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Time GPS

Navigation

On top-right of the page, click on the drop down and select “Emplx Time Attendance”

3
(), People Finder

BEHRMS Application

=+User Login Management

£ Administration

@ Emplx Time Attendance

B switch company

& Change Language
A Change Password

8 Help

» Logout

EMPLX User Guide



Location

1.1 Description
This page allows admin to review existing locations for employees to check-in in EMPLX Time
Attendance App

=

:(@ 0 O

Location Approval Settings

cowan B & 4] B
* le:ation Name +l Loordinates Ele Modified 'I.\clion
-Filter- -Filter- -Filter-
O [Farashock Sdn. Bha. .3872576, 100.27611686 £020-11-30 14:43 9 History
Yakin Bi Ci tructi 3878366458611, [2020-11-30 14:39 5 Hi .
(O [rakin Bina Construction 3078366456611 9 History
O [xixiang Xuju Tang Cafe |[.32848, 100.284 P020-11-30 13:23  History
O [vnolesome Art Center 3285723, 100.2840639 b020-11-30 13:23 o History
)
D whatE .32854, 100.284 [2020-11-30 1323 = History
O [vvashing Mama .35913, 100.294 020-11-30 13:23 9 History
Labels:
1. Location — Icon to navigate to this tab
2. Location Name — Column that contains all the locations’ names
3. Coordinates — Column that contains all the locations’ coordinates in Latitude and
Longitude
4. Date Modified — Shows when was the location’s name last changed date
5. Buttons to perform actions on the locations
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1.2 Adding New Location

Locate the coordinates of the location through https://www.google.com/maps
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https://www.google.com/maps

2. Navigate to “Location” tab and click on “Add” button on the top right

x

_ B8 =

Location Approval Settings

© Select All
% Location Name %+ Coordinates + Date Modified % Action *
-Filter- -Filter- -Filter-

(O Parashock Sdn. Bhd 5.3872576, 100.2761166 2020-11-30 14:43 o History
(O Yakin Bina Construction ifﬂ?iﬁ’fg‘iﬁgﬂl’ 2020-11-30 14:39 9 History
(O Xixiang Xuju Tang Cafe  5.32848, 100.284 2020-11-30 13:23 2 History
(O ‘nolesome Art Center  5.3285723, 100.2840639 2020-11-30 13:23 9 History
Q whate 5.32854, 100.284 2020-11-30 13:23 9 History
(O Washing Mama 6.35913, 100.294 2020-11-30 13:23 9 History & Delete

3. Fill in the Location Name and the Coordinates that you obtained from Step 1

Add New Location

Location Name

IMarlna Bay Residences I

Latitude @ where do 1 get coordinates ?

5.443213

Longitude

“100 307058 | S |

4. Click “Add” button

Add New Location

Location Name
Marina Bay Residences

Latitude @ where do 1 get coordinates 7

5443213

Longitude

100307058 2 |

— (e
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5. There will be a Success Message at top right and your location have been added.

¢ Sucessfully added Marina Bay

Residences

Location Approval Settings

© Select All 2 Merge Al ll + Add |
& Location Name 4 Coordinates & Date Modified 4 Action &
-Filter- -Filter- -Filter-
() Marina Bay Residences 5.443213, 100.307058 2020-12-1 18:58 i
D History
0O Mywave 5.3872576, 100.2761166 2020-11-30 16:51 2 Hislory
O 123009 5.3872576, 100.2761166 2020-11-30 17:29 o History En
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1.3 Viewing a Location
1. Click on the Coordinates of the location you wish to view

—

J Sucessfully added Marina Bay
Residences

Location Approval Settings

© Select All
4 Location Name 4 Coordinates 4 Date Modified 4 Action &
-Filter- -Filter- -Filter-
D Marina Bay Residences 5.443213, 100.307058 2020-12-1 18:58 9 History
D MyWave 5.3872576, 100.2761166 2020-11-30 16:51 9 History & Delete o
O 123099 5.3872576, 100.2761166 2020-11-30 17:29  History

