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Documentation Disclaimer

Matrix Comsec reserves the right to make changes in the design or components of the product as engineering and
manufacturing may warrant. Specifications are subject to change without notice.

This is a general documentation for all variants of the product. The product may not support all the features and
facilities described in the documentation.

Information in this documentation may change from time to time. Matrix Comsec reserves the right to revise
information in this publication for any reason without prior notice. Matrix Comsec makes no warranties with respect
to this documentation and disclaims any implied warranties. While every precaution has been taken in the
preparation of this system manual, Matrix Comsec assumes no responsibility for errors or omissions. Neither is any
liability assumed for damages resulting from the use of the information contained herein.

Neither Matrix Comsec nor its affiliates shall be liable to the buyer of this product or third parties for damages,
losses, costs or expenses incurred by the buyer or third parties as a result of: accident, misuse or abuse of this
product or unauthorized modifications, repairs or alterations to this product or failure to strictly comply with Matrix
Comsec operating and maintenance instructions.

Warranty

For product registration and warranty related details visit us at: www.matrixcomsec.com

Copyright

All rights reserved. No part of this user manual may be copied or reproduced in any form or by any means without
the prior written consent of Matrix Comsec.

Version 28
Release date: May 15, 2024
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CHAPTER 1 Employee Self Service

The COSEC Employee Self Service (ESS) module is a browser based employee self service module that links to
the COSEC application platform. It is designed to operate through a standard Internet browser connected to the
Corporate Intra-net or the Internet.

The ESS enables the employees to obtain the information they need without bothering their supervisors or human
resources personnel. Employees can thus have access to ever changing work information, and are in a better
position to take decisions about work related activities and leave requests, further reducing the burden on
management.

Using ESS the Employees can view a variety of information including attendance summary, punch events,
attendance details, leave balance, holiday and work schedules.

This ESS License will not be available with the COSEC Application basic platform license. To Use ESS, the
customer needs to ensure that the COSEC license ordered by them includes the ESS module.

You can login into Employee Self Service (ESS) module using the mode selected by the System Administrator in
Login Authentication Mode — Password, Password OR OTP or Password Then OTP. Refer Login
Authentication Mode in User Guide, Admin Module> System Configuration> Global Policy> Login> Login
Authentication Mode.

English v

] Remember Me Forgot Password?

LOGIN

To view the login page in the desired language, click the Language dropdown list and select the desired language.
By default, the login page appears in the language as set by the System Administrator in Global Language
For Login. For more information refer Global Language For Login in User Guide, Admin Module>
System Configuration> Global Policy> Basic Policy> Global Language For Login.

Enter the User ID or Email ID or Mobile Number of the employee, for example: Smita.

Enter the Password you set, for example:Ad@12.

Matrix COSEC ESS System Manual 1



% You need to set the password during the first login or If the password is not set, then you will be redirected to
the Set Password screen where the new password can be set. Enter the desired New Password and re-
enter to Confirm Password. Now, you can login with the Password you set.

You can enter OTP only that number of times as configured by the System Administrator in Maximum OTP
Generation Attempts. Refer the User Guide, Admin Module> System Configuration> Global Policy>
Password Policy> Maximum OTP Generation Attempts.

Your account may get locked for invalid attempts of login using Password and/or login using wrong OTP as

configured by the System Administrator in Password Policy. For more information refer Password Policy
in User Guide, Admin Module> System Configuration> Global Policy> Password Policy.

General Data Protection Regulation

General Data Protection Regulation (GDPR) aims in providing security and privacy to a users personal data.They
limit the access to a users personal data.

By enabling GDPR, set of defined fields revealing users personal data will be masked and the data will be
encrypted, accordingly a dummy image will be displayed in place of the user’s profile picture.If you desire enabling
GDPR, select the Personal Data Protection checkbox in COSEC Web > Admin > System Configuration > Global
Policy > Basic.

To know more about GDPR refer, COSEC System Manual.

Masking will not be applicable for ESS/RIC user login only relevant data will be encrypted.

Masking and relevant data will be encrypted for Host user login. For details, refer to “GDPR Reflections”.

The ESS Dashboard of user appears as shown below:

A DashBoard Quick Links =

L Monthly Attendance Details »C Shift Schedule Pending Application/Authorization
Rushishah q January 2020 » q January 2020 » Leave Application; 1

Leave Balance

4 4 4 4 ¢ 4 4

21/01/2020

st Half : 2 2nd Half : 3

PL: Paid Leave 0.75

HP : Hourly Paid Leave 04:00

Available Short Leave 0 [00:00]

e B
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The ESS dashboard of Reporting In-charge user is shown as below.

102

Shruti Patki

frime Attendance
Leave Management
(Group Details

Group Summary

Daily Attendance
N-Punch
Member nts

Member Attendance

Shift Schedule

Job Status

wark B3]
Punch

Change Reporting Incharge

n Award/Penalty Hours

P4 44

IN out

Member Details

My Details Quick Links
Waork Hours Detail Daily Attendance Summary »
08/052018 B8 08/05/2018 =]
5 1
2 oooo Reported
Work Net Generated Authorized Late Earl
Y Total Members 3
Hours vork Hours a a n Qut
B Reported 1
Pending Approvals / Authorization 0 Mot Reported o
On Leave 0
0 0 0 0 onTour 0
Leave Tour C-OFF Attendance Correction On Week-Off 0
On Holiday 0
0 0 0 0 On Field Break o
Attendance Short Leave/Official IN-OUT Overtime/C-OFF Timesheet Correction M OnRest Day 0
Scheduled 1

The Dashboard for Member Details and My details for Reporting In-charge user shows the Monthly Attendance

Details, Shift Schedule, Pending Application, Leave Balance and Cafeteria details. Clicking on particular record will
redirect to the respective page.

The Member details for Reporting In-charge user shows the Work Hours details, Pending Approvals and Daily

Attendance Summary of the members. Clicking on particular record will redirect to the respective page.

Clicking on

# | will redirect to Group Summary page.

The My Details shows the Monthly Attendance details, Shift Schedule, Pending Applications and Leave Balance of
Reporting in-charge.

102

Shruti Patki

Basic

Time Attendance

Leave Management
Group Details
Approval/Authorization
Cafeteria

Job Costing

FVM

Reports

Mark IN
Punch

44 444

ouT

Member Details

My Details Quick Links
Monthly Attendance Details » C Shift Schedule Pending Application
4 May 2018 > 4 May 2018 >
Mo Tu We Th i Sa Su Mo Tu We Th  Fr Sa Su
3 4 G5 Gs G5 G5 GS wo
8 GSs GS (53 G G5 GS wo
5 53 GS s GS G5 GS wo
=3 GS Gs GS G5 GS wo
s cs s cs Leave Balance
Total C-OFF Balance 00:00
06/05/2018 08/05/2018 General Shift
st Half: 48 2nd Half: 8 Start Time : 02:00 End Time : 18:00
Present 0 Working Days 27
Absent 0 Week-Offs 4
Paid Leave 0 Holidays
Unpaid Leave 0 Field Break Days 0
Rest Days 0
Tour 0 = o
Available Short Leave 0 [00:00]

The Quick Links are shortcuts to reach to a specific page in just one click. You can add the quick link of your

choice using

button to reset the quick links to the default quick links.

* button. You can select 5x4 or 4x5 layout to manage the quick links using = button. Click 2

Matrix COSEC ESS System Manual



Member Details My Details Quick Links

+ E 9O
—
= =T
=
Holiday Schedule Daily Attendance Short Leave/Official In-O... Attendance Correction Leave Balance
App..
-
: = = @ F 0
— — x
=7 = o3:00] JQ
. e =4 *
v Leave Application Tour Application Expenditure Summary Timesheet Correction Self Declaration

: 28

Health Records

The Menu Bar at the top right side of window consist of following Icons:

* Dashboard: Enables to view the basic details of user on dashboard.

e Account Settings: Enables the user to change the password or to set the preferred language and Theme
for the login user.

* Help: Gives the information about the COSEC ESS Application.

* Contact: Gives the contact details of Matrix Comsec Pvt. Ltd.

e About: Gives the details regarding Product version and variant.

* Logout: Enables to log out from the application.
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User Profile

The User Profile can be edited by clicking on the User ID or Name at the top left of the window. The profile can be
edited for the fields User, Personal, Contact and User Photo. Credentials and Group Details cannot be edited.

DashBoard Quick Links
Monthly Attendance Details » C Shift Schedule
4 December 2020 > 4 December 2020 »
Click Here— Mo Tu We Th Fr  Sa Su Mo Tu We Th F Sa  Su
22/12/2020 22/12/2020
He 1st Half: _ 2nd Half : _ Start Time :
5 P Working Days 0
resent U
‘Week-Offs 0
Absent 0
Paid Leave 0 Holidays
= Field Break Days 0
Unpaid Leave 0
T i Rest Days 0
our U
Edit Profile
User
Date Of Birth 10/08/1983 =]
P |
Freona Joining Date =
Contact Confirmation Date =
Credentials Vehicle Registration No. GJ0GUD2905
Group Details
Driving License 5487179657
Driving License Expiry 19/12/2025 =]
Passport Mo. 54947941978
Passport Expiry 05/09/2019 ==
PAMN VYFY14878
Aadhaar No. 11598560616
PF Mo 51879856
UAN 65988135
ESINo 454897|

Vioter ID

Visa

Visa Expiry

Security Number ™

Custom Fields ID Proof ™ | photo
Mominee Name ™ Aakarsh
Update
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Custom Fields are visible only after they are configured by your System Administrator. For example Security
Number, ID Proof, Nominee Name.

In certain parameters like Driving License, Passport No., PAN, Custom Fields etc, you can upload the documents

by clicking Upload ;'; button. Then Change Document pop-up appears as shown below.

Change Document x

5 Browse File
Supported File Formats: Jjpg, .bmp, .png, .pdf

Size: 5 MB

Click Browse File &= .

To upload, select the desired file as per the supported formats and size (.jpg, .bmp, .png, pdf) from your local PC.

Change Document x

. N

Browse File > =00 - Remove File
Suppoir‘led File Fornlts: Jpg, .b}np, png, .pdf

Size: 5 MB

Download File

After uploading the file, if you wish to upload a different file instead of the current uploaded file, click Browse File

& again and select the desired file from your local PC. The previously uploaded file will get replaced with the
new file.

To download the uploaded file, click Download File O

To remove the uploaded file, click Remove File

Then click Update.
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The document will be uploaded and can be previewed by clicking on Preview button.

% If you are unable to edit User Basic Details, contact your System Administrator to provide the necessary

rights.

The Joining Date and Confirmation Date of user profile cannot be edited by the user.

User Photo

To change the photo, double click on photo or to add the photo for the first time double click on top left. The
Change Profile window appears as shown below.

Click here

Click on the

You can download the photo by clicking on £ putton. Also you can delete the photo by clicking on

=

Meonthly Attendance Details

Shift Schedu

le

DashBoard Quick Links

*»C

B Athira q

December 2020

Mo Tu We Th Fr

Unpaid Leave 0

Tour 0

Sa Su

b 4

Mo Tu

December 2020 ]

We Th

Working Days 0

Holidays
Field Brazk Days 0

Rest Days 0

Fr Sa Su

Change Photo

=

Supported File Formats are ®,jpg, .bmp, .png

button to browse for the photo. After selecting the photo click on Update to save the changes.

button and click on Update to save the changes.
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Mark Punch

The User can mark the punch using the IN and OUT links. Click on the links to select any of the special function
shown below for the punch event.

The attendance marking option will be available only if punch marking is permitted by the SA of the logged in user.

g - FVIM
Mark Punch Mark Punch
Ri v Reports
Overtime IN Overtime OUT
Break End Break Start
Official IN Official OUT
Short Leave IM Short Leave OUT
Regular I Regular OUT
lark N ouT Mark N ouT
Punch Punch o

ESS users who have been assigned certain tasks may be requested to select the desired job from the list of
%/obs at the time of punch marking. If the System Administration has enabled Show All Jobs while
Punching check box in Job Costing under Global Policies, then all the jobs in the system will be displayed.

If Show All Jobs while Punching is disabled then Jobs whose ESS Assignment check box is enabled and
are In-progress and Assigned to the specific user only will be displayed.

Message Board

The Notice, News and General Details can be viewed from the Message Board by clicking on the Message bar at
the bottom of the page. The Message appears as shown below. By Clicking on Notice, News and General button,
messages can be viewed.

Iessage Board >

General

Matrix provides Surveillance and Telecom Solution.

8 Matrix COSEC ESS System Manual



Notification

The login users are provided alerts on various updates relating to the login user. A notification link appears near the
User name on top left of window, Clicking on the link directs the user to the notification page.

Type Order List

A =) =] Al [=]

Ascending

|Z| Clear Filter

Attendance Authorized for 26/04/2017, Work Hours - 10:00,

Generation Date : 04/27/2017

Time Attendance g 11:43 AM % Work Authorized

Leave Management -

! Job Costing by

FuM -

The Notifications can be viewed based on the filter options of Attendance/Leave/All and based on ascending or
descending order.

Clicking on Refresh button enables to view new records/notifications if received.

The generated notification entries will be deleted when the users have viewed the notification page and done a
successful logout.

iﬂ’r

The notification is generated only if the functionality is enabled from Admin>System Configuration>Global
Policy>Login Tab>Enable Notification.

The Company Name and LOGO at the left bottom of the page can be changed from Admin Module
application>System Configuration>Enterprise Profile.

ESS Dashboard

In COSEC application two Categories of users are defined i.e. Reporting In-Charge and Group members. Based on
this the Dashboard displays the basic information on different parameters related to Employees and is shown under
the following groups:

Quick Links

DashBoard

Monthly Attendance Details Shift Schedule Pending Application

4 May 2017 » 4 May 2017 »

Mo Tu we Th Fr Sa Su Mo Tu We Th Fr Sa Su
No Pending Application

Leave Balance

Total C-OFF Balance 00:00

05/03/2017 05/03/2017

1st Half: _ 2nd Half: _ End Time :
Working Days 0

‘Week-Offs

Present 0 o

Absent 0

Paid Leave 0
Unpaid Leave 0
Tour 0

Available Short Leave 0 [00:00]

Holidays
Field Break Days 0
Rest Days 0

Cafeteria

Prepaid Account Mone

Prepaid Balance 220.00
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Monthly Attendance Detail
* Presents- Total no. of presents for the current month.
+ Absents- Total no. of absents for the current month.
+ Paid Leaves- Total no. of approved leaves(Paid type, Restricted Holiday type, C-Offs).
* Un-paid Leaves- Total no. of approved unpaid leaves(Un-Paid type, Lay offs).
» Tours- Total no. of approved tours in current month.
* Net Work Hours- Sum of all net work hours in current month.
* Authorized Overtime- Sum of all the authorized extra work done in current month.
* Available Short Leaves- Remaining short leave count for the current month.
» Short Leave Duration-Remaining short leave duration in the current month.
» Available Late-IN- Remaining allowed Late-IN for the current month, if configured.
* Available Early-OUT- Remaining allowed Early-OUT for the current month, if configured.
+ Total C-Off- Sum of available C-off in all the days for the current month.

Clicking on any link will redirect to Attendance Summary Page and shows the current month attendance summary.

Click the Daily Attendance Detail button * to view the current month’s daily attendance data for the login user.

Click the Re-Calculate Attendance Data button € to re-process the current month’s attendance data for the

login user.

Shift Schedule
« Working days- Total no. of working days for the login user.
*  Week-Offs- Total no. of Week-Offs in the selected month.
+ Holidays- Total no. of holidays in the selected month as per holiday schedule of the login user.
» Field Break Days- Total no. of days with FB Type shift configured for the corresponding day.
* Rest Days- Total no. of days with RD Type shift configured for the corresponding day.

Clicking on any link will redirect to Shift Schedule Page.

Pending Application
+ Leave- Total login user’s leave applications which are in pending state.
* Leave Cancellation- Total login user’s leave applications which are in cancellation pending state.
+ Leave Modification- Total login user’s leave applications which are modification pending state.
« Tour- Total login user’s tour applications which are in pending state.
» Tour Cancellation- Total login user’s tour applications which are in cancellation pending state.
» Tour Modification- Total login user’s tour applications which are in modification pending state.
* C-OFF- Total login user's C-OFF applications which are in pending state.
* C-OFF Cancellation- Total login user's C-OFF applications which are in cancellation pending state.
« Shift Change Application - Total login user’s Shift Change applications which are in pending state.

Clicking on the link will redirect to the respective Application Page.

ﬁ This Section is available if Leave Management Module is present in COSEC.
Leave Balance
« Thefirst 10 leaves based on configured leave priority, as assigned to the user via leave group will be listed
on the dashboard.

Clicking on the link will redirect to Leave Balance Page.

3 This Section is available if Leave Management Module is present in COSEC.

10 Matrix COSEC ESS System Manual



Cafeteria
» Current Account Type- Displays login user’s current canteen account type.
» Discount Level- Displays login user’s current set discount level.
* Prepaid Balance- Displays login user’s current prepaid balance as recorded in server.
+ Total Postpaid Usage- Displays login user’s current total usage including previous carry over dues.
» Current Month- Displays login user’s current month usage.
» Carry Over Due- Displays login user’s current month’s carry over due.
+ Allowed Usage- Displays login user’s allowed usage as configured in user configuration.
+ Max Usage Limit- Displays login user’s max usage limit as set in user configuration.

Clicking on the link will redirect to Expenditure Summary Page.
ﬁ This Section is available if Cafeteria License is present in COSEC.

