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PayTime Platform Support:-
» Hopefully, this list will grow a lot.

=  Windows XP (32 bits & 64 bits)

=  Windows 7 (32 bits & 64 bits)

=  Windows Vista (32 bits & 64 bits)

=  Window 8 & 8.1 (32 bits & 64 bits)

=  Window 10 (32 bits & 64 bits)

=  Windows Server 2003 (32 bits & 64 bits)
=  Windows Server 2008 (32 bits & 64 bits)
=  Windows Server 2012 (32 bits & 64 bits)

SQL Connection Parameter:-

Sgl Connecticn Paramete

SQL PARAMETERS

SQL Server Mame AMANTRAZO0S

DataBase Mame PayTime

SQL Mode @ S0L Login @) Windows Login

SQL User Name sa

SQL Password e

Set Parameter

» After Installation of PayTime above screen will be opened.

SQL Server Name: - Name of SQL Server (By Default is .\Mantra)

Database Name: - PayTime (It’s read only)

SQL Mode: - SQL Server or Windows Authentication

SQL User Name and SQL Password: - You need to provide SQL User Name and
Password if you have selected SQL Authentication.
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Login:-

Enter authorized Username and Password to login.

P T - SE
User Name
Password
Trial version : 14 days
Attempts: 3
License Login Cancel

» After saving SQL Server Parameter, PayTime Login screen will be opened.
» PayTime Main screen will be opened after providing correct User Name and Password.
» 15 days Trail Version will be provided, after that you need to take License.
» By Default User Name is admin and Password also is admin.
» After Three continuous incorrect attempts for login into PayTime, it will be closed.
» And you need to start it again.
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1. Dashboard:-

» The Dashboard Menu has the following items.
1.1. Admin Dashboard

1.2. Employee Dashboard

® PayTime Enterprise =

@ Dashboard W Masters <>Transaction 4f Time Reports i User Management %,Download @ Alert 2 Payroll @ MFS JQuitilities ¥ Andro Setting
2, Admin Dashboard A ~ y
&% Employee Dashboard

PayTime”

User Name : ADMIN 2017-Mar-16 11:50:08

) — @ 3 ’ - T 7 T — ; —
> & B 5 ' ; ¢ ) % o 11:50 AM

3/16/2017
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1.1 Admin Dashboard

© PayTime Enterprise

Company

Admin Dashboard

Strength [ | I I I At Work Late IN Early OUT ®
Theme Appreance |Mature ::okxs - Palettes |Nature Colors Label @] val % l‘

Attendance Summary

e —

Hours Summary

o E—

I Present: 1.0
B Absert: 2.0
I Error: 1.0

I Leave: 1.5
[, HolidayOFf: 0.0
W eeklyOif: 6.0
B OutDuty: 0.0
B LessHour: 0.0
I HalfDsy: 0.5

[Present 1.0

HalfDay: 0.5]

Employee At Work Export =

Hours Summary

Hours (HH.mm)

Leave Summary

16
14
12 0]
10 |
6
44
24
01— T
Yy g,

[0 HH.romn L

11,00

[}
Ya
L‘s,,e

[T At work
I

Total Employes at Wark

1.5 B Today

. [ -

User Name : ADMIN

PayTime Enterprise
2y P!

Network 37 F

2017 intermet access

] F—

I Pressnt: 1.0
B Absent: 2.0
I Error: 1.0

B Leave: 1.5
[ Holidayoff: 0.0
I VeeklyOFf: 6.0
B OutDuty: 0.0
I LsssHour: 0.0
B HalfDay: 0.5

[ 1]

Employee At Work Export =

Hours Summary
16 7

L0, 00

Hours (HH.mm)

G, o, %

Leave Summary

Ore,

[T At wark
D

Total Emplayee at Wark

Tatal strength

1.5 B Today

1.0 B Tomorrow

4.0 B Next 7 Days

215 B Next 30 Days

User Name : ADMIN

[Network 37 |~
2017-| internet access
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1.2

@ PayTime Enterprise

Employee Dashboard

Employee Dashboard Company |- None -- - Branch [-- None - E
|Theme Appreance  |Mature Colors = Palettes |Nature Colors = Label val % Label Angel |45 - Transparency [135 - Skin | Caramel - |
|Sear|:h Employee Emp ID : EMP456 - Emp Name :  Rushil Koriya - Enrcll ID : 45 ~ Jan-2017 [EINd |

Profile Attendance Summary Export v

W, Present: 13.0

I, Absent: 7.0

W Error: 0.0

T Leave: 7.0 E

I, Holidayoff: 0.0
I eskiyOFF: 3.0
M CutDuty: 0.0
M LessHour: 3.0
I, HaffDay: 1.0
1, Before DO 0.0

ID: EMP456
Name : Rushil Koriya
EnrollNo: 45
Mobile No : 9227266229

Email ID :  softwaresupport@matratec.com

Department : Software Developer

Designation : Developer =
DOB: 1/18/1988

DOJ: 12/11/2011

Hour Summary epot [ -] Attendance Report
150 [- HH.mm Drag a column header here to group by that column
1z0 » |01-Jan-2017

Q0

User Name : ADMIN

© PayTime Enterprise

2017-| internet access

@ Dashboard W M: rs - action . Time Reports i U E ment 4+, Download @ Alert £ Payroll @ MFS
Email ID :  softwaresupport@matratec.com i
Department : Software Developer —
Designation : Developer
DOB: 1/18/1988
DOJ: 12/11/2011
Hour Summary Bpot [ -] Attendance Report
190 o Drag a column header here to group by that column z
Date shift In out TotalHr OSHr Status = |
» |01-13n-2017 o 09:00 0:00 00:00 00

Tokal Hour Early IN Late IN Early OUT Crver Time b
Monthly Summary Export ] 2017 [ERa
2 Present
8 Absent
20 S8 Leave

Feb Mar Apr May Jun Jul Aug Sep ot Hov Dec L

User Name : ADMIN

Network 37 |
2017 intemet access
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2. Masters:-

» The Master Menu has the following masters.
1. Company Master

Other Company
Branch Master
Department Master
Designation Master
Shift Master
Shift Group Master
Employee Master
Holiday master

. Leave Type Master

. Device master

. Palm Enroliment

. Schedule Master

. Transaction Year

Lo NOULAEWN

P R R R
A WNPFP O

@ PayTime Enterprise

@ Dashboard W Masters < Transaction «f Time Reports ﬁi User Management ,i, Download ‘ Alert £ Payroll .MFS Zé’ uitilities ¥ Andro Setting

Company Master
Other Company
of Branch Master
Department Master
Designation Master
¢ Shift Master
. Shift Group Master
Employee Master
Holiday Master
LeaveType Master
EC Device Master
Palm Enroliment
Schedule Master
a® Transaction Year

User Name : ADMIN 2017-Mar-16 11:50:41
1:50AM |

- ) %M

3/16/2017
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2.1 Company Master

@ PayTime Enterprise

@ Dashboard W Masters 5 Transaction . Time Reports i User Management ¥, Download @ Alert £ Payroll @ MFS  Q utilities e Andro Setting

Company Master

Name Mantra Softech (India) Pvt. Ltd.
Address B203, Shapath Hexa, Near Gujarat High

Court, 5.G. Highway, Sola, Ahmedabad,

Gujarat 380060 MANTRA

Upload Logo
Contact No [07242088000 |
Mobile No (SMS) [2227266229 |
Require Employee Attendance by Email ?
Email ID |suftwaresuppurt@mantratec.cum |
o
User Name : ADMIN 2019-Feb-12 12:55:40

» Save your Company Name, Address, Contact Number, Mobile No (SMS) and Email ID.

» If Company Head SMS is tick mark in Alert -> SMS Event Allocation then SMS for Employee summary will
get on Mobile No (SMS).

» If you required All Employees Attendance Reports in Company Email ID then tick mark the Option as
shown in above screen.

» Upload Your Company Logo.

Website: www.mantratec.com Page 10 of 88
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2.2 Other Company

@ PayTime Enterprise
@@ Dashboard W Masters 5> Transaction 4f'Time Reports ifj User Management ¥, Download M Alert 2 payroll @ MFS 23 Utilities # Andro Setting

Other Company

R ey adiress el
B203, Shapath Hexa, Near Gujarat High Cou... |softwaresupport@manratec.com

Mantratec

Name \Mantratec \ Q

Address B203, Shapath Hexa, Near Gujarat High
Court, 5.G. Highway, Scla, Ahmedabad,
Gujarat 380060

Contact No [p7945068000 |

Mobile No (SMS) [3227266229 ‘
Require Employee Attendance by Email ?

Email ID ‘Sn&waresuppnrt@manratec.cnm ‘

MANTRAO

Upload Logo

Search here

User Name : ADMIN 2019-Feb-12 13:00:06

» Save all Company Details other than main Company in Other Company.

» To add new Company, Click on ‘New’ and then fill Name, Address, Contact Number, Mobile No
(SMS) and Email ID then click on ‘Save’.

On right side screen, it displays all Companies which already entered by you.

It allows you to delete Company entries on clicking on ‘Delete’.

Upload Your Company Logo.

YV V
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2.3 Branch Master

© PayTime Enterprise

ement ,Lgnwnlnad lg\ert Z Payroll MFE i}_‘;-?gltlm:\-;s ’lgndrns-;ttmg

Branch Master

| Branch Name Branch Code Company Name

Your Branch Mantra Softech (India) Pvt. Ltd.

Company [Mantra Softech (India) Pvt. Ltd. '] Ahmedabad Mantra Softech (India) Put. Ltd.

Branch Name Ahmedabad Q

Branch Code HO

Search here

2017-Mar-16 12:46:18

User Name : ADMIN

» Save all Branch details of Company in Branch Master.

» To add new Branch, click on ‘New’ and then select Company then click on ‘Save’.
» Onright side screen, it displays all Branches which already entered by you.

» It allows you to delete Branch entries on clicking on ‘Delete’.
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2.4 Department Master

© PayTime Enterprise =

@ Dashboard W Masters >Transaction 44 Time Reports i User Management ¥ Download @ Alert £ Payroll (@ MFS & Uitilities e Andro Setting

Department Master

=~ Software

Name Software S
Head of Dept. [ None - v]
Email softwaresupport@mantratec.com

Require Employee Attendance by Email ?

Search here
L] |
User Name : ADMIN 2017-Mar-16 14:06:04

» Save all available Departments in Department Master.

» To add new Department, Click on ‘New’ and Then fill Name and Head of Department information
and then click on ‘Save’.

On right side screen, it displays all Departments which already entered by you.

It allows you to delete Department entries on clicking on ‘Delete’.
If Department Head required Attendance Reports of all his/her Employees then tick mark option
as shown in Screen.

YV V
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2.5 Designation Master

@ PayTime Enterprise
@ Dashboard W Masters > Transaction #f Time Reports i User Management % Download @ Alert £ Payroll (@ MFS 2R Uitilities # Andro Setting

Designation Master

Name Developer @

Search here

2017-Mar-16 13:58:55

User Name : ADMIN

» Save all available Designation in Designation Master.

» To add new Designation, Click on ‘New’ and Then fill Name of Designation and Click on ‘Save’.
» Onright side of screen, it displays all Designations which already entered by you.

» You can delete Designation entries on clicking on ‘Delete’.
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2.6 Shift Master

@ PayTime Enterprise
& Dashboard

W Masters $>Transaction 4f Time Reports i User Management %, Download @ Alert £ Payroll

2@’ Utilities

@' MFs # Andro Setting &' MORX

Shift Master

User Name : ADMIN

>

Save all Shifts available in the Company to Shift Master.