2. The location will be shown in a pop up box

r =
Location
. ) s 5%
5°26'35.6"N 100°18'25.4"E r & g5 O’;a
C8V4+7R Tanjung Tokong, Penang Directions T
Caltex Q Jajan Pantai MoleK g—ﬁ &
View larger map v
Golden View
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jr'\uhi‘unthDli.‘"
Q a @
Maunt Erskine
Cantonese Cemetery L]
auce Facturyv
Grandviewo a
=] Condominium
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Googl % -
. 2
qTaman Kristdl“9' %,
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1.4 Changing Location Name
1. On the same row of the location you wish to change, click “Edit”

_

X

Location Approval Settings

& Select All 2 Merge All |l 4 Add
¢+ Location Name 4 Coordinates + Date Modified * £
-Filter- -Filter- -Filter-
D Marina Bay Residences 5.443213, 100.307058 2020-12-1 18:58 9 History
D MyWave 5.3872576, 100.2761166 2020-11-30 16:51 9 History
O 123099 5.3872576, 100.2761166 2020-11-30 17:29 9 History
) L20c SadiD 5.3872576, 100.2761166 2020-11-30 16:50 . P

2. Afollowing pop up will show up

Edit Location

Location Name

Marina Bay Residences

3. Change the location name in the input field and click “Save”

Edit Location

Location Name o

Marine Bae Lodgings|

o —> [Eem
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4. Location name changes will be reflected on the table

‘/ Location have been updated

successfully

0O

Location Approval Settings

+ Location Name 4+ Coordinates + Date Modified % Action *
-Filter- -Filter- -Filter-
D Marine Bae Lodgings 5.443213, 100.307058 2020-12-1 19:09 o History
D MyWave 5.5872576, 100.2761166 2020-11-30 16:51 9 History
D 123099 5.5872576, 100.2761166 2020-11-30 17:29 9 History
) |L2oc SadiD 5.5872576, 100.2761166 2020-11-30 16:50 i

5. You may refer to 1.7 Location History to check location’s old names
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1.5 Deleting a Location
NOTE: Only locations that were never used by the employees in EMPLX Time Attendance
app are allowed to be deleted.

1. On the same row of the location you are deleting, click “Delete”

Location Approval Settings

& Select All
% Location Name % Coordinates % Date Modified % Action *
-Filter- -Filter- -Filter-
D Marine Bae Lodgings 5.443213, 100.307058 2020-12-1 19:09 2 History
D MyWave 5.3872576, 100.2761166 2020-11-30 16:51 9 History
D 123099 5.3872576, 100.2761166 2020-11-30 17:29 9 History
M L2oc SadiD 5.3872576, 100.2761166 2020-11-30 16:50 i [ . I

2. When prompted, click “Yes”

Delete Location

You are about to delete Marine Bae Lodgings.

Are you sure?

>[I
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3. A success message will be shown and the location is now deleted.

x

& Select All

4 Location Name

-Filter-
D 12302399
D 123099

D L2oc SadfD

(@ Loc SadiD

Location

Coordinates
-Filter-

5.3872576, 100.2761166

5.3872576, 100.2761166

5.3872576, 100.2761166

5.3872576, 100.2761166

Settings

Date Modified

-Filter-

2020-12-2 0:09

2020-12-2 0:09

2020-12-2 0:09

2020-12-2 0:09

2 Merge All il 4 Add
2

4 Action 4

D History # Edit

D Histor i W Delete

@ Delele

EMPLX User Guide
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1.6 Merging locations
1. Click on the table header “Coordinates” to sort the table by Coordinates

Q00O

Location Approval Settings

© Select All

2 Merge All | + Add

Filter- ||| -Fitter- || -Filter- |

2020-12-2 0:09

D offline location

D Cicak House

D History W Delete

D Tusita Penang Center

W Delete

2020-12-2 0:09 9 History

) teamy 2020-12-2 0:09 ymenl ...

