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Timecard Record
Step to Retrieve Time & Attendance

3X HRMS Application/ E-Time Card / Supervisor / Time Card Record (Supervisor)
A i Time Card Record > =
Date Range 2019-12-01 & -| 2019-12-31 [E
Employee: 3 selected
List of Error: Select options
Exclude Verified Error: )
Show Total Hours Per Employee (Export) :

1. Select Date Range for attendance
Select Error List if user wish to view errors

3. Tick Exclude Verified Error to exclude verified records, default setting the box is ticked
automatically.

4. Click “Retrieve” to view result.

[V] : Verificatien Column m
[Vl No Employee Date Error Day Shift Clock In  Clock Out | Clock In  Clock Out Total  Status Late Remarks |
Type Hour(s) In

MYD029 = 2019-12-01, Sun RD - | ‘ |

MYD029 = 2019-12-02, Mon WD OFM-M 08:00 17:00 09:00

MY0028 ’ = 2019-12-03, Tue WD QFM-M 08:00 I 17.00 \ l 08:00

MY0029 = 2019-12-04, Wed WD OFM-M [ 08:00 17:00 08:00

MY0029 = 2019-12-08, Thu WD OFM-M 08:00 | 17.00 ‘ | 08:00

MYD029 = 2019-12-08, Fri WD OFM-M 08:00 17.00 09.00

MY0029 = 2019-12-07, Sat oD - | ‘ |

1. Time attendance records will be displayed in a new tab in tabular format
2. Click the paging at the bottom to view other records (if any).

MY0029 < 2019-12-11, Wed WD OFM-M 08:00 17:00 09:00
MY0028 2019-12-12, Thu WD OFM-M 08:00 17:00 09:00
MY 0029 < 2019-12-13, Fri WD OFM-M 08:00 17:00 09:00
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Step to Update Time & Attendance Record

Filter
[V] : Verificatien Calumn 1 4
[Vl No Employee Date Error Day Shift 2 Clock In  Clock Out [ Clock In  Clock Out Total  Status Late Remarks |
Type Hour(s) In

MY0079 2019-12-07, Sat oD -

MY0079 2019-12-08, Sun RD

MY0O79 = - 20189-12-09, Mon WD QFM-M 08:00 17:00 08:00

MY0079 2019.12-10, Tue | SS OFM-M 08:00 17:00 09:00

MY0D78 20181211, Wed \ \?\'[I)) OFM-M 08:00 17:00 09:00

MY0D78 = 2018-12-12, Thu WD OFM-M 08:00 17:00 09:00

MYDO72 2019-12-13, Fri WD OFM-M 08:00 17:00 09:00

MY0079 2019-12-14, Sat oD

MYDO79 2018-12-15, Sun RD

MY0Q079 2019-12-16, Mon WD OFM-M 08:00 17:00 09:00

MY0078 2019-12-17, Tue WD OFM-M 08:00 17:00 09:00

MY0079 = 2019-12-18, Wed WD OFM-M | 08:00 17.00 08:00

MYD079 2019-12-19, Thu WD OFM-M 08:00 17:.00 08:00

N [ N Sy
. n 2

1. Inemployee record, change the day type (Workday/ Public Holiday/ Rest Day/ Off day) if not applied

to company calendar
2. Change subordinate’s shift work
Slot to fill up attendance record
4. Click “Save” button once records updated/amended.

w
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Steps to Remove Clocking/ Scanned Record

1. Select the scanned record that you wish to remove.

2. Click “Clear” to remove the record.

3. A message will be prompted and ask whether to replace the following/next records with the current
position

4. If select "OK”, the following/next records will replace the position on the left (as shown below).
If select “Cancel” system will leave the timeslot empty.