Name: - Name of Shift

Shift Group: - Assign Shift to Shift Group (in Auto shift assign Shift Group to Employee)
Time: - Start Time and End Time of Shift
Duration: - It will be automatically calculated based on Shift Start Time and End Time.

\ Shift Name Start Time End Time Min HalfDay Hrs Min FullDay Hrs Shift Group
Shift Group -- Select -- ~
Start Time End Time
Duration Hrs
Recess Duration Hrs
Min Hrs for Half Day Hrs
Min Hrs for Full Day Hrs
Absent SMS Schedule Time Hrs
Grace Time Before Minutes
Lunch Time Start Hrs
Lunch Time End Hrs
Tea Time Start Hrs
Tea Time End Hrs
Note :-
-> Recess Duration will be deducted from Total Hours if Total Hours
more Than 05:00 Hours.
-> Mention Recess Duration if you want to deduct from Total Hours.
Search here
=

2020-Nov-17 15:38:47

YV VV VY

Recess Duration: - It will be deducted from Total Hours if Total Hours more than 05:00 Hours.

Min Hrs. for Half Day: -

= |f Employee worked more than Min Hrs. for Half Day then his/her attendance will be count as
Half Day.

= |f Employee worked less then Min Hrs. for Half Day then his/her attendance will be count as
Less Hour.

Min Hrs. for Full Day: -

= |f Employee worked more than ‘Min Hrs. for Half Day’ then his/her attendance will be count as
Present.

= And if Employee worked more than ‘Min Hrs. for Full Day’ then working Hours more than ‘Min
Hrs. for Full Day’ will be considered Over Stay (OS).

Absent SMS Schedule Time:-

=  Enter Schedule SMS Time if Employee will be absent in that Shift
Grace Time Before:-

= |tis for Future enhancement. Default Value is 60 minutes and No need to change that value

Website: www.mantratec.com
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2.7 Shift Group Master

@ PayTime Enterprise
@ Dashboard W Masters > Transaction #f Time Reports i User Management % Download @ Alert £ Payroll (@ MFS 2R Uitilities # Andro Setting

Shift Group Master

—m— | shift Group Name

Name Rotate k%

Search here

2017-Mar-16 14:00:27

User Name : ADMIN

» Save all available Shift Group in Shift Group Master.
» To add new Shift Group, Click on ‘New’ and Then fill Name of Shift Group and Click on ‘Save’.

» Onright side of screen, it displays all Shift Group which already entered by you.
» You can delete Shift Group entries on clicking on ‘Delete’.
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2.8 Holiday Master

@ PayTime Enterprise U 0 S 0 ) S—— .o | et
@@ Dashboard W Masters 5> Transaction 4f Time Reports jjj User Management ¥, Download @ Alert 2 payroll @ MFS X% Uitiities ¥ Andro Setting

Holiday Master

—M— | Holiday Date Holiday Name
2017/01/14 Uttrayan
Name Uttrayan Q
Date 14-Jan-2017 [~
Search here

User Name : ADMIN 2017-Mar-16 14:02:08

Y

Save all Holidays in Holiday Master.

» To add new Holiday, Click on ‘New’ and Then fill Name of Holiday, Select Holiday Date and Click
‘Save’.

» Onright side of screen, it displays all Holidays which already entered by you.
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2.9 Leave Type Master

@ PayTime Enterprise

[ s 3o

@R Dashboard W Masters 7= Transaction 4f Time Reports  jji User Management ¥, Download @ Alet 2 Payroll @ MFS 2% Utilities W Andro Setting & MORX

Leave Type Master

CcL Casual Leave

Leave Type CL Q
Description Casual Leave

@ Is Carry Forward Leave? No Of Leave : 0.0

© Is Encashable Leave? No Of Leave : |0.0

Is Half Leave Applicable?

Is Auto Credit Leave On Every Month? No Of Leave : 1.0

Leave Without Balance

Note: Transaction Year Entry require for Auto Credit Leave feature.
Search here

Mantra.Local
User Name : ADMIN ‘ Internet access 11 16:07:09

» Save all Leaves in Leave Type Master.

Y

To add new Leave, click on ‘New’, fill Name of Leave Type, Description, check weather Leave is
Carry forward or Encashable, Half Leave Application or Not and then click ‘Save’.
» Onright side of screen, it displays all Leave Types which already entered by you.

Y

Check on “Is Half Leave Applicable?” if Leave can be provided for Half day.

» If you want to credit leave balance automatically on every Month then define No of Leave and click
on “Is Auto Credit Leave on Every Month?”

» If you want to give Leave with Balance check then click on “Leave Without Balance”

Website: www.mantratec.com Page 18 of 88



http://www.mantratec.com/

MONTRA

MANTRA SOFTECH (INDIA) PVT. LTD.

2.10 Device Master

& PayTime Enterprise — x

@ Dashboard W Masters 45>Transaction «ff Time Reports i User Management %, Download @ Alert 2 Payroll @ MFS 2R Uitiities fk Andro Setting

Device Master

—M | Device Name Device 1D Device 1P Made Status
5 Mantra HO Device 192.168.1.22 DEFAULT Offline
Device Name Q
Device Password
Device Mode DEFAULT ~
Device Type MFSTAB ~ Is Location Compulsory ?
Push Data
Note:
a) Restart Pushdata Service from Datadownload -> Start-Stop Service
after New Device Entry
b) All dewice which have same model type will share same server port.
e.g. : If you have BioFace devices with 2 Quantity than
server port for all those devices will be same.
Search here

User Name : ADMIN 2018-Jul-18 21:57:44

» Configuration of All Devices are needed to save in Device Master.

» Device ID, Device IP, Port Number, Device Password Details will be got from your Device Menu.
> You can set Device Mode to IN, OUT or Default.

Device Mode:-

= IN - All entries downloaded from the Device will be considered as IN Entries.
= Out - All entries downloaded from the Device will be considered as Out Entries.
= Default — In — Out will be considered from Device In — Out Flag.
» You have to select Device Type from list displayed in Device Type Fields.
Push Data Configuration:-
Server Port — On this Port, Device will sent Data to Server, show this port will be accessible from
Device & enter same Port in “Server Port” in Device Menu.
Server IP/Host IP (At Device Level) — This value need to set in Device Menu and it should be IP
address of Server where PayTime Push Data Service is running.
MFSTAB Device:-
» Is Location Compulsory ? — Tablet Location Latitude/Logitude.
Reset PASS (123456) — Reset your Tablet Password.
Active/Deactive — Active/Deactive Device.
Upload License — Upload MFSTAB Device License File.

Y V V
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2.11 Palm Enrollment & Verification

€ PayTime = i
File Masters Transactions Reports Download MFS  Payroll  Utiliies Appearance Help  About
File Masters Transactions Reparts Download MFS Utilities Appearance Help
O logorf O Edt
Palm Enroliment
— Entry Module
Verification Section
Employee Id 1 - Employee ID
Name
Employee Name |Rajesh Kor e
_ - Address
@ Left Hand
Email ID
“) Right Hand Phone No
Mobile No
Punch ID
Emp. Photo
Enrollment Score is Good
Start Envollment Cancel Enollment | [ VerfyPaim | | Update Photo | | Exit ]

User Name : ADMIN

» Employee Left and Right Hand Palm can be enrolled from

» Firstitisin Verification Mode, if it not verified then it allows you to enroll the palm.

Palm Enrollment.

2015-Aug-19 18:57:38

» If Palm is verified then his/her information will be displayed right side of the screen as shown in

below Screen.

Palm Verification:-

© PayTime | i
File Masters Transactions Reports Download MFS Payroll  Utiliies Appearance  Help  About
File Masters | Transactions  Reports | Download WFS Utiities Appearance Help
© Logoff O Exit
Palm Enrollment
[~ Entry Moduie
Verification Section
EmployeeId 1 - Employeed 1
Name Rajesh Korya
Employee Name  |Rajesh Korya 7
Address 8/203, Shapath Hexa, Nr. Guiarat Hich Cour, § G. Hohway, Anmedabad 380060
® Left Hand
Email ID softwaresupport @mantratee com
Fight Hand Phone No 9227266229
Mobile No 8347002127
punch ID 1
Emp. Photo
Verification Successfully Completed. ‘
Start Enroliment Cancel Enroliment Verfy Pam | [ Update Photo | | Exit )

User Name : ADMIN

2015-Aug-19 18:58:18

Website: www.mantratec.com
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2.12

Schedule Master

® PayTime Enterprise

ction 4 Tim:

Scheduler Name Data Download

Scheduler Type [Ra:urmg on Specified Time ']

Scheduler For @ Data Download Mail Send Andro
Duration

Start Date 16-Mar-2017 14:13 [Ev @ End Date 16-Mar-2017 14:13
@ No End Date

Frequency

Daily
Recurs every [1 +| day(s)
Recurs every |1
Monday Wendesday Friday Saturday
Tuesday Thrusday Sunday
@ Day |1 H| of every |1 s
The |First Monday 1

Daily Frequency
@ Occurs Once at 14:13:30 |

:

@ Occurs Every |2

Starting 14:13:30 (£

[C] Ending  14:13:30 =

r Management ,Lgownload ‘a\eﬂ: Z payroll

Schedule Master

s i Andro Setting

Data Download Recuring on Specified Time | Daily

SubType

StartTime SechedulerFor

2017-03-16 1

DataDownload

User Name : ADMIN

You can create below Types of Scheduler Master

1) Data Download from Devices : For Device Data Download
2) Email Sending Scheduler : For Emailing Attendance Report
3) Andro Scheduler : For Synchronizing Data for Android APK

2017-Mar-16 14:14:09

» Device Transaction will be automatically download as per entry done in Schedule Master.
» There are different ways that you can manage scheduling of Device Transaction.

1) Recurring Continuously

2) Recurring on Specified Time

a) Daily
b) Weekly
¢) Monthly

» You can set Daily Frequency for all three above conditions.

» For Example: - Above Screen shows that Data will download at Every Minute between 12:00
PM to 12:30 PM on Every Day.

Website: www.mantratec.com
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2.13 Transaction Year

@ PayTime Enterprise =)

@ Dashboard W Ma = Transaction 4f Ti eports  jji User Management % Download [ Alert £ Payroll @ MFS 2R uitilities ¥ Andro Setting

Transaction Year

m | Fram Month From Year To Month To Year
January 2016 January 2017
Transaction From Year 2016
From Month January
Transaction To Year [2017 v]
To Month [Januarv v]
Search here
==
User Name : ADMIN 2017-Mar-16 15:37:04

Y

Save Transaction Period in Transaction Master.
> To add new Transaction, click on ‘New’, Select Transaction “From Year”, "From Month”, “To Year”
and “To Month” and then click ‘Save’.

» Onright side of screen, it displays all Transaction Years entries which already entered by you.
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3. Transaction:
» The Transaction Menu has the following ltems.

1.