The Reporting In-charge can view the Member details under following sections:

Member Details My Details Quick Links
Work Hours Detail » Daily Attendance Summary >
19/04/2017 =) @ 03/05/2017 =]
On Tour
1
a ! 2k He torzed © Latedn Early Out Total Members 11
M Reported 0
Pending Approvals / Authorization 81 n Mot Reported g
On Leave ]
1 0 0 2 = On Tour 1
Leave Tour C-OFF Attendance Correction On Week-Off o
On Holiday [
75 3 0 0 B On Field Break 0
Attendance Short Leave/Official Overtime/C-OFF Timesheet Correction B On Rest Day 1]
IN-QUT
- Scheduled 10

Work Hour Details

The Work hours details displays a bar graph indicating the work and overtime details of users on the current day as

per the settings configured. Click on | to view Group Summary page.

Pending Authorization
+ Leave- Total no. of pending leave applications from the user under the login incharge.
» Tour- Total no. of pending tour applications from the users under the login incharge.
» C-OFF- Total no. of pending C-OFF applications from the users under the login incharge group.

» Attendance Correction- Total no. of pending attendance correction applications from the users under the

login incharge group.
+ Attendance- Total no. of pending attendance authorization from the users under the login incharge.

» Short Leave/ Official |O- Total no. of pending personal/official authorization from the users under the login

incharge group.

» Overtime/C off- Total no. of pending OT/C-OFF authorization from the users under the login incharge

group.

+ Timesheet Correction- Total no. of pending timesheet correction authorization from the users under the

login incharge group.

» Award/Penalty- Total no. of pending Award/Penalty authorization from the users under the login incharge

group.
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» Visitor Pre-registration-Total no. of pending visitor pre-registration authorization from the users under the
login incharge group.

» Field Visit Correction- Total no. of pending field visit correction authorization from the users under the login
incharge group.

» Event Authorization - Total no. of pending event authorizations from the users under the login incharge
group.

» Advance Overtime Approval - Total no. of pending Advance Overtime Applications requests from the users
under the login incharge group.

« Shift Change Approval - Total no. of pending Shift Change Applications from the users under the login
incharge group.

Clicking on the link will redirect to the respective approval page.

Daily Attendance Summary
» Total Members- Total no. of members from all the groups in which login user is an incharge. Login User can
be the In-charge of more than one group.
* Reported- Total no. of users who has atleast one punch on current day.
* On Leave- Total no. of users who are on leave/C-off on current day.
* On Tour- Total no. of users who are on Tour on current day.
*  On Week-off- Total no. of users who are on week-off on current day.
+ On Holiday- Total no. of users who are on holiday on current day.
* On Field Break- Total no. of users who have FB shift configured on current day.
* On Rest Day- Total no. of users who have RD shift configured on current day.
» Scheduled Today- Total no. of group members who has working shift starting on current day

Clicking on any link will redirect to Group Summary Page.

117 This Section is displayed to the users who are configured as Reporting-In-Charge from the COSEC Web
Application.

1.Users can be assigned to the group from User Module of COSEC Web>User Configuration> T&A>
Group> Reporting Group.

2.Reporting Group and the Reporting Incharge can be configured from User Module of COSEC Web>
Reporting In-charge> Reporting Group.

Application. The Respective approval/authorization page will open only if that In-Charge has rights to view
that page.

The In-Charge Permission Rights can be given from User Module of COSEC Web> Reporting In-charge>

% This Section is displayed to the users who are configured as Reporting-In-Charge from the COSEC Web
V In-charge Permissions.

The Latest values on Dashboard are updated on clicking the Refresh button.

The other pages of the COSEC ESS application will have the following Control/Command buttons which are used
to perform the functions as described below:

+ Back: Allows to back to the previous page.

+ New/Add: Allows creation of a new record for the selected option.
+ Edit: Allows user to edit an already existing record.

+ Delete: Allows user to delete the selected record.

+ Save: Allows user to save the changes to the system.

12 Matrix COSEC ESS System Manual



» Cancel: Allows user to remove the data selected.
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Events

Users can view the details of the Entry and Exit events at the door controllers.

To view the Events, Click on Events option under Basic from the ESS Page. The Page appears as shown below:

Events Ciat
€
Date”  26/03/201 B 25/04/2019 =
Attendance Events (77) -
Access Control Events (0) -
Visitor Events () -

Date: Select the date range from the date selection button to view various events.

If the records of the events for the selected date range is available, then on clicking view the number of events will
be shown.

Click on the Collapsible sections to view the available Attendance Events, Access Control Events and Visitor
Events.

Click Details = icon to view the respective event details.

Attendance Events (46) -

Date-Time & o Access Source Status View Image

o

etais
v 14/03/2022 1417 Entry Allowed Device Authorized & =
- 14037202 1825 Enry Allwed Device Authorized & =
v 14/03/2022 1434 Enty Allawed Device Authorized & =
e 14/03/2022 1432 E Allowed Device Authorized a =
= 14032022 1503 Eniry Allwed Device Authorized & =
i -5 of 46 records « 1 3 10

Access Control Events (0) v

Visitor Events (0] v

To view the image captured by built- in-camera or any configured camera, click on View image = forthe
respective event. The image will be shown as below:
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= 92
| SMITA BARLA
07 /0372004 08:55:27

Captured From BuiltIn Camera (NGT Direct Door
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User Basic Details

The User Basic Detail option allows employees to view the basic information of the other employees like Branch,
Department, Section, contact information, blood group as well as the current attendance status of the user. It also
displays a photo of the selected user as shown.

To view the User Basic Details, click on User Basic Details option under Basic from the ESS Page. The Page
appears as shown below:

User Basic Details
Q €
y e : * Da Name
- Khushbu =
= o7 Aditi
1 Shalini
Basic a
-, 101 Khushbu
Events
123 123
Holiday 5
et User Khushbu = 1567 Sheetal
User Ba 1678 Supriya
Visitor Pre Registration 1782 Nidhi
e At e aca = Gender Female 2 Chirag
Leave Management hd Blood Group B+ 3 Isha
Group Details - Taday's Status 4 Sweta
Approval/Authorization hd - ki
Cafeteria v
i ¥ | official Cell
Official Cell 9762482356
Phone-Extension 0265233231 680
Email khushbu.gorawala@matrixcomsec.com
Group Details -
Mark N ouT]| Reporting Group Details -
Punch

The User Directory Table on the right pane shows the list of all the active users configured in COSEC.

The logged in user can view the basic details of all users defined in the system. To view the details of a user, click

on the user from the grid. The user details will be displayed in the respective fields as shown below.

User Basic Details
’ . Da Name
Khushbu i
atih o7 Aditi
1 Shalini
Basic -
101 Khushbu
Events
123 123
Holiday Schedule
- User 1 Shalini = 1567 Sheetal
i User Basic Details 1678 supriya
I Visitor Pre 1782 Nidhi
[Thme Attenda o Gender  Female 2 Chirag
Leave Management - Blood Group o 3 Isha
Group Details v : First Half : Absent 4 Sweta
Today's Status  gecond Half : Absent
NP Nisha
Approval/Authorization -
Cafeteria -
S ¥ | official Cell
Official Cell 8522212352
Phone-Extension
Email shalini fefar@matrixcomsec.com
Group Details -
Mark N out|  Reserting Groug Detais -
Punch
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i? If you have enabled GDPR then consider the below mentioned reflections for the respective user login:

* For an ESS user login, the User Directory Table will not be displayed, also the picklist of user
selection in the User Basic Details page will not be visible.

» For a RIC user login the User Directory Table will display only the list of users belonging to the
respective logged in RIC. Accordingly the picklist of User Selection in the User Basic Details page will
display the list of peers of that logged in RIC only.

* To know more about GDPR, refer “General Data Protection Regulation”

The Today’s status field displays the selected user’s first and second half status for the current day. It also displays
the Last Punch Details of the user.

v To show or hide the Attendance Status and Last Punch Status, go to the User Module > Utilities > ESS

Role Rights. Under the collapsible Configuration Panel, change the Advanced Rights Configuration of the
User Basic Details.

Group Details

Click Group Details collapsible panel and it displays the following details.

Group Details -
Crganization

Branch

Department

Section

Category

Gra

Designation

Custom Group 3

+ Company: It displays the Name of the user.

+ Branch: It displays the Branch of the user.

+ Department: It displays the Department of the user.

» Section: It displays the Section of the user.

» Category: It displays the Category of the user.

* Grade: It displays the Grade of the user.

+ Designation: It displays the Designation of the user.

» Custom Group 1: It displays the Custom Group 1 of the user.
* Custom Group 2: It displays the Custom Group 2 of the user.

+ Custom Group 3: It displays the Custom Group 3 of the user.
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Reporting Group Details

Click Reporting Group Details collapsible panel and it displays the following details.

Group name
In-Charge 1
In-Charge 2
In-Charge 3
In-Charge 4
In-Charge 5

RIC Group 1
Smith

John

loy

Tina

% The number of In-Charge will depend on the Reporting Group configured by the system administrator.

Group Name: It displays the respective group name of the user.

In-Charge 1: It displays the Reporting In-Charge 1 of the Reporting Group assigned to the user.

In-Charge 2: It displays the Reporting In-Charge 2 of the Reporting Group assigned to the user.

In-Charge 3: It displays the Reporting In-Charge 3 of the Reporting Group assigned to the user.

In-Charge 4: It displays the Reporting In-Charge 4 of the Reporting Group assigned to the user.

In-Charge 5: It displays the Reporting In-Charge 5 of the Reporting Group assigned to the user.

The User Basic Details can be configured from the User Configuration of Users Module> Profile> Basic,
General, Personal, and Contact.

18
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Holiday Schedule

The ESS users can use this option to view the Holiday Schedule for the selected year.
ﬁ This page is available only if Shift Schedules Module is available in COSEC.

To view the Holiday Schedule, Click on Holiday Schedule option under Basic from the ESS Page. The Page
appears as shown below:

Holiday Schedule ?

€
Year Current Year E|
Total Mo, Of Days 5
No. From To Holiday Days
1 01/03/2017 (Wednesday) 01/03/2017 (Wednesday) Restricted Holiday-temp 1
2 13/03/2017 (Monday) 13/03/2017 (Monday) Hali 1
3 20/03/2017 (Monday) 20/03/2017 (Monday) Restricted Holiday-Restricted S 1
4 31/03/2017 (Friday) 31/03/2017 (Friday) Financial closing 0}
5 01/05/2017 (Monday) 01/05/2017 (Monday) Labours Day 1;

Select the Year from the drop down list.
The Configured Holidays and the Total No. of Days will be displayed as per the selection of year.

The corresponding year’s holiday list along with Restricted holiday is shown in the grid along with the from and to
date.
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Daily Attendance

The Daily Attendance View displays all attendance data of the logged-in user for a chosen Attendance Period.

To access this functionality, Log in to ESS Page, select the Time and Attendance > Daily Attendance View and
the following screen appears.

Daily Attendance c ? 3
< + c
HRALRADIA g Template Configuration
Atendance Periox ® January v| | 200 v

Shift First IN Las: OUT Ist Half 2nd Half Late-IN FalyOUT  WorkHows  ExtraWork NetWork  BreakHous  Overiime Overtime Remark Deails

5-Normal 0306 1847 PR PR 911 0017 911 0030
5-Normal 0305 1909 3 "R 0034 0039 0934 0030

030 1946 PR PR 1007 0116 1007 0030

a| ¢ 4] 4| «

2852 0212 2852 0130
5-Normal 0312 1853 "R "R 0911 0023 0911 0030
5-Normal 0358 1913 PR PR 0945 0045 0945 0030
0305 137 [ [ 0902 0007 0902 0030
0312 1921 3 3 0039 0051 0939 0030
0313 1816 PR PR o014 0933 0047 0933 0030

049 1345 o747 11345 0600

Attendance Period: Attendance Period can be selected in two ways: Month-wise and Date-wise.

» Month-wise: Selecting this option will display the attendance of the particular month. Select the month
and year from the drop down list for which the daily attendance is to be viewed.

* From/To Date: Selecting this option will display the attendance of the range selected in the Attendance
Period. Select the starting and ending date using the date selection button for which the daily attendance is

to be viewed. For a single day select the same date in both the fields.

Display View as Per: Select the type of view you desire from the drop down list. All the templates shared with you
by your Admin will be displayed here.

Display Summary: Select the desired option — Week-Wise, Overall, Both or None.
+ If you select Week- Wise, it will display the total weekly summary.
« If you select Overall, it will display the data summary as per the Attendance Period set
+ If you select Both, it will display both weekly as well as monthly summary.
» If you select None, it will display the users data without any details of total.

Starting Day of the Week: Select the starting day of the week from the drop down list. Based on the day selected,
weekly attendance view will be shown in the grid.

The Attendance details will be displayed in the grid as per the template selected in Display View as Per.

The last row of the grid displays the Summary details as per the Attendance Period selection.
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Click the Details = icon to view the attendance details of the corresponding user.

N 4

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
Admin Module > System Configuration > Global Policy > Basic tab.
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Attendance Summary

This option enables the logged in users to view their own attendance summary for the selected month.

To view the Attendance Summary, Click on Attendance Summary option under Time Attendance from the ESS

Page. The Page appears as shown below:

Attendance Summary

Summary
Applied Leaves
Applied Tours

Applied C-OFFs

Attendance Period | January v 2014

-

Select the Month and Year for the Attendance Period. Click on View button to view the summary. Click on the
Collapsible panels to view attendance summary, Applied Leaves, Applied Tours and Applied C-Offs.

A

L+

Attendance Summary

€ <

Summary

Applied Leaves
Applied Tours

Applied C-OFFs

Attendance Periad January

Presents |30
Absents 05

Paid Leaves
Unpaid Leaves
Hourly Paid Leaves
Hourly Unpaid Leaves
Tours |00
Week-Ofs 0

Holidays

(REREY R
g
January 2020
Me Tu We Th Fr Sa Su
5 16 17 19
2 22 23
-
-
-

The month shown and the summary information will be from the users configured attendance month (as set in
attendance policy). Click on the Refresh button to display the latest attendance summary details.

Each Leave record has a Details link associated with it. Click on the Details button.

Applied Leaves

Application Date &
16/01/2020
16/01/2020
16/01/2020
17/01/2020
17/01/2020

- 5 of 6 records

From

16/01/2020 10:00
17/01/2020 10:00
20/01/2020
18/01/2020
18/01/2020 10:00

To

16/01/2020 10:30
17/01/2020 10:45
22/01/2020
19/01/2020
18/01/2020 11:00

Leave

1 - RANDOM LEAVE
1 - RANDOM LEAVE
3 - Random Leave 2
3 - Random Leave 2

HP - Hourly Paid Leave

Posted Duration
0o:30

00:45

2.5

20

01:00

Status

Approved
Approved
Approved
Approved
Approved

Details

22
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The Leave Application Detail window appears as shown below. It displays all the details regarding leave

application.

Leave Application Detail

Leave

Application Details

Application Date
Attendance Date
From

To

Applied Duration
Posted Duration
Reasan

Address

Contact Number

Medical Certificate

Application Verdict

Remark

1? Available C-OFF and available Over time fields are shown only when current month is selected.

Hourly Paid Leave

17/01/2020
18/01/2020
18/01/2020 10:00
18/01/2020 11:00
01:00

01:00

Perscnal Work
Lexmipura road
0123456789

Yes

Approve

Approved Leave

Applied Tours

Mo Record

Application Date From Date To Date Leave Posted Days Status Details
20140106 20140106 20140106 tr - tour 10 Approved =
Applied C-OFFs

Application Date From Date To Date Leave Posted Days Status Details
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N-Punch View

The term N-Punch stands for “n” number of punches and is a system for punch calculation on COSEC. This means
that all the available attendance punches of a user on a particular day will be considered for his work hours
calculation. The N-Punch View functionality enables you to view the details of your punch timings. This is
applicable only to users for whom the N-Punch system is applicable for attendance calculation.

To access this functionality, Login to ESS module > Time Attendance > N-Punch View.

The page will be displayed on your screen as follows:

4

Friyank

Dail Source

Device - NGT Direct Door-Device-1

Attendance Summary

Device - NGT Direct Door-Device-1
N-Punch
Device - NGT Direct Door-Device-1

Attendan
Manual Entry

5hift Schedule

Manual Entry

Short Lea Manual Entry

Job Costing -

FVM -
Gross Work Hours 12:20

User” Priya
Attendance Date * !
Shift
10 Type Date Time
N 03/05/2017 08:10
out 03/05/2017 13:00
N 03/05/2017 14:00
out 03/05/2017 19:00
N 03/05/2017 20:00
out 03/05/2017 2030
Total Out Time | 02:00 N-Punch Work Hours | 10:20 Extra Worl

nk

Out Time Special Function

01:00
Official OUT
01:00

k Hours 02:00 Overtime Hours 02:00 Status | PR PR

Attendance Date: Select the Attendance Date for which the punches are to be viewed. Click the & button to
specify a custom period for date selection. All punches for the selected date are displayed as shown in the grid:

The special function for the punch is shown in Special function column.

The N-Punch data can be exported in Excel format. Click the Export button to save the file at the desired location.

N-Punch View

« [+

| Export (Alt+Shift+0) |

Source

Device - NGT Direct Door-Device-1
Device - NGT Direct Door-Device-1
Device - NGT Direct Door-Device-1
Manual Entry

Manual Entry

Manual Entry

Gross Work Hours 12:20

User* 4

Attendance Date *

-

Cpening N-Punch_exportxds

You have chosen to open:
E) N-Punch_exportxis

which is: Microsoft Excel 97-2003 Worksheet (6.0 KB)
from: http://sheetal securityqavyom

What should Firefox do with this file?

Microsoft Excel (default)

() SaveFile

[] Do this automatically for files like this from now on.

