delete

employee 872 622PM  Device Face402/1D Others

employee  8/22(20171221:06PM  Device Faceda2/ID Others

employee  §/17/2017 £13:20 PM Device Faced02/1

4»  Page1/Total 1; Per page 10 records/Total 7 records
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ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields

[ LenaTime |Dashboard  x YRR

€ C | O 1921681512

M Advanced Query

Select Search Field

Conditions Selected

[Qsern | o] Drear |
ns, the last selection is prevailing.

Set the parameters as required based on the following steps:

Select search field: 1t is to select field from the dropdown that are to be search.

Select condition: It is used to select the condition from the drop down that are to be search.
Range: It is used to set range of search field.

Add: Button is used to add extra search features by user.

Search: This button is used to the features.

Clear: This button is used to clear the form.

Return: Button is used to return from the current form.

DEVICE

Set communications parameters for connecting to devices. The communication with the devices is successful only
after parameters on the system and the devices are set correctly. After the communication is successful, you can view
the information on the connected devices and perform operations on them such as remote monitoring, uploading,
and downloading.

After a T&A device is connected to the system, if Real-Time Data Upload is checked in the device setting, all
attendance records will be automatically uploaded to the system. Otherwise it is necessary to select a T&A device and
click Synchronize All Data to synchronize information of all personnel who belong to the same area as the device to
the device.

Choose Device >> Device to access the T&A device management main interface. All connected T&A devices are
displayed in device interface.

[) LenaTime | Dashboard

&« C | ® 192.168.15.12:8085/pages/Device/Device.as QT i
LanaTime = €3 admin @
Device Findall Connected Devices # Home - Devcs - Device
[E Device
Device Name Serial Number Area Name

Device  Serdal Number P Address Area  Status Device Firmware User piireaMams

Hame Name Model  Version aChine

Sindia

6798172000006 Aea & Verl00- 2
Name 20140512

test  OINTOI0056122101850 192.168.15.147 India @ 0

.~ Page1/Total 1; Per page 10 records/Total 2 records
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ADD DEVICE
There are two ways to add a T&A device: manually adding a T&A device and automatically adding a T&A device.
Manually adding a T&A device

1. Choose Device >> Device >> Option >> Add to access the device addition interface.
There are two ways to add a T&A device: manually adding a T&A device and automatically adding a T&A device.

[} LanaTime| Deshbosrd X

€ C ®1921681512 pages/Device/AddDevice.aspy Q 7 & i

LanaTime = € samin & [§

Device & Home - Device - Device - Add Device

© Add Device

Flease enterthe information of the device; Device Name, Seral Number, P Address, Port Number and fres are necessary.

* Device Name:
* Serial Number:
*1P Address:
“Port No.:
* Areal

Time Zone: | Fic/GMT+330

Real-Time Data Upload:

Request Interval (second): 19

Set the parameters as required based on the following steps:

Device Name: Enter any characters, with 20 characters at most.

Serial Number: Enter the serial number of the device.

IP Address: Enter the IP address of the device.

Port No: Enter the port No. of the device, with the default value of 4370 in the Ethernet communication mode.

Area: In the drop-down list, select the area to which the T&A device belongs.

Time Zone: When a time zone is selected, the time on the T&A device will be automatically synchronized to the
standard time in this time zone.

Real-Time Data Upload: Select whether to upload data in a real time.

After the setting is completed, click OK to add the device and return to the Device interface. The device list displays
the T&A device.

Note: If an employee is added to a device, when the employee information is uploaded to the server, the information
will be automatically synchronized to other devices in the same area as the employee on the server.

Request Interval second: The time taken to receive request from device to server.

After the setting is completed, click OK to add the device and return to the Device interface. The device interface
displays the T&A device in below list.

[} LsnaTime | Dashbosrd X

& C | ® 1921881512

LanaTime = € sinn & [§

DeVvice Find all Connected Devices # Home > Deves > Device

[ pevice

Device Name Serial Number Area Name

B Delete 4 More

Device  Serial Number 1P Address Area  Status Device Firmware User T
Name Name Model Version  Count [China

6798172000006 Aea  © Ver10.0- 2 | |-oeti
Name 20140512 ! L kerala

test OIN7010056122101850 192.168.15.147 India @ 0

. Page 1/Total 1; Per page 10 records/Total 2 records
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EDITING A DEVICE
Click a device name, or click Edit under Related Operation in the line of the device to be edited to access the device
editing interface.

[ Lenalime | Dashboard X

& C | ® 192.168.15.12:8085/pages/Device/Devica.aspx LCH -
LanaTime = €3 sonin
admin -

- Device @ Home - Device - Deviee - Add Deviee
Online
© Add Device =2
Please enter the information of the device; Device Name, Serial Number, IP Address, Port Number and Area are necessary.
* Device Name!  apGHHIL

*Serial Number: 55455455
“IPAddresst 55456457645
“PortNo.: | 55456456
* Area:
Time Zone: | Ere/GMT+3:30

Real-Time Data Upload: v

Request Interval [second): 15

@ Cancel

After the setting is completed, click OK to add the device and return to the Device interface. The device interface
displays the T&A device in below list.
Note: Grey items cannot be edited. The device name cannot be the same as the name of another device.

DELETING A DEVICE

Detailed operations are described as follows:

1. Click to select the device to be deleted, and then click Delete above the device list, or directly click Delete under
Related operation in the line of the device to be deleted to access the device deletion confirmation interface, as shown
in the following figure.

[ LenaTime | Dashboard X

& C | ® 19216815.12 fpages/Device/Device aspx LC R - I
LanaTime B € samin @
admin a
Orline Device @ Home - Deviea - Delele Devies
1l Delete Device "2

Select Device(s):0IN7010056122101B50(test)

@ Cancel

2. Click OK to delete the device selected and return to the Device interface. The device list no longer displays the
device deleted.

LANA Time Web 3.0
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! EXPORT DEVICE
Select Current Export Table and File Type from the drop down then click Export button

[} LanaTime | Dashbosrd

€ > C | @ 19216815123085/pages/Device/Device asy Qv

Curent Export Table | Device
File Type POF File
Export Method:

® All Records(max 10000 new records)

Select numbs

Log: In this whatever change in this software modification it will display in log.

[ LanaTime | Dashboard X

&« C | @ 192.168.15.12:8085/pages/Device/Device.aspx @ 7 3

Username Action Flag 10 v & Clear

Username Action Time Object Type Object Description Action Identification Change Message
admin 9/15/2017 10:09:56 AM Device 458745(iface402); Others Delete
admin 9/15/2017 10:09:56 AM Device 458745(iface402); Delete

employee  8/29/2017 5:06:22 PM Device iFace402/I1D Others Delete

employee  8/22/2017 12:21:06 PM Device iFace402/1D Others Delete

employee  8/17/2017 4:13:29 PM Device iFace402/I1D Others Delete

Page 1/Total 1; Per page 10 records/Total 5 records

= £

ADVANCED SEARCH

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions, ranges
and fields

LANA Time Web 3.0
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M Advanced Query

Select Search Field Select Condition
v | [EqualTo

Conditions Selected

Set the parameters as required based on the following steps:

Select search field:it is to select field from the dropdown that are to be search

Select condition:it is used to select the condition from the drop down that are to be search
Range:it is used to set range of search field

Add: button is used to add extra search features by user

Search: this button is used to the features

Clear :this button is used to clear the form

Return:button is used to return from the current form

REAL TIME MONITORING
In this admin can monitoring the operations work in a device.
Device >> Real Time monitoring

[) LanaTime | Dachboard X

¢ C @ 19216815128085 pages/Device/Rea-Time%ZoMontoning 2 ar

LanaTime

ATTENDANCE MANAGEMENT

The system can exchange data with the T&A devices and collect attendance records kept in it. Primary functions
implemented by the attendance system include regional user management and management of attendance
parameters, shift timetables, scheduling, daily maintenance, attendance calculation, attendance reports, and
attendance devices.