MY0064 2019-12-01, Sun RD
MY0064 2019-12-02, Mon wD OFM-M 13:00 17:00 09:00 08:00
MY0064 2019-12-03, Tue  Absent wD OFM-M "
08:00 12:00 13:00
I Time 08 00
2
I Resetl Clear Done
Push to next time block
mywavesuite2.biz says
Do you want to replace the available hour blocks located behind to fill I
up the blank time slots?
‘ Cancel cl
MY0064 2019-12-01, Sun /. RD
L ~
MYO0064 2019-12-02, Mon Unpaired Clocking, Lz WD OFM-M 12:00 13:00 17:00
MY0064 2019-12-03, Tue Absent WD OFM-M

EMPLX User Guide 4



Step to Push a Scanning Record to the next Clock IN/OUT time
slot

1. Click on the scanned time slot to move.

MY0064 2018-12-02, Mon  Unpaired Clacking wD OFM-M 08:00 1| 13:00 I‘ 17:00 ‘ |
MY0064 2018-12-03, Tue  Absent wD OFM-M
Tier 13 : 00
MY0064 2019-12-04, Wed ~ Absent wD OFM-M
Reset Clear Done
MY0064 2019-12-05, Thu  Absent wD OFM-M
2019-12-03
MY0064 2018.12-06, Fri Absent wD OFM-M Fush to next time block
L L

1. Choose the time slot option then click “Push to next time block”.

08:00 13:00 | 17:00 ‘:]

Time 13 00

Reset Clear Done

2 2019-12-03

Push to next time block

1. The selected time slot will then be moved to the next “Clock In” time slot.

08:00 13:00 17:00

Time 00 00

Reset Clear Done

2019-12-03

Push to next time block
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Step to Verify Attendance (Optional)

While doing verification, user may skip/ exclude attendance error before data retrieval.

1. Tick on the checkbox to verify the record.
2. Click “Save” on the updated/amended records.

[V] : Veritication Golumn | Im
[Vl No Employee Date Error Day Shift Clock In  Clock Out | Clock In  Clock Qut | Clock In Clock Qut Total  Conditional W]
1 Type Hour(s) ~Total Hour  Hy
MY 0064 - 2019-12-01, Sun RD
#1 MYoo&4 2018-12-02, Mon WD OFM-M 08:00 12:00 13:.00 17:00 08:00 08:00
MY0064 - 2018-12-03, Tue Absent WD OFM-M
MY0064 2019-12-04, Wed  Absent wD OFM-M
MY0084 2019-12-05, Thu  Absent wD OFM-M
MY0064 2019.12-06, Fri Absent wo OFM-M
MY0064 - 2019-12-07, Sat oD
MY 0064 2019-12-08, Sun RD

3. The attendance record will then be displayed as “Verified”
If user tick “Exclude verified error” in the check box, all errors will be hidden.

[V] : Verification Galumn [H save |
vV No Employee Date Error Day Shift Clock In  Clock Out | ClockIn Clock Qut | ClockIn  Clock Out Total  Conditional W|
Type Hour(s) Total Hour  H]
MY0084 NG CHOONHIN  2018-12-01, Sun RD
MY0084 NG CHOONHIN  2018-12-02, Mon wo OFt-M 08:00 12:00 3,00 7:.00 08:00 08:00
MY0084 NG CHOONHIN  2019-12-03, Tue  Absent WD OFM-M
MY00B4 NG CHOONHIN  2019-12-04, Wed  Absent WD OFM-M
3 HRMS Apali E-Time Card / { Time Card Record (Admin}
45 s P Time Card Racord A i . . P
Date Range: 2019-12-01 |- 2019-12-31 B & Export
Department : Select options
Supervisor: Select options
Job Level : Select options
Employee: 1 selected
List of Error: Select options
IEXDlI‘dC Verified Error: I
Show Total Hours Per Employee (Exporl) :
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Steps to Export Timecard Report (Supervisor Mode)

3 HRMS Application/ E-Time Card / Supervisor / Time Card Record (Supervisor]

S paraaes T Time Card Record - i Time Card Approval
Date Range: 2019-12-01 [ - 2019-12-31 B Retrieve
Employee: 3 selected
List of Error: Select options

Exclude Verified Error: v

Show Total Hours Per Employee (Export)

Select Date Range of attendance record

Select Employee to apply filters

Select Error List if you wish to filter error message

Tick Exclude Verified Error to exclude verified attendance with error message, this option will be
marked by default setting.

Tick Show Total Hours Per Employee (Export) if you wish to sum up all total work hours in report
Click “Export” button to export the report.