@ PayTime Enterprise

@Dashboard W Masters %UTransaction 4f Time Reports i User Management %, Download @ Alet £ Payrol @ MFS X3 Utilities ¥ Andro Setting

User Name : ADMIN

O NV RWN

Manual Punching

Shift Allocation

Shift Allocation Import

Palm Verify

OnDuty/Leave Entry

Leave Sanction

Leave Encash/Carryforward

Leave Encash/Carryforward Rollback

Manual Punching
P Shift Allocation
Y Shift Allocation Import
Palm Verify
OnDuty/Leave Entry
Leave Sanction
Leave Encash/Carryforward
Leave Encash/Carryforward Rollback

8 MORX

2020-Nov-17 13:55:50

Website: www.mantratec.com
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3.1. Manual Punching

# PayTime Enterprise Cn e —

@ Dashboard W Masters %= Transaction 4f Time Reports

i User Management %, Download @ Alert £ Payroll €

Manual Punching

5 Y% utilities e Andro Setting |8 MORX

Company Mantra Seftech

Employee(Data Process)

Manual Punching Detail

Characters : 250)

Note: You must do Data Process for
displaying manual entry in Report.

Employee 1D Employee Name Punch 1D
Branch  [ahmedabad Branch -] [l employ ploy
Department {2 Pranjal Shah 1
[ Department Name )z rishikesh patel 2
| |3 Bhavin 3
Sehrans |+ Privanic 4
)5 Test 5
(=3 Hardik 6
{7 Testl 7
s Test2 S
[l|e Test3 g
10 Rajesh Koriya 10
]2 Testd 11
Search Here
12 PR 12
Mode n v] {15 = 15
IN - QUT Time  16:11:27 @~ O]1s ag 16
From 01-Oct-2018 [Ed [Cl|17 aq 17
01-Oct-2019 B O]s sd 18
To
IP Address 192.168.4.229 -
Reason Forgot to Punch
(Maximum

[[] Employee 1D Employee Name IN-OUT Mode
5 2019-10-28 11:30:00 | IN
|15 s 2019-10-30 09:30:00 | IN
1|18 sd 2019-10-28 11:30:00 IN
[|18 sd 2019-10-30 09:09:00 | IN
|z Test1 2019-10-05 19:01:00 OUT

Mantra Local
| Internet aceess 11 16:12:10

User Name : ADMIN

» Manual entries of attendance with IN — OUT timing and attendance date can be entered by

selecting manual punching option in Transactions menu.

» To save manual entry, select Employee from list, mode of IN — OUT, IN —OUT timing with date and

for which Device you want to do manual punching then click on ‘Save’.

» Itis very useful in case of employee forgot to punch in device Terminal.
» If you want to delete manual punch after process (Data receive) then Roll back of that Employee’s
data from selected date. Now go to in manual punching and you can delete the records.

> Note: - After Manual Punch, Data Receive Process must require for displaying this manual punch

on all Attendance reports. So select employee and click on “Start Process” to do manual

Punching.

Website: www.mantratec.com
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3.2. Shift Allocation

@ PayTime Enterprise =

@@ Dashboard W Masters 3 Transaction . Time Reports i User Management %, Download @ Alert £ Payroll '@ MFS Y% Uitilities i Andro Satting

Shift Allocation

— Report Filter

Company  |Mantra Softech (India) Put. Ltd. +| Branch [ahmedabad -]
Select Shift From  13-Mar-2017 B+~  To 18-Mar-2017 @+
Department Employee Scheduled shift Detail
‘ [[] Department Name | Employee 1D Employee Name Punch ID Shift Name Shift Date Emp ID Employee Name Punch 1D
Rajesh Koriya Morning 13-Mar-2017 23 Rajesh Koriya 1
[ | Software Morning 14-Mar-2017 |R123 Rajesh Koriya 1
Morning 15-Mar-2017 | R123 Rajesh Koriya 1
Morning 16-Mar-2017 |R123 Rajesh Koriya 1
Morning 17-Mar-2017 |R123 Rajesh Koriya 1
Morning 18-Mar-2017 |R123 Rajesh Koriya 1

Search here

=

User Name : ADMIN 2017-Mar-16 15:52:41

» Shift Allocation allows you to allocate Shift to Employee for particular date range.

» To allocate Shift, You need to select Shift, date range and Employees from the list and Click on ‘Save’.

» By Default Employee shift will be carried out from Employee Master. But if your Shift changed on
Daily, Weekly or Monthly Basis then you can allocate from above screen.

» Third List display already allocated shift details of Employee Between selected dates.

» You can assign Weekly off and Holiday off for selected dates from above screen.

Website: www.mantratec.com
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3.3. Shift Allocation Import

@ PayTime Enterprise - X

hboard W M = ion  Af Tim ts ; t M Download @ Alert 2 Payroll

Shift Allocation Import

Insert Only
® csv O Excel File Path|E:\HEthepo\PayTlme\PayTlme_Desk\pay‘t\mE_engl\s?‘| - .
Download Sample Excel File to Import || Help
Number of Record(s) Successfully Imported : 15 | | Number of Record(s) Not Imported : 14 |
Company Branch EmpID ShiftDate ShiftName ShiftDate ShiftName Reason
‘Your Company Name | Your Branch SW-101 2020-04-01 Marning rnoon
Your Company Name | Your Branch Sw-101 2020-04-02 Morning Your Company... |Your Branch SW-101 2020-04-07 Afterncon Shift Name Not.
Your Company Name | Your Branch SW-101 2020-04-03 Morning Your Company... |Your Branch SW-101 2020-04-08 Afternoon Shift Name Not...
Your Company Name |Your Branch Sw-101 2020-04-04 Morning Your Company... |Your Branch SW-101 2020-04-09 Afternoon Shift Name Not...
Your Company Name | Your Branch SW-101 2020-04-05 wo Your Company... iasesamea el 101 202004-10  |Afternoon Shift Name Not...
Your Company Name |Your Branch SW-101 2020-04-11 Wo Your Company... | Your Branch Sw-101 2020-04-13 Evening Shift Name Not...
Your Company Name | Your Branch SW-101 2020-04-12 Wo Your Company... | Your Branch Sw-101 2020-04-14 Evening Shift Name Not...
‘Your Company Name |Your Branch SW-101 2020-04-19 Wo Your Company... | Your Branch SW-101 2020-04-15 Evening Shift Name Not...
Your Company Name | Your Branch Sw-101 2020-04-20 Morning Your Company... |Your Branch SW-101 2020-04-16 Evening Shift Name Not...
Your Company Name |Your Branch Sw-101 2020-04-21 Morning Your Company... |Your Branch SW-101 2020-04-17 Evening Shift Name Not...
Your Company Name | Your Branch SW-101 2020-04-22 HO Your Company... |Your Branch SW-101 2020-04-18 Evening Shift Name Not...
Your Company Name |Your Branch Sw-101 2020-04-23 Morning Your Company... |Your Branch SwW-101 2020-04-27 Afternoon Shift Name Not...
Your Company Name | Your Branch SW-101 2020-04-24 Morning Your Company... |Your Branch Sw-101 2020-04-28 Afternoon Shift Name Mot...
Your Company Name |Your Branch SW-101 2020-04-25 Wo Your Company... | Your Branch Sw-101 2020-04-29 Afternoon Shift Name Not...
Your Company Name | Your Branch SW-101 2020-04-26 wo

User Name : ADMIN 2020-Nov-17 11:55:34

» It allows you to import shift allocation Entries which can be in CSV or Excel file.
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3.4. Palm Verify

& PayTime —— Ty —— W u_lg-:-ﬂ-
File Masters Transactions Reports Download MFS  Payroll  Utilities  Appearance  Help  About
Fle | Masters | Transactions| Reports | Download | MFS | Utites | Appearance | Hep |
O logoff O Edt
Palm Verify
N T —
Palm
't
EmpID EmpName EmpPunchiD EmpPhoto
Verification Successfully Completed.
|
2015-Aug-19 19:10:21

User Name : ADMIN

» Palm Verify allows you to verify you palm which already enrolled from Master -> Palm Enroliment.
» If Palm is verified successfully then Message will be shown as ‘Verification Successfully Completed’

and in Case of unsuccessfully matching below screen will be displayed.

Page 27 of 88
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3.5. On Duty/Leave Module

& PayTime Enterprise

4 Download @& Zpra

OonDuty/Leave Entry

—m— | Emphame EmpID LeaveType FromDate ToDate Reason Leave Days

Company [Mantra Softech (India) Put. Ltd. v] Rajesh Koriya R123 HCL 01-Jan-2017 01-Jan-2017 1
Branch [Ahmedabad -
Employee ID R123 -

Employee Name [h]mh Koriya v]
Leave [CLiCasual Leave) -]

Half Leave ]

Leave Type [Pa\d v]

From Date 04-Jan-2017 [Ed

To Date 04-Jan-2017 [Ehd

Reason

Leave Balance : 8.5

Encash Leave : 0

Total : 8.5

N N S

2017-Mar-16 17:03:36

User Name : ADMIN

1. On Duty Entry:-
= |f Employee went for Company related work and unable to punch on Device Terminal.
= |n Attendance Report, status will be shown as ‘OD’.
2. Leave Entry:-
= You can add Employee’s Full Day or Half Day Leave as per balance available for particular
Leave.
= |n Attendance Report, status will be shown as ‘CL’ or ‘SL’ or ‘EL’ or ‘SP’ or ‘C’ or ‘PL’ or ‘ML’.
= |n Half Leave case ‘H’ will be Append before Leave Type Name.
For example: - For Half CL, state will be shown as ‘HCL'.
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3.6. Leave Sanction

= | &

® PayTime Enterprise

@ Dashboard W Masters 5> Transaction . Time Reports @ MFs YR Uitilities # Andro Setting

il User Management ¥, Download @ Alert 2 payroll

Leave Sanction

Leave Sanction Detail

Sanction Leave Sanction Dat
2017/01/01

ploy

| Employee ID Employee Name Punch 1D

Company |Mantra Softech (India) Pvt. Ltd.
Employee 1D Employee Name Leave Type

Rajesh Koriya

Branch  [Ahmedabad - Rajesh Koriya

Department

‘ Department Name

--- Unasigned Dept ---

Software

Search Here

@ Add Leave ©) Remove Leave

Leave Type [cLicasual Leave)

Sanction Leave 10

Sanction Date  01-Jan-2017 [Ehg
n ] r

2017-Mar-16 15:57:49

User Name : ADMIN

» Leave Sanction allows you to sanction Leaves to Employee for particular Transaction Year as per

sanction date.
For sanctioning Leave, You need to select Leave, Enter Leave Amount and Employees from the list

and Click on ‘Save’.
» Third List display already sanctioned Leaves of Employee.
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3.7. Leave Encash/Carryforward

® PayTime Enterprise =

@ Dashboard W Masters %$>Transaction afTime Reports #jiUser Management %, Download @ Alert £ Payroll @ MFS Y% Uitilities  # Andro Setting

Leave Encash/Carryforward

Company |Mantra Softech (india) Put. Lid. - Branch [ None — -

‘ Department Name ‘D Employee ID Employee Name Punch ID
--- Unasigned Dept ---

Software

User Name : ADMIN 2017-Mar-16 16:08:06

» Leave Encash/Carryforward will Encash or Carryforward Leaves to Next Transaction Year.
» You need to select Department, Employees and then Click on ‘Save’.
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3.8. Leave Encash/Carryforward Rollback

& PayTime b=

@ Dashboard W Masters %$>Transaction afTime Reports #jiUser Management %, Download @ Alert £ Payroll @ MFS Y% Uitilities  # Andro Setting

Leave Encash/Carryforward Rollback

Company |Mantra Softech (india) Put. Lid. - Branch [ None — -

| Department Name ‘ ] Employee ID Employee Name Punch ID
v
Software

Rolbock

User Name : ADMIN 2017-Mar-16 16:12:10

» Leave Encash/Carryforward will Rollback your Encash or Carryforward Leaves.
» You need to select Department, Employees and then click on ‘Rollback’.
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4. User Management:
» The User Management has the following Items.
1. Role Master
2. Right Distribution
3. User Master

@ PayTime Enterprise D s . - Lo O

@ Dashboard W Masters > Transaction f Time Reports ijiUser Management ,%,Download @ Alert £ Payroll @ MFS R uitilities ¥k Andro Setting
v y 7 a% Right Distribution = ¥ ] e v -t

al; User Master
l ’ ) a4 Role Master
’

/'/

Network 37
User Name : ADMIN 2017-| Internet access {6
o, = = = 2 ) E

10:19 AM

- 7 = ”
(= 5 - { ~ i)
i s L - 0 3/17/2017

:
)% m
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4.1. Role Master

& PayTime Enterprise - x

@@Dashboard W Masters 3 Transaction afTime Reports @i User Management ¥, Download @ Alert £ Payroll @ MFS & Utilities i Andro Setting & MORX

Role Master

Role Name [Enter Role Name | &

[ Check All

Company [ Your Company Name

[ Check All

Branch

[ Check All

Department

Search here

11 T

User Name : ADMIN 2020-Nov-17 11:34:06

» Save all Roles in Role Master.

