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What is My Attendance Software? 
My Attendance Software is very simple solution for managing time attendance record using Fingerprint, Biometric, 

and Face detection system of leading attendance system manufacturers. My Attendance Software is useful for 

Shops, Offices, Education institutes, IT Companies, Factory. My Attendance is developed to track employee 

attendance, Shift schedule, weekly off, Daily Report, Monthly Report, and Leave register. Software uses Automatic 

Shift Allotment, Fixed Shift, and Auto Shift Allotment to manage shift scheduling. Integration with other Payroll 

software’s is possible. 

Why should you use My Attendance Software?  
Processing Time Attendance and Payroll is essential for every type of organisation. Most of the organisations are 

using Fingerprint Attendance system or planning to go for Fingerprint attendance system and looking for a solution 

which can help HR / Accounts person to process attendance and salary in time. It’s always a challenge to calculate 

and process payroll in time for Employees. Most of small company are either using Excel to process the salary or 

calculating manually and processing for return preparations. 

My Attendance software is designed to address all the difficulties faced by users while calculating time attendance 

and payroll. The best advantage of the software is Integration of Attendance and Payroll in Single software. 

 

Features of My Attendance  

 Complete Employee Profile Management  
 Auto Shift Allotment ( no manual scheduling require )  
 Leave Management  
 Missing Punch / Single Punch Management  
 Employee wise Shift / Weekly off / Leave  
 Manual Attendance Regularisation  
 Overtime Calculation  
 Auto C-Off credit  
 Highly customisable  
 Payroll Integration  
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My Attendance Masters Setup 
Welcome Window 

 

Configuration Settings: 

Click on Configuration button  

 

Configuration Manager will open .select Database type as MSSQL from drop down box. 
Select the Details like Authentication mode  
Server Name. 
 

  

Then Click on Create Database. 
Select Authentication Mode; insert Server Name, Database Name  

User Name of SQL Server by default its sa and insert valid password for SQL Server. 
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Database created successfully. 

License Window 

 

 

 

Login Window  

Now click on Create Company Button 

 

 

 

Fill all company details in Company Master .insert login details for that company  

We can insert Logo also for that we need to click on Browse button and select logo file. 

 

On Login window select created company  
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Select User Type 

 

Insert Valid Login details  

 

 

 

Click on Login to enter. 
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My Attendance Masters 

Company Management 

My Attendance Software supports multiple companies. This form will display the Company details. 
Company Details Consist of Company Name, Short Name, email, Website and Address 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Branch Management 

This form will display the Branch details. It consists of Branch Name, Short Name, Phone Number, email, 
Contact Person and Address. 
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Department Management 

My Attendance Software supports multiple departments. This form will display the List of departments. 
This form allows User to Add, Edit and Delete the departments. 
Department Details Consist of Department Name. 

 

 
 
 
 
 
 
 
 
 

Designation Management 

My Attendance Software supports multiple designations. This form will display the List of designations. 
This form allows User to Add, Edit and Delete the designations. 
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Category Management 

My Attendance Software supports multiple categories. This form will display the List of categories. This 

form allows User to Add, Edit and Delete the categories. 

 

Bank Management 

My Attendance Software support Bank Details. This form will display the List of Banks. Bank consists of 

Bank Name IFSC Code and Address .This form allows User to Add, Edit and Delete the Banks. 
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Attendance Settings  
These form content Global settings for attendance, mainly there are three tabs first for  

Shift & WOFF settings: 

 

This consist of all Shift details like Full Shift Min, Half Shift Min, Late Allowed min, Early Allowed min 

We can choose Weekly Off if second weekly off is there then Click on Second weekly off box. 

Device Punch:  

This form consist of Punch details Single, Double, Multiple 

And Tolerance between two punches. 
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Attendance  

Attendance: This is third Tab from Attendance Settings. In this form there are following settings  

Late Cut: if Employee coming Late as specified day in a Month then we can take actions like none, absent, 

Half day. 

OT: it consists of grace minutes to start OT. And Number of hrs. to complete 1 Day. 

No out Punch Found: if employee misses his out punch the we can take actions like None, Shift out Time, 

Half Day or absent. 