RULES

Attendance Parameters
As attendance systems set up by different companies vary, it is necessary to manually set attendance parameters to
ensure the accuracy of the final attendance calculation.

LANA Time Web 3.0
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Choose Attendance >> Rule to access the attendance parameter setting interface.

&« C | ® 1921681512 ages/Attendance /Rule.asg aQr i
LanaTime = €3 admin =
’d:m‘“ Attendance # Home - Atiendance - R
i Rule Foption = x

' Basic Settings

*CheckIn Rule BaseOn Schedule ¥
* Check-Out Rule Base On Schedule ¥

*Overtime Sheet Rule | Auto 0T

“When Late exceeds: 100 minutes,count as absence.
“When Early Leave exceeds 100 minutes,count as absence
When thereis no Check In recordcounted s Late * For 60 Minute

When there s no Check-Out record,counted as | Early Leave | For [0 Minute

@ Basic setting
Check-In Rule: It can be set to Principle of Proximit or First principle.

Check-Out Rule: It can be set to Principle of Proximit or Last principle.

Overtime Sheet Rule: It can be set to Auto OT, Planned OT or Whichever The Lesser in Time.
Calculation: to calculate minutes hours days and round off.

13 LanaTime | Dachboard X

& & €@ 19216815128085 pages/attendance uie.asp e
LanaTime = o
admin

L Attendance o B > At & e
& Rule Foption = %

“ Calculation

“When Late exceeds 100 minutes,count as absence.
“When Early Leave exceeds 100 minutes,count as absence
Vihen there is no Checkein record,counted s Late + | For 0 Minute

When thereis no Check-Out record,counted as | Early Leave v For 60 Minute

v Calculation Item

Actual Attendance < MinUnit
Attendance Duration/Short

Total Time/Total Time Worked
Break &/Actual Break Time

05

WorkDay

Timetable

Calculation Item

You can set statistical rules and symbols for normal arrival time/actual arrival time, late arrive, early leaving, leave,
absence, overtime, no check-in and no check-out on this interface.

Min. Unit: N Minutes / Hours / Days

Round Off Control:

Round Down: Omit the decimal part smaller than the minimum unit.

Round Off: Count a minimum unit if the decimal part reaches half of the minimum unit.

Round Up: Count a minimum unit if the decimal part is smaller than the minimum unit.

Note: Use minutes as the minimum unit when calculating the absence time.

Sign In Report: Users can set symbols of normal arrival time/actual arrival time, late arrival, and early leaving in the
report as needed.

After completion of the setting, click OK for saving.

TIME TABLE

Set the time periods that may be used during attendance and set various parameters. The timetable is the minimum
unit in personnel attendance time settings. For example: These settings include work start/end time, allowed late
arrival/early leaving duration, whether check-in/check-out is mandatory, allowed time period for check-in/out, rest
time, and overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Only in this way can various parameters
set be valid.

Choose Attendance >> Timetable to access the Timetable interface:
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Attendance ® Home - ttendance - TimeTabie

(4 Timetable FOption = X
Normal Timetable Flexible Timetable

=

Timetable Name check-in Check- WorkDay Necessary MNecessa ry  Aut Auto Related
i Checkln  Check OT(CheckIn  OT(Check  Operation
Out Early) Out Delay)

b 09:00:00  06:00:00 1 Yes

09:00:00 060000 1 Yes Yes

d 0900:00 080000 1 ves ves

09:00:00  18:00:0

f 09:00:00

M Page 1/

The system will set a default shift with the name of Flexible Timetable.
Flexible Timetable: Work delay is not counted as overtime, and late arrival, early leaving or absence is not calculated.
The attendance for a flexible time period is calculated by the even number of card-punching times. The line numbers
of its report are generated automatically. If four records exist, the daily report on that day has two lines. If six records
exist, the daily report has three lines. Besides, the attendance time in a time period is check-out time minus check-in
time.
Adding a Time Table

1. Click Add on the Timetable interface to access the Add interface:

LanaTime = € admin @

Attendance # Home - Attendsnce -~ Timetable

© Add Timetable

Note:

Related
Operation

uj yiljsaf 13:15:00 13:15:00 56 AutoDecute Edit Delet

Set the parameters as required based on the following steps:

Timetable Name: Enter any characters with 20 characters at most.

Check-In Start Time / End Time, Check-Out Start Time / End Time: valid range for checking in/out in this time period.
Check-in/out records out of this range are invalid. The start check-out time cannot overlap the end check-out time.
Check-In Check-Out: Set the check-in time and check-out time.

Necessary Check-In /Necessary Check-Out: Decide whether check-in and check-out are mandatory in the selected
time range. If an employee needs to check in/out, select Yes otherwise, select No.

Late Arrival/Early Out: This refers to the permissible time for late arrival/early leaving before the designation of late
arrival/early leaving starts during specified working time.

For example, if Allowed late minute is set to 5 and check-in time is set to 9:00; Employee A checked in at 9:03 and
Employee B checked in at 9:05, we can conclude that Employee A is not late as the interval between his or her check-
in time and check-in start time is less than 5 minutes and Employee B is late for 6 minutes as the interval between his
or her check-in time and check-in start time exceeds 5 minutes.

Workday: It refers to how many workdays are calculated for each shift. If a value is set for it, the workday will be
calculated according to the present value. Otherwise, the workday will be calculated according to settings in the
attendance rules.

Auto OT: When overtime is calculated, if select Yes for Count Delayed Time as Overtime, the overtime is the delayed
time (the difference between check-out time and check-out end time) + the fixed overtime (minutes) during this
timetable. The value is 0 if No is selected for Count Delayed Time as Overtime.

LANA Time Web 3.0
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After the completion of the settings, click OK to save the settings and return to the Time Table interface. The timetable
list displays the added timetable.

Notes:

1. The interval between check-in start time and check-out end time is not allowed to exceed the maximum / minimum
timetable length set in the system.