2. Select the locations that you wish to merge, and click “Merge Selected”

© 00

Location Approval Settings

& Select All 2 Merge Selected [ + Add

| -Filter- Filter- | [-Fitter- |

2020-12-2 0:09 9 History
2020-12-2 0:09 9 History
2020-12-2 0:09 9 History
2020-12-2 0:09 o History
2020-12-2 0:09 9 History
2020-12-2 0:09 9 History
2020-12-2 0:09 9 History
2020-12-2 0:09 o History
2020-12-20:09 9 Histary & Delete

2020-12-2 0:09 D History W Delete

offline location

Cicak House

0Oo0oo0oooo

est image sync 3

(Marine Bae Lodgings

Marina Bay Residenc

IMarina Bay Condeminium Com
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3. Double-check the locations

You may press the é) icon on the right to view the location

Merge Location

Location Name

Coordinates

Please select a location to merge into by clicking the location

Marine Bae Lodgings
Marina Bay Residenc

Marina Bay Condominium Complex

5.443213, 100.307038
5.443147, 100.306556

5.442346, 100.306965

4. Click the final location to merge into

Merge Location

Location Name

Coordinates

Please select a location to merge into by clicking the location

Marine Bae Lodgings
Marina Bay Residenc

Marina Bay Condominium Complex

5.443213, 100.307058

5.443147, 100.306556

5.442346, 100.306965

EMPLX User Guide
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5. Click “Merge” after confirming the locations

Merge Location

Please select a location to merge into by clicking the location

Location Name Coordinates
Marine Bae Lodgings 5.443213, 100.307058 Q
Marina Bay Residenc 2.443147, 100.3063556 Q
Marina Bay Condominium Complex 5.442346, 100.306965 Q

6. The locations will be merged and a success message will show

7 ALE I

Location Approval Settings

« Locations merged successfully |

& Select All 7. Merge All @l + Add

4+ Location Name Coordinates 4+ Date Modified + Action -
-Filter- -Filter- -Filter-
(O Marine Bae Lodgings ~ 5.442346, 100.306965 2020-12-2 0-40 = History
) 123099 5.0872576, 100.2761166 2020-12-2 0.40  History T

O Loecsp 5.3872576, 100.2761166 2020-12-2 0:40 9 History
(O cChun's Bike Enterprize  5.3872576, 100.2761168 2020-12-2 0:40 9 History

() ParaShock Sdn. Bhd 5.3872576, 100.2761166 2020-12-2 0°40  History & Delete
Eﬁ?e\.:glr\ﬁ[;isuus 5.3874875134039, 100.27616661004 | 2020-12-2 0:40 9 History & Delete

7. You may refer to 1.7 Location History to check which locations is merged in the past.

EMPLX User Guide 14



1.7 Location History
1. Click on “History” on the same row as the location

0O

Location Approval Settings

<« Location

© select Al
|-Filter- || -Fitter- ||[-Firter-
O Wei's Bike Enterprize 5.3872576, 100.2761166 _ © History
Airport 5.297021173313086, -
D 100.2?496752374162 _ 2 e = : ! -
O irpert 53183014, 100.2674144 _  History P—
O Emico Halaing 5.3178387, 100.2957951 _  History Em[ P

2. A pop up box will be shown containing location’s history

Edit History

Date Name Action Location Name
2020-12-2 0246 Updated Wei's Bike Enterprize
2020-12-2 0:40 - Added Chun's Bike Enterprize

View Merge History

EMPLX User Guide 15




3. Click on “View Merge History” button

Edit History

Date Name Action Location Name
2020-12-2 0:486 Updated Wel's Bike Enterprize
2020-12-2 0:40 - Added Chun's Bike Enterprize

View Merge History

4. The content of the pop up will show which locations are being merged before

Merge History

Date Name Action Location Name
2020-12-2 0251 Merge Wei Bike
2020-12-2 0:51 Merge Bike Shop

View Edit History

EMPLX User Guide 16



Approval

2.1 Description
This page allow approvers to approve locations that have been input by employees when
they take attendance through the EMPLX Time Attedance App

000

Location Approval Settings

B Aooroval
1 8

© Select All

4 Location Name E 4+ Employee Name u Coordinates n 4+ Date Mmiliedﬂ % Action

Nettoyage Station (M) Sdn 5.3286221, 2020-12-14 05:22 PM o HI -

D Bhd 100.2838938 D History # Edit % Obsolete
28, Tingkat Mahsuri, Bayan 5.3286688, 2020-12-14 04:30 PM o L -