» To add new Role, Click on ‘New’ and then Select Granted Companies, fill Role Name and click on
‘Save’.

» User who have above role assign will have rights of those companies which are selected in above
screen.

» Onright side screen, it displays all Roles which already entered by you.

» It allows you to delete Role entries on clicking on ‘Delete’.
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4.2. Right Distribution

® PayTime Enterprise =

@ Dashboard W Masters >Transaction 44 Time Reports i User Management ¥ Download @ Alert £ Payroll (@ MFS & Uitilities e Andro Setting

Right Distribution

Role [Master Role -

RF Masters| -
-] Masters
= [¥]Company Master

=[] view

@ add

[Z]Edit

[V]Delete

[¥]read
[¥|Department Mastar
[¥]Designation Master
[7]5hift Master
[¥]shift Group Master
[¥]Heliday Master
[¥]LeaveType Master
[V]Employee Master
[¥]Device Master
{¥]Palm Enrollment
[¥]schedule Master
[¥|Transaction Year
[¥]Branch Master
J7]other Company
-[[] Transaction
[FITime Reports
-[7lUser Management
[Fl Download
[ alert
-] Payrall
Fmrs
- uitilities L
[Flandro Setting
-] pashboard 2

n

Network 37
User Name : ADMIN 2017 intemet access

» All roles which are entered in Role Master will be displayed in above screen.
» From above screen, you can configure which type of rights like Add, Edit, Delete or Read will be
given for selected role.
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4.3. User Master

€ PayTime Enterprise g 8 S . & ———— oo E
@ Dashboard W Masters >Transaction 44 Time Reports i User Management ¥ Download @ Alert £ Payroll (@ MFS & Uitilities e Andro Setting

User Master

Role [Master Role V]
User Name rajesh ('j§
Password ~  weeess

Confirm Password | *****=*

Search here

O e
etwork 37

N
User Name : ADMIN 2017 intemet access

» Save all Users of PayTime Login in User Master.

> To add new User, Click on ‘New’ and then Select Role, fill User Name, Password, Confirm Password
and click on ‘Save’.

User will have rights as per selected Role.

» It allows you to delete User entries on clicking on ‘Delete’.

A\
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5. MFS:
» The MFS has the following Items.
1. Enrollment
2. Verification
3. Delete Enroliment
4. Finger Print Images

® PayTime Enterprise =

@ Dashboard W Masters $>Transaction ' Time Reports #ji User Management %, Download @ Alert £ Payroll @ MFS Y Uitilities  df Andro Setting

Enralliment
User Master v ;
M | username . >
% Finger Print Images
Role [Master Rale ']
User Name rajesh C§
Password ~  wEesss

Confirm Password | ******

Search here

User Name : ADMIN
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5.1. MFS - Finger Enrollment

& PayTime Enterprise =

@ Dashboard W Masters $>Transaction 4 Time Reports i User Management ¥, Download M@ Alert £ payroll MFS 2R Uitilities ¥ Andro Setting

MFS - Finger Enroliment

Entry Module

Company [Mantra Softech (India) Pvt. Ltd. V]
Branch [ v]
Employee ID R123 -
Employee Name [Rajesh Koriya ']

@ First Finger
Second Finger

Third Finger

Put First Finger on Sensor.

Network 37
User Name : ADMIN 2017 intemet access

» You can enroll three fingers of each Employees from above screen.

» Duplicate fingers will be not allowed in enroliment.

Website: www.mantratec.com Page 37 of 88



http://www.mantratec.com/

MONTRA

MANTRA SOFTECH (INDIA) PVT. LTD.

5.2. MFS - Finger Verify

B Feyime B - )
@ Dashboard W Masters S>Transaction 4 Time Reports #ji User Management ¥, Download @ Alert £ Payroll MFS 23 uitilities ¥ Andro Setting

MFS - Finger Verify

1:N

G

IN

Company : Mantra Softech (India) Pvt. Ltd.
ID: R123

Name : Rajesh Koriya

Finger is Verified Successfully.

Network 37
User Name : ADMIN 2017-| Internet access [

o um 1228PM

= 31772017

» You can Verify (1:1) or Identify (1: N) finger by clicking on “Start Verification”.
» Photo, Employee ID and Employee Name will be displayed of matched Employee.
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5.3. MFS - Delete Enrollment

@ PayTime Enterprise
@& Dashboard W Maste ction

7 Time Reports

User Management "gnwnlnad lg\ert Z Payroll '.3'MFS ;\_’;-"gltmt\-;s Andro Setting
= LA 3

MFS - Delete Enrollment

Employee ID Employee Name Fingerl Finger2 Finger3
Company  [Mantra Softech (India) Pvt. Ltd. - | &) ]
Rajesh Koriya
Branch [Ahmedabad -
Employee ID R123 Q
MName Rajesh Koriya C§
Punch ID 1

First Finger Second Finger Third Finger

User Name : ADMIN

| Network 37
2017 intemet access

» It allows you to delete Employee’s Finger enrollment.
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5.4. MFS - Finger Print Images

© PayTime Enterprise = |

@& Dashboard W Maste action f Time Reports  #i User Management ¥, Download @ Alert £ Payroll @ MFS & Uitilities  # Andro Setting

MFS - Export Enroliment

| [F] Employee ID Employee Name Fingerl Finger2 Finger3
Company  [Mantra Softech (India) Put. Ltd. - oo o
Branch [-- None -- v]
Employee ID R123 C§
- - a
Name Rajesh Koriya k%
Punch ID 1

First Finger Second Finger Third Finger

@ JPEG @ 1 © BMP @ PNG @ TIF
| Network 37

User Name : ADMIN 2017 intemet access

» You can export Enrolled Finger Print in JPEG, JPG, BMP, PNG or TIF.
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6. Download:
» The Data Download Menu has the following Items.

1)
2)
3)
4)
5)
6)
7)
8)
9)

Data Download (Using LAN)
Data Download (Using COM or USB Port)

Data Download (Using Text file / SD Card / Pen Drive)
Data Download Bio Time 8 (Using LAN)

Data Download Bio Time 8(Using Com or USB Port)
Data Receive

Data Rollback

Delete Transaction

Delete Manager

10) Start-Stop Services
11) Set User Name On Device

12) Transaction Monitor

13) Upload Employee and Biometric to MFSTAB
14) Upload Employee Details To MORX

15) Upload Biometric To MORX

16) Upload Biometric To MORX - PUSH

© PayTime Enterprise

@ Dashboard W Masters ¢ Transaction f Time Reports ﬁi User Management ‘L Download @ Alert £ Payroll

Data Download (Using LAN)

@' MFs Y3 Utiities ¥ Andro Setting

Data Download (Using COM or USB Port)

Data Download (Using Text file / SD Card / Pen Drive)
Data Download BioTime8 (Using LAN)

Data Download Biotime 8(Using COM or USB Port)

User Name : ADMIN

Data Receive
9 Data Rollback
Delete Transaction
Delete Manager
Start-Stop Services
Set User Name on Device
Transaction Monitor
Upload Employee & Biometric To MFSTAB
Upload Employee Details To MORX
' Upload Biometric To MORX
Upload Biometric To MORX - PUSH

2020-Nov-17 14:32:59
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6.1. Data Download (Using LAN)
» It allows you to Download Data Form all Devices except BioTime 8.

Downloaded logs will
be displayed here.

@Dashboard W Masters Transaction 4f TmeReports i User Management %, Download @ Alert £ payroll @ MFS Y3 uitiities  fp Andro Setting

Data Download

=LAl Type Punch 1D Punch Time Mode Device Name
[V]Bio-Face

. [¥]Mantra HO Device 0

[sio-Finger 1 2017-03-16 15:00 out Mantra HO Device
Se|eCt -{[]Bio-T5
[FlBio-Time (1te3)
-[[Bia-Time 11

device to lsio Time 13
[FIBio-Time 14
download -[[]Bio-Time 15
[[IBio-Time &
-[FIBio-Time 7
-[IBio-Time4-5
[FleioGPRS1
-[FlBT-16
[Flet-20

v

-[[BT-20 8
-[[]BT-5 N
[FlFace 1D
-[[|1Face/GPRS
[Flralm vein
-[[]SecureAccess

Event Logs Error Logs

+ | Device: Mantra HO Device can not Cannected

A

Clear Selection Data Download

User Name : ADMIN 2017-Mar-16 17:12:51

If Device not connected then
Error Message will be displayed.

If device is not connected then it shows message Device Can not connected.
For rectify this, you have to check three parameter values of Device in Device Master.
Device ID: Check In your Physical Device Put same on Device Master.

vV V V VY

Device IP: Check In your Physical Device Put same on Device Master and Which IP you used is
not used by another PC. For Example one PC’s IP is 192.168.0.205. That IP you cannot use for
data download.

» Port Number: Check Port number in your Physical Device put same on Device Master.
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6.2. Data Download Bio Time 8 (Using LAN)

» It allows you to Download Data Form BioTime 8 Device.

I8 BioTime - 8 Data Downla

Data Download Using IP Address | Data Download Using COM Port

Downloaded logs will
be displayed here.

Data Download - BioTime 8

Se|eCt deVice ={¥]Bio-Time 8

| P¥IMantra Branch Device
to download

| CardNo

1

IN-OUT Time

3/16/2017 3:00 PM

Mode Device Name
0

Mantra HO Device

Event Logs

Error Logs

Bio-Time 8 (ID: 2) can not Connected

A

If Device not connected then
Error Message will be displayed.
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6.3. Data Download (Using Com Port or USB Port)

> It allows you to Download Data using USB Port or Com Port Communication.

® PayTime Enterprise

Select device

#i User Management

Downloaded logs will
be displayed here.

Data Download

MDownload @ Alert £ pPayroll € MFS Y% Utilities e Andro Setting

B
to download P |Mantra HO Device v
Punch ID Punch Time Mode Device Name.
0
1 2017-03-16 15:00 ouT Mantra HO Device
Event Logs Error Logs
Device: Mantra HO Device can not Connected
A
Data Download ‘

User Name : ADMIN

2017-Mar-16 17:24:50

If Device not connected then
Error Message will be displayed.
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6.4. Data Download Bio Time 8(Using Com Port or USB Port)
> It allows you to Download Data Form BioTime 8 using COM Port or USB Port.