S WoN B

o
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Remarks & Late In
Remarks Column

Allow employee to insert remark in attendance records

Late in Column

Late in column will indicates the time duration of individual’s late in on certain day (late in defines by
administrator in settings).

[V] : Verification Column @
[Vl No Employee Date Error Day Shift lock Out | ClockIn Clock Out Total Late Remarks Amended Leave
Type Hour(s) In

MYD0G4 - 2019.12-01, Sun RD
«  MYDO064 2019.12-02, Mon  Late In WD OFM-M 12:00 13:00 17:00 08:45 |00:15 This Is a remarks

MYDD&E4 - 2019-12-03, Tue Absent WD OFM-M

MYDD&4 2019-12-04, Wed  Absent WD OFM-M

MYD0GE4 = 2019-12-05, Thu Absent WD OFM-M

MY00G4 - 2019-12-06, Fri Absent WO OFM-M
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Submission of Work Hour by Employee
Save Time & Attendance Record

1. Click on the time slot you wish to update and click "Done” after amendments
2. Click “Save”

Filter

'[\"_l « Veerification Column

[Vl No Employee Date Error Day Shift Clock In  Clock Out | Clock In  Clock Qut Total Status Late Remarks ]
Type Hour(s) In
MY0020 - 2019-12-01, Sun RD
ES
MYQo29 S - 2019-12-02, Mon WD OFM-M 08:00 17:00 08:00
MY0020 S — 2019-12-03, Tue WD OFM-M 08:00 7‘ 08:00
Time 17 . 00
MY0029 S - 2019-12-04, Wed WD OFM-M 08:00 08:00
Reset  Clear | Done
MY0029 = 2019-12-05, Thu WD OFM-M 08:00 08:00
2019-12-03
MYQ029 - 2019-12-06, Fri WD OFM-M 08:00 Push to next tims block 02:00
MY0020 e - 2019-12-07, Sat oD
MY0020 o - 2019-12-08, Sun RD
MY0029 S = 2019-12-09, Mon WD OFM-M 08:00 17:00 08:00
MYoo20 S - 2019-12-10, Tue WD OFM-M 08:00 17.00 08:00
MY0029 - 2019-12-11, Wed WD OFM-M 08:00 17.00 08:00
MY0020 o - 2019-12-12, Thu WD OFM-M 08:00 17:.00 08:00
MY0029 = 2019-12-13, Fri WD OF M-I 08:00 17,00 08:00
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Seek Approval Page (via email)

The attendance record will be submitted to supervisor via emails. Supervisor will be redirected to approval
page without having to login into Mywave system.

1. Approve / Reject with remarks (optional).

MYwave Release Testing Company 1

Start Date: 2019-12-01 End Date: 20191231

Employee No MY0029 Employee Name Status 1] Pending Approval

= 2 (=3

Erprv“ Reject Remarks Submitted Date Error Day Type Shift Clock Clock | Clock Clock | Total Remarks Leave O7
(1 (Action) Date In Out In Qut Hour(s)
o ‘ 2018-12-10 | 2019-12-02, M Working Day ~ OFM-M 08:00 | 17:00 09:00  TEST TEST
Submitted Time 08:00 | 12:00 | 12:45 | 17:00

2. Click “Submit” once complete.
3. The message will be prompted to notify subordinates.

Sending email to employee

4. Subordinate will receive an email notification

Dear ==

Your Time And Attendance records had been mark by your supervisor.
The details are as follows:

Employee Name: W s o
Employee No.: MY0029

Start Date: 2019-12-01

End Date: 2019-12-31

Please login to mywavesuite Application to view more detail
Please Click Here
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Approval Page

To access module: E-Time Card -> Administration -> Work Hour Recording (Supervisor) -> select Timecard
Approval.