= Baru, 11950 Bayan Lepas, 100.283866 ARG ~ Eot [ * Obsolete

Pulau Pinang, Malaysia

[ LPATeam Penang ?6302’223::31 2020-12-14 0421 PM | | g pigsory
O One Petz Pet Store f.oeoz.g:ggg.u 2020-12-14 0416 PM | | g pyiciory
[ Jordan Lye Photography f'uaﬂ;égg%s 2020-12-14 01:51 PM 9 History
O Drop3 f'oaug.ggﬁés 2020-12-10 10:02 AM 5 History

[M[3] page 1 0r1 (104
(=

Labels:

1. Select All - Click to select all checkboxes below

Location name column — Shows the name of pending locations

Employee name column — Shows which employee entered this location when they
sign their attendance in Emplx Time Attedance App

Coordinates column — Show the coordinates of the location

Date Modified column — Shows last date when this location name is changed
History — Click to view location’s history (See 1.7 Location History)

Edit — Click to edit the name of the location

Approve — Click to approve location(s)

Obsolete — Click to obsolete the location

N

LNk

EMPLX User Guide 17



2.2 Approving new locations
1. Select the location(s) to be approved and click “Approve Selected”

0 00

Lecation Approval Settings

B Approval

> | Crmmm)|

%+ Employee Name % Coordinates 4+ Date Modified 4% Action £

& Select All

%+ Location

-Filter- -Filter- -Filter-

Loc YABC MY0055 - OOI' YIN MEI  5.3872576, 100.2761166 2020-12-2 1:13 9 History

(M[4] page 10r1 I
=,

2. The following pop up will be shown.
You may double-check the location(s) selected by clicking on the p icon

Location Approval

You are about to approve the following location(s), please confirm the locations.

Location Name Coordinates

Loc YABC 5.3285051, 100.2839277 Q

= =3

EMPLX User Guide 18



3. Click on “Approve” to approve the selected location(s)

Location Approval

You are about to approve the following location(s), please confirm the locations.

Location Name Coordinates

Loc YABC 53285051, 100.2839277 Q

« Approve

EMPLX User Guide 19



4. A success message will show and the location will now be shown in the Location Tab

‘/ 1 location(s) is now approved! I
Location Approval Settings
B Approval
% Location Name + Employee Name s Coordinates 4 Action %
-Filter- -Filter- -Filter-
No data available in table
EE Page 1 of 1 \E‘@
Location Approval Settings
4 Location
@ soect Al 2|
4 Location Name 4 Coordinates 4 Date Modified 4 Action %
Loc YABC| X || |-Filter- -Filter-
D Loc YABC { 5.3285051, 100.2839277 2020-12-2 0:40 9 History
[M[] page 1011 [ [m]
oo
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2.3 Viewing a location
Refer to 1.3 Viewing a Location.

2.4 Changing Location Name

Refer to 1.4 Changing Location Name.

2.5 Location History
Refer to 1.7 Location History.

2.6 Obsolete Location

1. Inthe case where locations need to be obseoleted, click on Approval Tab

& Select All

#+ Location Name

-Filter-

C

n

0 00 n

o

Location Approval

Employee Name + Coordinates *

-Filter-

-Filter-

O

Settings

Date Modified *
-Filter-
2020-12-14 05:22 PM

2020-12-14 04:30 PM

2020-12-14 04:21 PM
2020-12-14 04:16 PM
2020-12-14 01:31 PM

2020-12-10 10:02 AM

(W[« page 10r1 (XM

Action

‘D History

D History

‘D History

D History

‘D History

D History

E Approval

@ Approve All »® Obsolete All

x Obsolete
X Obsolete

EMPLX User Guide
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2. Click on “Obsolete” button on the location to be deleted

& Select All

%+ Location Name

-Filter-

(i ]

&8 &8 & &

0 0O

Location Approval Settings

4 Employee Name 4 Coordinates + Date Modified %

-Filter- -Filter- -Filter-

2020-12-14 05:22 PM

2020-12-14 04:30 PM

2020-12-14 04:21 PM
2020-12-14 04:16 PM
2020-12-14 01:51 PM

2020-12-10 10:02 AM

[ («] page 1 or1 (][]

‘D History

D History

D History

‘D History

‘D History

‘D History

B Approval

@ Approve All % Obsolete All

% Obsolete

3. Click on “Yes” on prompt

Obsolete locations

You are about to obsolete
Are you sure?