- BicTime - & Data Downlo

Data Download Using IP Address | Data Download Using COM Port

Downloaded logs will
be displayed here.

Data Download - BioTime 8

B-- Bio-Time &

SeIeCt deV|Ce . Igntra Branch Device
to download

| CardNo

1

IN-OUT Time Mode Device Name

3/16/2017 3:00 PM Mantra HO Device

Event Logs

Error Logs

A

Bio-Time 8 (ID: 2) can not Connected

If Device not connected then
Error Message will be displayed.
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6.5. Data Download (Using Text File/SD Card/Pen Drive)

» It allows you to import raw data taken from Device Terminal trough pen drive, SD Card or
USB/COM port. It is very useful when TCP/IP connection not available and you required

downloading data from Device.
» To Import Device Data, you require to select Device, File Type (CSV or TSV), Browse the file and
Click on Import.

® PayTime Enterprise
@@ Dashboard W Masters 5> Transaction &f Time Reports ¢ User Management ¥, Download @ Alert 2 payroll @ MFS XZ Uitiities ¥ Andro Setting
Data Import
Select Device [Mantra HO Device v| ) Coma Seprated Values (CSV)( Tab Seprated Values  File Path ACK-LITE\DEVICE SAMPLE FILES\BioFace.txt
Punch ID Punch Time Mode Device Name
1 2015-09-20 12:57 Mantra HO Device
1 2015-10-07 16:52 N Mantra HO Device
1 2017-03-16 05:40 N Mantra HO Device
1 2017-03-16 15:00 out Mantra HO Device
|
User Name : ADMIN 2017-Mar-16 17:30:16
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6.6. Data Receive (Process)

» After Data downloading from Device Terminal, you must require to process data to generate
attendance Reports.

@ PayTime Enterprise S0 o i |
@@ Dashboard W Masters 5> Transaction 4f Time Reports jjj User Management ¥, Download @ Alert 2 payroll @ MFS X% Uitiities ¥ Andro Setting

Data Process

Company [Mantra Softsch (India) Pvt. Ltd, -] | @ employee 1D Employes Name P
Rajesh Koriya
Branch [” None - v]
| Department Name

v

Software

Event Logs

Start Process

User Name : ADMIN 2017-Mar-16 17:31:45
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6.7. Data Rollback

» If you required data back again for reprocessing then it will be done using Data Rollback.
» You need to select Date from which data is rollback and also select employees from the list.
» After rollback you must to do data receive.

@ PayTime Enterprise

@Dashboard W Masters T>TIransaction #fTime Reports iji User Management %,Download @ Alert £ payroll @ MFS ¥ uitilities ## Andro Setting

Data Rollback

Report Filter
quback From 16-Mar-2017 @~ Company [Mantra Softech (India) Pvt. Ltd. ~]  Branch [Ahmedabad -
[ Department Name ‘ Employee 1D Employee Name Punch ID

v p Rajesh Koriya
Software

Dota Rolback

User Name : ADMIN 2017-Mar-16 17:33:50
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6.8. Delete Transaction

» It allows you to delete all Transaction from the Software.
» You need to select Date from which data is required to delete.

® PayTime Enterprise

21 Time Reports iiigserh1aru.agen1erut ,i,gown\oad ‘i\lert & payroll & MFs .?@’gltmt\es ’i\ndros»:‘tt\ng

Delete Transaction

— Report Filter
Delete From  16-Mar-2017 [I*  Company [Mantra Softech (India) Pt. Ltd. ~] Branch [Ahmedabad -
‘ Department Name ‘ Employee ID Employee Name Punch ID
7 p Rajesh Koriya
Software
User Name : ADMIN 2017-Mar-16 18:04:37
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6.9. Delete Manager

& PayTime Enterprise =)

QELLEE Lguwn\uad ‘ Z payroll &

Delete Manager

m Event Logs Error Logs
[V Bie-Face A -

[¥]Mantra HO Device
[FBio-Ts
[FBie-Time 11
[FBio-Time 12
[FlBic-Time 13
[FBic-Time 14
[ClBic-Time 15
[FBie-Time4-5
[FlBioGPRS1
[FeT-16
FBT-20
[FeT-20 N
Fetsn
[FlsecureAccess

Delete Manager Delete Manager (USB) Exit |

User Name : ADMIN 2017-Mar-16 18:05:18

» It allows you to Delete Manager from BioTime Device.

» Device can be connected to LAN or USB.

» If Device is connected via LAN then select device from left panel of above screen and click on
‘Delete Manager’ and if Device connected via USB then click on ‘Delete Manager (Using COM
Port)’
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6.10. Start-Stop Service

@ PayTime Enterprise — b e

@B Dashboard W M: > Transaction AT Reports ar Ma nt % Download [ Alert 2 payroll 2% Uitilities  #fs Andro Setting

Start-Stop Service

Name Description Status
Data Download 4
Start 4 Data Download Downlead In - Out Transactions From Terminals o...
Start
MFS Verification MFS Verification Process. Stop
Email Scheduler Email Scheduler Process. Stop
Download In - Out Transactions From Terminals on push Data Push Data Service. Stop
Schedule Times.
5M5 Scheduler ‘SMS Scheduler Process. Stop
MFSTAB DATA MFSTAB DATA Process. Stop

User Name : SHOURY 2018-Jul-19 00:51:15

» You can start below Services.
1) Data Download
2) MFS Verification
3) Email Sending Service
4) Push Data Device Service
5) SMS Service
6) MFSTAB DATA
7) MORX

» After entering details in Scheduler Master, You need to start Data Download, MFS Verification and
Email Sending Service by clicking on ‘Start’.

» You can show Data Download log by clicking on ‘Download Logs’ and SMS log by clicking on ‘SMS
Logs’.

» MFSTAB Data Start One Time Enter Correct Your System IP Address.
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6.11. Set User Name on Device

& PayTime Enterprise

@R Dashboard W Masters 4 User Management

:Iramsan.‘t\un l,ﬁ'lwme Reports

#'MFs 2R uitilities # Andro Setting

4 Download @ Alert £ Payroll

Set User Name

=FAl Type

Company |Mantra Softech (India) Pvt v| Branch [Ahmedabad

=] Department [Software -

=-[¥|Bio-Face
[¥]Mantra HO Device | Empld
[sio-Ts
[[Bio-Time4-5
[FeicGPRS1
[FBT-5 N
[Fsecuresccess

Search here

EmpPunchld EmpName DepartMent

Software

Rajesh Koriya

Event Logs

Error Logs

|

Set UserName (USB)

Set UserName

Clear Selection

User Name : ADMIN

>

2017-Mar-16 18:06:32

It allows you to set User Name on BioTime - Device which you have entered in Employee Master

so when Employee will punch on BioTime - Device then Employee ID as well as Employee Name

will be Display on Device.

» You required selecting Device shown in left panel of above Screen and Employee Name and then

click on Set ‘User Name’.
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6.12. Transaction Monitor

o | (5D [

@ PayTime Enterprise
@@ Dashboard W Masters <> Transaction #f Time Reports i User Management ¥, Download @ Alert £ payroll @ MFS 2§ uUitilities # Andro Setting

Transaction Monitor

Data will be refreshed after 10 Secs. 6

Drag a column header here to group by that column

EmpID PunchID Name PunchTime DeviceID DeviceMName DevicelP DeviceType ]

E Rajesh Koriya 2015-10-07 16:52:00.000 Mantra HO Device 192.168.1.22
R123 1 Rajesh Koriya 2015-09-20 12:57:00.000 1 Mantra HO Device 192.168.1.22 BioFace

2017-Mar-16 18:06:57

User Name : ADMIN

» After starting Push Data Service, Transaction Data will be displayed in Transaction Monitor and
this List will be refreshed after few secs (Default Value will be 10 Seconds)
» You need to enter Employee record in Employee Master first.
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6.13. Upload Employee and Biometric To MFSTAB

© payme e M .  an s B L e o 2020 HCIEE

¥ Andro Setting [ MORX

@ Dashboard W Masters = Transaction 4f Time Reports jjjUser Management ¥, Download gl Alert 2 Payroll @ MFS X Utilities

Upload Employee & Biometric To MFSTAB

MFSTAB Device

'] Employee
[l employee 10 Employee Name Punch 1D |4 Device 1D Device Name Pending Command
Branch |Ahmedabad Bi h >

[ahmeds rand J 1 Pranjal Shah 1 911573951089964 MFSTSE

Company [Mantra Seftech

Pending Users

Department
| Department Name

Software

Employee To Device Mapping (You have already uploded) Re-Upload

Employee 1D Employee Name  Punch ID Device ID Device Name
911573951089964 MFSTSB

Search Here

2019-Oct-10 16:00:08

User Name : ADMIN

» You can upload Users details to any MFSTAB device and then can enroll biometrics in MFSTAB

Device.
» For configuring other MFSTAB device, you just need to Re-Upload your Users Demographic and

Biometrics details to MFSTAB.

Website: www.mantratec.com Page 54 of 88



http://www.mantratec.com/

MONTRA

MANTRA SOFTECH (INDIA) PVT. LTD.

6.14. Upload Employee Details To MORX

e . a0
&0 Time ts #§¢User Management ¥, Download M Alert Z Payrall @ MFS 2% Utilities W Andro Setting |

Upload Employee Details To MORX
EHFAN Type Company [Mantra Softech v] Branch [Ahmedabad Branch v] Department

£+ MORX-Enterprise
orx Bio Face mp! uncl ‘mployee Name epartment oining Date
[7]Morx Bio F Empld Punch 1D Employee N Department ] Dat

Pranjal Shah Software 01-Sep-2019

Search here

Event Logs Error Logs

Device : Morx Bio Face Connected - -
Device: Morx Bio Face Downloading Completing

User Name : ADMIN 2019-Oct-10 16:35:34

» You can upload and Employees Name and Punch ID available in PayTime to any Morx Enterprise
device and then easily enroll biometrics data by selecting employee list from Morx Devices.
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6.15. Upload Biometric To MORX

e e a0
ction aff Time Reports  j§j User Management %, Download @ Alert 2 Payroll @ MFS ¥ Utilities W Andro Setting @ M

Upload Biometric To MORX

Company[Mantra Softech v] Employee MORX Device
|¥  Employes 1D Employee Name Punch ID [¥]  pevice 1D Device Name Device IP Mode Port
Branch -
[Ahmedzbag Branch ) 1 pranjal Shah 1 Morx Bio Face | 192.168.4.223 5005

Department
‘ Department Name

Software

Event Logs
EnrollMo : 1 - Finger : 6 process complete. -
EnrollMo : 1 - Finger : 7 process complste.
EnrollNo : 1 - Finger : 8 process complete.

Error Logs

Search Here

User Name : ADMIN 2019-Oct-10 16:39:29

Uplo

» You can upload candidates Biometrics data which are enrolled by MORX Enrollment Device
(MR130) to any Morx Enterprise Devices.