1. Select date range for the submission record, click “Retrieve” button.

2. Thelist of approval items will be displayed in a summary page.
3. Click“View Details” for more action.

3{ HRMS Application/ E-Time Card / Supervisor / Time Card Record (Supervisor)

5 Saae P Time Card Record Swmmiay Feges® Time Card Approval
Date Range: | 2019-12-01[) - z019-12-31 [
Employee No. Employee Name Status
MY0029 ¢

[2] Pending Approval , [1] Approved

4. Approve [ reject the request with remarks (optional).

Time Card Approval

Approve  Reject Remarks Submitted  Date Error Day Type  Shift ‘ Clock Clock | Clock Clock | Total Remarks Lea
(Action) Date In Out In Out | Hour(s)
Approved 2019-12-10 2019-12-02, ¢ Working Day OFM-M 08:00 | 12:00 | 12:45 | 17:00 0s:00 TEST TEST
@ 2019-12-11 . 201%-12-03, 1 Working Day  OFM-M [ 08:00 | 17:00 [ 09:00 test1
Submitted Time 08:00 | 12:00 | 13:00 | 18:00
L4 2018-12-11 2019-12-04, \ Working Day  OFM-M [ 08:00 | 17:00 [ 08:00 test 2
Submitted Time 08:00 | 12:40 | 13:15 | 19:00

5. Click “Submit” button once complete.
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Amendment Log
Amend Log (Time & Attendance Record)

Amended column shows the history of modified attendance record. Once record is amended, the Amended
column will indicate “Yes”

1. Click onthe “Yes” wording.
2. A message will display the log of history records.

[V] : Verification Column [H save |
[V] No Employee Date Error Day Shift Out Total Status Late Remarks Amended | Leave T
Type Hour(s) In
MY0028 OOI YIN MEI 2019-12-01, Sun RD
MY0023  OOI YIN MEI 2019-12-02, Men wo OF M- -00 09:00  Approved TEST TEST Yes
MYQ023  QOI YIN MEI 2019-12-03, Tue WD OFM-M i Pending
(EED Approval =i
Submitted Time 00 10:00
MY0Q028  QOI YIN MEI 2019-12-04, Wed wo OFM-M ’ Pending
omo0 o test 2
Submitted Time 00 1:00
MY0028  OOI YIN MEI 2018-12-05, Thu wo OFM-M 09:00 Yes
MY0028  QOI YIN MEI 2019-12-08, Fri wo OFM-M 09:00 Yes
MY0028 OOl YIN MEI 2019-12-07, Sat [els]
MY0028 OOl YIN MEI 2019-12-08, Sun RD
MY0028  OOI YIN MEI 2019-12-09, Man wo OF M-I 09:00 Yes
MY0028 OO YIN MEI 2019-12-10, Tue wo OFM-M 09:00 B
MY0028 OOI YIN ME] 2019.12.11, Wed wo OF .11 - Yes
:

Amendment Log

Employee Date Clock In Location Clock Out Location Date Modified Modified By

MY1012 - - 2016-08-24 Default Loc 1 Default Loc1 2016-12-08 17:30 =
MY1012 - & ¢ 2016-08-24 2016-12-08 15:06 =

MY1012 - ™ - 2016-08-24 2016-12-08 15:01 =™
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Tick V to Acknowledge

1. The column of Acknowledge will display the confirmed date & time.

Acknowledgement (Optional)

The Acknowledge Feature is allowed employee to acknowledge their time record.

[V] : Verification Column EE3
[Vl No Employee Date Error Day Shift marks Amended Leave oT Acknowledge Department
Type
MY0029 20191201, Sun  Missing OT RD e
MY0028 2019-12-02, Men wo OFM-M EST 10 Dec 2018 16:10 e
MY0029 2019-12-03, Tue wo OFM-M 11 Dec 2019 12:29 -
Submitted Time
MY0028 2019-12-04, Wed wo OFM-M 11 Dec 2019 12:29 - o
Submitted Time
MY0028 2019-12-05, Thu wo OFM-M e -
MYD028 2019-12-06, Fri wo OFM-M g
MY0029 2019-12-07, Sat oD - -
MY0029 2019-12-08, Sun RD -
MY0028 = 2019-12-09, Man WD OFW P
MY0029 2019-12-10, Tue wo OFM-M o
MY0029 2019-12-11, Wed WD OFM-M o
H:

Please note that any amendment made in attendance record will be updated as acknowledge as well.
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Work Hour Limit Report

The Work Hour Limit Report is a summary to sum up the total worked hours in a week.

Initial Setup

1. Weekly Shift Calendar (sample: Mon — Sun (Default) / Sun — Sat)
2. For additional setup, please Implementation/Support team.