EMPLX User Guide
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4. The location will be obsoleted.

ocation obsoleted successfully

Location Approval Settings

© Approval

© select All @ Approve All x Obsolete All

4 Location Name 4 Employee Name 4 Coordinates # Date Modified # Action *

9 History # Edit *® Obsolete

2020-12-14 04:21 PM 9 History
2020-12-14 04:16 PM © History
2020-12-14 01:51 PM 9 History
2020-12-10 10:02 AM o History

[[4] page 1 0t [

-Filter- -Filter- -Filter- -Filter-

2020-12-14 04:30 PM

O00O0 O
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Settings

3.1 Description

This page allow user with “GPS Location Setup” access to modify the settings related to

EMPLX Time Attendance App

=
3 EmpIX Time Attendance | EmpiX Tims Attendance
o o °
Lacation Approval settings
& Settings
Map Radius 12 metre(s)
Max Attendance Sync Periods 12 day(s)

Map Listing Method

n Gamera Gapture Feature
Manual User Input Lacations
E Check In Reminder

Check Out Reminder

E Break Time Reminder ves

1 - Google Maps + Gompany Locations

d Required on checking in

EAppvova\ Required for Input Locations

Approver

YEE HEN CHOONG - MY0023

©ndd Row

- ] =]

o

Labels:

1. Map Radius — The distance of the employee should be in when taking attendance

through EMPLX Time Attedance App

2. Max Attendance Sync Period — Maximum Duration that employee can get
3. Map Listing Method — Should the employee see the Locations provided by Google
Maps when taking attendance in EMPLX Time Attendance App

¢ o

Camera Capture Feature — Camera Feature of the EMPLX Time Attendance App
Manual User Input Locations — Should the employees be allowed to manually key-in

location names when taking attendance through EMPLX Time Attendance App

LN

Check In Reminder — Set a reminder for user to check in for their shift

Check Out Reminder — Set a reminder for user to check out for their shift

Break Time Reminder — Set a reminder for user to check in/out for their break
Approval Required for Input Locations — Is it required to approve locations that is

key-in by employees when taking attendance throught the EMPLX Time Attendance

App

10. Approver Listings — Approvers assigned to approve locations

EMPLX User Guide
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3.2 Assigning Location Approver

1. Set “Approval Required for Input Locations” to “Yes”.

Approver Listings table will show.

3K EmpiX Time Attendance/ EmpiX Time Attendance

Location Approval Sellings

& Settings

Map Radius
Max Attendance Sync Periods
Map Listing Method

Camera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

12 metre(s)
12 day(s)
1- Google Maps + Company Locations ~

KN o Required on checking In

L oo

ere are il locations pending approval
13y aporave ail (he locations in Apgraval fab fo {urn this ol

Approver Listings

Approver

Action

QAdd Row
—

2. Click on “Add Row”

3 EmpiX Time Attendance EmpIX Time Attendance

Location Approval Sellings

& Settings

Map Radius
Max Attendance Sync Periods
Map Listing Method

Gamera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

Approver Listings

Approver

12 metre(s)
12 day(s)
1- Google Maps + Company Locations ~

N o Required on checking in

L oo

Mo @ Ther are snil loestions pending apgroval
You may apprave all the locations in Agpraval tat fo turm this of.

Action

EMPLX User Guide
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3. Click on “Select Options” and pick an employee of the list

# Settings

Map Radius

Max Attendance Syne Periods
Map Listing Method

Camera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

Approver Listings

Approver

12 metre(s)
12 day(s)
1 - Google Maps + Gompany Locations -

N o Required on checking in

Mo @Tnere are stil locations pending spproval
You may approve all ine locations in Approval tab {e turn this off

Action

Select options

Select options

4. After assigning the approvers, click on “Save”

& Settings

Map Radius

Max Attendance Sync Periods
Map Listing Method

Gamera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

Approver Listings

Approver

12 metre(s)
12 day(s)
1 - Google Maps + Company Locations v

| on [ Required on checking in

[Aiiow L

No | @nere are st iocations pending approvar
You may approve ail Ihe iocations in Aproval ab 1o turn this off.