2. There is no timetable with the same start time and end time.

Adding a break time

Choose Attendance >> Timetable>> edit Timetable >>add brak time:

[3 LanaTime | Dashbosrd

& & C | @ 192168.15.12:3085/pages/Attendance/AddTimeTable.aspx

Set the parameters as required based on the following steps:
Code: Enter the code to break time

Start Time / End Time: valid range for break start time/end time.
Break time: total break time

Auto deduct: automatically select break time

Editing a Time Table

1. Click Timetable Name or the corresponding Edit under Related Operation to access the timetable edit interface.
LanaTime = €) i [

Attendance @ Home - Atengance - Timetable  AssT

© Add Timetable

Note:

Code Name Start Time }[nd Time Break Time Break Type

W vl 132500 13500 5 putobecste | EditDeet

2. Modify relevant settings as needed. The detailed modification method is the same as the operation of adding a
timetable. Click OK for saving after completing the modification.

Deleting a Time Table

Select a timetable, click Delete on the upper left of the timetable list or directly click Delete under Related Operation
to access the timetable deletion confirmation interface.

LANA Time Web 3.0
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/') LanaTime | Dashboard o 5D S
< C | @ 1921681512 ages/Attendance/TimeTable.aspx ar &l
LanaTime = €3 admin =
Attendance # Home - Attendsnce - Timetable - Delete Timelable

1 Delete selected

Select Timetable(s)

2. Click OK to deFteEis timetable and return to the Timetable interface.
Note: The default flexible timetable in the system is not allowed to be deleted.
Flexible timetable

In this module we can add flexible timetable we can add

LanaTime

n
Fa)
H
=
a

Attendance 8 Home = Atbendance = Timelable = AddTimetable

© Add Timetable

Note:

“Timetable Name “Type: Normal Timetable

05:00:00

Check-Out SN0

‘v Break Time 4 Add Break Time

Related

Break Time Break Type
Qperation

56 AutoDecute Edit Delets

8 AutoDecute Edit Delets

Set the parameters as required based on the following
After settings click OK BUTTON

SHIFT
Shift Management

LANATIme
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Shift is composed of one or more preset attendance timetable based on certain order and cycle period. It is a preset
work schedule for the personnel. It is essential to set shift if you want to perform check on work attendance for

employees. This system supports 999 shifts at most.

Choose Attendance > Shift to access the shift management main interface that displays the search field and shift
timetable details. With the search function, you can easily query shifts. All shifts in the current system are displayed
in the list. Click the line where the shift is and the timetable details list on the right will display the timetable details of

this shift in a chart.
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O shift FOption = %

Shift Name Number Of Cycle Unit Of Cycle

Week Select | Delete
i) 09:00:00-06:00:00
09:00:00-06:00:00
Week Select | Dele
09:00:00-06:00:00

e 09:00:00-06:00:00
09:00:00-06:00:00

Week Select | Delet

09:00:00-06:00:00

@ 1007 dwdwd Week

1
1

1

1

1 Week
1

1

1 Week
1

Week Sele

Page 1/Total %; Per page 10 records/Total 17 records

Adding a Shift

1. Click option >> Add on the Shift interface to access the shift addition interface:

n
F)
5
=
a

LanaTime

Attendance # Home - Attendance - ShIL - AddShil

© Add Shift

Note:

s |
ame

Selected(n)

moring time table(09:00:00 Sunday
i )

Monday
ay(09:00:00- 06:30:00)

Test(09:00:00- 18:00:00)
Count Day S . TestFlex1(01:00:00- 00:59:00)

Tuesday

Wednesday

Thursday
Frid.

Count ma(09:00:00- 06:00:00) s

Weekend Normal Wark " b{09:00:00- 06:00:00) Saturday

TestFlex2(01:00:00- 00:59:00)

Set the parameters as required based on the following steps:

Shift Name: Enter any characters, with 30 characters at most. A shift name must be unique.

Unit of Cycle: including day, week, and month.

Number of Cycle: Shift cycle period = Number of cycles * Unit of cycle.

Note: The system displays optional dates in the Select Date box based on the values of Unit of Cycle and Number of
Cycle.

Count Day Off at: Select day off as normal work or auto overtime or weekend overtime.

Count Weekend Off at: Select weekend off as normal work or auto overtime or weekend overtime.

Select Timetable: Select timetable for the shift. It needs to be preset in the Timetable.

Select Date: Select on which date in the cycle the shift (timetable) will be applied in the Select Date box.

2. After the completion of the settings, click OK to save the settings and return to the Shift interface. The shift list
displays the added shift details.

Note: A shift refers to the circulation of a timetable chosen by the users in the cycle period set by the user. Dates
unselected represent rest days. When scheduling shifts for an employee, a user needs to select only the start date,
end date, and the shift used and it is unnecessary to indicate the date which an employee should work or take a
vacation. After a shift is selected, the system will automatically determine the dates on which an employee should
work or take a vacation according to the cycle settings of the selected shift.

Export Shift
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Yy [ LanaTime | Dashboard X
4
< C | ® 192.168.15.12 ages/Attendance/Shift.asp QT a|i

Current Export Table Shift

File Type PDF File

fecords, export total 100

.

Advanced search

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions ,ranges and
fields

[ LenaTime | Dashboard

¢ > ¢ [@sses1z ages/AttendancefShiftasp Qv r| i

Advanced Query

Select Search Field Select Condition
v/ EqualTo

Conditions Selected

Set the parameters as required based on the following steps:

Select search field:it is to select field from the dropdown that are to be search

Select condition:it is used to select the condition from the drop down that are to be search
Range:it is used to set range of search field

Add: button is used to add extra search features by user

Search: this button is used to the features

Clear :this button is used to clear the form

Return:button is used to return from the current form

SHEDULE
LANA Time Web 3.0
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You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to schedule shifts
for employees, overtime will be calculated according to flexible shifts.

Adding a Schedule
Click Schedule on the Schedule interface to access the schedule addition interface.

LanaTime = (S

ﬂ m‘:" Attendance

© Add Schedule
Add shedule here,

2ste 20T

The following describes the specific setting method.

Personnel: Select personnel for whom shifts need to be scheduled. Multiple choices are allowed.

Start Date, End Date: Set the start date and end date for shift scheduling.

Note: By default, the start date and end date are set to the first day of this month and the first day of next month
respectively.

Selected Shift: Select a shift in Shift List, and to move this shift to Selected Shift.

2. After completing settings, click OK to save the settings and return to the Schedule interface.

Note: Only one shift can be selected for employee shift scheduling. Only the last settings are saved when date ranges
are identical during multiple shift scheduling.

Adding a Temporary Schedule

Temporary schedule is complementary to the existing schedule. If employees in a shift need to overtime temporarily,
it is necessary to arrange one (or more) timetable(s) for overtime temporarily. Generally, temporary schedules are
shift scheduling for overtime, for example overtime at night, on weekends, or on holidays and festivals.

1. Click Temp (Temporary) Schedule on the Schedule interface to access the Add temporary schedule interface.
LanaTime

n
¥a)
:
a

Attendance 4 Home - Amendance - Schedule

© Add Temporary Schedule

® Search by Department

Search by Personnel No./Name

nos (09:00:00- 06:30:00)
st 00:00- 18:00:00)
TestFlex1(01:00:00. 00:59:00)

09:00:00. 06:00:00)

0}

AW @ Cancel

The following describes the specific setting method.

Personnel: Select personnel needing temporary schedules. (Multiple choices are allowed).