Priyank
03,05/2017 : Wl
S50
[
a
[ 0K ]I Cancel ] e

24
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]| = M-Punch_export-1 [Read-Only] [Compatibility Mode] - Mid

Home Insert Page Layout Formulas Data Review View
J ‘5 et Arial L A‘ A = ;Wrap Text General b
53 Copy ~ ? — , —_—
Pavste # Format Painter B &~ A-E i Merge & Center - § = % ¢ | %D 5% =
Clipboard Font Number
Al - fe | Source

: A B C D E E

1 |Source 10 Type |Date Time Qut Time |Special Function

2 Device - NGT Direct Door-Device-1 1IN 03/05/2017 09:10

3 Device - NGT Direct Door-Davice-1 out 03/05/2017 13:00

4 Device - NGT Direct Door-Device-1 IN 03/05/2017 14:00 01:00

5 Manual Entry out 03/05/2017 19:00 Official OUT

6 Manual Entry IN 03/05/2017 20:00 01:00

7 Manual Entry out 03/05/2017 20:30

8

9  Summary

10

11 |Gross Work Hours: 12:20

12 Total Out Time: 02:00

13 ' N-Punch Work Hours: 10:20

14 |[Extra Work Hours: 02:00

15 | Overtime Hours: 02:00

16 Status: PR PR
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Attendance Details

The Attendance Details option enables the logged in user to view their attendance details. Users can also view their
punch details as well as other time and attendance related details.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

To view the Attendance Details for a specific period, Click on Time and Attendance > Attendance Details from
the ESS Page. The Page appears as shown below:

Attendance Details = x
€
Attendance Date 02/28/2017 BM 1st 2nd
Date Shift Half Half Work Hours Owvertime
Shift/Day G5 Narmal
02/28/2017 GS PR PR 08:30
Attendance Status PR PR
Status Summary Present
Attendance Details
Work Hours 08:30 -
Break Hours 01:00
Overtime Hours E‘ﬁ
Met Work Hours 0830

Adjusted Work Hours

m

Early-IN Duration

. Ly
Late-IN Duration =
. Ly
Early-OUT Duration B
Overstay Duration 00:30
Extra Work Duration 00:30
IN out
Date 92282017 Date g2/28/2017
Time na:0n Time 1730 52

Select the Attendance Date from the date selection button. The Shift/Day, Attendance Status and Status
Summary for the selected date are displayed in the respective fields.

Click Event to display all the event details of the respective user.

The user can click on an Absent (AB) entry in the attendance record to directly access the relevant application
pages by selecting the appropriate option as shown below.

Apply Leave
Apply C-OFF

Apply Tour
Short Leave/Official In-Cut

Attendance Correction

Close

The Custom Attendance Period can be selected by clicking 1 button. There are options to select 1 week, 2 week,
Current Month, Previous Month or Custom Period to specify the number of months. The grid will show attendance
details according to the selection.
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Attendance Date
Shift/Day
Attendance Status

Status Summary

02/28/2017
GS
PR

Present

® I'j Custom Period 1

2 Week
Current Month
Previous Maonth
Custom Period

Matrix COSEC ESS System Manual
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Shift Change Application

Shift Change Application enables the user to apply for Shift Changes, which in turn would have to be sanctioned or
approved by the Reporting In-charge or administrator.

For ESS users, make sure the Admin has enabled Shift Change Application page in ESS Rights from
% Users> Utilities> ESS Role Rights.

The ESS Users will receive ESS Notifications when the final verdict for the Shift Change Application is
provided. For details, refer to “Notification”.

To apply for a Shift Change, click ESS >Time Attendance > Shift Change Application and the following screen
appears.

Shift Change Application { st ) x

€ 4+ 9

Mar 2024 [=] May 2004 =]

Ed
fii

0 0 o}
Pending Approved Rejected

application Details Show AIl'T

Approval
From To New Shift Application Date  Status Details

No Data

The page displays configurations on the left side and in the right grid the Shift Change Application details of a
particular user for a particular month. It also displays the total number of Pending, Approved as well as Rejected
Applications.

To apply for a Shift Change, click New * and configure the following parameters:

Shift Change Application

& »r

Change Shift Far o L =2 Niate =)

Replace Shift With ® =

+ Change Shift For: The Shift Change application can be made for a single day of for multiple days.
If you wish to change the shift of a particular day, select the same date in From and To.

If you wish to change the shift for multiple days, in To select the date from which you wish to start and in
From select the end date. The shift will be changed for all the dates.
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* Replace Shift With: Click the picklist. The Picklist For Shift Masters pop-up appears.

Picklist For Shift Masters x
SFTID & SFTName SFTSTTime SFTEDTime BRKSTTime BRKEDTime
a5 General Shift 09:00 18200 13:00 14:00
NS Night Shift 22:00 06200

Cancel

Click to select the desired shift with which you wish to replace the existing shift.

+ Click Submit.

Once the application is generated by the User, the application will be sent for approval to the respective Reporting
Group In-Charge/Administrator.

The applied Shift Change Application appears in the right grid. You can also view the Shift Change Applications
pending for verdict from the login user’'s Dashboard. For details, refer to “ESS Dashboard”.

Shift Change Application (i o
€ + i}
Change Shift For ™ 4/2024 =] 0/04/2024 =]
- Mar 2024 =) =]
3 0 [
Pending Approved Rejected
Application Details Show All'T
Approval
From ¥ To Mew Shift Application Date  Status Details
10/04/2024  10/04/2024  NS-2200-  04/04/2024 ® =
06:00
08/04/202¢  0B/D4/2024  G5-09:00-  04/04/2024 @ =
18:00 i
04/04/2024  04/04/2024  NS-2200- 040472024 @ =
06:00 -

You can even filter the Applications based on All, Pending, Approved and Rejected by clicking the Filter T .

Once the respective Reporting Group In-Charge/Administrator accepts/rejects the User’s Shift Change Application,
the User will get the notification about the status of his/her application.
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% User can edit the pending application by clicking on the respective application shown in the grid.

User can delete pending application only.

The User can check the notification by clicking on the Notification icon on the top left side of the page.

Visitor Management b
Cafeteria -

SR P e -
JOD LOSTING

Tk A
Wi w

The page appears as shown below:

Notifications i x

Date Type Crder List

Generation Date: 2024/04/23

11:27 ¥ Shift Change Approved Shift Change application from 2024/04/15 to 2024/04/15 is Approved.
11:29 ¥ Shift Change Approved Shift Change application from 2024/04/24 to 2024/04/24 is Approved.
11:29 ¥ Shift Change Rejected Shift Change application from 2024/04/16 to 2024/04/16 is Rejected.

You can also view the details of the Shift Change Applications, that is whether it is pending, approved or rejected fro
the Shift Change Application page.

To view the Shift Change Application details, select a the desired Shift Change Application from the grid on the right
grid and the data will be displayed in the left grid.
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shift Change Application

€ + ¥

Change Shift For *

Replace Shift With * D

123

[

c r =
Mar 2024 =] May 2024
1 1 1
Pending Approved Rejected
Application Details Show all 7
Approval

From ¥ To New Shift Application Date Status Details

10/04/2024  10/04/2024  NS-2200-  04/0472024 ) =
06:00

08/04/2024  06/04/2024  GS-09:00-  04/04/2024 ® =
18:00 =

04/04/2024  04/04/2024 BIES—DDZZ:DD - D4/0472024 @ —

Click Approval Details

= from the right grid to view the details of the Shift Change Applications.

Laag x
Mar 2024 =] May 2024 =]
1 1 1
Pending Approved Rejected
Application Details Show All T
Approval

From ™ To New Shift Application Date Status Details

10/04/2024 10/04/2024  NS5- 2200 - /04/2024 23] —
0600

05/04/2024  0§5/04/2024  G5-0%00-  o4/0402024 @ —
18:00 =

04/04/2024  04/04/2024  NS-22:00 - /04/2024 @ —
0600

Matrix COSEC ESS System Manual

31



Shift Change Details window appears as shown below:

Shift Change Details

Application Details

Shift Change Date & Previous Shift Mew Shift

0042024 G5 - 0%:00 - 18:00 N5 - 22:00 - 06:00

Approval Details ()

Incharge Status Remark

RIC - RIC

Shift Change Details

Approval Details ()

Incharge Status Remark

RIC - RIC (@) (04/04/2024 16:53) Approved Shift Change

Shift Change Details

Approval Details (>

Incharge Status Remark

RIC-RIC (%) (04/04/2024 1&53) Rejected Shift Change

It displays the status of the application under Approval Details, that is, whether it is — pending, approved or
rejected.

The application’s status is displayed in the Status column as Pending () , Approved (v} or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact you SA For Approval Rights.

To know about approvals, refer to “Shift Change Approval”.
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Shift Schedule

This option will display the logged in user's Shift Schedule for the selected month. Along with the shift it will also

mark weekly off and holiday applicable to user during the month.

In order to view the shift schedule for a certain month, Click on Shift Schedule option under Time Attendance from
the ESS Page. The Page appears as shown below:

Shift Schedule

€
L User” |03 Arushi =
At Attendance Period | April 2017 [=]
-
Sun Mon Tue Wed Thu Fri Sat
- 1
GS
2 3 4 5 6 7 8
GS WO GS PH GS GS GS GS D2
Leave Management v 9 10 11 12 13 14 15
GS Wo PP WO GS GS GS GS GS WO
Cafeteria -
Job Costing - 16 17 18 19 20 21 22
= NS WO NS NS FB RS GS GS
Fvm -
23 24 25 26 27 28 29
GsWo GS PH GS GS GS GS GS
30
GS WO
1 PH - public Holiday WO - Week OFf WO - Week OF & Public Holiday On Same Day
Mark N ouT
Punch

On hover of any shift (i.e moving the mouse curser on shift) in the grid, the shift name along with its shift start and
end time is displayed.

23
G5 WO

30
G5 WO

PH - pubiic Holidy

Attendance Period

User® |03

Mon Tue
3 4

GS PH GS

10 11
PP WO GS

17 18
NS NS

24 25
GS PH GS

WO - week OFf

Arushi

HE R

Wed

General Shift

09:00 End!

19
FB

GS

Thu

20

27

RS

GS

E fii

14

21

28

G5

GS

GS

GS

WO - week OF & Pubiic Holiday On Same Day

G5

D2

15
G5 WO

22
GS

29
GS

Click on the shift in the grid. The shift details for that date is shown in the pop up window.
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Shift Details

Shift 1D

Shift Name

Shift Start Time

Shift End Time

Break Start Time

Break End Time

Grace Time For 5hift Late-IN
Grace Time For Shift Early-OUT
Grace Time For Break Late-IN

Grace Time For Break Early-OUT

GS
General Shift
09:00

13:30

13:30

00:10

Cancel
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Short Leave/Official In-Out

This option enables the user to mark a punch as a Short Leave entry or Official in/out entry. This entry will then be
available to the reporting group Incharge for authorization.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

Short Leave/Official In-Out application restrictions will be applicable as configured in the Attendance
1; Policy. Contact your system administrator for details.

To make a Short Leave/Official IN-OUT entry from the ESS account, select Time Attendance > Short Leave/
Official IN-Out. The Page appears as shown below:

n [ Short Leave/Official IN-OUT Entry 2
{ a’ 2 .
o
) ﬁ/} Chirag

€ # B x Available Short Leave (Apr) : 0 e

Aftendance Date* || =R

1st 2nd ‘Work
Shift/Day Date & Shift Half Half FirstIN Last OUT Hours
Attend Stat 04/10/2017 G5 PR AB  09:00 17:00 07:00
endance Status
Basic -

Status Summary

Time Attendance

Daily Atte Short Leave/Official Hours Entry -

Attendance Details -

Application Summary -

Approval/Authorization

Cafeteria
WM
Job Costing

FVM

47 4] 4 4] 4] (] 4 4

Reports

The grid on the right shows the attendance records for the current month with the AB marking by default. You can

click on the filter T to view All, PR, Leave and PH records.

Click on the attendance record from the grid for which the short leave/official marking is to be done.
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The IN-OUT punches and Attendance details will be displayed in the respective fields.

Short Leave/Official IN-OUT Entry

€ I'd x
Mtendance Date* | 04/10/2017 BB [4
Shift/Day GS MNormal
Attendance Status FR AB
Status Summary AB:Early-OUT
Short Leave/Official Hours Entry
IN out
Date p410/2017 Date
Time  pg:00 Time
Special Fundion | gajent E Special Function
INReason | sglect E F4 OUT Reason

Attendance Details

Application Summary

Available Short Leave [Apr] : 0 T
i
st 2nd Work
Date & Shift Half Half FirstIN Last OUT Hours
04/10/2017 GS PR AB 0%:00 17:00  07:00

r Y
04/10/2017
17:00
select |
Select =l &
4
v

Click Event to display all the event details.

The User can edit the Special function from the drop down list. The options for IN punches are Official In, Short
Leave In and for OUT punches are Official Out, Short Leave Out. You can also specify the IN or OUT Reason

while marking the entry.

Short Leave/Official IN-OUT Entry

€ rd x
Attendance Date * 04/10/2017
Shift/Day G5
Attendance 5tatus PR

Status Summary AB:Early-OUT

Short Leave/Official Hours Entry

IN
Date  04/10/2017
Time  ga:o0
Special Function Select |Z|
IN Reason Select |Z| E‘/

Attendance Details

Application Summary

==l
Mormal
AB
r
ouT
Date | p4/10/2017
Time 17.00
Spedial Function | snortleave OUT | ¥ ]
Select
OUT Reason 4
Official OUT 4
Shortleave OUT
-
-

Click on Save button to save the changes.

The application will then go to the reporting group Incharge for authorization and regularization of the user

attendance for the selected date.

If the Short leave/Official In-Out Authorization required is not enabled in the Attendance Policy of user; then short
leave or Official IN/OUT will be directly approved and the AB punch will be marked as PR.
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Once the application is approved, the status of application will be shown as Approved:

Application Summary

Applied Posted

17:00 15:00 01:00 01:00 Short Leave

Start & End Dwration Duration Special Function

Status
Approved

Details
]

The N-punch user can apply Short leave/Official In-Out on all the punches. Thus each application in a day can have
separate verdict and separate Remark, mentioned by admin or reporting in-charge on approval or rejection of the

application.
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Attendance Correction

This option enables the user to make online attendance correction applications which in turn would have to be
sanctioned or approved by the reporting group In-charge or administrator.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

Attendance Corrections application restrictions will be applicable as configured in the Attendance Policy,
when the applications are made by On Behalf System Account User. Contact your system administrator for
details.

To make the attendance correction application, Go to ESS >Time Attendance> Attendance Correction. The
Page appears as shown below:

Attendance Correction ? x
! € g BT ey 2 o
!
: 1’ 1 AttendanceDate 07022017 | B8 9| Custom Months [x] 1 Attendance Detail Application Detail
e/ Shalini Application Date
o Attendance Values Actual st 2nd Work
st Datea  shift Half Half FirstIN LastOUT Hours
atus
- 07/02/2017 G5 AE  AB
Shift/Day s Normal
06/02/2017 GS 4B PR10:00 1900 09:00
Atendance anss 04/02/2017 G5 AB 4B
Status Summary 03/02/2017 GS PR AB 0900 1745 0845
Remark 02/02/2017 GS 4B PR 0945 1830 0845

Attendance Correction -

dance Correction Break Punches -
Leave Management -

Aftendance Details -
Cafeteria -

The grid on right side will show “AB” records filtered by default in Attendance Detail tab.

Clickonfilter T to select other options, based on which the grid will show the records.

T
all
PR Attendance Detail Application Detail
AR I
wao
PH st 2nd Work
Date & Shift Half Half FirstIN Last OUT Hours
FB
07/02/2017 G5 AB  AB
RD
N 06/02/2017 GS AB PR 10:00 1%:00 09:00
Leave 04/02/2017 GS 18 4B
Tour 03/02/2017 G5 PROOAB 0300 1745 084S
C-OFF 02/02/2017 GS AB PR 0945 1830  0B4S

The ESS user can make the correction for punches, add a new punch or delete a punch by selecting the punch
from the right grid.

Select the Attendance Date by clicking on the date selection button for which the correction application is to be
generated.
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On selection of the punch date, the corresponding day’s attendance details will be displayed in the respective fields
as shown below.

Click Event to display all the event details.

Attendance Detail

Date & Shift
07/02/2017 G5
06/02/2017 G5
04/02/2017 G5
03/02/2017 G5
02/02/2017 G5

1st
Half

AB
AB
AB
PR
B

2nd
Half FirstIN

AB
PR
B
AB
PR

Application Detail

10:00 19:00

09:00 17:45
09:45 18:30

of
Last OUT Hours

Work

09:00

08:45
08:45

Attendance Correction

N outr
Date  o3/02/2007 « Date 0350272007 O
Time  pa:.0n x Time | 17.45 x
Sp. Fundion | sajact 5p. Fundtion | saject
InReason | sajagt Out Reason | sajart

All Punch

For N punch user; click on All punch to edit the punch timings or add a new punch for correction. The Punch
details window will appear as shown below.

Here the punch on 3/2/2017 at 17:45 is to be corrected by 18:30 so enter the time. Select the punch type as IN/
OUT if your attendance policy allows you to do so. Else, punches will automatically be posted alternately as IN/

OUT.

Click OK and Close. Then click Save from the toolbar.