Action
[ = |

©add Row

EMPLX User Guide
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5. Success message will show and the approver listing have been updated.
The approvers will be further notified via email if any of the location requires
Approval.

&/ Your settings have been updated
3K EmplIX Time Attendance / EmplX Time Attendance | I

Location Approval Setlings
e
|

Map Radius 12 metre(s)
Max Attendance Sync Periods 12 day(s)
Map Listing Method 1 - Google Maps + Company Locations v
Camera Capture Feature [ on G Required on checking in
Manual User Input Locations. [ atiow [BENY
Check In Reminder ves 2
Check Out Reminder ves (2
Break Time Reminder ves (2N
Approval Required for Input Lacsions e e S LB IE 2Ehsta o tarm s o

Approver Listings

Approver Action

& |
©add Row
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3.3 Removing Location Approver

1. Click on the “Delete” icon on the approvers to be removed

# Settings

Map Radius

Max Attendance Sync Periods
Map Listing Method

Gamera Capture Feature
Manual User Input Locations
Check In Reminder

Gheck Out Reminder

Break Time Reminder

Approval Required for Input Locations

Approver Listings

Approver

12 metre(s)
12 day(s)
1. Google Maps + Company Locations ~

[ on I Required on checking in

No @ Tnere are still locations pending asproval
You may approve ail the focalions in Approval tab to urn this off.

Action

©Add Row

2. Approver of that row will be removed.

Map Radius
Max Attendance Sync Periods
Map Listing Method

Gamera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

12 metre(s)
12 day(s)
1 - Google Maps + Company Locations v

| on [ Required on checking in

[Aiiow L

No D There are still locations pending approvat

val
Youmay approve ail the iocations in Approval tab to turn this off

Approver Listings

Approver

Action
[ = |

©add Row

EMPLX User Guide
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3. Click “Save” button the save the changes

Map Radius
Max Attendance Sync Periods
Map Listing Method

Gamera Capture Feature
Manual User Input Locations
Check In Reminder

Check Out Reminder

Break Time Reminder

Approval Required for Input Locations

Approver Listings

Approver

12 metre(s)
12 day(s)
1 - Google Maps + Company Locations ~

KN or Required on checking in

O3 o

@D There are still locations pending approvat
You may approve ail the iocations in Approval ab to turn this off.

Action

QAdd Row
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3.4 Enable Check In/Check Out/Break Time Reminder
1. Set Reminder to “Yes”. Its input will appear.

Map Radius 12 metre(s)

Max Attendance Sync Periods 12 day(s)

Map Listing Method 1 - Google Maps + Company Localions v
Camera Capture Feature IR o Required on checking in
Manual User Input Locatians [ anow 5N

Check In Reminder Nn

O Before Shift Start Remind Every | 0 minute(s)  For | 0 occurrence(s)  Before Shift Start

Note: 1st Reminder will send out 0 minute(s) before your shift start Total 0 Reminder

[ After Shift Start Remind Every = 0 minute(s) For o occurrence(s)  After Shift Start

Note: 1st Reminder will send out 0 minute(s) after your shift start. Total @ Reminder

Check Out Reminder Tl Mo |
Break Time Reminder ves (2N
Approval Required for Input Locations. ™

@ 7nere are s iocanions penaing approval
You M3y EPprove aii e I0CANoNS In ADPIOVAI 18D 10 Turn 18IS off

2. Select Check box to enable the respective reminder and its input

Settings

Save

Map Radius 12 metre(s)

Max Attendance Sync Periods 12 daytﬁ)

Map Listing Method 1 - Google Maps + Company Locations ¥
Camera Capture Feature EN o Required on checking in
Manual User Input Locations [ anow [BEN

Check In Reminder [ ves

[Before Shift Start Remind Every 0 minute(s) For [ occurrence(s)  Before Shift Start

Note: 1st Reminder will send out 0 minute(s) before your shift start Total 0 Reminder

O After Shift Start Remind Every 0 minute(s) For o occurrence(s)  After Shift Start

Note: 1st Reminder will send out 0 minule(s) after your shift starl. Total 0 Reminder

Gheck Out Reminder ves [IECH
Break Time Reminder ves [IECH
Approval Required for Input Locations No