Start Date, End Date: Set the start date and end date for a temporary schedule.

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed).

Date: Click to select the date for temporary schedule. (Multiple choices are allowed).

Had schedule in current day: Select only temporary scheduling is effective or Add after the existing scheduling when
arranging shifts for employees working in the company in the current day.

Only temporary scheduling is effective: Whether an employee is scheduled a shift, only temporary scheduling is
effective when work attendance is checked.
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Add after the existing scheduling: is complementary to schedule for employees. The attendance data includes shift
arrangement and temporary shift arrangement. It will be displayed with two shift assignment records in calculation.
Specify work type: Specify work type for the temporary schedule. The options include Normal Work, Overtime on
Week Days, Overtime on Rest Days (overtime on weekends) or Overtime on holidays. The late arrival, early leaving,
leave, and absence will not be recorded when the work type is set to Overtime on Rest Days or Overtime on holidays
or festivals.

Note: Multiple timetables can be selected for temporary schedule, but the start time of timetables should not be the
same. The timetables selected can be applicable to all dates selected.

After completing settings, click OK to save the settings and return to the Schedule interface.

EMPTY SCHEDULE

To create empty schedule

Attendance >> Schedule >> Option >> Empty Schedule

[) LanaTime | Dashboard

€ 5 C | @ 1921681512085/ pages/Attendance/EmptySchedule asp LR

€} st [

LanaTime

n R Attendance
Empty Schedule

confirm

Click OK to sagap—ty schedule
Export Shedule

[) LenaTime | Dashboard

(5 C | ® 192.168.15.12:8085/pages/Attendance/Schedule asp:

Approval
Attendance >> Approval
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[) LenaTime | Dashboard

€ C | ® 1921681512 ages/Attendance/Approvals.asp T ol
LanaTime = €) somn @
d"[:“:g Attendance # Home - Attandance - Azprovals
(# Leave Foption = %

Personnel No First Name Reason For Leave

BDelete v Approve @ Cancel Audit @Add Diog & Ewport

Personnel  FirstName  StartTime EndTime  ReasonFor  LeaveType Completion  StatusOf  Approver  Audit Related

No. Leave Time Review Reason  operation
000000001 BINU 82372017 8/30/2017 tt Compassionate  8/30/2017 Audit By Linto sdsd Edit
$4E00PM 44E00PM eave 611435PM

Page 1/Total 1; Per page 10 records/Total 1 records

Add approval
Choose Attendance >> Approval >> addto access the new approval adding interface, as shown in the figure below.

O Add Leave
Applay Leaves here,

Personnel:

® Search by Department Search by Personnel No./Name

Select All Persannel

\The Department

Personnel No First Name Department
000000001 BINU Lana
000000002 Biny software
000900003 Linto Lan,
00000000 d L
00000001 2 Lan
000000021 faisal test

Page 1/Total 22 records

“Start Time

“End Time

Set the parameters as required based on the following steps:

Personnel: Select personnel need approvals. (Multiple choices are allowed). Please refer to 1. "Personnel Selection"
Start Date, End Date: Set the Start date and End Date for a temporary schedule.

Leave type: type of leave that employee need

Reason for leave: reason for leave to mentioned

Completion time: time in the leave to be mentioned

After completing settings, click OK to save the settings and return to the Approval interface.

Delete Approval

Choose Attendance >> Approval >> Delete to delete the approval from interface, as shown in the figure below.

€« C | ® 1921681512 LRI
LanaTime = €) somn ot
0 o i"c Attendance # Home - Misndance - Lesve - Delete
1 Delete selected - x

[ SElect Ve oODO00O0Z3 SO OTPEFIONaRE e

@ tancel

Click OK to Delete selected approval
Cancel Audit
Attendance >> Approval >> Select Approval to Cancel >> then click Cancel Audit
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[) LenaTime | Dashboard

& C | ® 1921681512 ages/Attendance/Approvals.asp T &l
E €) somn &
Attendance # Home - Attendance - Leave - Cancel Audi
@ Revocation the leave application that has been audited -x

(et ieaveiiro0uno000125 30 Comparsionat Leav;

oo

Click OK to CANCEL AUDIT
Log
In this whatever change in this software modification it will display in log

[) LenaTime | Dashboard

(5 C | ® 192168.15.12:3085/page: ol

Object Type ActionIdentification  Change Message
Leave ers Add
Leave Add

9/11/2017 4206:16 PM Leave Add

9/0/2017 12:13:35 PM Leave Modify

9/9/2017 11:20:20 AM

9/9/2017 11:07:50 AM

9/5/2017 11:06:40 AM

9/3/3017 11:01:16 AM

9/3/2017 10:50:16 AM Leave

3 » | - PagelTotald: Per page 10 records/Total 24 recards

Advanced search
Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.

Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions ,ranges and
fields

[) LanaTime | Dashboard

¢ € [© 19216815128085 pages/attendance Approvals.ssp LI

Advanced Query

Select Search Field Select Condition

v | |EqualTo

*Note: For selecting of the same feld or same c

Set the parameters as required based on the following steps:

Select search field:it is to select field from the dropdown that are to be search
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Select condition:it is used to select the condition from the drop down that are to be search

Range:it is used to set range of search field

Add: button is used to add extra search features by user

Search: this button is used to the features
Clear :this button is used to clear the form

Return:button is used to return from the current form

EXPORT

To export the approval details in the different document type (pdf txt, xls, csv) that we want.
Attendance >> Approval >> Export >> Select file >> Export

TRANSACTIONS

Transactions

File Type PDF File

PDF File
Export Method: T Fie
@ All Records{max 10008 L3 =8

O Select number of rec 5V File
XPOTTTOLaT 00 T

From No. reoor 5, EXp

LANATIme
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The transactions interface provides statistics on valid attendance records, which depend on the settings of the

effective attendance record interval larger than N minutes.

Status refers to AC log status, and Correction of Status is to follow the attendance calculation rule to determine
whether an employee checks in or out for work based on the shift timetable and punching time of this employee. The

calculation is based on this correction of status during statistics.

1. Users can export an attendance report to an.xls, pdf, or csv file based on requirements. Export_for the specific
method of exporting the report.
Users can select the fields required for displaying in the attendance report based on requirements (the fields are
displayed after being checked).
Users can change the column width by dragging the column border to the left or right based on requirements.

Users can define the number of records displayed on each interface in the attendance report.
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€ C | ® 192.168.15.12 ages/Attendance/Transactions.asi * ol

LanaTime

€3 somn o

Attendance # Home - Afiendance - Transaction

= Transactions

Personnel No. AreaMame First Name Status

Department Device SN

000000012 xyz Lana 9/13/2017  Checkin

000001024 Vanun

000000001 BINU ™ Lana

000000001 BINU 7]

000001050  FAISAL soltware 8/23/2017  Checkln
13216PM

Note: Statistics can only be collected for the dates of the current month, and the total statistics dates cannot exceed
31 days.
ATTENDANCE REPORT
The attendance report lists the daily attendance information of the queried personnel within a designated time period,
and collects statistics on absence, late arrival/early leaving, overtime and leave, to check whether the listed
information is consistent with the actual conditions. If the obtained result is inconsistent, adjust the shift, add an
overtime sheet or compensatory leave sheet or directly modify the data in the report based on the requirements.
Choose Attendance >> Attendance Report to access the Attendance Report interface.