Punch Details X
Date & Time vo Special Function Reason
03/02/2017 0900 N Select Select £
03/02/2017 1300 OUT  Select Select S
03/02/2017 400 N Select Select £
03022017 4P 1745 N Select Select vx

Close

Application Detail

The change in attendance values will be applicable only after the application is approved. Till then it will be shown
as pending in the Status as shown below:
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Attendance Correci

€ & o

=]

Attendance Correction

N

Date

Time

Sp. Function

In Reason

x T
Application Date - Attendance Detail Application Detail
Attendance Values Actual
Status st 2nd
Application Date ¥ Attendance Date Half Half Status
ift/1 Gs Normal
shift/Day [x] [ torma lud 07/02/2017 03/02/2017 R AE @
Attendance Status PR B
Status Summary AB:Early-OUT @
a
our
03/02/2017 @ Date  g3/2/2017 @ 1
09:00 x Time 17:45 ®
Select Sp. Function | seject
Select OutReason | geject

User can delete pending application only but can't delete approved/rejected application.

Once the application is authorized, the user will get notification as shown below.

€ 5]
1 Date Type Order List
Basic i
" Generation Date : 08/02/2017
Lt = 10:25 v Correction Approved Attendance Correction application for 03/02/2017 is Approved.
Leave Management ¥
Cafeteria ¥

The Status of the Application Details will be updated as shown below.

T E

Shalini

Time Attendance a

Daily Attendance

Attendance Summary
N-Punch View

Attendance Details

Attendance Correction

Attendance Date
Application Date
Attendance Values
Status

Shift/Day
Attendance Status
Status Summary

Remark

03/02/2017 B8 | custom Months [w] |1 Attendance Detail

Actual 15t
Application Date ¥ Attendance Date Half
07,02/2017 03/02/2017 PR

= [=] | normal [=]

PR AB

AB:Early-OUT

Application Detail

2nd
Half  Status

AB

Approved
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Break Correction

To request correction for Break Start and Break End punches, expand the Break Correction panel on the
Attendance Correction Application page as shown (in the edit mode).

o -

Time Attendance

Daily Attendance

Shift Schedule
Short Leave/Official In-Out
Attendance Correction

Leave Management

Cafeteria

Attendance Correction

€

& o

Attendance Correction

Break Punches

Break Start
Punch
Date

Time

x
Aftendance Date | 02/02/2017
Application Date
Attendance Values | Actual
Status
shifuDay | GS
Attendance Status 4B
Status Summary  AB:LateN
Remark
New Punch =+
02/02/2017 A
1300 *

£ 19 custom Months [+] |1

[=] | nermal

PR

Break End
Punch | New Punch
Date 020212017

Time |15:00

Attendance Detail

1st
Datea  Shift Half
08/02/2017 GS AB
07/02/2017 GS 4B
06/02/2017 GS AB
04/02/2017 GS PR
02/02/2017 GS AB
01/02/2017 GS 4B
-
a

Ed-
4

x

2

Application Detail

2nd Work
Half FirstIN Last OUT Hours

4B

AB
AB
AB  09:00 16:00 06:00
PR 09:45 12:00 08:15
4B

You can edit the Break Start or Break End punch by the correct punch timing, as required for the selected date.

Break Punches

Break Start

Punch

New Punch

Date 03/02/2017

Time 1300

|Z|+

Break End
Punch plew Punch
\ld Date 0202/2017
x Time: |13:3p

|Z|+

L]

x

Click on the Save button to submit the Break Correction request successfully. The application status can be viewed
from Application Detail tab.

08/02/2017

Attendance Detail

Application Date ¥  Attendance Date
02/02/2017 AB PR

Application Detail

st 2nd
Half

Half

Status

@

After the authorization from Reporting-In charge, user will get notification as shown below.

2

Time Attendance
Leave Management

Cafeteria

d

Notifications
€ o

Date

=

Type

Generation Date : 08/02/2017

11:49

X Correction Rejected

Order List

[=] Ascending

View Clear Filter

Attendance Correction application for 02/02/2017 is Rejected.
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Click Approval Details = icon from the grid available on the left side of the page to view the Approval Details of
the already applied application.

Attendance Detail Application Detail
2nd Approval
Application Date ™ Attendance Date 1st Half Half Status Details
22/06/2021 08/06/2021 AE ABE ® =
17/06/2021 17/06/2021 [>:<] =
14/06/2021 07/06/2021 AB AB 5] =
12/06/2021 10/06/2021 AE AE @ =
12/06/2021 08/06/2021 ABE AB @ =

Approval Details window appears as shown below:

Approval Details (Z)

Status Remark

Incharge

SA - System Admin ®

Approval Details ()

Incharge Status Remark

SA - System Admin () (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin () (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,
approved or rejected.

The application’s status is displayed in the Status column as Pending () , Approved (v} or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact you SA For Approval Rights.
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Advance Overtime Application

This option enables the user to apply for overtime applications in advance which in turn would have to be
sanctioned or approved by the Reporting Group In-Charge or Administrator.

Advance Overtime Application.

% To view this page in ESS, make sure your Administrator has provided the ESS Roles and Rights for

To apply for the Advance Overtime Application, select the ESS >Time Attendance> Advance Overtime
Application.

The page

Mark
Punch

appears as shown below:

d Advance Overtime Application

€ + o

At Application Date jan20 B =
Attendance Date ™ B
E OT Hours * 2 Pending 2 Approved 0 Rejected
a Reason And Contact Info Application Details he x
Reason ™ Applied OT Approved OT  Application
= OT Date & Hours ours ate Status
Address
13/01/2021 05:00 06/01/2021 @
Contact Number
08/01/2021 03:00 06/01/2021 ®
m m 07/01/2021 04:00 04:00 06/01/2021 @
05/01/2021 03:00 03:00 05/01/2021 @

-

To generate a new Advance Overtime Application, click on the Add button and configure the following parameters.

Application Date: This field displays the date automatically on which the application is being generated by an

User.

Advance Overtime Application

€« + @

\ Application Date

Reason And Contact Info

Address

Contact Number

Attendance Date ™

OT Hours ™

Reason

=i
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Attendance Date: Enter the desired date for which this Overtime Application is being generated by the User. The
User will be allowed to select past dates (only for Night Shift Cases and provided the system has not generated OT
hours automatically), current dates (before assigned shift hours) as well as future dates for overtime application.

OT Hours: Enter the total duration for which the User wants to work overtime in the format of hours and minutes.

Advance Overtime Application

« + @
Application Date 07/01/2021
Attendance Date ~ 01,2021
OT Hours ™ 05:00
Reason And Contact Info

Reascn ™ Customer Reguirement Fulfillment
Address A-21 Shiv Shakti Society

Contact Number 898565463243

Reason And Contact Info

Reason: Enter the reason for overtime.

Address: Enter an address of the User.

Contact Number: Enter the contact number of the User.

Once all the details are filled, Click on the Submit button.

Once the overtime application is generated by the User, the application will be sent for approval to the respective

Reporting Group In-Charge/Administrator.

The grid on the right side displays the details of all the applied Applications like OT Date, Applied OT Hours,
Approved OT Hours, Application Date and the Status of the Applications.

lan2021 |8 |Mar2021 | BB
1 Pending 2 Approved 2 Rejected
Application Details v T
Applied OT Approved OT Application
OT Date & Hours Hours Date Status
13/01/2021 05:00 06/01,/2021 X -
12/01/2021 05:00 07/01/2021 @ -
08/01/2021 03:00 06/01/2021 (X
07/01/2021 04:00 04:00 06/01/2021 ) -
05/01/2021 03:00 03:00 05/01/2021 :\/)

—— Rejected
—— Pending

L Approved
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You can even filter the Applications based on All, Pending, Approved and Rejected by clicking on the Filter T
button.

Once the respective Reporting Group In-Charge/Administrator accepts/rejects the User's Advance Overtime
Application, the User will get the notification about the status of his/her application.

User can edit the pending application by clicking on the respective application shown in the grid.
User can delete pending/rejected application only.

The User can check the notification by clicking on the Notification button on the top left side of the page.

The page appears as shown below:

Date Type Crder List
& & Al v Ascending v View Clear Filter

Generation Date : 06/01/2021

14:59 ¥ OverTime Authorized Overtime For 01/01/2021 is authorized as Cvertime - 08:00 and C-OFF - 00:00.
Generation Date : 07/01/2021

09:54 X Advance Overtime Rejection Advance Cvertime Application for 11/01/2021 - 02:00 is Rejected on 07/01/2021
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Once the application applied for is approved/rejected, following parameters will be displayed.

Advance Overtime Application

¢ + @

Applicaticn Date
Attendance Date ™
OT Hours ™

Approved OT Hours
Reason And Contact Info

Reason
Address
Contact Number

Application Status

Remark

Uiy

1/2021
12/01/2021
05:00

05:00

Customer Requirement Fulfillment

A-21 Shiv Shakti Society
898565463243
Approved (07/01/2021 12:37)

Approved Overtime

-
-H—

Advance Overtime Application

€« + @

Application Date
Attendance Date ™

OT Hours ™

Reason And Contact Info

Reascn

Address
Contact Number

Application Status

Remark

06/01/2021
13/01/72021

05:00

Overtime

dfgfnjhfkiickmhj

896863875686

Rejected (07/01/2021 11:57)

Rejected Overtime

When the application is pending for approval, following parameter will be displayed.

Advance Overtime Application

€ + il

Application Date
Attendance Date ™
T Hours ™
Reason And Contact Info
Reason
Address
Contact Number

Application Status

Cwvertimea
25-A Shiv Shakti Society
651657845

Applied (07/01/2021 16:52)

46

Matrix COSEC ESS System Manual



Click Approval Details = icon from the grid available on the left side of the page to view the Approval Details of
the already applied application.

Jun 2021 = Aug 2021 5
0 Pending 1 Approved 1 Rejected
Application Details w T
Approval
QT Date = Applied OT Hours Approved OT Hours Application Date Status Details
25/06/2021 02:00 02:00 23/06/2021 @ =
24408/2021 05:00 23/06/2021 f>_<} =

Approval Details window appears as shown below:

Approval Details ()

Incharge Status Remark

SA - System Admin ®

Approval Details ()

Incharge Status Remark

SA - System Admin () (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin (%) (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,
approved or rejected.

The application’s status is displayed in the Status column as Pending (Z) , Approved (v} or Rejected (x) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Leave Balance

This option enables the logged in user to view their leave balance details. Users can view the leave balance of all
leaves whose Leave Balance Check is enabled in the Leave Management module.

To view the Leave Balance, Click on Leave Balance option under Leave Management from the ESS Page. The
Page appears as shown below:

Leave Balance 7 X
«
Leaves
Balance Period | January |L| 2014 ﬂ
Code Name Opening Credit Debit Encashment Availed Closing Overflow
CA Casual Leave 0.00 0.00 0.00
L4 Casual Leave4 0.00 8.00 0.00 0.00 30 5.00 0.00
PL Privilege Leave 0.00 0.00 0.00
C-OFF
Validity Period e -]
Total Hours
Available C-OFF Details
Date Authorized Manual Credit Manual Debit Encashed Availed Available
09/01,/2014 0 05:00 05:00

Click on the C-Off collapsible panel to view C-Off Details.
The Validity Period is shown where the ‘to date’ is the current date and ‘from date’ depends on the users C-Off
Policy.

The Total Hours represents the sum of available c-off hours within the validity period.

The grid shows the list of all attendance records.
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Applying For Leaves

Leave Application is a formal mode of requesting leave approval before or after an employee has taken a leave. It
enables an employee to officially communicate about the leave period and the reason behind taking a leave to the
higher management that is responsible for approving leave applications. An employee can apply for leaves using
the Leave Application functionality in ESS.

Employees can apply for their own leaves using their personal ESS accounts. However, leave applications can also
be made on behalf of an employee by a reporting in-charge or an HR user with system administrator rights for the
Leave Management module on the COSEC Web Application.

application is modified it will be submitted for approval, and once the verdict is given, it can be modified

vApp/ied leaves can be modified or cancelled after they have been approved or rejected. Once a leave
again.

Once the modification/cancellation application is approved/rejected, user can apply for modification/
cancellation it once again.

This section describes how to apply for a leave using ESS. To do this,
Login to ESS > Leave Management > Leave Application.

The Leave Application page opens on your screen as shown.

] Leave Application c ? x
6 E=
€ =+ i}

Rushi Shah Application Date Dec20ts | 8] [Feb2020 | B8 Availed Leaves Days : 0|
Consideration In Terms Of | Both i Hours 00:45

From =] Full Day ¥

1day 0 1 0

T =] Full Day v
Absent Pending Approved Rejected

Posted Duration Attendance Details M HMEY

e Work
Date Shift st Half Half First IN Last OUT  Hours
17/01/2020 B B

Reason And Contact Info

41 4] 4] ¢
s
&
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Click the New “ 4~ ” button to apply for a new application.

JER Lo2ve Avpication
¢ \Z\ o

Application Date

)

New (Alt+N

Consideration InTerms OF | Both
From”
T’
Appiied Duration
Posted Duration
Leave | 2-Dival
Current Balance
Reason And Contact Info
Reasen”

Address

4 4 <«

Contact Number

=] Ful Day ¥

Ful Day ¥

Dec2019 | B Feb2o20 |8 Availed Leaves Days : 0
Hours 00:45
0 1 0
Absent Pending Approved Rejected
Attendance Detalls v HEY

k

2nd Worl
Date Shift UstHalf Half  FirstIN  LastOUT  Hours

17/01/2020 48

Application Date: It's indicate the date for which application is going to be created. Thus, “Application Date” is not
editable and it will automatically shows the current date.

Consideration In Terms Of: Here you can select option for which the leave should be considered. Select the
option from the given list Both, First Half Only, Second Half Only, or Hourly.

If Restrict Half Day Consideration is enabled for the user then given list shows only Both and Hourly options.

5[ MATRIX

Mark
Punch

GOSEG

Right People in Right Place at Right Time

Leave Application

L & i}

Application Date

Consideration In Terms Of

i From”
= o*
T Applied Duration
Posted Duration
Leave
Current Balance
= Reason And Contact Info
v Reason
= Address
= Contact Number

16/01/2020

Both v

First Half Only
Second Half Only
| Hourly

2 - Diwali v

Perscnal

Dec 201 B [feo22 |8 Availed Leaves Days : 0 |
Hours 00:00
Oday | 0 0 0
Absent Pending Approved Rejected
Attendance Details M METY
2nd Work
Date Shift IstHalf Half  FirstIN  LastOUT  Hours
»
No Data
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From/To Date: Select the starting and ending date for the leave period using the date selection button. For a single
day select the same date in both the fields.

+ Specify whether the leave should be considered for Full Day, First Half or Second Half for a single day.
For more than 1 leave specify the starting day of leave as full day or second half and ending leave day as
full day or first half as shown below.

From Date”

To Date

Applied Days 10
Posted Days

03/15/2017
03/16/2017 =]

=] second HE

“First Half

For a particular user, if Restrict Half Day Considerations is enabled in the page User > User
configuration > T&A, then in From/To Date only full day attendance options will be visible and all the other
half day options will be disabled for that particular user.

For example: In the screenshot below, for ESS user, Rushi shah, Restrict Half Day Consideration is
enabled so he can apply only Full day leave and the other half day options will be disabled.

@ Leave Application

Reason And Contact Info

4 4 4« d

o ~

Application Date

Consideration In Terms Of Both

16/01/2020 Dec 2019 [=] Feb 2020 =] Availed Leaves Days: 0 |

Hours 00:45

) 1 day 0 1 0
E Absent ending Approved Rejected
Attendance Details . BEY

Date Shift

2nd Work
stHalf Half  FirstIN  LastOUT  Hours

17/01/2020

Hourly Leave: This leave will allow users to take leave in terms of hours instead of Half Day or Full Day.
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If you select the Hourly from the given list, then it will ask for Attendance date, From/To Date with HH:MM format
Minute formate).

Right Time

] Leave Application
o ppl

Application Date 6/01/2020 Dec 2019 B Feb 2020 [i] Availed Leaves Days: 0|
Consideration In Terms OF Hourl M Hours 00:45
= Attendance Date” ]
From ] 1000 1day ¢ 1 0
- A A
Absent Pending Approved Rejected
To” =] 2:10 b ’
-
Aoplied Duration Attendance Details v BEY
Posted Duration 0 i
Date Shift IstHalf Half  FirstN  LastOUT  Hours
Leave 1- RANDOM LEAVE v
174012020 A8 A8
Current Balance 03 : 15 »
— Reason And Contact Info
= Reason” [Personal Wor
- Address
Contact Number 0123456789

Mark . e

If you apply application that exceeds the maximum limit. Then, the application will restrict you to submit the
application and display warning message as shown below.

GOSEC 2 H 1
m Right People in Right Place at Right Time [CON - ] 2 L i O
d Leave Application ! Applied Duration Exceeds Max Allc\,\*é& Duration Per Applicatio... x

€ E o
Appficonan Date.  [EERIREN Dec2019 |M| |feb2o20 | B Availed Leaves Days : 0|
Consideration In Terms Of Hourly v Hours 00:45
= Attendance Date &
— From ] 0 ‘ ‘ it 1 #
t Pending Approved Rejected
To* ] 210
&
Applied Duration Attendance Details M HEEY
Posted Duration 5 o
Date Shift IstHalf Half  FirstIN  LastOUT  Hours
Leave | 1-RANDOM LEAVE v
17/01/2020 IR,
Current Balance » : 15 »
g Reason And Contact Info
= Reason” | Persomal Work
s Address

Contact Number 0123456789

m Lol

Applied Days: It displays the total number of days for which the leave has been applied.

Posted Days: It displays the number of working days posted between the leave taken. It is automatically calculated
by the system. E.g. If a leave is taken for 4 days from 7th October to 10th October and there is a week off in the
middle, then posted days will be 3 days only as only the actual working days are considered for leave and not the
week off i.e. 9th October.
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Leave: Select a leave from the drop down list, for which the application is to be made. This list will display all leaves
which are available for the user.