@ riere are st focations pending approval
T e e e et ta t0 urn s o

3. A small note will be shown based on user’s input.

Map Radius 12

metre(s)
Max Attendance Sync Periods 12 day(s)
Map Listing Method 1 - Google Maps + Gompany Locations v
Camera Capture Feature KR o Required on checking in
Manual User Input Locations [ anow 2N
Check In Reminder [ ves T

Before Shift Start Remind Every 10 minute(s) For 4 occurrence(s)  Before Shift Start

I Note: 1st Reminder will send out 40 minute(s) before your shift start. Total 4 Reminder I

O After Shift Start Remind Every 0 minute(s) For 0 occurrence(s)  After Shift Start

Note: 1st Reminder will send out 0 minute(s) after your shift start. Total 0 Reminder

Check Out Reminder Yes n
Break Time Reminder Yes n
Approval Required for Input Locations Ne  @7nere are st iocanons penaing soproval

val
You may approve all 1ne Iocalions in ABRroval 150 fa turn iis off
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4. After set Reminder, click on “Save” to save changes.

Map Radius 12

Max Attendance Sync Periods 12 day(s)

Map Listing Methad 1 - Google Maps + Company Locations v
Camera Caplure Feature EN o Required on checking in
Manual User Input Locations [ anow 0]

Check In Reminder [ ves 0

Before Shift Start Remind Every 10 minute(s) For 4 occurrence(s)  Before Shift Start

Note: 1st Reminder will send out 40 minute(s) before your shift start. Total 4 Reminder

O] After Shint Start Remind Every 0 minute(s)  For 0 occurrence(s)  After Shift Start

Note: 1st Reminder will send out 0 minute(s) after your shift start Total 0 Reminder

Check Out Reminder ves ICH
Break Time Reminder ves [ICH
Approval Required for Input Locations No  @Tnere are still iocarions pending appravar

You My 3pDTOVE &1 10 I0CANIONS 1N ABRIOVSI Lad 16 urn IS off
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3.5 Check In/Check Out/Break Time Reminder Scenario

Shift Reminder: D = Checkin Remin(- = Check out Reminder
Break Reminder:C) = Check in Remindi) = Check out Reminder
* = Early Check Out

Normal Shift
Shift Start Break Time Shift End

| [ O ]

At Shift Start, there are 2 set of Check in reminder (Before shift start & After shift start). At
shift end, there is 1 set of reminders (Check out/After shift end). On break time, there will be
1 reminder for check out (Break start) and 1 reminder for check in (Break end).

With OT
OT End OT Start

OT Start  Shift Start Break Time ShiftEnd  OT End

=|=_|] B ||

If there is OT before/after shift, the reminder time will be affected. *Only valid for OT that
End on shift start or Start on shift end.

With Leave
Leave Start Leave End

Shift Start Leave End Break Time Leave Start  Shift End

If there is Leave before/after shift, the reminder time will be affected. *Only valid for Leave
that Start on shift start or End on shift end.
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With Hourly Leave

Shift Start Leave Start Leave End Break Time Leave Start Leave End Shift End

@|E |mOE@ @ (RO, (M

For hourly leave, check in & check out reminder will still be trigger on Shift Start and Shift
End. When Leave Start, it will trigger a check out reminder after Leave Start, and check in
reminder before and after Leave End.

If Leave is intersecting with Break time, the reminder time will be affected.

Leave Start Leave End

Shift Start Leave End Break Time Shift End

| I

If Leave End is intersecting with Break Start time, the reminder will only send when Break
End. *Shift Reminder will be chosen instead of Break Reminder.

Leave Start Leave End

Shift Start Break Time |eave Start Shift End

] |

If Leave Start is intersecting with Break End time, the reminder will be sent when Break
Start. *Shift Reminder will be chosen instead of Break Reminder.
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Early Check out (Inside Tolerance)

Shift Start Tolerance Break Time Tolerance  Shift End

Early Check out (Outside Tolerance)
Shift Start Tolerance  Break Time Tolerance  Shift End

mle w ®@ % =

D
To count as a valid Early Check out, it must be within the tolerance interval as shown. A and
B are valid early check out as they lie between tolerance intervals. C and D are invalid early
check out as they lie outside tolerance interval. If it is a valid early check out, it will not
trigger a check out reminder.
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