LanaTime = €) aimn
€ Attendance

T b

‘select Person start Bate End Date

000000001 BINU,000000002 Binu, w 2017-08-01 2017-08-26

@D

Eschedulelogs  ®DailyAttendance  @otalTimecard  llAttendance  @bleaveSummary  =FirstinlastOut  lewception  @TimeCard

Rexportxis [Aexport POF Biexport csv

Personnel First Last  Department Date WeekDay Exception Timetable Check Check Check Check Total Late Early Abse
No. Name Name Name n n out m Leave

Time  Time

000000001 BINU  CM

000000DL  BINU  CM 0900 0G0 0300 0000 O o e 1

000000001 BINU  CM moring 0300  0A&00  00:00  00:00 0 o 0 1

000000001 BINU M mo 09:00 0600  0G00 00:00 O o 0 1

sick Leave: 8Hour) C: : Gtour) i : C{Hour) Leave: TiHour) Annual Leave: S(Hour) Business Trip: Wikour] wdwd: ww(Second)

The following describes how to view an attendance report.

1. Click behind Select Personnel, and select an employee whose attendance report information needs to be viewed

from the popped up personnel drop-down list. You can select multiple employees or all employees.

2. Set Start Date and End Date.

3. Click Search, and view the attendance report information of the selected employees between the set start date and

the end date.

Note: When you click a report name, the corresponding report information is displayed.

@® Transactions

The transactions interface provides statistics on valid attendance records, which depend on the settings of the

effective attendance record interval larger than N minutes.

Status refers to AC log status, and Correction of Status is to follow the attendance calculation rule to determine

whether an employee checks in or out for work based on the shift timetable and punching time of this employee. The

calculation is based on this correction of status during statistics.

(2) Users can export an attendance report to an.xls, pdf, or csv file based on requirements.

(3) Users can select the fields required for displaying in the attendance report based on requirements (the fields are
displayed after being checked).

Users can change the column width by dragging the column border to the left or right based on requirements.

Users can define the number of records displayed on each interface in the attendance report.
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Note: Statistics can only be collected for the dates of the current month, and the total statistics dates cannot exceed
31 days.

The meanings of the symbols in each report are as follows:

Sick leave: minute (B); casual leave: minute (G); maternity leave: day (C); compassionate leave: day (T); annual leave:
day (S); due/actual attendance time: day (); late arrival: minute (>); early leaving: minute (<); leave: hour (V); absence:
day (A); overtime: hour (+); no check-in: ([); no check-out (]); free overtime: hour (F). Please refer to 6.1 System User
Management for adding and modifying the symbols.

@ Daily Attendance

The daily attendance interface displays the daily attendance status, attendance statistics, over time statistics, leave
records, and leave summary within a designated period, and uses symbols or digits or the combination of symbols and
digits to represent different items.

® Total Timecard

The total timecard interface displays the statistics on the schedule, attendance status, overtime and holidays of all
staff by date. The attendance list is a statistical table of attendance records in each shift timetable.

Expected Check-in / Expected Check Out, No Check In / No Check Out: 1 stands for yes and 0 stands for no.
Attendance Duration: interval between the check in time and the check-out time.

Exception: all abnormalities other than on-duty and off duty, such as leave.

Timetable: valid duration of actual attendance in Work Time (Minute) of a timetable.

Note: The data of the absence, attendance duration, work time and timetable are expressed in minutes, and is not
subject to the changes to the unit settings of the statistical item.

@ Attendance Summary

The attendance summary interface displays the attendance summary of each employee in the time period, including
the lists of attendance, leaves and overtime, namely the summary table of the attendance lists.

The leave records are calculated by the leave type. The data in the leave column is the sum of the data of all leave
types. For example, leave = sick leave + casual leave + maternity leave + compassionate leave + annual leave + self-
defined leave.

® Leave Summary

The leave summary interface displays all valid time and leave types of all valid leave records in the selected date range.
Valid time (minutes) means the minutes between the start time and end time of a leave record.

@ First In Last Out

It provides statistics on the earliest and latest punching data among the punching data of each employee on each day.
@® Exception

It provides all attendance exceptions.

@® Time Card

It provides the detailed punching information of the selected personnel.

Zone
Click Attendance >> Zone to access the Zone User Management interface.

Attendance 8 Home - Attendace - Zone

& zone Foptien

Add zone
LANA Time Web 3.0
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Users can add personnel to an area on the interface. Select an area from the area list on the left, and the system
automatically screens and displays the personnel of the area in list on the right.
The steps for adding an employee to an area are as follows:

1. Click Add Personnel to access the personnel addition interface.

¢ > C[0wess [E3

LanaTime = €) sdmn o :

admin

Attendance

© Add Personnel -

Arca adjustment will remove this person from the devices in the original ares, and send the persan to all devices in the new arca outomatically

@ searchby Department () Search by Persannel No./Name
¥ | @ selectall personnel in The Department
- mm -
Personnel  First Name Departmer -
No @ 000000001 BINU Lana
@ 000000001 BINU Lana
000000002 Binu software
0003 Lints Lana
Lana
B
sl 22
m o

Select areas (mltiple choices are allowed) and employees (multiple choices are allowed).Click OK to save the settings,
and return to the Zone User Management interface.
On the Zone User Management interface, click the selected area, and the area personnel list on the right displays the

information of the employees.

[ C | @ 192.168.15.12:3085/pages/Attendance/Zone.a: v o ¥

LanaTime

admin

Show All Staffs

Personnel First  Card Department Depsrtment Position Gender Privilege  Area
No Name L No No
-hrea Name
L china 000000001 BINU 5 Lana 4 Male China,Delhindis
g-india
i-Delhi
i 000000002  Binu 321 software Male Super China,India,saud|
Kerala e
Administrator  Arabia
&-Saudi Arabia
\-himraz 000000003 Linto 245 Lana 122 Male India

000000004 Antappan 123 computer Male

000000005 sreenadh 9 245 Lana 122 Male Area Name

oainnnng  Sa s 1ans son bsla Eenniavea

Note: After employees are added, the employees are set to be in the selected attendance area, the employee
information is issued to all devices in the attendance area, and the employee information in all devices in the original
attendance area is deleted.

HOLYDAY

Attendance time on holidays and festivals may be different from that on week days. To simplify operation procedures,
the system offers settings designed for attendance time and rules on holidays and festivals.
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| LanaTime | Dashboard x| & BioTime X | http://192.168.15.10:8083/datafs X | ar = [
€& ) O & | 192.168.15.12:8085/pages/Attendance/Holiday.aspx E1| & || Q Seorch H AR D e =
~
LanaTime = €3 admin
admin
Attendance @ Home - Aftendance - Holiday
Holiday #op =i
Delete 10 IEI
] Name of Holiday Start Time Duration(day) Related
‘Operation
O Mational Day 10/1/2010 12:00:58 AM 7 Edit
Delete
O New Year's Day 1/1/2010 12:00:59 AM 3 Edit
Delete
v
=R E 3 @ RO 5:58 PM
= = /2672017

Adding Holiday

[) LenaTime | Dashboard

(5 C | ® 192.168.15.12:3085/pages/Attendance/AddHoliday.asp LR d

LanaTime

0 Attendance @ rome - Aterds

© Add Holiday
Add Holidayinformation here,custon

€) somn @ [

* Name Of Holiday.