Current Balance: It displays the current leave balance which guides the user to apply for the leave and accordingly
the applied leave will be deducted from the leave balance.

Leave 1 - RANDOM LEAVE

Current Balance 03 : 15 »

Reason And Contact Info \
Reason”™  Personal Wark

Address

Contact Number 0123456789

m Cancs!

You can also view the leave balance detail by clicking Details » button. The Leave Balance Detail window
appears as shown below.

Leave Balance Detail x
User 2551 Rushi Shah =
Attendance Period Jan 2020
Code & Name Opening Credit Debit Encashed  Availed Closing Overflow
1 RANDOM LEAVE 00:00 04:00 00:00 00:00 00:45 03:15 00:00

This feature cannot be used to apply for Compensatory-OFF or Tour leaves. To know more about applying
1? for C-OFF and Tour leaves, refer to “C-OFF Application” and “Tour Application” respectively.

Reason and Contact Info

You must enter the Reason for requesting leave. The default reason based on the type of leave will appear in the
field.

Reason And Contact Info

Reason Suffering from Fever
Address Manjalpur, Vadodara
Contact Number 8711135657
Medical Certificate Available E? X

Submit Cancel

Enter your Address and Contact Number while applying the leave application.

For a sick leave application you can upload the medical certificate by clicking Upload ;.; button. Then Change
Document pop-up appears as shown below.
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Change Document x

- Browse File
Supported File Formats: jpg, .bmp, .png, .pdf
Size: 5 MB

Click Browse File &= .

Select the desired file as per the supported formats and size (.jpg, .bmp, .png, pdf) from your local PC.

Then click Update.

Change Document x

Browse File Remove File

Supported File Formg&s: jpg, .bmp, .png, .pdf
Sizet 5 MB

Download File

The document will be uploaded and can be previewed by clicking on Preview button.

After uploading the file, if you wish to upload a different file instead of the current uploaded file, click Browse File

& again and select the desired file from your local PC. The previously uploaded file will get replaced with the
new file.

To download the uploaded file, click Download File O

To remove the uploaded file, click Remove File

After uploading the Medical Certificate, click the Submit button to submit the leave application.

If the number of days of the applied leave is more than the current leave balance, then the system will not allow to
apply for leave.
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The applied leave gets displayed in the Application Details grid as shown below. If the number of days of the
applied leave is more than the current leave balance, then the system will not allow the application to be made.

Leave Application

€ + o

Application Date

Consideration In Terms Of

Applied Duration
Posted Duration

Leave
Current Balance

Reason And Contact Info

Address

Contact Number

Application Status

Remark

Apply For Cancellation

Apply For Modification

User”

Reason ”

u4 Userd =
14/06/2021

Eoth v

6/2021 =] Full Day v

21/06/2021 iz} Full Day v
10

0

PL- Paid Leave v
8150 »

Personal

Approved (14/06/2021 18:00)

Approved Leave ri2

G k2 %
May 2021 i} Jul 2021 = Availed Leaves Days : 18.5 | Hours 00:00
3.5 days Absent | | 0 Pending 6 Approved A Rejected
ation Details ~ Show All'T
Approval
From ¥ To leave  Application Date Application Type Status Details
21/06/2021 21/06/2021 PL 14/06/2021 New @ =
19/06/2021 19/06/2021 PL 14/06/2021 New @ =
18/06/2021 18/06/2021 PL 14/06/2021 New © =
16/06/2021 16/06/2021 PL 14/06/2021 New @ =
15/06/2021 15/06/2021 PL 11/06/2021 New 3] =
14/06/2021 14/06/2021 PL 14/06/2021 New =
11/06/2021 11/06/2021 PL 10/06/2021 Modification =
1-7 of 10 records
« <|[1]2 » =

You can also apply for cancellation or for modification of an application, once they get approved or rejected. For
more information, refer “Applying for Leave Cancellation” and “Applying for Leave Modification”.

Leave Application

€ + o
User ™ U4 Userd =
Application Date 10/06/2021
Consideration In Terms OF Both v
From® |11/06/2021 =] ecand Half v
To" 11/06/2021 =] Second Half v
Applied Duration 05
Posted Duration 00
Leave PL- Paid Leave v
CurrentBalance 8150
Reason And Contact Info
Persanal
Contact Number
Remark
Apply For Cancellation
Apply For Modification
10/06/2021
Consideration In Terms Of Both v
From * & Second Half v
To” & Second Half v
Applied Duration 05
Posted Duration 05
Medification Reason ™ Applied Leave Modification
Address
Contact Number
Modification Status Rejected (10/06/2021 17:41)
Remark Rejected Leave Modification SA

May 2021

35 days Absent |

Application Details

i ™
21/06/2021
19/06/2021
18/06/2021
16/06/2021
15/06/2021
14/06/2021
11/06/2021

=] Jul 2021 =] Availed Leaves Days : 18.5 | Hours 00:00
0 Pending 6 Approved 4 Rejected
v Show All ¥

Approval

To Leave Application Date Application Type Status Details
21/06/2021 PL 14/06/2021 New @
19/06/2021 PL 14/06/2021 New @
18/06/2021 PL 14/06/2021 New @
16/06/2021 PL 14/06/2021 New @
15/06/2021 PL 11/06/2021 New ()
14/06/2021 PL 14/06/2021 New (€3]
11/06/2021 PL 10/06/2021 Modification ®

1-7 of 10 records

SROERE

Click Approval Details

the already applied application.

icon from the grid available on the left side of the page to view the Approval Details of
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May 2021 5] Jul 2021 = Availed Leaves Days : 18.5 | Hours 00:00
3.5 days Absent | 0 Pending & Approved 4 Rejected

Application Details hd Show ALY

Approval

From ¥ To Leave Application Date Application Type Status Details
21/06/2021 21/06/2021 PL 14,/06,/2021 Mew @ =
19/06,/2021 19/06,/2021 PL 14/06,2021 Mew @ =
18/06/2021 18/06/2021 PL 14/06/2021 New ) =
16/06,/2021 16/06,/2021 PL 14/06,2021 Mew @ =
153/06/2021 153/06/2021 PL 11/06/2021 Mew @ =
14/06,2021 14/06,/2021 PL 14/06,2021 Mew ij =
11/06/2021 11/06/2021 PL 10/06/2021 Medification @ =

Approval Details window appears as shown below:

Approval Details (@)

Incharge Status Remark

SA - System Admin ®

Approval Details (+)

Incharge Status Remark

SA - System Admin () (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin (X) (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,
approved or rejected.

The application’s status is displayed in the Status column as Pending () , Approved () or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Applying for Leave Cancellation

A leave cancellation request can be issued only once a leave application has been approved or rejected.

To do this,

1. Select a leave from the list of approved or rejected leaves on the right hand side of the Leave Application
page as shown in the following figure:

Leave Application

€ =+ a

Reason And Contact Info

Apply For Cancellation

Apply For Modification

Application Date
Consideration In Terms Of
Attendance Date ”
From "
T
Applied Duration

Posted Duration

Application Status

Remark

16/01/2020

Leave 1 - RANDOM LEAVE

Current Balance 02 : 43

Reason”  Personal Work
Address

Contact Number

Approved (16/01/2020 12:26)

oved Leave

1 day
Absent

Application Details

Fom™¥  To

1
Pending

] Availed Leaves Days : 0|
Hours 01:15
1 0
Approved Rejected
v Show AIl' T

Leave Application Date

17/01/2020 17/01/2020 1
16/01/2020 16/01/2020 1

16/01/2020
16/01/2020

Application Type  Status

New (@)

r\m/ @

The details of the selected leave application are automatically loaded on the page.

2. Expand the Apply For Cancellation tab as shown.

Contact Number
Application Status

Remark

Apply For Cancellation

Application Date

Apply For Modification

Cancellation Reason "

A

Leave 1- RANDOM LEAVE r
Fom¥  To Leave Application Date  Application Type ~ Status
Current Balance 02 45 >
17/01/2020 17/01/2020 1 16/01/2020 New @
Reason And Contact Info 16/01/2020 16/01/2020 1 16/01/2020 New ®
Reason™ | Personal Work
Address

3. The Application Date field displays the current date as the date of application and is not user-definable.

4. State the reason for requesting cancellation of the selected leave in the Cancellation Reason field.

5. Click the Apply button to successfully apply for cancellation of the selected leave.

Matrix COSEC ESS System Manual

57



Leave Application

€ + i}

Reason And Contact Info

Apply For Cancellation

Consideration

erms Of

Attendance Date ™

From ™

"
Applied Duration
Posted Duration
Leave

Current Balance

Reason”
Address
Contact Number
Application Status

Remark

Application Date

ancellation Reason *

Cancellation Status

v Leave Cancellation Request Sent

Hourly
17/01/2020

17/01/2020

7/01/2020
00435

00:45

1 - RANDOM LEAVE

02

Personal Work

45 »

Approved (16/01/2020 12:26)

Approved Leave

1/2020

Applied Leav

Applied (16/0

Dec 2019 2] =] Availed Leaves Days: 0|
Hours 01:15
1 day 2 0 0
Absent Pending Approved Rejected
Application Details v Show All T

From ¥ To
17/01/2020 17/01/2020 1
16/01/2020 16/01/2020 1

Leave

Application Date

16/01/2020
16/01/2020

Application Type  Status
Cancellation @

S

6. To revoke the Leave Cancellation request, click the Revoke button.
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Applying for Leave Modification

Sometimes, an employee may have to re-plan a leave that has already been applied for. In such a scenario, leave

modification can be requested for. A leave modification request can be applied for only when a leave application

has been approved or rejected.

To do this,

1. Select a leave from the list of approved or rejected leaves. The details of the selected leave application are

automatically loaded on the page.

2. Expand the Apply For Modification tab as shown.

Apply For Modification

Application Date

Consideration In Terms Of

Attendance Date *
From *

To*

Applied Duration

Posted Duration

Madification Reason *

Address
Contact Number

Medical Certificate Available

24/12/2020
Hourly

24/12/2020 2]
24/12/2020 2]
24/12/2020 2]

04:00

Applied Leave Modification

HH:MM format is only available in Hourly Leave.

w

Apply For Modification

Application Date

Consideration In Terms Of

From *

To"

Applied Duration

Posted Duration

Modification Reason *

Address
Contact Number

Medical Certificate Available

24/12/2020
Both

16/12/2020

171212020

2

Applied Leave Modification

Full Day

Full Day

w

w

w

4. Consideration In Term Of field displays the Leave type.

5. Attendance Date select the date of the attendance.

6. From field, select a new starting date for the leave using date selection button and select whether the

leave should be considered for Full Day or Second Half.
In case of Hourly Leave specify the time in HH:MM format.

7. To field, select the new end date for leave using the date selection button and select whether the leave
should be considered for Full Day or First Half.

In case of Hourly Leave specify the time in HH:MM format.

Application Date field displays the current date as the date of application and is not user-definable.
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Apply For Modification

Application Date

Consideration In Terms Of
From”
To*

Applied Duration

Posted Duration
Modification Reason *

Address

Contact Number

Medical Certificate Available

24/12/2020

Both
16/12/2020 ]
17/12/2020 ]

2

Applied Leave Modification

Mt e®

Apply

Full Day

Second Half

Apply For Modification

Application Date

Consideration In Terms Of
From *
To"

Applied Duration

Posted Duration
Madification Reason *
Address

Contact Number

Medical Certificate Available

24/12/2020

Bath v
16/12/2020 ==} Full Day |v
17/12/2020 & [ruipay |v

Full Day

First Half

2

Applied Leave Modification

HMi®

Apply

8. Applied Duration field, This field will automatically shows the total time duration for the modified leave
application period. The Posted Days field is also not user definable and is automatically generated by

system.

9. Modification Reason: State the reason for requesting leave modification in the Modification Reason

field.

10. Enable the Medical Certificate Available checkbox and click on the Upload L button to upload a

Medical Certificate. You can see the uploaded file by clicking the Preview Document @ button.

11. Click the Apply button.
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€ + o

Postet ratiof 2 G B
osted Duration zl Dec2019 | BA| [Feb2020 | MR Availed Leaves Days : 2.5 |
Leave 3 - Random Leave 2 >, Hours 01:15
Current Balance 2.50 » 1 day : 5 7
Reason And Contact Info Absent Pending Approved Rejected
Reason”™ | Personal Application Details v Show All'T
Address
= i3 e
e B i T From To Leave Application Date  Application Type  Status
20/01/2020 21/01/2020 3 16/01/2020 Modificat
Application Status Approved (16/01/2020 16:09) A el ol o @
17/01/2020 17/01/2020 1 18/01/2020 New (&)
Remark Approved Leave
16/01/2020 16/01/2020 1 16/01/2020 New @
Apply For Modification i
Application Date 01/2020
Consideration In Terms Of Both ¥
From™ | 20/01/2020 ] Full Day v

i ]

To" 22/01/2020 First Half ¥

Applied Duration 25

ed Duration 25

Modification Reason ™

Meodification Status Applied (16/01/2020 16:

12. To revoke the Leave Modification request, click the Revoke button.

Leave Application « Leave Modification Request Sent

€ = o

Posted Duratio 2 5
osted Duration |21 Dec2019 | B Feb2ozo | B Availed Leaves Days : 2.5 |
Leave 3 - Random Leave 2 v Hours 01:15
CurrentBalance | 2,50 » 1 cay 3 5 5
Reason And Contact Info Absent Pending Approved Rejected
Reason ™ Personal Work Application Details v Show All' T
Address
= i i
Contact Number. [ From To Leave Application Date  Application Type  Status
20/01/2020 21/01/2020 3 16/01/2020 Modificati
Application Status | Approved (16/01/2020 16:0) L2 i Ll it @
17/01/2020 17/01/2020 1 16/01/2020 New @
Remark  |Approved Leave
16/01/2020 16/01/2020 1 16/01/2020 New ©
Apply For Modification a
Application Date 020
Consideration In Terms Of Both M
From* =) Full Day ¥
To® ] First Half v

Applied Duration 25

Posted Duration 5

Modification Reason ™

Modification Status
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Tour Application

The Tour Application feature enables an employee to request approval for an official tour before or after a work-
related tour has been undertaken. A tour may be undertaken for a single day or multiple days. The Tour Application
provides a simple method for an employee to communicate tour plans and reasons for undertaking a tour to the

concerned reporting in charge for authorizin

g tour applications.

To apply for a tour using ESS, Go to Leave Management > Tour Application.

The Tour Application page opens as show

n below:

€ + @

From Date ™

To Date ™

Applied Days

Posted Days

Leave Balance

Leave Application Tour

Totir Applcationy Reason And Contact Info
C-OFF Application

Reason
Group Details -
Adaress
Approval/Authorization -
Contact Number

m

Cafeteria -
WM -
Job Costing -
FVM -

Reports -

Full Day

Full Day

TR - Tourl

Mar 2017 8  May2017 2 Availed Tours : 2
[30.5 days 2 0 0
| Absent | Pending Approved Rejected
Attendance Details =] 2EY
2nd
Date Shift istHalf Half  FirstIN Last OUT  Work Hours
04/18/2017 G5 AB  AB
04/17/2017 G5 AB  AB
04/15/2017 G5 AB  AB
04/14/2017 G5 N AB 1145
04/13/2017 G5 KB AB
04/06/2017 G5 KB AB
04/05/2017 G5 AR AB
1-7 of 35 records
‘2 3(a|5

[l Tour Application ?

Click the New button to apply for a tour app

lication.

In the Half Day Consideration field, select an option to restrict the application for all selected days to half day only

or full day.

From Date: Select the starting date for the tour period using the date selection button and specify whether the tour
should be considered for FullDay or start only from the Second Half.

To Date: Select the end date for the tour period using the date selection button and specify whether the tour should

be considered for FullDay or end right after

the First Half.

Tour Application

€ + i

Applied Days
Posted Days
Tour
Reason And Confact Info
Reason

Address
Contact Number

From Date

To Date”

04/06/2017 2 Full Day [=]
044072017 -] Full Day []
2

TR - Tourl [=]
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For a particular user, if Restrict Half Day Considerations is enabled in the page User > User
configuration > T&A, then in From/To Date only full day attendance options will be visible and all the other
half day options will be disabled for that particular user.

For example: In the screenshot below, for ESS user, Aditi Gupta, Restrict Half Day Consideration is
enabled so she can apply only Full day tour and the other half day options will be disabled.

Q Tour Application

€ + i}
1687
5 y Aditi Gupta From Date® 07102017 E Full Day
Y
. ToDate®  07/10/2017 i FLll Day
Basic A
i 1
Time &ttendance b i Applied Days
Leave Management a Fosted Days
Leave Balance T T2-TOUR |Z|
Leave &pplication
Reason And Contact Info
Tour Application
Fu
C-OFF application Sl
Cafeteria bt Address
Job Costing i Contact Mumber

Applied Days: The system automatically calculates the number of days the tour has been applied for.

Posted Days: The posted days are the actual days for which the tour will be applied. It will be automatically
calculated by the system after saving the application.

Tour: Select a tour from the Tour drop down list, for which the application is to be made. It displays the list of tours
available in the Leave Group assigned to the user.

Reason and Contact Info

You must enter the Reason for requesting a tour. The default reason (eg: Official) based on the type of leave will
appear in the field.

Enter your Address and Contact Number while the application is being made.

Select the Tour Document Available checkbox if you have a tour document to specify the reason behind the
current tour.

Click on the Upload ;'; button and select the respective document.
Select the desired file as per the supported formats (.jpg, .bmp, .png, .pdf).

Then click Update.

The document will be uploaded and can be previewed by clicking on Preview button.