6.16. Upload Biometric To MORX -PUSH

& PayTime Enterprise — be

ent .i,[\ﬂwn\ﬂad A Alert 2 Payroll MFS ,;\_{b,ut W Andro Setting

Upload Biometric To MORX - PUSH

MORX Device

Company [Your Company Name <] Total No. Of Employee : 1

Device ID Device Name Pending Pending Users

1 MORX 0 [}

Employee ID Employee Name Punch 1D

Branch | Your Branch v oo RAJESH KORIYA 101

Department
[ Department Name
1] p

SOFTWARE

Ref

Employee To Device Mapping (You have already uploded)

Employee ID  Employee Punch ID Device 1D Device Name

Search Here

User Name : ADMIN 2020-Nov-17 11:57:07
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7. Alerts:
» The Alerts Manu has the following Items.
7.1 Email SMTP Configuration
7.2 Email Report Configuration
7.3 Email Send Instantly
7.4 SMS User Configuration
7.5 SMS Event Allocation
7.6 SMS Status Report

& PayTime Enterprise - - -

User Name : ADMIN

% Email SMTP Configuration
=2 Email Report Configuration
=2 Email Send Instantly

SMS User Configuration
SMS Event Allocation
SMS Status Report

Mantra.Local
Internet access }1 16:33:20
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7.1. Email SMTP Configuration

& PayTime Enterprise =)

ent ¥ Download @ Alert £ Payroll

Email SMTP Configuration

—m— | SMTPIP SMTPPORT SenderEmaillD SenderName CredentialEmaillD EmailType
smtp.gmail.com 58 paytimemail@gmail.c... | Auto Response From... | paytimemail@gmail.c... | AttendanceReport
Email [ Other -- ']
SMTP IP smtp.gmail.com
SMTP PORT 587
Credential EmaillD paytimemail@amail.com
Credential EmaillD Password **=s*ses*
Email Type AttendanceReport -
User Name : ADMIN 2017-Mar-16 18:08:25

» You need to enter Email SMTP Configuration for sending Attendance Reports on Schedule Timing.
Credential Email ID: - Email ID from Attendance Reports will be sent.
Credential Email Password: - Password for that Email ID.

» First you need to Test Connection, on successful of that, you will allow to save configuration.
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7.2. Email Report Configuration

® PayTime Enterprise

L e ——  — o |

@ Dashboard W Masters E ction #f Time Reports  §§i User Management %, Download @ Alert 2 Payroll @ MFS 2% Utilities s Andro Setting & MO

Email Report Configuration

Company Head Department Head Employee Send Mail On Date
Daily Reports Daily Reports Daily Reports Dailv Reports
[C] Daily Register Report [C] Daily Register Report [ Daily Register Report —> @ Previous Date (0 Current Date
Daily Error Case Report Daily Error Case Report Daily Error Case Report —> () Previous Date @ Current Date
Daily Absent Report Daily Absent Report Daily sbsent Report —> (@ Previous Date (0) Current Date
[ paily Late In Report [ paily Late In Report [ Daily Late In Report Previous Date () Current Date
Daily Early Departure Report Daily Early Departure Report Daily Early Departure Report @ Previous Date () Current Date
Daily OT Report Daily OT Report Daily OT Report @ Previous Date @ Current Date
Monthly Reports Monthly Reports Monthly Reports
Menthly Muster Report Menthly Muster Report Monthly Muster Report
Menthly Register Report Menthly Register Report Monthly Register Report
Menthly LateIn Report Menthly LateIn Report Monthly LateIn Report
Maonthly Early Departure Report Manthly Early Departure Report Monthly Early Departure Report
Monthly OT Report Monthly OT Report Monthly OT Report
Menthly Summary Report Menthly Summary Report Monthly Summary Report
Save
MantraLocal

User Name : ADMIN

Internet access f1 16:33:51

Send Report To:-
» You can configure which Entity will get attendance report in email like Company Head,

Department Head or All Employees.

Which Reports To Send:-
» You can configure that which Reports will be set in Email for Daily and Monthly.

» You can send daily and monthly Reports manually or can configure schedule from Scheduler
Master.
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7.3 Email Send Instantly

.7) Payﬁme}—n't.evprise - - - = o Y -
@ Dashboard W Masters & Transaction «f Time Reports g User Management

S - . -
M.Download @ Alert £ Payroll MFS 23 Utilities @k Andro Setting € MORX

EMail Send Instantly

Report Parameter

Report © Daily © Monthly

Report Date 19-Oct-2019 [+

o

Note : Daily Mail Attachment contains following Reports :
1. Daily Register Report
2. Daily Error Case Report
3. Daily Absent Report
4. Daily Late In Report
5. Daily Early Departure Report

Note : Monthly Mail Attachment contains following Reports :
1. Monthly Muster Report
2. Monthly Register Report
3. Monthly LateIN Report
4, Monthly Early Departure Report
5. Monthly OT Report
6. Monthly Summary Report

User Name : ADMIN 2019-Oct-19 14:55:50

» For sending Email manually, select Date or Month and then click on Send Email.
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7.4. SMS User Configuration

& PayTime Enterprise -
@ Dashboard WM 4 4 Download @ Alert £ Payroll & 2% Utilities ¥ Andro Setting

SMS User Configuration

UserID  |[Enter User ID
Password  Enter Password

SMS For @ Employee ID () Student ID
If you forgot password then click this link :  sms.mantratecapp.com

Check Balance
Mantra.Local
| Intemnet accass JL 1636552

User Name : ADMIN

» You need to enter SMS User Credential detail in above screen.
» If you want Employee ID in SMS Text of Punch Transaction then check on “Employee ID” and if you

want Student ID in SMS Text of Punch Transaction then check on “Student ID”

Website: www.mantratec.com
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7.5. SMS Event Allocation

& PayTime Enterprise

t 3, Download [ Alert 2 Payroll

SMS Event Allocation

Mobile No OnEweryPunch BirthDaySMS AbsentPunch

7] | Employee ID Employee Name  Punch ID

Company Mantra Softech (India) Pvt. Ltd.
Rajesh Koriya 1

Branch [Ahmedabad ']

[ Department Name
Il
Software

Check below Three events (Employee wise)

On Every Punch
[F] On Absent
[C] BirthDay SMS  Schedule Time 00:00 %] Hrs

[C] Company Head Schedule Time 00:00-2) Hrs (Only Company Head will get SMS)

2017-Mar-16 18:11:40

User Name : ADMIN

» Employee can get SMS on below Events as per SMS Event Allocation.

1. On Every Punch
2. On Absent
3. Birthday SMS (SMS will get as per Schedule Timings)

» Company Head can get SMS of Attendance Summary of Employees on Schedule Timing.

Page 62 of 88
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7.6. SMS Status Report

5 SMS Status Report o o e

[ | 221 Hide Columns Selector| s Print [ Exit _w Export~ 7 ShowRow Filter |- Mearge Cell [ Embedded Navigator & Look Feel » 53 Skin:~

Print Settings Fit to Pages [AUTO v] Margins [Top v] [04 v] Display Header & Footer ] Expand Al

Print & Export size [Ad - [Bottom  ~] [0.4 v] [ Landscape

5MS Date SMSEvent Department SMS Count Sent Time delivered Time ]

2016-09-12 19:21  BirthDay  Rajesh Koriya Software Developer Dear Rajesh Koriya, Wish you Happy Birthday, -Mantra DELIVRD 1 2016-09-12 19:22 2016-09-12 19:22

Customization E

\‘ EmpCode 4|

» You can generate SMS status report by selecting Date and Event Type.
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8. Andro Settings:

» The Andro Settings has the following Items.
1) Andro User
2) System Settings

& PayTime Enterprise =

@ Dashboard W Masters %>Transaction #f Time Reports #iUser Management ¥,Download @ Alert £ Payroll @ MFS R Uitilities # Andro Setting
& Andro User r
28 System Setting

4

User Name : ADMIN 2017-Mar-16 18:18:55

-
6:18 PM

3/16/2017
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8.1 Andro User

& PayTime Enterprise s —— = o

nt 4, Download M Alert 2 Payroll &M 2% Utilities ¥ Andro Setting

Andro User

Company [Mantra Softech - Branch [Ahmedabad 8ranch -
| IsAndroUser  IsAndroAdmin  IsAndrolnActive  Employee ID | Employee Name | Punch I IsSync
] 1 Pranjal Shah 1 Yes
= (= = 2 rishikesh patel 2 Yes
| || 3 Bhavin 3 Yes
5} ] |l 4 Privank 4 Yes
|| | || 5 Test 5 Yes
5} 6 Hardik 6 Yes
|| 7 Testl 7 Yes
5} ] |l 8 Testz 8 Yes
|| | || ] Testz ] Yes
5} ] |l 10 Rajesh Koriya 10 Yes
|| | || 11 Test4 11 Yes
] |l 12 PP 12 Yes
[ | [ 15 ss 15 Yes
] a ] 16 aa 16 Yes
[ | [ 17 ag 17 Yes
|} F |} 18 =d 18 Yes
Search here
[C] Check All Users M
Mantra.Local
User Name : ADMIN | Internet aecess [1 16:41:07

PayTime ESS Service
» First, you need to install Android Service from http://biopay.timetrak.in.

» For installation click on PayTime ESS link, it will open PayTime ESS Web Page, in that click
PayTime ESS Service,
» It will download Setup file “PayTimeAndroSetup.msi”, just install that Setup.

PayTime Andro
» After installing above PayTime ESS Setup, you can allow Employee to login as “Employee”
Or “Admin”.
» You can download PayTime Android APK from Google Play Sore by searching “PayTime Mantra
Softech”.
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8.2 Andro System Setting

& PayTime Enterprise

ent ¥ Download M@ Alert £ Payroll

Andro System Setting

Entry Module ucc

Unique Company Code mantratec
UserName mantratec

Password =~ weesesses

Confirm Password  **++++++4
Company Name Mantra Softech (India) Pvt. Ltd.

Company Address ~ B203, Shapath Hexa, Near Gujarat High Court, 5.G.
Highway, Sola, Ahmedabad, Gujarat 380060

Company Contack 07964506243

Company Email ID  softwaresupport@mantratec.com

2017-Mar-16 18:20:37

User Name : ADMIN

» For Login in PayTime ESS Android APK or PayTime ESS Web
(http://paytime.mantratecapp.com), you required UCC (Unique Company Code).

» You can create, your Unique Company Code from above Andro System Setting.
Note: - Internet is required for creating this UCC Code.
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9. Utility:

» The Utility Manu has the following Items.
1) Master Import
2) Attendance Parameter
3) Attendance Rule
4) Change Password
5) Data Backup
6) Query Analyze
7) Query Express
8) Open Application Folder
9) Reset SQL Connection

@ PayTime Enterprise
@ Dashboard W Masters %2 Transaction 4 Time Reports ﬁi User Management .i, Download ‘ Alert £ Payroll

'///Il\\\\‘

User Name : ADMIN

‘@ MFs 2R utilities #k Andro Setting

Master Import

s, Attendance Parameter

& Attendance Rules

.8 Change Password
Data Backup
Query Analyzer
Open Application Folder
Reset SQL Connection
Query Express

2019-Feb-12 14:08:04
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9.1

Master Import

» It allows you to import Employee Master Entries which can be in CSV or Excel file.

® PayTime Enterprise

& Time Repol

yownload “:\Iert

& payroll & MFs

Master Import

"E’ Uitilities

¥ Andro Setting

@ csv @ Excel

File Path E:\RAJESH\PAYTIME\PayTimeEnterpirze_Merge\Server m

Company |Mantra Softech (India) Put. Ltd. |

Branch  [Ahmedabad -

Insert Only

Download Sample Excel File to Impor || Help

Number of Record(s) Successfully Imported

Number of Record(s) Not Imported

User Name : ADMIN

2017-Mar-16 18:21:31

» Help will describes which fields are mandatory to import Employee Data.