* Start Time.

Set the parameters as required based on the following steps:

Name of Holiday: Enter the name of a holiday.

Start Time: to set the start date of the holiday

Duration: Set the duration of the holiday, with the unit of days.

After the completion of the settings, click OK to save the settings and return to the Holiday interface. The holiday list
displays the added attendance holiday.

Note: After adding a holiday for attendance, the system will not schedule shifts for the holiday. As there are no
schedule records, the system will not record attendance on holidays in the attendance reports.

Editing a Holiday

In the holiday list, click the name of a holiday, or click Edit under Related Operation to access the edit interface.
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€ C | ® 1921681512

LanaTime

n
r2)
§
E
&

Attendance B Home - Aendance - Halidsy - Add Halidsy

© Add Hof

Add Holid

ruchre for HR management

Modify parar@ggneeded and click OK to save the modifications.
Deleting Holiday

LANATIme
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In the holiday list, select the holiday to be deleted, and then click Delete on the upper left of the holiday list, or directly
click the Delete under Related Operation in the line of the holiday to be deleted to access the deletion confirmation

interface.

[ LenaTime | Dashboard X
¢ > C | ® 1921685128085 pages/Attendance/Holiday.as [

LanaTime €) oo <8 :

Attendance 8 Home - Mtendincs - Hobdiy - DeleteHolita

10 Delete selected

Click OK to del?ce—thaoliday and return to the Holiday interface.
Log

In this whatever change in this software modification it will display in log

192.168.15.12

ActionFlag | -

object Type
Holiday
Holiday

Holiday

8/25/2007 34829 P Holiday

8/25/2017 3:48:20 PM Holiday

Leave Type
Leave Type Management
Choose Attendance >> Leave Type to access the Leave Type interface.

LANA Time Web 3.0



LANATIme

Time Attendance Software

Attendance # Home - Mtendance - LeseType

S LeaveType

o - x

Leave Type Min.unit unit Round off symbol In Report Related
operation

Employees may request a leave and hope that the leave can be displayed in the system statistics. In this case, he or
she should select a leave type when entering a leave record.

There are six default leave types in the system: sick leave, casual leave, maternal leave, compassionate leave, annual
leave and business trip.

Add a leave type. (Note: The new leave type has the same function as the default leave types of the system.)

1. Click Add on the Leave Type interface to access the leave type addition interface.

[ Lanatime Dashboard
LI

€) aomn ot

Attendance # Home - Atendance - LeaveType - AddLeveType

© Add LeaveType
‘Add LeaveType informatin here, custamizing the organizational structure for HR management.

“Round Off. o

Symbol in Report.

Set the parameters as required based on the following steps:

Name of Leave: Enter the name of a leave type, with 20 characters at most.

Min. unit and Unit: Set the measurement unit and minimum value of the leave type. Unit can be set to Hour, Minute
or Workday.

Round Off: Set whether the values are rounded off.

Symbol in Report: Set the symbol of the leave type in the attendance report.

After the completion of the setting, click OK to save the settings and return to the Leave Type interface. The leave
type list will display the new leave type in leave type interface.

Edit Leave Type

Click Leave Type or the corresponding Edit under Related Operation to access the timetable edit interface.
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[) LenaTime | Dashboard

& C | ® 192.168.15.12¢ ages/Attendance/LeaveTypeasy T &l i
LanaTime = €) smn &
admin

i Attendance # Home - Atendance - LesveType - AddLeaveType
© Add LeaveType - x
Add LeaveType information here, customizing the organizstions!structurs for HR management;

TLeave Type. | Business Trip
“Minunit. 1
* Unit.
“RoUNd O | yes

symbolin Report. 1y

After modification CE( OK to save

Delete Leave Type

Click Leave Type or the corresponding Delete under Related Operation to access the timetable delete interface.

& 5 € [ 19216815128085 pages/Attendance/LeaveType.nsr T |
LanaTime = € somn o £

admin

Attendance # Home - Attendance - LeaveType - Delete
1 Delete selected - x

[ Seiec roliay o Aol teave

@Caneel

Click OK for De—le;
SYSTEM

The system setting is to assign system users (such as company management personnel, registrars, and statistics clerk),
configure roles for corresponding users, and set system parameters, notices, reminders and operation logs.

Role Management
Adding a Role

Choose System >> Role >> Option >> Add to access add role interface

LanaTime

[}
v2)
&
H
a

admin

- System Role  home  Sytem  Ada etem e

©Add System Role

Role Name:

Personnel  Device  Amendance  System

[ [

Note: Select corresponding permissions based on the selected permission type.
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1. Role Name: Enter the object type, namely the role name (such as the personnel staff and device administrator).

2. Permissions: The permissions of four categories are included: Personnel, Device, Attendance and System. In the
operation permission list under each permission type tab, tick the check box ! in front of the operation
permission to select the permission, or click the highest permission in the list to select all the sub-permissions
under it. For example, click Personnel with the highest permission. Then, all sub-permissions under it such as
Department, Position, Personnel, Resignation, and Issue Card will be selected.

After the completion of the setting, click OK to save the settings and return to the Role interface. The role list will
display the new roles.

Edit Role

In the role list, click the role name or click Edit under Related Operation in the line of the role to
be edited to access the interface for editing roles. Modify the parameter settings based on
requirements. After the completion of the modification, click OK to save the modified role
information.

€) smn @

System Role ## Home - System + Add System Role

©OAdd System Role

Delete Role

In the role list, select a role to be deleted, and click Delete on the upper part of the interface or click Delete under
Related operation in the line of the role to be deleted to access the role deletion interface.

Click OK to confirm the deletion of the selected role.

LanaTime €) sdmin  §

System R > ey > PR

T Delete
bt sy o
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In the role list, select a role to be deleted, and click Delete on the upper part of the interface or click Delete under
Related operation in the line of the role to be deleted to access the role deletion interface.
Click OK to confirm the deletion of the selected role.

USER MANAGEMENT

.Choose System >> User
Add new users to the system and assign roles (permissions) to users.

Adding a user

1. Choose System >> User >>option>> Add to access the Add User interface:
= €) ann w

System #vome - System - Use

@Add User

Fcheck b Aetiate s not selected then the user will be dissbled and cannot log I to thesystem

Username:

Reset Password:

Authorize Department:

Last Names

&-mail Address:

Staff Status: B choose i the usercar

super status: choose Ifthe userhas all permissio

Set the parameters as required based on the following steps (Parameters marked with * are mandatory):

Username: 30 characters or fewer. Only letters or numbers are allowed.

Password/Confirm Password: The length range is 4 to 18 digits. The default password is 111111.

Authorize Department: Select a department from the popped up department drop-down list. (If you select no
department, you will possess all department rights by default.)