Steps to Retrieve Work Hour Limit Report

1. To access module: E-Time Card -> Supervisor -> Work Hour Limit (Supervisor)

HRMS Application/ E-Time Card

= c-Leave

8 E-Claim

© Overtime
® E-Over Time

2o E Time Card

Time Matching
®  Time Sheet

«  Time Error Report

*  Time Matching Report

£ Training

2.

gy 7 (Production Instance)

3X HRMS Application/ E-Time Card / Supervisor /| Work Hour Limit (Supervisor)

Work Hour Limit [Work Day Record

EMPLX User Guide 14



Steps to Export Work Hour Limit Report

1. After retrieve, click "Export” button to export into Excel format.

3X HRMS Application/ E-Time Card / Supervisor / Work Hour Limit {Supervisor)

Work Hour Limit Work Day Record

| Work Hour

Supervisor: MY0026 - & «Eas SEa

Manth: 12 v Year: 2019 v

Refering: Company Policy

.Warmng { >=40 Hours) . Exceed Limit { 40 Hours)
Employee Week 48 Week 50 Week 51 Week 52 Week 1
(02 Dec - 08 Dec) (08 Dec - 15 Dec) (16 Dec - 22 Dec) (23 Dec - 29 Dec) (30 Dec - 05 Jan)

MY0028 2 - 45 45 45 a5 18

MY0079 o 2 a5 45 45 a5 18

TESTO02 - 45 45 45 45 18
2. Below s the sample report:

wipuuag i run 5 Angrmen 0 numoer L) Sues e cuniny
N12 - I
A ] =] o £ F G H ! J 3 L
Supersizor Al

2 Pent: 03 ear 20T7
3 | Pefening Company Poloy
' iarming| ) =50 Haws) it (3 O Hous)
5
& |ForndrestLabour
' Jab Wook 1l Waok T1 Waok 12 Waok 13
5 |Employes Supervison Deparment Cost Conter Grade PayGroup [05Mar- 11 (1ZMar- 18 (19Mar- 25  [26 Mar- 01
a e a— - —— T et 0510000300 oL Indrece 341 J6 o 0
n —— - - i - - g 0510070007900 8 Indveet £ a o 1]
T R Sem— P - 0510010031100 [(r Indrect, 43 36 a 0
iz | e - T 0510M002- 00 e Indirect 48 k- o o
" e A— . .- 051001000210 I Indirect = 24 [ a
" O e — ——— - AR ——— b B 05100000200 oo Indrect E 4 o a
5 - L e—— — e O5100I0007- 100 1= Indrsct o o o ]
13 e e —— N A S - P 051000031900 =8 Indvect & 48 o o
” —— e S & - — i R 0510MN002 00 8 Irndveer 4a 40 o 0
i - - —— e m— 051000002900 oL Indirect 48.5 2 o a
[0 - o —— - —— - 0510000200 I Indrect 24 36 o 1]
20 e - - —— i e 08100000200 o Indract * 1) o [}
21 - ——— LR e 051001000210 [l Indract a8 2 [ a
= Jab Wook 10 Wook Tl Wook 12 Wook 13
73 | Employes Supersson Depanment Cost Center Grade PayGroup (06 Mar-12 (13Mar- 13 (20 Mar - 26 (27 Mar - 02
E T LADCLE WARSSLIMAL T IO MO U ML DAG! WM Lbuly 0510040008 100 ('8 Indrect a a 1] i}
E - e - — . . - - — 0510040007100 oo Indiect 449 268 o 0
= e e s A T T s S 051000003700 o Indirect & 21 o a
7 - S R — e - 05100005500 o Indract s " o a
= L ] e ————— e e 0510010035100 =N Indrazt a5 251 o a
E-l . —— - e - B 051000075 100 (=8 Indrsct e 173 o a
£ . Sl b — - — Ty 0510010006: 00 I Indrest 45 27 o [
El s —— . - - B s 0510000003: 00 oL Indect NG 263 o 0
= - S . - - e - e —— 0510020003 100 (xS Indirect 6.2 o 0
n . - - - T . gy 05100000600 oo Indrect 44.4 27 ) 0
M 8 - G e . 051000003 100 o 0
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