Master Import Help

Field Required Format of Record Default Value

EMP 1D Alphabet AND/OR Numeric If not inserted then record will be =skip
Emp Mame Alphabet If not inserted then record will be skip
Punch ID Mumeric Less than 10 Digits If not inserted then record will be skip
Marital Status MARRIED/UNMARRIED Default value - MARRIED

Joining Date MMM,/dd/yyyy Ex:- Dec/31/2011 If not inserted then record will be skip
Birth Date MMM/ dd/yyyy Ex:- Dec/31/2011 If not inserted then record will be skip
Cepartment Alphabet Default Vvalue :- Undefined
Cresignation Alphabet Default Vvalue :- Undefined

Shift/Shift Group

Mame Same as enter in Shift Master/Shift Group Master

Optional (Any One)

Weekly Off sunday/Monday/Tuesday/Wednesday/Thursday/Friday/Saturday/Mone Default value - None
Address Alphabet Alphabet

Emp Ph. No. Mumeric Numeric

EmpMob.Mo. Mumeric Numeric

Email ID Alphabet AND/OR Numeric Alphabet AND/OR Numeric
Ref. Name. Alphabet Alphabet

Ref. Contact Alphabet Alphabet

Ref. Address. Alphabet Alphabet

EmpSecondWeekOff

Sunday/Monday/Tuesday/Wednesday/Thursday/Friday/Saturday/MNone

Default Value - None

EmpSecondWeekOffRule

Mone,ALL ,"2,4" ,"1,3","1,3,5"

Default Value - None

EmpHalfDay

Sunday/Monday/Tuesday/Wednesday/Thursday/Friday/Saturday/MNone

Default Value - None

EmpHalfDayRule

None,ALL ,"2,4" "1,3","1,3,5"

Default Value - None

MobMNosSMS/AdminMobNoSMS Numeric Numeric
RED Mandetony OK
! ELUE If not inserted than Defaultvalue inserted
GREEN Optional
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9.2 Attendance Parameter

@ PayTime Enterprise - X

@ Dashboard W Masters 57 Transaction 4f Time Reports  #§f User Management ¥, Download @ Alert 2 Payroll @ MFS Y% Utilities @ Andro Setting '@ MORX

Attendance Parameter

Attendance Parameters

QUT Punch Accepted within (Hrs.) Not > 24 hrs.  Grace Time for Late IN (Minutes)
Time Duration Between Two Punches (Minutes) Grace Time for Early Out (Minutes)
Application Moda AUTO v Monthly Report Start Day (Data Rollback require)

Weekly Backup on Application Close [] Daily Backup on Application Close () Time Duration Calculate From In Punch Time
TimeZone |(UTC+05:30) Indian Standard Time v @ Time Duration Calculate From Shift In Time
If Apply Sandwich Rule [Note:-This Parameter is for "OUT Punch Accepted within"]
[ 1s allow Sandwich Rule

Week off or Holiday absent if prefix And suffix day absent Week off or Holiday absent if prefix Or suffix day absent

Week off or Holiday absent if prefix day absent Week off or Holiday absent if suffix day absent
If Apply Sandwich Rule For Leave
[ 1s Allow Sandwich Leave Rule
Weekly off or Holiday Leave if prefix and suffix day Leave Weekly off or Holiday Leave if prefix or suffix day Leave

Weekly off or Holiday Leave if prefix day Leave Weekly off or Heliday Leave if suffix day Leave

MFS 100 Parameter

MFS Popup Time (Second) MFS Authentication Mode | 1:N ~

OT Parameter

Minimum Hour For QverTime Start l:| (Minutes)

OverTime Calculation Formula
(® Working Hrs - Shift Hrs () Working Hrs - Present Hrs (O After Shift End Time (O Befor Shift Start Time

[J Weekly Off Hour Calculated as OT Hour |0 Minimum Hour (Minutes)
[] Holiday Off Hour Calculated as OT Hour |0 Minimum Hour (Minutes)
User Name : ADMIN 2020-Nov-17 12:18:56

Attendance Parameters:-
1. Out Punch Accepted within — To assign maximum working hours limit.
2. Time Duration between Two Punches — Allowed second punch as per the assign time for particular
Employee.
e.g. — If you have set 1 minute
First punch:-10:20:15 AM
Second punch: - 10:20:20 AM
Third punch: - 10:22:00 AM
Than only first and third punches will be considered and the second punch will be discard.
3. Grace time for Late IN — if you assign 15 minutes and an employee comes after 15 minutes
of Shift Start Time then it will be considered as a late comers.
4. Grace time for early out — if we assign 15 minutes and an employee goes early 15 minutes of
Shift End Time then it will be considered as early goers.
5. Application mode:
» Fixed — You can set Device Terminal as IN or OUT Source.
» Manual — If you want IN or OUT key from machine then set Application mode to Manual.
» Auto — In Auto mode software will automatically calculate IN and OUT Time as par First IN
First Out method. It will not consider IN or OUT key from machine.
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6. Monthly Report Start Day:
» It allows you to generate All Monthly Report from Particular date of Month.
» e.g.— Current Month is February and you required all Monthly Report from 25 January to 24
February then set Monthly Report Start Day to 25.
7. Database Backup:
» If Weekly Backup is marked than Application will take Weekly backup will Application close.

» If Daily Backup is marked than Application will take Daily backup on every Application close.
8. If Apply Sandwich Rule:
» If Week Off/Holiday Set per your Rule
8. If Apply Sandwich Rule for Leave:
» If you have set this rule then Week Off/Holiday consider as a Leave and cut of that main leave
balance. If leave balance not enough than You can’t Leave entries.

MFS100 Parameters:-

1. MFS100 Popup Time

»  After starting Service of MFS100, when you put finger on MFS 100 scanner, popup screen will be
displaced and that popup Time can be set from above screen.
2. MFS100 Verification Mode

> You can set Authentication Mode as 1: N or 1:1.

OT Parameters:-

»  You can set Minimum Hours to calculate as OT Hours. E.g. if you want OT hour will be calculated
after completion of 30 minutes then you can set as per that.

» OT Hours can be calculated as
1. Working Hours — Shift Hours
2. Working Hours — Present Hours
3. After Shift End Time
4. Before Shift Start Time
» If you want to set Weekly off Hours and Holiday off Hours as OT Hours than can tick mark option
as per shown in above screen and also set Minimum Hours for calculating OT.
» If Weekly off and Holiday off need to set as ‘Absent’ for Employee who are not present for
whole month than set tick mark option as per shown in above screen.
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9.3 Attendance Rule

Attendance Status Rules
(1) Present
(a) [ Any Error Case

(b) [ Calculate Half Day/Present based on Total Hours when Error Case

c) OUT Punch Accepted within [Application Mode In Attendance Parameter
S z ik Should be Fixed] Fix (Hrs.) Not = 48 hrs.

(2) Half Day & Absent
Count Late after Late In minutes 0 (In Minutes)

Count Early departure after Early dept. minutes 0 (In Minutes)

Calculate Half Day if
(a) @ Late Count O (Greater or Equal)

(b) © Early Dept. Count |0 (Greater or Equal)

(c) © Late or Early Dept. Count |0 (Greater or Equal)
Calculate Absent if

(a) @ Late Count 0 (Greater or Equal)

(b) © Early Dept. Count |0 (Greater or Equal)

(c) @ Late or Early Dept. Count |0 (Greater or Equal)

For above 2nd Rules
@ Continuous [Half/Absent]
) Break [Half/Absent]

Total Hour Calculation Rules

(a) [ After Shift StartTime
(b) [] Before Shift EndTime

1) Present Rules
a) Any Error Case: Status will be calculated as Present for all Error Case Punches.

b) Calculate Half Day/Present: Status will be calculated as Present or Half day base on Total
Hours in Error Case Punches.

c) OUT Punch Accepted within can assign update 48 if Application mode is in “FIX”
2) Half Day Rules
a) Late Count : After define Late Count , status will be calculated as Half day
b) Early Dept Count : After define Early Departure Count, status will be calculated as Half day

c) Late or Early Dept. Count : After define Late or Early Dept. Count, status will be calculated
as Half day

3) Absent Rules
a) Late Count : After define Late Count, status will be calculated as Absent
b) Early Dept Count : After define Early Departure Count, status will be calculated as Absent

c) Late or Early Dept. Count : After define Late or Early Dept. Count, status will be calculated
as Absent

Note: Above 2" and 3™ rule can be apply for break or continuous Late or Early Departure.
4) Total Hours Rules
a) After Shift Start Time : Total Hours will be calculated after Shift Start Time
b) Before Shift End Time : Total Hours will be calculated before Shift End Time
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9.4 Change Password.
» It allows you to change password of Current User.
> You need to first enter old Password, New Password, and Confirm Password and then click on

‘ ’
Save’.
& PayTime Enterprise = — 5

@ Dashboard W Masters o Transaction & Time Reports if¢ User Management ¥, Download @ Alert 2 Payroll @ MFS 2§ Uitilities 0 Andro Setting

Change Password

Current Password  seess
New Password sssss
Confirm Password | sssass
|
User Name : ADMIN 2017-Mar-16 18:39:24
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9.5 Data Backup
» You can take back up of your Data on selected path.

@ PayTime Enterprise = -

@Dashboard W Masters ¢ Transaction 4f Time Reports i User Management ¥, Download M@ Alert £ Payroll @ MFS X3 Uitilities e Andro Setting

Backup Path D:\PayTime\PayTime201703161840

User Name : ADMIN 2017-Mar-16 18:41:09
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9.6 Open Application Folder

» It opens folder where PayTime is installed in System.

& PayTime Enterprise =

@ Dashboard W Masters % Transaction «f Time Reports i'ﬁgser Management .Lgownload A Alert 2 payroll j-“jMFS Uitilities ¥ Andro Setting
" Master Import
°s. Attendance Parameter

s Attendance Rules

i Change Password
Data Backup
Query Analyzer
Open Application Folder
Reset SQL Connection
Query Express

User Name : ADMIN 2017-Mar-16 18:41:31

" 6:41 PM

= 3/16/2017
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9.7 Query Express

& PayTime Enterprise

@ Dashboard W Masters < Transaction 4 Time Reports pﬁ User Management .LDownload B Alert 2 Payroll

|I//
12

st

v

3

#MFS 23 vitilities i Andro Setting

SQL Server | Oracke | OLEDB |

Server:

Connect Using:

€ Windows Authentication
(¢ SQL Server Authentication

Login name: |53
|

Password:

| \Mantra2005

I™ Low bandwidth

User Name : ADMIN

cos

2017-Mar-16 18:42:23

642PM |

coED

3/16/2017

» Query Express is used for checking and executing query in Database.
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9.8 Reset SQL Connection

» It allows you reset SQL Parameters at run time. Application will be automatically restart after
resetting SQL Parameters.