Authorize area: Select an area in the popped up area drop-down list. (If you select no area, you will possess all area
rights by default.)

First Name: Enter first name

Last Name: Enter last name

E-mail: enter email address

Staff Status: Designates whether the user can log into this admin site.

Super Status: Designates that this user has all permissions without explicitly assigning them.

Role: Roles need to be selected for non-super users. Select a preset role, and the user has all operation permissions
of this role.

After the completion of the setting, click OK to save the settings and return to the User interface. The user list will
display the new user.

Note: You can modify or delete existing users. Click Edit or Delete behind the username to perform corresponding
operations. The detailed operations are the same as those in "Editing a Role" and "Deleting a Role."

EDIT USER
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1. In the user list, click the user name or click Edit under Related Operation in the line of the user to be edited to
access the interface for editing user. Modify the parameter settings based on requirements. After the completion
of the modification, click OK to save the modified role information.

LanaTime = € somn w B

ﬂ wn:vl- System & tous > Sy >l > ekt

QAdd User
¥ eheck bux Actate' s not selected then the uses will be isabled and camnot 1o o hesyste

* Usernames

Reset Password:

Authorize Department:

Authorize Area:

First Hame: ety
Last Name:
E-mall Addresst
Staff status:
super status:

* Last Login:

Created Date: /3072

DELETE USER

In the user list, select a user to be deleted, and click Delete on the upper part of the interface or click Delete under
Related operation in the line of the user to be deleted to access the user deletion interface.
Click OK to confirm the deletion of the selected user.

LanaTime

€) simn 2 8
System # Home - System - Delete

T Delete
Delete System

Vser Fromthe s

Select Role(s}adminl

Advanced search

Advanced search options are a set of very useful features offered by most search engines and search tools on the Web.
Advanced search gives the Web searcher the ability to narrow their searches by a series of different conditions ,ranges and
fields
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Set the parameters as required based on the following steps:

Select search field:it is to select field from the dropdown that are to be search

Select condition:it is used to select the condition from the drop down that are to be search
Range:it is used to set range of search field

Add: button is used to add extra search features by user

Search: this button is used to the features

Clear :this button is used to clear the form

Return:button is used to return from the current form

COMPANY DETAILES
To a!dd company details SYSTEM >> company details

= € somn o [

n System # Home - System - Company Seftings

¥ show In Report

(Optimal Size 20075 Pixel
[ cnoose Fie

Click OK to SAVE company details
LOG
In this whatever change in this software modification it will display in log
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= €} somin o
System 4 Home  System - Loz
MEllog B0t =
& Export
User Name Role Name Action identification

usemame  Action Time bject Type bject Description Change Message

aamin SalaryStructure  Salary Object Moaiy

agmin personnel 000000002 Binu Modty

admin Company Setting  Image Modify

aomin Companysetting  phone_number Moay

admin Company Setting show_in_report Modify

admin Company Setting  company_emall Modify

admin 2017-08-28 16:00:44 Company Setting ompany_name Modify Parameter Value(lana Technologies->lana
Technologies

admin 2017-05-28 16:00:44 Company Setting  company_country Modify Parameter Value{Indian->Indian)

EMPLOYEE LOGIN

Employee Self
Open the browser, enter the server IP address and port number in the address bar and click Enter to access the system
login interface.

LanaTime 3.0

If employee wants to login
Click Employee Self in the login inter face then enter the employee User Name and Password then click Login
After the employee log in, the system displays the main interface, as shown in the figure below.

LanaTime = 0o o

o
(4 Rl Attendance
-
¥ Appended Log Sovtin = %
Personnel No. First Name Start Time End Time
Status Of Review

fiDelete v Approve

Personnel No,  FirstName  Punch Time status  ReasonForPunching  StatusOfReview AuditReason Approver Related Operation

000000001 BINU 0/26/201T4:4T:00FM  CheckOut  efir Approval By it Linto

Page 1/Total 1; Per page Srecords/Total 1 records
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€ € | ® 192.168:15.12:8082/pages/UserPages/AddAppendedLog.asp LR
= @ e ot
Attendance 4 tome - Atiendance  Agpended Log - Add Aopended Log

© Add appended log - x

Added retrasclive card: Samelimes refemed approver, the spprover musl choose handed, retrosellve card spproved by the selected spproverswithout care approver, retroscll
system users

Personnel No. 000000003 Linto
PunchTime

Statuss

Reason For Punching

Forwarding Approver v

B3 o

Appended Log

Click Attendance >> Appended Log to view the logs given below

& > C [@ 1921615128082 pages/UserPages/Appendediog.as (B3R

LanaTime

"
=]
i
g
&

Attendance o > Miarvianc > Appnded Lag

X Appended Log Fovitn =

Personnel No. First Name Start Time End Time

Status Of Review

PersonnelNo,  FirstName  Punch Time Status ReasonFor Punching  Status Of Review  AuditReason Approver  Related Operation

000000001 BNy 9/26/20174:4T:00PM  CheckOut  effr Approval By e Linto

Page 1/Tatal 1; Per page 5records/Total 1 records

Add Appenﬁe—d Gg

To add appended log fill the parameters shown in the figure below

[ LenaTime | Dashboard X

& C [ 1921681512808 pages/Userr agas/AdaAppendedLog ssp S
LanaTime = f_l unte € -
Attendance 8 Home - tandance - Appended Log ~ Add AppendedLog
© Add appended log - =

Added retrosctive card: Somelimes referred spprover, the spprover must choose handed, retroactive card approved by the selectad spproverswithout care approver, relrosctive card for sppeoval by
system users

Personnel No. 000000003 Linto

PunchTime

Status;

Reason For Punching

Forwarding Approver v

Bl oo

LANATIme

Time Attendance Software

After the completioﬁnf the settings, click OK to save the settings and return to the Appended Log interface.
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' € C | ® 192.168.15.12:8082/pages/UserPages/Appendedlog.asy LR
LanaTime = @ unte o
Attendance # Home - Attendance - AspendedLog
¥ Appended Log Foption =
Personnel No. First Name Start Time End Time

End
Status Of Review

PersonnelNo,  FirstName  Punch Time Status ReasonFor Punching  Status Of Review  AuditReason Approver  Related Operation

000000001 BNy 9/26/20174:4T:00PM  CheckOut  effr Approval By mt Lints

Page 1/Total 1; Per page 5records/Total 1 records

LOG
To view logs Appended Log >> Options >> Log

In this whatever change in this software modification it will display in log

[ LenaTime | Dashboard

& C [ 1921681512808 pages/UserPages/Appendedlog.as [N

Actionflag e v (i R e

Object Type Object Dascription Action ldentification  Change Message
admin 9/26(2017 7:25:53 PM Appended Log Others Moaiy
admin Appended Log others modify
admin 2007 T:24:21 P Appended Log Others Modify
admin 9/26/2007 T:24:10 P Appended Log Others Madify
admin (2017 72 Appended Log Others
admin Appended Log Others
admin 9726, 7:30PM Appended Log Dthers
9/26/2017 53656 PM Appended Log Others
" Appended Log Others