% Contact your System Administrator if the Tour Document Available parameter is not visible.
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Click the Save button to save the tour application. If applied successfully, the Application Status for the tour will be

updated to “Applied”.

Click on the Pending list. You can view the posted days and the application status as shown below. This
application will go to the Reporting In-charge or System administrator for approval.

Tour Application ?

€ + o
From Date *
To Date
Applied Days
Posted Days
Tour
Reason And Contact Info

Reason
Address
Contact Humber

Application Status

Mar 2017 8 May0i7 =] Availed Tours @ 2
04/06/2017 [::] Full Day [+]
04072017 2 Full Day [¥] 205 days ‘ B : 5
20 Absent Pendinh\ Approved Rejected ‘
10 . z
Application Details E Show all T
TR -Tourt []
From ¥ To Leave Application Date Application Type Status
04/06/2017 04/07/2017 TR 04/19/2017 Mew ®
04/03/2017 04/05/2017 TR 04/19/2017 Mew @\

Applied (04/19/2017 17:49)

Submit Cancel

2N

%

Application section.

Click Approval Details =
the already applied application.

Tour Cancellation & Modification Application procedure is same as the Leave Cancellation and Modification
Application. So refer “Applying for Leave Cancellation” and “Applying for Leave Modification” of Leave

icon from the grid available on the left side of the page to view the Approval Details of

May 2021 = Jul 2021 B
3.5 days Absent | 0 Pending 3 Approved 1 Rejected

Application Details v | Show ALY

Approval

From ™ To Tour Application Date Application Type Status Details
24/06/2021 25/06/2021 TO 23/06/2021 New () El
23/06/2021 23/06/2021 TR 15/08,/2021 Cancelled @ =
14/06/2021 14/06/2021 TO 23/068/2021 New €3] =
11/06/2021 11/06/2021 TR 11/06/2021 Cancelled () =
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Approval Details window appears as shown below:

Approval Details (2)

Status

Incharge Remark

SA - System Admin 9]

Approval Details )

Incharge Status Remark

SA - System Admin @ (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin () (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,

approved or rejected.

The application’s status is displayed in the Status column as Pending () , Approved () or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the

Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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C-OFF Application

An employee who has accumulated C-OFF hours often needs to avail these within a validity period. C-OFF
Application is a formal way of requesting a Complimentary-Off. Employees can login to their ESS account and use
the C-OFF Application functionality to request authorization from their respective reporting in-charges or HR
administrators.

The extra work hours of the employee can be given as C-OFF from “Overtime C-OFF Approval” page.
v These available C-OFF hours can be used for applying the C-OFF leave provided the C-OFF type leave is

given to the user.

This section describes how to apply for a C-OFF using ESS.
To do this, Login to ESS> Leave Management > C-OFF Application.

The C-OFF Application page opens on your screen as shown.

C-OFF Application 2
€ + o
P v . -
Apr 2017 B un2017 =] Availed C-OFF : 0
Nisha From Date” | 03/05/2017 =] First Half [=]
s - ToDate” | 03/05/2017 =] First Half T day 5 5 0
Applied Days 05 | _Absent Pending Approved Rejected
= = |-Absen
Posted D
- i Attendance Details [<] EE
Leave €O - C-OFF [=]
2nd
Current Balance | 05:00 Date Shitt 1stHalf Half  FirstIN  LastOUT  Work Hours
Required Balance For Leave 1001 G5 i )
Selected C-OFF For Application =
-
Reason And Contact Info
Job Costing -
Reason
FUM -
Address
Contact Number

Click the New button for applying C-OFF leave.

Click IZ' button to view the Application Date which displays the current date as the date of application.

In the Half Day Consideration field, select an option to restrict the application for all selected days to half day only
or full day.

C-OFF Application

€ + i}

Application Date 11,/05/2017

Half Day Consideration Bath |Z|
From Date” 03/05/2017 =] First Half |Z|
To Date” 03/05/2017 ® First Half

Applied Days 0.5

Posted Days

From Date- Select the starting date for the leave period using the date selection button and specify whether the
leave should be considered for FullDay or start only from the Second Half.
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To Date- Select the end date for the leave period using the date selection button and specify whether the leave
should be considered for FullDay or end right after the First Half.

For a particular user, if Restrict Half Day Considerations is enabled in the page User > User
configuration > T&A, then in From/To Date only full day attendance options will be visible and all the other
half day options will be disabled for that particular user.

For example: In the screenshot below, for ESS user, Aditi Gupta, Restrict Half Day Consideration is
enabled so she can apply only Full day C-OFF and the other half day options will be disabled.

Q C-OFF Application

1a6a7

3 y Aditi Gupta From Date * 07072017 E Full Day
-y

Basic - To Date ™ 07 /08/2017 i) Full Day \
Time &ttendance - Applied Days 2
Leave Management a Pasted Days

Leave Balance Leave CO-CO |Z|

Leave Application Current Balance 23:59

Jaurepplication Required Balance For Leave 16:00

L-OFF Application Selected C-OFF For dpplication  23:08 K4
Cafeteria hd
Job Costing - Reason And Contact Info
Fiftd ot Reasan

Address

Contact Mumber

2ET m

The minimum C-OFF balance (in hours) required for taking a half day or full day off is determined by the C-
1? OFF Policy of the organization. Before applying for a C-OFF, ESS users must consult the HR department to
know more about the C-OFF Policy that is applicable to them.

Applied Days- The system automatically calculates the number of days the leave has been applied for.

Posted Days- These are the actual days for which leave will be considered by the system. It is automatically
calculated by the system.

Leave- Select a leave from the Leave drop down list, for which the application is to be made. This list will display all
Complimentary-Off type leaves available to the user as shown.

Once the leave is selected, the system automatically retrieves the Current Balances for the user and also displays
the Required Balance For Leave.
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C-OFF Application =

€ o i}

Applied Days
Posted Days
Leave
Current Balance
Required Balance For Leave
Selected C-OFF For Application
Reason And Contact Info
Reason
Address

Contact Number

From Date *

To Date®

03/05/2017 =]
03/05/2017 =]
0.5

CO - C-OFF

05:00

04:00

Attendance Details

First Half [=] Ao
First Half [ iday
| Absent |
lel
Date
11/05/2017 G5
E4

Submit Cancel

Pending

Jun 2017 2 Availed C-OFF: 0
0 1]
Approved Rejected
[-] mEY

2nd

1st Half Half FirstIN Last OUT  Work Hour!

AB AB

The user can successfully apply for a C-OFF only if the required balance for leave is lesser than or equal to the
current C-OFF hours balance. For e.g., in the following figure, the user can apply half day as half day requires
minimum 4 hours balance and the user has sufficient 5 hours of balance.

Now click [# button to view the Leave balance Detail as shown below. Select the C-OFF leave and enter the C-

OFF hours for applying the leave.

Leave Balance Detail

User
Attendance Period

Leave

Attendance Date
02/05/2017

03,/05/2017

NP HNisha =
03/05/2017 03/05/2017
o C-OFF =

Available C-OFF Select C-OFF
02:00 01:00
LED ) 03:00

Select Cancel

You can enter the Reason for requesting leave, Address and Contact Number of the user for whom the leave

application is being made.

Finally click the Submit button to apply for the C-OFF successfully. The Pending leave application status will be

shown as below.
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C-OFF Application #

€ by i}

From Date®  03/05/2017
ToDate®  03/05/2017
Applied Days 0.5
Posted Days 00
Leave CO - C-OFF
Current Balance 01:00
Required Balance For Leave
Selected C-OFF For Application 04:00
Reason And Contact Info
Reason
Address
Contact Humber

Application Status

v

First Half

First Half

#

Applied [11/05/2017 12:40)

Apr 2017 2 017 =]

Availed C-OFF: 0

1 day 1 0 0
Absent, Pending Approved Rejected
Application Details |Z| Show All' Y

From ™ To Leave Application Date Application Type

03/05/2017 03/05/2017 CO 11/05/2017 MNew

The leave can be authorized by Reporting-In-Charge or the System administrator.

Click Approval Details = icon from the grid available on the left side of the page to view the Approval Details of

the already applied application.

May 20271 M Jul 2021 i
3.5 days Absent | 1 Pending 0 Approved 1 Rejected
Application Details hd Show ALY
Approval
From ¥ To Leave Application Date Application Type Status Details
23/06/2021 23/06/2021 CF 23/06/2021 MNew @ =
09/06/2021 09/06,2021 CF 23/06/2021 Mew x) El‘li
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Approval Details window appears as shown below:

Approval Details (2)

Status

Incharge Remark

SA - System Admin 9]

Approval Details )

Incharge Status Remark

SA - System Admin @ (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin () (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,
approved or rejected.

The application’s status is displayed in the Status column as Pending () , Approved () or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Group Summary

The COSEC ESS module enables the reporting group incharge users to view the attendance status of all members

of their group. This page is available only to In-Charge users.

In order to view the attendance information for the group members, select Group Details > Group Summary from

the ESS Page. The Page appears as shown below:

1o Data

Khushbu
Period

User Selection

Time Attendance

Leave Management

Pl ] 4

Group Details

Group Summary
Work Hours Details

m

Daily Attendance

Job Status

rd/Penalty Hours

Field Visit Status -

‘Group Summary i
Q €

Cumulstive Data [+]
Daily [~
05/03/2017 2
All Users [=]
Attendance Summary
Total Members 5

-

Data: Select the Data option as Cummulative Data or Trending Data to display the group summary in respective
format. For Trending data, range of month or range of days must be selected.

Period: Select the period as Daily or Monthly and select the date or month for the respective selection according

to which the attendance data of group is to be viewed.

User Selection: Select the user based on enterprise groups, individual user or all users for which the data is to be

viewed.

Click on the View button to view the Work Hours detail and Attendance Summary for cummulative data in

graphical form.

‘Group Summary
€

Data Cumulative Data

Period Konthly
Mar 2017

All Users

View

User Selection

‘Work Hours Details

/B[]

Attendance Summary

Present
15

ap®

Total Mandays 126
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The Trending Data from Feb-2017 to May2017 in graphical forma is shown below:

Group Summary =
€
Data Trending Data E
Period Manthly E
Feb 2017 B May2017 ]
User Selection All Users E

View

‘Work Hours Details

~ Work Hours ~ Net Work Hours ~ Actual OT Authorized OT e LateIN = Early OUT

The graph shows the colour codes with respect to Work hours, Network hours, Actual OT, Authorized OT, Late-IN

and Early-OUT for the group members.
The number of hours for the month can be viewed by hovering on the graph as shown below.

WorkHours ~ March

| Work Hours |
& 2wear |
| Network |

Hours \
16423 | i

| actualoT |
1 o118 |
| :

ithorized OT

il

~ Waork Hours ~~ Net Work Hours ~ Actual OT ~ late IN ~ Early OUT
Click on the grid view [&] to view the work hours details in the grid as shown below.
Data Trending Data |z|
Period  Monthly [~
Feb 2017 B | May2017 =]
USER Selection | All UsERs [
Work Hours Details lsnd
Work Hours E
4 Feb 2017 - Aug 2017 ¥
USER ID Name Feb 2017 Mar 2017 Apr 2017 May 2017 Jun 2017 Jul 2017 Aug 2017
DVD VD 50:00 19:00
IPCNew IPChew 160:23 00:00
Leaves Leave user 5 22:00 16:00
Parth parth 00:00
shift shift 00:00
6-10 of 10 records <lell s
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You can view the hourly details for work hours, overtime hours etc by selecting the option from the drop down list as

shown below.

UsER ID
DvD
IPCNew
Leaves
Parth
shift

Name

DvD
JPCNew
Leave user §
parth

shift

Work Hours Details

Work Hours E

Met Work Hours
Actual Qvertime 4 Feb 2017 - Aug 2017 #

lar 2017 Apr 2017 May 2017 Jun 2017 Jul 2017
50:00 19:00

160:23 00:00

22:00 16:00

Authorized Overtime
Lateln
Early Out

il

Aug 2017

Depending on teh selection, the hours will be displayed in the grid.
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Group Details-Daily Attendance

The Reporting Incharge can view the Daily Attendance details of the users under his/her group for a chosen month

and year.

To access Daily Attendance View page,
Login to ESS > Group Details > Daily Attendance. The Page appears as shown below:

Daily Attendance View

Date

01/01/2020

06/01/2020
07/01/2020
08/01/2020
09/01/2020
10/01/2020

11/01/2020

Total

Shift
GS-Normal

GS-Normal
G5-Normal
GS-Nommal
GS-Normal
GS-Normal

GSWO

First IN
0841
0806

064
0903
0829

Last OUT
1813

1240

18:43
1844
1305
1324

st Half

2nd Ha

PR
PL
PL

B owom = =
= 3 35 3

E B|B|B

I Late-IN Early-OUT

00:17

01:08

Work Hours

09:02
0434

08:11
0436
0432

8237

05:10

8237

0030
00:30

0330

Template Configuration

User: Select the user under the group whose attendance details are to be viewed by clicking on the picklist button.

Attendance Period: Attendance Period can be selected in two ways: Month-wise and Date-wise.

+ Month-wise: Selecting this option will display the attendance of the particular month. Select the month
and year from the drop down list for which the daily attendance is to be viewed.

+ From/To Date: Selecting this option will display the attendance of the range selected in the Attendance
Period. Select the starting and ending date using the date selection button for which the daily attendance is

to be viewed. For a single day select the same date in both the fields.

Display View as Per: Select the type of view you desire from the drop down list. All the templates shared with you
by your Admin will be displayed here.

Display Summary: Select the desired option — Week-Wise, Overall, Both or None.

+ If you select Week- Wise, it will display the total weekly summary.

« If you select Overall, it will display the data summary as per the Attendance Period set

+ If you select Both, it will display both weekly as well as monthly summary.

+ If you select None, it will display the users data without any details of total.

Starting Day of the Week: Select the starting day of the week from the drop down list. Based on the day selected,
weekly attendance view will be shown in the grid.
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The Attendance details will be displayed in the grid as per the template selected in Display View as Per.
The last row of the grid displays the Summary details as per the Attendance Period selection.

From this page you can also perform Correction actions such as Approve Leave by clicking on Leave Applied
shown below:

Last Work
Date & Shift FirstIN OUT 1st Half 2nd Half Late-IN Early-OUT Hours
04,/06,2017 _ _ /
04,/07/2017 17:46 18:22 AB AB 00:36
04,/08/2017 - —
04,09,/2017 — —
04,/10/2017 09:38 14:08 AB AB 04:30
04/11/2017 — —

Correction Options ®
Leave Applied - Pending

% The option above will be available only if the member has applied leave for the particular day.

Clicking on Leave Applied will redirect the In charge on Leave Application Approval page from where he can
approve/reject the leave.

Click on the Details = to view all the Attendance Punches as shown below:
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All Attendance Punches

Special
Function Access

Date Time 10 Type Device Name Source/Location Job Details

ARGO FACE-

Device-2

14/03/2022 1409 In Allowed Device

View Image

&

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.
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N-Punch View of Group Members

This functionality enables you to view the N-punch details of your reporting group members. This is applicable only
to users for whom the N-Punch system is applicable for attendance calculation.

To access this functionality, Login to ESS module> Group Details > N-Punch View.

The page will be displayed on your screen as follows:

N-Punch View

€ S
102 User™ 4 Priyank =
Shi Attendance Date * [ Jm]
= - Shift
=
-
| Source 10 Type Date Time Out Time Special Function
Group Details a |
Group Summary NojData
Shift 5¢
Job Sta
Assi alty Hours
Fiel Gross Work Hours Total Out Time N-Punch Work Hours Extra Work Hours Overtime Hours Statu
Fiel Status
Aporoval/authorization hd -

User: Select a group member using the User picklist.

Attendance Date: Select the Attendance Date for which the punches are to be viewed. Click the & button to
specify a custom period for date selection. All punches for the selected date are displayed as shown in the grid:

Tin

102

Shruti

me Attendance -

Group Summary

Daily

m

orting Incharge

Shift Schedule

pproval/Authorization i

Source

Device - NGT Diract Door-Device-1
Device - NGT Diract Door-Device-1
Device - NGT Diract Door-Device-1
Manual Entry

Manual Entry

Manual Entry

Gross Work Hours 12:20

User® 4

Attendance Date

Shift
10 Type Date
M 03/05/2017
our 03/05/2017
M 03/05/2017
our 03/05/2017
M 03/05/2017
our 03/05/2017
Total Qut Time 02:00 N-Punch

* [osms;aor

GS

Work Hours 10

20

Friyank

:ffm

Time
09:10
13:00
14:00
19:00
20:00
20:30

Extra Work Hours

Out Time

01:00

01:00

02:00

Overtime Hours

Special Function

Official QUT

02:00 Status | PR

The special function for the punch is shown in Special function column.

The N-Punch data can be exported in Excel format. Click the Export button to save the file at the desired location.
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« [2]

e e chiees 1 | User” 4
| Export (AltShift+0) | -
T Attendance Date * | 03/05/201 B8 M
Opening N-Punch_export.xs @
You have chosen to open:
St B N-Punch_export.ds

Device - NGT Direct Door-Device-1 )
s rect Boarbevics which is: Microsoft Excel 97-2003 Worksheet (6.0 KB]

Device - NGT Direct Door-Device-1 from: http://sheetal.securityqavyom

Device - NGT Direct Door-Device-1

‘What should Firefox do with this file?
Manual Entry

Manual Entry @ Open with | Microsoft Excel (default) i
Manual Entry

() SaveFile

[ Do this automatically for files like this from now on.