Lunch: Allowed Minutes  

If present on WOFF or HOFF: if an employee comes on WOFF or HOFF we can calculate it as OT, COFF,Pay 

Days or None 

Max.OT Hrs: this is the maximum Ot hrs  

 

 

Define Shifts, Leave, Holiday, Device, Database Device  

Attendance Masters 
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This form will display the List of all Shifts. It allows User to Add, Edit and Delete the shift. Shift Details 
consists of Shift Name, Short Name, In Time, Out Time, Late Allowed Min, Early Allowed Min, Full Day Min 
and Half Day Min of Shift. 
OT settings: Grace Period, 1 Day Hrs, Max Ot Hrs. 

Lunch and Break timings: insert lunch and break times. 

Ends on Next Day: click if shift ends on next day.  

Shift Master 

 

My Attendance consist Three Shit Types : Fix Shift ,Shift Allotment ,Auto  

Leave Type management 

This form will display the List of all Leave Types. It allows Login User to Add, Edit and Delete the Leave 
Types. Leave Type Details Consist of Leave Name, Short Name, Carry Forward Limit Applicable 
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Holiday Management 

This form will display the List of all Holidays. It allows Login User to Add, Edit and Delete the Holidays . 
It consist of holiday Name ,holiday Start Date And End Date .and check box of Payable 
 

 

Device Management 

This form will display the List of all Devices. It allows Login User to Add, Edit and Delete the Devices . 
It consists of Device Type, Name, IP Address of device, Port, Machine No of device and Device Type. 
 

 

 

  
 

 

 
 

Database Devices 
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This form will display the List of all Devices. It allows Login User to Add, Edit and Delete the Devices . 
It consists of Device Company, Name, DB Type ,and DB String\Path. 
 

 

Employee Master 
 
This form will display the List of all Employees. It allows Login User to Add, Edit and Delete Employee. We 
can save Employee according to Employee EnrolI Id saved in Device ,then Name of Employee, Ref Code of  
Company, Also we can browse Photo for employee. 
Employee Form Consist of Four Tabs such as 
  

Personal Details:  

This contains all personal details like Father Name, Blood group ,Gender, Date of Birth, 
Marital Status , Contact Details like Telephone No, Address, Email Id. 
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Job Details:  

This Tab consist  of all Job Details like Name of branch ,Department ,Designation, Category ,Employee 
Type, Bank Details ,A/C Number. Also Joining Date And Confirmation Date of Employee along with Current 
status in company. 
 

 

Shift & WOFF : 

This Tab consist of all Shift Details like Shift type, In Time & OUT Time of Shift .Other details like Late 
Allowed ,Early Allowed ,Half Day Min, Full Day Min, Applicable Form .along with WOFF settings 
We can assign weekly offs and this settings individually also. 
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Attendance Settings: 

 This Tab contains all settings which we seen in Global Attendance settings like Punch Details ,No Out 
Punch Found, Present on WOFF/HOFF, Lunch, Late Cut. 
 

 

 

Attendance management 
Check the Menu for Attendance  
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Create Leave Year, Leave & Shift Allotments 

Leave Year  

 

Leave Allotments : 
 This form is to allot leaves to employee ,we can allot Department wise also ,This consist list of All Departments ,List 

of all Leave in drop down box . we can allot Leaves individually as inserting leaves columns to save this need to select 

check box   

 

Shift Allotment:  
This form is to allot shifts in Month, we can allot shifts in Department wise  
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Leave & COFF Applications 

This form will display the all assigned Leave Entries to employees according to specified From and To Date 
.It also allows Login User to Add, Edit, Delete Leave Entries .This form consist of Date ,Employee’s Id with 
Name, Leave Type, Balance ,From Date and End Date for Leave also check box for Half day ,Total Leaves 
and Reason for leave. 

 

COFF Applications 

This form will display the all COFF Entries to employees according to specified From and To Date .It also 
allows Login User to Add, Edit, Delete COFF Entries .This form consist of Date ,Employee’s Id with Name, 
Leave Type, Balance ,From Date and End Date for Leave also check box for Half day ,Total Leaves and 
Reason for leave. 
 

 



                                                                                                                                              

21 
 

Manual Attendance  

This form is to add manual attendance, Manual Attendance consist of From date and End Date, Shift Type, 
IN Time and Out Time of Shift, Status ,OT Hrs . 
 

 

Gate Pass Entry 

This form is to add Gate Pass entries it consist of Enroll Id of employee with Name ,From date and End 
Date, Duration, IN Time and Out Time of Shift, Status ,OT Hrs . 
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Missing Log Entry 

This form is to insert Missed logs entries it consist of From date and End Date, Status as IN or OUT, Time 
and Employee details. 
 