+ Page 1/Total ; Per page 10 records/Total 58 records

Export

To export the appended log list

Appended log >> Options >> Export

Select Type File and Current Export Table >> then click Export showing picture given below
| e =]

[ LenaTime | Dashboard X

¢ > C [0 1921681512

ddAppendedLog sep (R

LanaTime = f_l unte €
Attendance @ Homs - Miendsoce - Agpendediog - A4d Rppendediog
© Add appended log - %
Added retrosclive carck Somelime: - | - clive card for sppecval by
system users

Personnel No.
PunchTime

Status;

Reason For Punching

Forwarding Approver

Bl oo

Leave

In this employee can only view, add and export leave

To view the leave details

Attendance >> Leave

Leave details are shown in the leave interface in the picture below
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[) LanaTime | Dashboard

€ C | ® 192.168:15.12:8082/pages,

Leave.asp: TR

LanaTime @mm o [

Attendance # Home

[ Leave Foption = %

Personnel o. FirstName StartTime End Time

Status Of Review

Personnel First  Start EndTime Reason LeaveType  Completion Status  Approver AuditReason Related Operation
No. Name Time for Time of
leave Review
000000001 BINU  9/27/2017 9j28f2017 SZsfsl  Casualleave  9/27/207  Approval Unto dgg
102200 102200 1023328 By
A A
O 000000001 BINU 8/23/2017 /3072017 tit Compassionate  8/30/2017  Approval Linto sdsd
4800 44ED0 Leave B1436PM By
PM oM
) (VP ) ey e Page 1/Total 1; Per pags 10 records/Total 2 records

Add leave
To add leave

Attendance >> Leave >> Options >> Add Leave

¢ C|O®1921681512 [
LanaTime = 0 o o
Attendance 0 Home » Aenddnce - Lawe - Addlewe
© Add user leave - %
Addad leave: Ad e rfi o spprover f rfarrsl 1o appeover ie ailsble, lesve spplication will be approved by cpe 1able, spplication willb

approved

*personnel No. 000000003 Linto

* start Time

*End Time
* Leave Type

Reason For Leave
Completion Time

Forwarding Approver -

After the completion of the settings, click OK to save the settings and return to the Leave interface. The leave list

displays the added leave shows picture given below

€« C | ® 192.168.15.12:3082/pages,

‘:‘lmn % [

LanaTime =
Attendance  Home Lem
[# Leave Foption = %
Personnel No. FirstName StartTime End Time
y
Status Of Review
Qsearch Fclear
B Delete ¥ Approve
Personnel  First  Start EndTime Reason Leave Type Completion  Status Approver  Audit Reason Related Operation
No. Mame Time for Time of
leave Review
000000001 BINU /272017 9/28/2017 Szsfsf  Casualleave 9272017 Approval Linto  dgg
102200 10:32:00 102332AM By
AM AM
U 000000001 BINU  8/23/2017 8/30/2017 tmt Compassionate  8/30/2017 Approval  Linto sdsd
4400 40D Leave GL36PM By
oM PM
b o Page 1{Total 1; Per page 10 records/Total 2 records

LOG

To view leave log
Attendance >> Leave >> Options >> Log

LANA Time Web 3.0
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[) LanaTime | Dashboard

e C | ® 192.168.15.12:8082/pages/UserPages/Leave.asp: LRI

Others
Others
Others
Others
Others
Others

» Page 1/Total &; Per page 10 records/Total 34 records

Export leave

To export leave

Attendance >> Leave >> Options >> Export

To export the leave

Appended Log >> Options >> Export

Select Type File and Current Export Table >> then click Export showing picture given below

ime | Dashboard X

¢ & C [0 1921681512

Cument Export Table | Leaves

File Type POF File

Export Method:

® All Records(max 10000 new records
Select number of records to expert

FromNo. [t records, export total[100 | records

Transactions

To view the checkin and check out transaction details of employee

Attendance >> Transactions

Select Start Time and End Time then click Search

The employee transaction details are displayed in the transaction details interface that shown given below

LANA Time Web 3.0



n
»
R

LanaTime

Lintg
n ":" Attendance # Home - Attendance - Transaction

= Transactions

Start Time End Time
Qsearch Aclear

Reportas Bexportpor Bexpon csv

Export

To export the transaction details

On the top of transaction interface, Export xlIs, Export pdf, Export csv
Select any file type and export

Punching Details

To view the punching details of an employee

Select Start Time and End Time then click Search button

The punching details are displayed in the punching details interface shown given below

LanaTime

o
Linto

43 Punch Details

Start Time End Time
Q search Aclear

017.0901 2017.09-28
MExportxLS [AExport POF BExport C5V.
Fund

Department First Name Dpate

Page 1/Total 1; Per page 10 records/Total 1 records

Export

To export the punching details

On the top of Punching Details interface, Export xls, Export pdf, Export csv

Click OK to export

Select any file type and export shown in the picture below

Attendance Details

To view the attendance details of employee

Attendance >> Attendance Details

Select Start Time and End Time then click Search button

The attendance details are displayed in the attendance interface that shown given below

LANA Time Web 3.0

LANATIme

Time Attendance Software



LANATIme

Time Attendance Software

y =
y [) LanaTime | Dashboard

€ C | ® 192.168:15.12:8082/pages/UserPages/AttendanceDetails.asy LR

LanaTime = @ unte o
Attendance # Home - Atendance - Altendsnce Detals
Jm Attendance Details - x
Start Time End Time

Department Department Personnel First Date Weekday TimeTable Check- Check- Check Check- Total Late Eardy Absent Tota-

Ne. MNe. Name Name In out I out  Time Leave Timg
Time  Time worl
245 Lana 000000003 Linto  2017- 2017-09 moring  0%00 000 0000  00:00 O o 0 i}

0902 02 timetable

245 Lana 000000003 Lints ~ 2017- 2017-09 moring 000 0RO 00:00 0000 O o 0 1 0
09-03 03 timetable

25 Lana 000000003 Linto  2017- 2017-08- moring 000 0600  00:00 0000 O o 0 1 o
0904 04 timetable

25 Lana 000000003 Linto - moring 0300 0R00 0000 0000 O o 0 1 (]
timetable

Page 1/Total 3; Per page 10records/Total 21 records

Attendance summary

To view the attendance summary of employee

Attendance >> Attendance Summary

Select Start Time and End Time then click Search button

The attendance summary are displayed in the attendance summary interface that shown given below

[) LanaTima | Dashboard

& C | ® 1921681512

LanaTime (3 RET g

Attendance # Home - Attendance - Atendance Summsr

& Attendance Summary = il

Start Time End Time

RExportXLs ot POF  BlExpont csv

Personnel  FirstName  Last  Department Attendance Short Late Early Absent Late Leave Absence Owertime Normal Weekend Hol

No Name Duration Leave Time Early Times ot o1 or
Times
000000003 Linto K Lana 0 900 0 0 1 ] 0 10 0 0 0 0

’
Page 1/Total 1; Per page 10 records/Total O records

Export attendance summary
To export the attendance summary
On the top of attendance summary interface Export xlIs, Export pdf, Export csv
Click OK to export

Select Any File Type and Export shown given below
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