12:20

Gross Work Hours

2]| |= M-Punch_export-1 [Read-Only] [Compatibility Mode] - Mid
Home Insert Page Layout Formulas Data Review View
'_j dic Arial Fu Ay = W o - [SiWrap Text | General -
23 Copy ~ j—
Pavﬂe # Format Painter B|Z7 U- i Merge & Center - § = %+ | %D 5% 'EO
Clipboard Font Alignment . Mumber
Al - fe | Source
| A B C D E F

1 [Source 10 Type [Date Time Qut Time |Special Function

2 Device - NGT Direct Door-Device-1 1N 03/05/2017 09:10

3 Device - NGT Direct Door-Davice-1 out 03/05/2017 13:00

4 Device - NGT Direct Door-Device-1 IN 03/05/2017 14:00 01:00

5 Manual Entry out 03/05/2017 19:00 Official OUT

6 Manual Entry IN 03/05/2017 20:00 01:00

7 Manual Entry out 03/05/2017 20:30

8

9  Summary

11 Gross Work Hours: 12:20

12 Total Out Time: 02:00

13 |N-Punch Work Hours: 10:20
14 Extra Work Hours: 02:00

15 Overtime Hours: 02:00

16 Status: PR PR

78

Matrix COSEC ESS System Manual



Member Events

The COSEC ESS module enables the reporting group incharge users to view the details of the In/Out punch events
at the door controllers. This page is available only to In-Charge users.

In order to view the Events for the group members, Click on Member Events option under Group Details from the
ESS Page. The Page appears as shown below:

Member Events c

€

Attendance Events (1) a

P44«

=]

UserID & User Name. Date-Time 1o Access Source Status View Image
182 RICIE2 14/03/2022 1409:27 Entry Allowed Deviee Authorized &

Access Control Events (0) v

Visitor Events (0) v

Date: Select the date range from the date selection button to view various events.

Select the Filter by options from Individual, Device and Department. Then select the respective user, doors and
department from the picklist.

Click on View to view the Events.

Click on the Collapsible panel to view Attendance Events, Access Control Events and Visitor Events based on
the selected filter.

Click the Details = icon to view the event details of the corresponding user.
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Member Attendance

The COSEC ESS module enables the reporting group incharge users to view the attendance status of all members
of their group. This page is available only to In-Charge users.

In order to view the attendance information for the group members, Click on Group Details> Member Attendance
option from the ESS Page. The Page appears as shown below:

n sl Member Attendance 950

€
101 user® |2 Chirag = - it 2nd
. Date Shift Half Half WorkHours Overtime
Knhushbu
. . 02/28/2017 GS PR PR 0830
Attendance Date 02/28/2017 BE
Basic -
Shift/Day Gs Normal
[rime Attendance -
Aftendance Status PR oR
-
Status Summary  Present
-
Summary = Attendance Details
Work Hours  08:30 -
Break Hours 0100
Overtime Hours = T

Net Work Hours 08:30

Adjusted Work Hours

m

Early-IN Duration

Late-IN Duration =]
s s
Early-OUT Duration 52
Fiel ile
Overstay Duration  00:30
eld Visit Stal
Approval/Authorization - Bxtra Work Duration | 00:30
Cafeteria - N out
cwm -
Date |0z/25/2017 Date |02/28/2017 ™

lob Cocting =

Select the User member from the picklist whose attendance is to be viewed. The Attendance Record with the shift
details will appear in the grid at right.

Click on the particular record from the grid to view the details of work hours.
Click Event to display all the event details.
The attendance details will be shown in the respective fields in Attendance Details section.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.
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Mark Group Attendance

The Mark Group Attendance page allows the RIC to mark the attendance of group of people in a single go.

RIC can upload group images of users and the system will recognize each user from the image and then it will mark

their attendance automatically.

To perform Mark Group Attendance, select the Group Details > Mark Group Attendance and the following page

appears:

Mark Group Attendance

CEpinE

Identified Users

Attendance

KRR

IR

Name Uploaded Date  Attendance Date  No of Users Source

No Data

Click Add to upload a new group image and configure the following parameters:

* Name: Enter the desired Name.

» Images: To upload group image/s of users, click Upload File .t

below.

« « 4 = » ThisPC > Pictures

# Quick access
[ Deskiop
{ Downloads
=] Documents

Camera Roll
&=/ Pictures

e Creative Cloud Files
@ OneDrive -

X3 This PC
3D Objects
B Desktop
] Documents
3 Downloads
B Music
=/ Pictures
Videos
i, Local Disk [C:)

John Smith

- New Volume (D)

¥ Netwerk

>

Saved Pictures

shutterstock_944
60366 (1)

==

Screenshots

test 2

J & 8
L~

Anna Grey

v O Search Pictures

R CTRE A

Caroline Andrew | Group Image 1

S

Archie Cooper

Capture

File name: |

| Al Files

Cancel

and the dialog box appears as shown
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Now select the desired image/s. Here, the image format supported are jpg and the size of a single image
must be a maximum of 15 MB.

You can upload maximum of 20 photos at a time.The text box displays the count of the uploaded images.

Mark Group Attendance

E W W

Mame ™ Image 1

Images ™ 4 images uploaded s -— Process
Identified Users -
Attendance Count of the uploaded images -

Once you upload the image/s, Process 72 icon will be visible.

Click Process to perform the Face Recognition (FR) process on the uploaded image/s.

Once the FR process is successfully performed on these images, the list of recognized users will be added
and displayed in the Identified Users list. For more information, refer “Identified Users”.

After the FR process, the Preview @ icon will be visible which will allow you to preview the uploaded the
group image/s.

Click Preview @ icon and the Preview Image window appears with the uploaded image/s as shown
below.

Preview Image

2/4 Recognized

Identified User Unidentified User Click to see the next

uploaded image

82

Matrix COSEC ESS System Manual



The faces identified by the system will have a green frame with a name and ID tag mentioned.

Now there can be few faces in the group image/s which are not identified by the system. Such faces will
have a red frame.You can manually tag the name against such faces of the users from the Preview Image
window.

To manually tag the names against the faces of the users, click on the red frame and a user picklist will be
displayed as shown below.

Preview Image

- Caroline Andrew x
rEm me—

Picklist For User

User ID & Name ShortName

1 Rachel Rachel

2/4 Recognized

1007 John Smith John Smith

1002 Anna Grey Anna Grey
1003

Caroline Andrew Caroline Andrew

1004
109560000000011

Archie Cooper Archie Cooper

Admin User Admin User

109560000000026  Kalpo Kalpo Shreya ShreyaPa
109560000000027

109560000000028

Hiral Hiral Ravi FTR Ravi

Dhruti Dhruti SantoshSir Sant

109560000000029 1500 DS_1500 1500 DS_1500

1- 10 of 649 records « <E|2 3| |B5|s|=>

Cancel

Select the respective user name from the picklist or manually enter the user name/ID.

Then these faces will be added to the Identified Users list along with the system identified users.
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Identified Users

« It displays the list of the identified users after the FR Process. For RIC, all recognized users will be
displayed in this list.

Mark Group Attendance

€ 3 o = x
Mame ™ Image 1
Images ™ | 1images uploaded L L @&
Identified Users (4) -~
Face User
1001 - John Smith # 0
&
O
¥
r 1 1002 - Anna Grey Fail
- &'
'ﬁf“f“‘: 1003 - Carcline Andrew # 1
|$ o
V< 4
1004 - Archie Cooper Fai
= F
Attendance -

Identified Users include system recognized users as well as manually tagged users from the photos.
+ Attendance will be marked for only those users displayed in this list.

» Single face of the user will be displayed in the grid along with the user's ID and Name for RIC to
authenticate the list.

* You can also edit the user name against the faces of users available in the image. To edit, click Edit 4
icon.
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Mark Group Attendance

€ + o E 4
Marme ™ Image 1
Images ~ | 4 images uploaded oL [ &
Identified Users (4) -
Face User
1001 John Smith i= v X
o &
1- ‘-!:-.-u \
&
r-j 1002 - Anna Grey & 1
= &'
a;“;;. { 1003 - Caroline Andrew S0
1004 - Archie Cooper F 1o
=»&F
Attendance -

» Select the respective user name from the picklist again or manually enter the desired user name/ID. Then

click OK + . To discard, click Cancel * .

» If multiple faces of the same user are identified, then only single face will be displayed in the grid and the
number of faces identified will be displayed as shown below.
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MName ™ | Image 1
Images ™~ | 1images uploadad L [ o
Identified Users (4) -
Face User
1001 - John Smith g
A 1002 - Anna Grey S0
1003 - Caroline Andrew |
Attendance b

Number of faces identified of a single user

« To view other identified faces of the same user, click on the numeric value of the identified faces of the
user.

» Multi-face window appears where you will be able to view more images of that user.

User

1001 - John Smith

1001 - John Smith

* You can also edit the user name against the faces in case of false identification. To edit, click Edit 'S

» Select the respective user name from the picklist again or manually enter the desired user name/ID. Then

click OK + . To discard, click Cancel = .
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» If same user is tagged against multiple faces, then entry of those faces will be merged and displayed as a
single entry in the grid.

+ To delete any entry of the identified user from the list, click Delete @ .

When any entry is deleted from the list, then the user tagged against that face will be untagged and that
face will be considered as detected but not recognized.

Attendance
To mark the attendance of the users in the group:
+ Make sure there are one or more entries in the Identified User list to configure Attendance.
+ Enter the desired Date and Time for which the attendance of the user is to be marked.
+ Select the desired Event from the options — IN Punch or Out Punch.
» Select the desired Special Function.
+ Select the desired Location Selection from the options — Configured Location or Custom.

« If Location Selection is selected as Configured Location, then select the desired configured
Location from the picklist.

» If Location Selection is selected as Custom, then enter the Latitude/Longitude co-ordinates or
click on the 9 icon and select the location manually.
» Enter the desired Remark for marking the attendance for the user.

» Click on the Save button. Once saved RIC will be able to view the added entry but will not be allowed to
edit the entry.

* RIC can delete a group attendance entry by clicking on the Delete.

+ On delete, images uploaded and Identified User list should be cleared for database.
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Changing Reporting In-Charge

The officer/ In-Charge can log into the ESS and change the Reporting Group Incharge to replace himself/herself by
other In-Charge by using this option. The change could be temporary (due to outdoor duty, sickness etc) or
permanent based on the situation. This page is available only to In-Charge users.

In order to change the Reporting In-Charge, click Group Details> Changing Reporting In-Charge. The Page

appears as shown below:

Change Reporting In-charge
€«

Reporting Group

User Filter
New In-Charge

Remark

In-Charge 1*
In-Charge 2*
In-Charge 3*
In-Charge 4*

In-Charge 5*

Reporting Group 1

1 | [aBC

2 Xxyz
3 MNO
4 PGR

(Al

Wi

* Reporting Group: Select the Reporting Group from the drop down list for which the In-Charge is to be

changed.

* In-Charge 1: It displays the ID and Name of the In-Charge 1 of the selected Reporting Group.

* In-Charge 2: It displays the ID and Name of the In-Charge 2 of the selected Reporting Group.

* In-Charge 3: It displays the ID and Name of the In-Charge 3 of the selected Reporting Group.

* In-Charge 4: It displays the ID and Name of the In-Charge 4 of the selected Reporting Group.

* In-Charge 5: It displays the ID and Name of the In-Charge 5 of the selected Reporting Group.

» User Filter: Select the User Filter from the drop down list—All or Already Incharge of Reporting
Group.The picklist of New In-charge will display the list as per this filter.

* New In-charge: Click the picklist to select the ID/ Name or enter the ID/ Name of the New In-charge

manually.

* Remark: Enter any Remark (if needed) regarding the change of Reporting In-charge.

Click Apply to replace the In-Charge.
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Shift Schedule

The COSEC ESS module enables the reporting group incharge users to view the shift schedule of all members of
their group. This page is available only to In-Charge users.

In order to view the monthly shift schedule for the group members, Click on Shift Schedule option under Group
Details from the ESS Page. The Page appears as shown below:

-
12 User 92 SMITA BARIA @
SUMER MEHRA —
Aftendance Period | July |=| 2004 -
Mon Tue Wed Thu Fri Sat Sun
Basic bt
e = ' ' "6 ' ‘m
Leave Management b d
G Detail - 1 g 8 1 u 12 13
it il GS WO GS GS GS GS WO GS GS
Group Summary u 15 15 17 18 19 n
Dy Sttenclance GS WO GS GS GS GS GS GS
Member Events a 2 pE! 1 % % F1e
Member Attendance G5 WO GS GSs Gs G5 WO Gs Gs
Change Reperting Incharge 28 28 20 i |
Shift Schedule Gs GS WO GSs GS
Approval/Authorization b
e-Canteen hd
- Public Holiday WO - Week Off WO - Week Off & Public Holiday On Same Day
Mark Punch IN ouTt

User: Select the user from the picklist whose shift schedule is to be viewed.
Attendance Period - Select the month and year for which the schedule is to be viewed.

The shift details for the selected user is shown in the grid as shown above.The week-off is shown by green colour.
The other colour codes are mentioned below the grid.

Matrix COSEC ESS System Manual 89



Job Status

This page enables a Reporting In-Charge to view and monitor Jobs assigned to his/her group members, based on
their current status. To view job status, select ESS account (Reporting Incharge) > Group Details > Job Status .

€
JcP1o1 User” =
S.Sundar Project =
Leave Management v s Phase = 0 Phase(s) selected
Group Details T Job* = 0 Job(s) selected
Group Summary Job Status All E
Daily Attendance
N-Punch View
Member Events
Member Attandance E Job Start Date End Date Job Hours Job Status
Change Reporting Incharge No Data
5hift Schedule
Job Status
Assign Award/Penalty Hours
Field Visit Schedule
Field tatus
Approval/Authorization e
Mark N ou
Punch

Configure the following parameters
User: Select a group member from the desired option.

Project: Select the desired Project from the picklist. The Picklist For Project pop-up appears.

Picklist For Phase X

Total Selected: 0 Records

Show Selected

O select Al
[] Phase Code MName
E] 100 Phase11
O 111 Phase12
O 12 Phase2
] 13 Phasel
O 1333 Phase14
O 155 Phase16
O 222 Phase12
O 410 Phase10
O 45 Phaseg
O 457 Phases

- 10 of 15 records ® | ¢ 2| |
ECE

Phase: You can select one or multiple phases at once.
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To do so, click on Phase picklist. The Picklist For Phase pop-up appears.

You can select particular Phases or can select all the Phases at once

Picklist For Phase

0 select Al
O Phase Code &
100
m
O 12
O 13
O 1333
O 155
o 222
O 410
0O a5
O 457

- 10 of 15 records

Total Selected: 2 Records

Name
Phasel1
Phase12
Phase2
Phase3
Phase14
Phase16
Phase13
Phase10
Phased

Phase5

“ Ca ncel

Show Selected

To select particular Phases, select the check boxes of the desired Phases.

OR

To select all the phases at once, select the Select All. The phases on all the pages wall be selected.

Picklist For Phase

Select All
Phase Code &
100
111
12
13
1333
155
222
410
45
457

- 10 of 15 records

Total Selected: 15 Records

Mame
Phase11
Phasel12
Phase2
Phase3
Phasel14
Phasel16
Phase12
Phase10
Phased

Phases

Show Selected

X

Matrix COSEC ESS System Manual

91



Click OK.

Job: Similarly, follow the same steps as Phases.

The number of Phases and number of Jobs selected are shown as below.

Project
Phase
Job "

Job Status

DOMESTIC

N
Al

DOMESTIC

15 Phase(s) selected

17 Jobi(s) selected

Job Status: Select the desired option from the drop down list— All, Open, In Progress or Finished.

Click View. The options as per the set filters appears in the grid.

Job Status

*
Job A
CCall-Conference Call with
Customer

Cusheeting-Custorner
Mestin

ntMeeting-Internal Meeting

J-lob 1

Je-ob 4
J5-lob 5
J6-lob 6

RematePOC-Remate POC

SolDia-Preparing a Solution
Diax

Start Date

05/24/2019

05/24/2019

05/24/2019
05/24/2019
02/24/2022
02/24/2023
02/24/2023

02/24/2023
02/24/2023
02/24/2023

05/24/2019
05/24/2019
05/24/2019
05/24/2019

05/24/2019

End Date

05/24/2093

05/24/2009

06/01/2009
05/31/2099
02/24/2099
02/24/2099
02/24/2009
02/24/2004
02/24/2024
02/24/2004
05/24/2009
05/24/2099
05/24/2009
05/24/2099

05/24/2009

DOMESTIC

DOMESTIC

< i i

Job Hours

15 Phase(s) selected

17 Job: d

Job Status

In Progress

In Progress

In Progress
In Progress
In Progress
In Progress

In Progress

In Progress
In Progress
In Progress
In Progress
In Progress
In Progress

In Progress

In Progress
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Assign Award and Penalty Hours

This page enables a Reporting In-Charge to assign award or penalty hours to members. In order to assign hours,
click on Assign Award/Penalty Hours option under Group Details from the ESS Page.

Assign Award/Penalty Hours (&) i
2 € r'd B x
: 101
i Khushbu User” | =
B Date® | 26/06/2018 ]
. A
-
= Application Date
- Attendance Values Actual
Reason”
Status
Remark
Timesheet Correction -
Job
Job Code Phase Code  Project Code Start Date Start Time End Date End Time  Transaction Type Hours Count  fm Y
No Data
Assign Award/Penalty Hours
Field Visit Schedule
Job Summary -
v horization v
Mark IN ouT
Punch

» Select a User (group member) to whom the Award or Penalty is to be assigned.
Example: Dinesh is user. Khushbu is Reporting Incharge of Dinesh. The Award/Penalty given by Khushbu to
Dinesh will go for authorization to the Reporting Incharges of Khushbu i.e. RIC1 Rosy and RIC2 Patric. The
authorization of application will be based on the authorization mode assigned to Khushbu.