 

Download Logs 

This form will show how to download data through Device List. 
Download Logs From Device : Select Device from drop down box ,Click on Connect button Then click 
Download Logs. this will start downloading of logs from selected Device if it’s connected. 
After click to Save Logs.  
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Download Logs by Device: 

 

Download Logs From USB:  

Select Device company ,Click on Download Log button and browse the Log file . 
Download USB will allow you to download the logs from “.dat “file. Click to Save button 
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Process Logs :  
After downloading Logs from Device need to process once so that click on Process Logs menu   

 

Process All Logs :  

we can process logs Month wise of All Employees 

 

Process Employee wise  :  

we can process logs Month wise for Individual Employees 
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My Attendance Reports    
 

Daily Reports :  

Daily IN OUT Report 

Late Come Report 

Early Going Report  

OT Report  

Shift wise Report  

Present Report 

Absent Report 

Log Report  

Gate Pass Report 

Manual Attendance Report 

COFF Details Report 

Missing Log Entry Report 
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Daily IN OUT Report : 

Report Search : This form to show reports it consist of Date range ,we can filter using Branch ,using Department , 

Designation, Category ,Type or Status also ,Click on check box to select Employee after this Click on Report button 

This window is common for all Reports.  

 

Report Output : 
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Daily Late Coming Report : 

 

 

Daily Early Going Report : 
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Daily Overtime Report : 

 

Daily Shift Wise Report : 
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Daily Present Report : 

 

Daily Absent Report : 
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Daily Log Report : 

 

Daily Gate Pass Entry Report : 

 

Daily Manual Attendance Report : 
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Daily Missing Log Entry Report : 

 

 

Monthly Attendance Reports :  

It Consist of following reports 

Performance Muster 

Special Performance Report  

Monthly Performance Report 2 

Status Muster 

Total Hrs Muster 

Total Hrs Muster2 

Summary Report  
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Performance Muster Report : 

 

 

Special Performance Report  
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Status Muster 

 

Total Hrs Muster 

 

 

 

Total Hrs Muster2 
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Total Working Hrs Muster 

 

Monthly Attendance Summary Report 
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Yearly Reports  

Attendance Summary  

 

 

Attendance Summary  

 

 

 

Leave Reports :  

it consist of following leave reports 

Summary Report 

Daily Leave Report 

Leave Balance Report 
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Leave Summary Report : 

 

 

Daily Leave Report: 
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Leave Balance Report: 

 

 

 

Employee Details Report :  

It contains below report 

Employees Joining Date Report 

Employees Blood Group Report 

Employee Profile Report 

Deactivate Employee Report 
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Employees Joining Date Report:  

 

 

Employees Blood Group Report: 
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Employee Profile Report 
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Deactivate Employee Report: 

 

 

Master Reports:  
It contains following reports 

Company Report 

Branch Report 

Department Report  

Designation Report  

Category Report  

Bank Report : 

Shift Report  

Leave Report  

Salary Hear Report  

 

Company Report 
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Branch Report 
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Department Report 

 
 

Designation Report  
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Category Report  

 

Bank Report  

 

 

Shift Report  
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Leave Master Report: 

 

 

My Attendance Tools  
 

 

 

Database Backup and Restore Tool :  

we can backup or Restore of our database through these tools . 
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Auto Backup Settings : 

 

Select path for auto database backup ,give company code .and select prompt for backup from drop down menu 

 

 

User Master: 

 

Admin having permission to create User .This form consist of User Name, Password, Confirm Password .Admin have 

permission of Adding multiple Users, Delete Users. Admin sets permission for created User  
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User Creation 

. 

Reminder Screen :  

This form to show birthday and Wedding anniversaries of Employee    

 

Email Reports: 

 This Tool helps to mail Monthly Attendance Summary report to the employee. 
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Email Settings :  

Admin or User has to fill these Email settings 

 

Device Management:  

This Tool is for importing Users to Device , Delete Logs ,Clear Logs ,and Clear Admin from Device if device is 

connected state 

 

Help 

 

About Us 

This form consist of Software version with contact details for support along with license details   
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Dictionary:  

This form consist of the meaning of used terms in My Attendance software 

 

 

For more Details contact – 

 

 

Raviraj
Typewritten text
sales@ravirajtech.com 

support@ravirajtech.com 