@ PayTime Enterprise o &

@ Dashboard W Masters % Transaction 4f Time Reports i User Management ¥, Download @ Alert £ Payroll @'MFS X3 uitilities 4 Andro Setting

Pt

a5 Sql Connection Parameter

SQL PARAMETERS

COEEL LRI LTI 107, 168.1.201\MANTRA2005)

DataBase Name PayTime

SQL Mode @ sQL Login @ Windows Login

SQL User Name sa

SQL Password Gt

Set Parameter

User Name : ADMIN 2017-Mar-16 18:42:43
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10. MORX:
» MORX menu have following features
1) MORX Enrollment
2) MORX Verification
3) MORX Delete Enrollment
4) MORX Finger Images

@ PayTime Enterprise
@ Dashboard W Masters ¢>Transaction f Time Reports ji User Management ¥,Download @ Alert £ Payroll

6
&8

PayTime

User Name : ADMIN

‘@' MFs  JQutilities @ Andro Setting €

RX Enrollment
J®  MORX Verification
i MORX Delete Enroliment
MORX Finger Images

2019-Oct-20 17:05:55
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10.1 Morx - Finger Enrollment

@ PayTime Enterprise - b e

ion 4 Time Reports  {§ User Management %, Download M Alert 2 Payroll @ MFS JZUtilities e Andro Setting & MORX

MORX - Finger Enrollment

Company Your Company Name ~

Branch Your Branch ~

Department SOFTWARE ~

Employee ID --- Select Any -— ~

Employee Name | --- Select Any - ~

Privilege Normal User ~

Biometric Type Finger e
@ Left Thumb ® O Right Thumb ®
QO Left Index ® O Right Index ®
O Left Middie () O Right middle  (X)
O Left Ring ® O Right Ring ®
O Left Little ® O Right Little @

0
Card/Password Enter To Save
Please capture the same finger 3 times

User Name : ADMIN 2020-Nov-17 12:17:08

> You can enroll biometrics data of candidates using Morx enrollment device (MR130) and those
enrollment can be upload to any Morx-Enterprise Devices.
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10.2 Morx - Finger Verify

- A e - - -
@ Dashboard W Masters %>Transaction 44 Time Reports i User Management ¥, Download M@ Alert £ Payroll @ MFS X3 Utiities ¥ Andro Setting @ MORX

MORX - Finger Verify

1:N
|
User Name : ADMIN 2019-Oct-20 16:48:43

» You can ldentify (1: N) finger by clicking on “Start Verification”.
» Photo, Employee ID and Employee Name will be displayed of matched Employee.
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Morx - Delete Enrollment

10.3

@ Dashboard W Masters 5 Transaction &f Time Reports

#¥# User Management

.i,l:lown\oad “-\Iert Z payroll

MORX - Delete Enroliment

10

Company  |Mantra Softech -
Branch [Ahmedabad Branch -
Employee ID 10 C§

Name Rajesh Koriya Q

Punch ID 10

Left Middle

AN 72N 7AN | 7AN | 7A
DPD DY

& MFs

[[] Employee ID

2% Utilities  # Andro Setting &' M

Employee Name Punch 1D Finger

10 i

Rajesh Koriya

N 8 )|

User Name : ADMIN

>

It allows you to delete employee’s finger enroliment.

2019-Oct-20 16:49:35
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10.4

@ Dashboard W Masters < Transaction

-

40 Time Reports i User Management ¥, Download @ Alert £ Payroll

Morx - Export Enrollment

SN  SEEEN - 42 . _— e

¥'MFs 2R Utilities
MORX - Export Enroliment

|[] Employee ID Employee Name

Company  [Mantra Softech

10 Rajesh Koriya

Branch

Branch [

Employee ID 10
Name Rajesh Koriya

Punch ID 10

# Andro Setting

@ MORX

Punch ID Finger

10 =)

p ) m‘ l:eft Ring Left Little
WA AAWARNWAN
,/ﬂ yﬂ /f“ '/’“ I
M D) ) )

@ JPEG @ IPG © BMP @ PNG © TIF

SEvE imsoes m

User Name : ADMIN

» You can export enrolled finger Print in JPEG, JPG, BMP, PNG or TIF.

2019-Oct-20 16:50:06

Website: www.mantratec.com

Page 81 of 88



http://www.mantratec.com/

MONTRA

MANTRA SOFTECH (INDIA) PVT. LTD.

11. Help:

» The Help Manu has the following Items.
1. Attendance

Payroll

ESS Android

ESS Web

Show Status bar

About

Upgrade/Downgrade

No vk wnbN

@ PayTime Enterprise

@ Dashboard W Masters $>Transaction &f Time Reports i User Management %, Download @ Alert 2 Payroll

User Name : ADMIN
s
i
~

@' MFs  JQuitilities f Andro Setting

Attendance
Payroll

ESS Andro
ESS Web
Show Statu:

@ About

=aia

sbar

Upgrade/Downgrade

Network 37
2017-| Intemet access [

-
2:04 PM
3/17/2017
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1. Attendance — Attendance Manual file (pdf) will be opened.

2. Payroll - Payroll Manual file (pdf) will be opened.

3. ESS Android — Employee Self Service Manual for Android will be opened.
4. ESS Web — Employee Self Service Manual for Web will be opened.

5. Show Status bar — You can show or hide status bar.

6. About - It will display current version Information of PayTime.

7. Upgrade/Downgrade

& PayTime Enterprise

@ Dashboard W Masters S>Transaction 4 Time Reports ijiUser Management %, Download @ Alert £ payroll @ MFS g Uitilities ¥k Andro Setting

Downgrade PayTime

Entry Module

PayTime E 2.0.0.0

Company Name

132 Feet Ring Rd, Shyamal, Ahmedabad, Gujarat »
380015

Company Address

rajesh@mantratec.com

Company Email ID
Company Contact No 07922814821

License Type IAttendance v]

Edition @ Standard Enterprise

Send License File To : (Email ID)

License

- ==

User Name : ADMIN 2017-| intemnet access

» It allows you to downgrade from Enterprise to Standard or upgrade from Standard to Enterprise.
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12. Reports:

» The Reports Menu has the following Attendance Reports.

Daily Reports:-

1) Daily In-Out Report

2) Daily In-Out With Device Name Report
3) Daily In-Out Shiftwise Report

4) Daily Details Report

5) First IN Last out Report

6) Daily IN Register

7) Error Case Report

8) Absent Report

9) Late In Report

10) Early In Report

11) Early Departure Report

12) Late Departure Report

13) OT Report

14) Long Lunch Break Report

15) Long Tea Break Report

16) Continuous Late Arrival Report

17) Continuous Early Departure Report
18) Continuous Absenteeism Report
19) Machine Raw Transaction Report
20) Manual Punch Report

Monthly Reports:-

1) Monthly Muster Report

2) Monthly Working Duration Report

3) Monthly Late In Report

4) Monthly Early Departure Report

5) Monthly OT Report

6) Monthly Summary Report

7) Monthly Shift Report

8) Monthly Hourly Report

9) Monthly Hour Summary Report

10) Monthly Department Summary Report

Website: www.mantratec.com
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Daily Summary Reports:-
1) Department Summary Report

2) Early In Summary Report

3) Late Summary Report

4) Early Departure Summary Report
5) OT Summary Report

Leave Reports:-
1) Leave Consume Report

2) Leave Balance Report

Master Reports:-
1) Company Report
2) Branch Report
3) Department Report
4) Designation Report
5) Employee Details Report
6) Shift Report
7) Holiday Report
8) Leave Type Report
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12.1 Daily Report

» You can generate Daily Report for Particular Date Range and Selected Employees.
» You can generate Attendance Report in two Modes.

1) Print Previewer
2) On Window

& PayTime Enterprise

ime Reports  fjf User Management ¥,Download @ Alert 2 payroll @ MFS X% Uitilities ¥ Andro Setting

Daily In-Out Report

Report Filter
@ On Window
Report From 16-Mar-2017 [E~ To 16-Mar-2017 [E~ [T First IN Last QUT
Company [Mantra Softech (India) Pvt. Ltd. v Branch [-- Mone -- v] @ Print Preview

| Department Name
v
Software

|01 Employee 1D Employee Name Punch ID

-

2017-Mar-16 18:56:45

User Name : ADMIN

1) Print Preview

> In Print Preview, you will get Report in Crystal Report Viewer.

Daily Register Mantra Softech({india) Pwt. Ltd.
C-3 ,Blue Heaven Complex Mear. Mavarang Circle Naranpura Ahrmedabad India.

Print Date : 25-Jan-2012

Page 1 of 1
Emp ID Emp Name Attn Date ‘ In Time | Out Time ‘ Total Hrs | 0S Hrs | Status
Department |SOFTWARE DEWELCHE
1 RAJESH KORIY A
WORMIMNG 03:00 25-Jan-2012 0500 o000 F
09:00:00 | 17:00:00
8:0 0:0
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2) On Window

» In Window Mode, you will get Report in Grid format and after doing customization like add or remove
fields and change grouping, you will exports it to formats like PDF, Excel, CSV, HTML and Text.

Transaction Report

i) Hide Columns Selector | i Print [ Exit _a Export » 7 ShowRow Fiter [+&] Mearge Cell [ Embedded Navigator @ Look Feel » 53 Skin i [~

Print Settings Fit to Pages |AUTO v| margins [Top v [o7 v Display Header & Footer  [] Expand Al

Print & Export Size | Ad v [Bottom  ~] [07 v [] Landscape

[ Deptriame & | -

————— [ name |

Desghamne InTime CukTime Status

E Mame: EmpID:- 1 EmpName:- RAJESH KORIYA
25-Jan-2012 PROGRAMMER MORNING [ 09:00 To 17:00)  0%:00 17:00 05:00 0000 P

Custon o
| EarlyHr [~]

| EmpID

| Emphiame

| LateHr

| LessHr

| sShiftEndTime

| sShifttame m

1) You can add or Remove Fields

E.g. in Above Report If you Need Less Hour after field of OT Hrs then you only need to Drag ‘LessHr’
From list located at right corner of screen to Report behind field of ‘OTHr’.

2) You can change Grouping

E.g. In above Report Grouping is done by Name; if you need that by Shift then you only need to Drag
‘Shift’ to Group Header Area.

3) Hide Columns Selector: - It will hide columns selected displayed in right corner of screen.

4) Show Row Filter: - it allows you to filter your grid data.

5) Merge Cell: - It will merge cells if any columns are repeated in grid.

6) Embedded Navigator: - Embedded Navigator will allow you to navigate through Report easily.
7) Look Feel: - You can apply different Themes like Office 2003, XP, and Mixed XP.

8) Skin: - You can apply different Skin like Caramel, Black, Blue, Lillian.

9) Fit to Pages: - if Report is growing in more than one page then you can set it to single page.

10) Margin: - You can manage Top, Bottom, Left, Right margin for Page Setup.
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12.2 Monthly Report

> You can generate Monthly Report for selected Month and Employees.

& PayTime Enterprise

anagement ¥, Download L Alert ] 2% Uitilities Andro Setting

Monthly Muster Report

Report Filter

Software

® Oon window
Report For Mar-2017 [k [F] First IN Last OUT
Company [Mantra Softech (India) Put. Ltd. - Branch [ None - - @ Print Praview
| Department Name Employee 1D Employee Name Punch 1D
v p

User Name : ADMIN

[® Transaction Report

2017-Mar-16 18:57:09

5% Hide Columns Selector | 2a Print [ Exit  w Export = %7 ShowRow Filler [ Mearge Cell | » | Embedded Navigator &8 Look Feel - 53 Skin: - [+

Print Settings Fit to Pages |ALITEI v‘ Margins |Tnp v| |E| a v| Display Header & Footer  [] Expand a&ll

Print & Export Size | A2 v/ [Batton 1+ [0.4 v Landscape

Deptlame

Customization

| Mame

| ShiftEndTime

| ShiftMame

| shiftstartTime

- The End -
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