See topic: Award /Penalty Authorization for authorization of assignment

+ Select a Date for which the Adjustment is to be done.

Assign Award/Penalty Hours c ?
- L 3 I ®
: 101
j Khushbu User*  IPCH Dinesh =
ey Date” | 26/06/2018 &
asic v o
ime Attendance -
= Application Date
roup Details - Attendance Values Actual
Group Summary Reason” Applied Award/Penalty Hours
Status
Remark
Timesheet Carrection a
Job
Job Code Phase Code  Project Code Start Date & Start Time End Date EndTime  Transaction Type Hours Count @ B ¥
Jab Status PSDW PHS1 PRI 26/06/2018 09:37 26/06/2018 10:30 Job Hours 00:53 1 Fol =]
vard/Penalty Hours PSD-W PHS1 FRIT 26/06/2018 10:30 26/06/2018 10:45 Jab Hours 00:15 1 ol =]
eld Visit Status
sl isit status Job Summary -
pproval/Authorization v v
Punch
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Click on Edit button and click Adjustment D for the transaction to which Award/Penalty is to be assigned.

Adjustment
Adjustment Type Award
Hours 00:10
Remark

10 mins Awarded

Now select the Adjustment Type as Award or Penalty and specify the hours as shown above.Then Click on Save
button to save the application.

!: 2 101
| Khushbu

[Time Attendance

Group Details

Group Summary

Approval/Authorization

Pl

Assign Award/Penalty Hours

€

£ B x

Saved Successfully

R

User”

Date”

Application Date
Attendance Values
Reason”

Status

IPC1 Dinesh

26/06/2018 =]

26/06/2018
Adtual
Applied Award/Penalty Hours

Pending (26/06/2018)

Remark
Timesheet Correction
Job Code Phase Code  Project Code Start Date & Start Time End Date
PsD-w PHS1 PRI 26/06/2018 09:37 26/06/2018
PSD-W PHS1 PRI 26/06/2018 10:30 26/06/2018
Jab Summary

End Time
10:30
10:45

Job
Transaction Type Hours Count o Y5
Job Hours 053 1 o 3
Job Hours oc:1s 1 o =
-

This application will go for authorization to the reporting incharge of the ESS user doing the application.

After the authorization, assigned Award and Penalty will be shown in the Adjustment Type and Adjustment Time as
shown below. If the transactions are merged then final adjustment will be shown by adding award hours and
subtracting penalty hours. These details can be viewed by clicking Merged Jobs icon or from the Job Summary

panel.
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Field Visit Schedule

Field scheduling is the daily activity of assigning field tasks to each user. The users in return are supposed to
accomplish the task as per their field schedule.
Field Scheduling can be done by Reporting In-charge with sufficient rights.

Select ESS> Group Details> Field Visit Schedule. The Field Visit Schedule page appears as shown below:

Field Vist Schedule Gy
& 7 - s

UsarD®  Divya2 Divyz2 = Date ¥ Schedulad Visits

a0

Date’  19/0472023 {0 Custom Montns viil 10/04/2023 1

shiftay &1 Namal

ShedueTine” | 19/04/2023 ] 1904203 g
Tesk”
Selectlocation | Randomy v

Location” £ (i)

Remark

User: Select the member user from the picklist to whom the field visit schedule is to be assigned or to edit the
existing field visit schedule. The already assigned scheduled visits will appear in the right grid.

Date: Select the date from the calender on which new field visit schedule is to be made for the selected user.

v Ensure that the Shift Schedule is assigned to the user before scheduling the visit.

Schedule Time: Specify the From and To time as the time for scheduling the task in HH:MM format.

Task: Select the task from the picklist which is to be assigned to the user. Task is created from FVM module> Task.

Select Location: You can select the location as Randomly or by Location Group. Using Randomly, individual
location can be selected using the picklist. With Location Group, a group consisting of multiple locations can be
selected. Location is created from Admin module> System Configuration> Location Master.

Select Location: Select the desired option — Location or Randomly.
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If you select Randomly, click on the Location picklist. The Picklist For Location pop-up appears.

Picklist For Location b4

Total Selected: 0 Records

Show Selected

[ select all
O Code & Name
O 12 Location 6
O g Location 7
O RnD2GP RnD2 GPS
O RnDGPS RnD1 GPS

11- 14 of 14 records e ¢ 1 .

You can either select particular Location or can select all the location at once.

To select particular location, select the check boxes of the desired location.

Picklist For Location X

Total Selected: 1 Records

Show Selected
O select Al
O Code & Name
E:] Location 6
O g Location 7
O RnD2GP RnD2 GPS
O RnDGPS RnD1 GPS

11- 14 of 14 records e ¢ 1 .

OR
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To select all the location at once, select the Select All check box. The location on all the pages will be selected.

Picklist For Location X

Total Selected: 14 Records

Show Selected

Select all
Code & Name
la Location &
I3 Location 7
RnD2GP RnD2 GPS
RnDGPS RnD1 GP5
11 - 14 of 14 records « | < | 1

Click OK. Click Add.

The selected location will appear in the grid.

Schedule Time Task Location/Location Group i
19/04/2023 13:00 - 19/04/202317:00 TASKT HO GPS i
19/04/2023 13:00 - 19/04/2023 1700 TASK! RnD2 i
19/04/2023 13:00 - 19/04/2023 1700 TASK! Factory 2 i
19/04/2023 13:00 - 19/04/2023 1700 TASK! Location 2 i
19/04/2023 1300 - 19/04/2023 17:00 TASK1 Location 3 il

1 -5 of 15 records " <m2 I s

You can delete the desired location. To do so, click the Delete o icon on the respective location.

Similarly, follow the same steps as Randomly for Location Group.
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Remark: You can give the remark while scheduling the visit.

Field Visit Schedule

€ 4 x L E3 vl e
UseriD”  Divya2 Divya2 =
Date” 19/04/2023 8 T Custom Months e
Shift/Day G1 Normal
Schedule Time® | 19/04/2023 B | Hem 18/04/2023 B | (1w
Task” =
Select Location Randomly v
Location * = @
Remark ‘Deh‘-«erll’e product at factory| |
EREE

Click Save to save the schedule.
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Field Visit Status

The users are supposed to accomplish the task as per their field schedule on daily basis. According to the punches
from field, user's field records are considered as completed or not completed.

The Field Visit Status page enables the Reporting in-charge to view field status of selected user in a calendar view.

Select ESS of Reporting Incharge > Group Details > Field Visit Status. The Field Visit Status page appears as

shown below:

Supriya

Member Events

Member

Field Visit Status 2

€

=

User

Attendance Period

[ i

‘WED

THU

SAT

User: Select the member user from the picklist whose field visit status is to be viewed.

Picklist For Users Under Supriya

UserID &
FvM1L
VP

Name
Jinu

Vivek

Shorthame
Jinu

Vivek

Cancel

Attendance Period: Select the month and year for which the field visit status for the selected user is to be viewed.

« The green circular ring shows that task is completed.
» Partial green and remaining red shows partially completed task.
* Full red shows incomplete task.

* Blue colour shows ongoing task.
* Anumber in the grid of future date shows future days task count.
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User vP Vivek =

Attendance Period | May [«] 207

Schedule Status | g3
MON TuE | WED ‘ THY | FRI ‘ SAT SUN
2 B 4 3 5 P
@ @ 1
/

9 10 n 12 13 14
16 a7 15 19 20 o

Clicking on the window will show the task details. Tick displays completed task and Cross displays incompleted
task.

Schedule Status

x 05/03/2017 18:00 - 05/03/2017 20:00
Pickup Enclosure  Waghodia

The on-going task will be displayed as below:

23 ~ Schedule Status X
(2/3 ]
N o OB03/2016 10:20 - 06/03,/2016 11:30
Task 1 Location 1
30

o 06/03,/2016 11:31 - 06/03,/2016 12:30
Task 2 Lacation 2

sss  OB/03/2016 13:20 - 06/03,/2016 15:30
Task 3 Locatian 3

You can select the option to view as Schedule Status or Visited Location.

User VP Vivek

Attendance Period | May 7]

]

Visited Locations . £ v

TUE WED ‘ THU ‘

L
=)

Schedule Status: The status of completed, not completed, on-going and future task is shown in the calender.

Visited Location: The visited location count will be shown in the calender for the date on which the user has visited
the location.
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Attendance Authorization

A Reporting In-charge may want to review daily IN and OUT punch records for all employees in his/her Reporting
Group before approving these as a day'’s official attendance. This can be performed only if the Reporting In-charge
has the necessary system rights for attendance authorization.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

V To activate authorization rights for daily attendance of your reporting group members you need to activate
following two features from the path given below:

1. Go to: Users Module > Reporting In-Charge > In-Charge Permissions and enable Attendance
Authorization feature for the selected group member.

2. Go to: Time and Attendance Module > Policies > Attendance Policy and enable Daily Attendance
Authorization Required feature.

If Map is not loaded; check the network connection of your PC or check the value of Google API Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

Every attendance event from the concerned employees will pass to the respective reporting in-charges for approval
before the user is marked “present”.

To view and authorize daily attendance of reporting group members,
Login to ESS > Approval/Authorization > Attendance Authorization
The Dashboard shows the number of pending applications which require authorization. Eg: The Attendance of

Chirag goes to RIC1: Khushbu and RIC2: Gautam for approval. The RIC1 khushbu can view the pending
application as shown below.

GOSEL: B2 L
Right People in Right Place at Right Time

Quick Links

Member Details My Details
: 101 Work Hours Detail »
{ Knushbu 5062018 £ @

Leave Mat

Daily Attendance Summary 2

25/06/2018 =]

Hours

Reported |

Group Def

Approval/Authorization

Cafeteria

Job Costing
Total Members 1

FVM

Reports

Mark
Punch

LA R R B B B B M|

N ouT|

Pending Approvals / Authorization 1

0 0

Leave Tour

Anemance\ Shart Leave/Official IN-OUT

C-OFF

0

Overtime/C-OFF

0

Attendance Correction

0

Timesheet Carrection

M Reported
Mot Reported
On Leave
on Tour
On Week-Off
On Holiday
On Field Break
M On Rest Day

1

Scheduled 1
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Click on Attendance and the Attendance Authorization page will opens as follows.

Show All Pending Applications O

Date” @ 2022/07/08 8 | 2022/08/08 =]

Pending (0) v

Authorized (0) v

You can either:
+ view all the pending applications for Attendance Authorization
+ set the filters — Date, Filter Users — to view the desired applications

All Pending Applications
To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Authorize check box of the desired entry.
To know more refer to “Pending Authorization”.
% The population on this page depends on the server’s database. It might take time to load all pending

applications.

Applications according to Set Filters

To Set the Filters,

« Date: Select this option to enable the date filter.Select the start and end dates by clicking the respective
date selection buttons. This defines the period for which the authorization status is to be viewed for daily
attendance.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.

Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view

authorization status of these applications.

Click the View button to view all pending and authorized attendance records of the specified users and their details.
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Pending Authorization

Click the Pending collapsible panel.
The Pending section lists all users for whom daily attendance are pending for authorization.

The punches of the user will be marked “AB” (absent) if they are unauthorized. Select the check box corresponding
to user whose daily attendance is to be authorized.

Pending(14) -

Gross Extra Net-  Total Authorize

User ID & Name Date Shift st Half 2nd Half Work Work Work OT First IN Last OUT Remark Detail
Aptaz Aptaz AB AB 08:00 09:00 18:00 —
Aptaz Aptaz AB AB 08:00 09:00 18:00 _
Aptaz Aptaz AB AB 08:00 09:00 18:00 —_
Aptaz Aptaz AB AB 08:00 10:00 18:00 —_
Aptaz Aptaz AB AB 05:00 09:00 18:00 —_
1.5 0f 14 recorcs l:‘ 23

When any application is in the Pending state it can be authorized by the Admin or RIC.

« To approve applications selectively, click the Authorize check box against the user.
+ To approve all the applications simultaneously, click the Authorize check box in the header column.

Once the Admin / RIC approves the application, the record will be moved from the Pending section to the
Authorized section respectively.

The default Remark for the Authorized application will appear in the Authorized field. You can enter any customized
Remark while authorizing the application.

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches

Special

pecial
Date Time [0Type Device Name Function Accass Source/Location Job Details View Image
No Data

Approval Details (2)

tatus Remark

FICICC

All Attendance Punches window displays the user’s attendance and overtime details.

Click the button to view source location co-ordinate details for an entry or exit event of the user.
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? If Map is not loaded, then contact your Admin.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

Camera Settings are not Defined for this door

e
% Chirag
26/06,/2018 18:05:57

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.
The application’s status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Authorized Application
Click the Authorized collapsible panel.

This section lists all the daily attendance records that have been authorized. All the authorized records will be
marked as “PR” (present).

Authorize
Remark

=]

Gross Extra
User ID & Name Date Shift 1st Half Ind Half  Work Work MNet-Work Total OT  First IN Last OUT

a

Aptal 08:00 10:00 18:00

Aptal

[ - <]

Aptal

oo om

1
1
0800 0500 1800

a

Click the Details = icon to view the attendance details of the corresponding user.
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All Attendance Punches

Special
OType Device Name Function Accass Source/Location Job Details

Date Time 10 Type Vizw Image

No Data
Approval Details (=

Incharge Status

S5A - System Admin (=) (23/08/2022 09:34

All Attendance Punches window displays the user’s attendance and overtime details.

Click the button to view source location co-ordinate details for an entry or exit event of the user.

? If Map is not loaded, then contact your Admin.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

Camera Settings are not Defined for this door

B

Chirag

26/06/2018 18:05:57

If the event is generated by API then there will not be any image popup window on clicking View Image

% icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.

The application’s status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the

Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Remark displays the comments provided by the Admin / RIC / System.
Click Save to save the authorization.
% The attendance status (“AB”, “PR” etc.) after attendance is authorized, will depend on criteria such as shift

timings, work hours etc. for the respective employee. For e.qg. if punches do not match with assigned shift
timings, user will be marked “AB”.
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Short Leave/Official IN-OUT Authorization

This option enables a Reporting In-charge to authorize all Short Leave/Official IN-OUT requests from ESS users
who have punched IN late or punched OUT early for a particular day as per the scheduled shift timings. The ESS
users can request the Late-IN or Early-OUT events to be authorized as either a Short Leave, if allowed by HR
policy, or as official entry or exit events.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Short Leave/Official IN-OUT of your reporting group members you need
v to activate following feature from the path given below:
Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Short Leave/

Official IN-OUT Authorization feature for the selected group member.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

To do this, Login to ESS. Select Approval/Authorization > Short Leave/Official IN-OUT Authorization.

The Short Leave/Official IN-OUT Authorization page opens as follows:

Short Leave/Official In-Out Authorization

Show All Pending Applications
Date” @ |01/07/2022| B8 | | 2000872022 P

Filter Users Al

il | ¢

Group/User

Pending (7) -
Approved (0) -

Rejected (1) v

You can either:
+ view all the pending applications for Short Leave/Official IN-OUT Authorization
+ set the filters — Date, Filter Users — to view the desired applications

All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.

To know more, refer to “Pending Authorization”.
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The population on this page depends on the server’s database. It might take time to load all pending
% applications.

Applications according to Set Filters

To Set the Filters,

+ Date: Select this option to enable the date filter.Select the start and end date as the duration for which the
application status of the Short Leave/Official IN-OUT Authorization is to be viewed.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view

authorization status of these applications.

Click View. The Pending, Approved and Rejected collapsible panels appear.

Pending Authorization

Click the Pending collapsible panel.

The Pending section lists all users for whom Short Leave/Official IN-OUT requests are pending for authorization.

Pending (7) -
Special Applied Posted Work Spprovel Boject
User ID & Mame Date Ist Half 2nd Half Function Start End Duration Duration Hours (] [] Remark Details
SLO1 ShortLeaveOfficiall AB AB Short leave  16:00 1800 0200 0200  05:00 (] (] =
SLO1 ShortLeaveOfficiall AB AB Short Leave 0900  10:00 0100 01:00  05:00 O O =
SLO1 ShortLeaveOfficiall AB AB Short Leave 1600  18:00 0200 0200  05:00 O O =
SLO1 ShortLeaveOfficiall AB AB Short Leave  02:00 11:00 0200 02:00  04:00 O (5| —
5101 ShortLeaveOfficiall AB AB Short Leave 16:00 18:00 02:00 02:00 04:00 O (N =
5 rd a | ¢ EI 2

When any application is in the Pending state it can be authorized by the Admin or RIC.

» To approve/reject applications selectively, click the respective application check box against the user.
» To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header
column.

Once the Admin / RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while approving/rejecting the application.
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Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

All Attendance Punches
e b
v v
Special
Date Time [DType Device Name Function Accass SourcefLocation Job Details View Image
No Data
Approval Details @
Incharge Status Remark
R Nam @
R Narm @
R13 - Nam @

All Attendance Punches window displays the user’s attendance and overtime details.

Click the button to view source location co-ordinate details for an entry or exit event of the user.

? If Map is not loaded, then contact your Admin.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

Camera Settings are not Defined for this door

!
Ca\
=) Chirag
T 26/06/2015 13:05:57
= e J

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.
The application’s status is displayed in the Status column.
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System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Short Leave/Official IN-OUT

Click the Approved collapsible panel.

This section lists all short leave/official IN-OUT requests that have been approved. The following screen is an
example of an Approved list for Official IN-OUT requests for a specific date range:

Approved (2) -

Applied  Posted PppaNe s o
User ID & Date IstHaf  2ndHalf  Specal Function  Start End Duration  Duration  Work Hours Remark Details

SOt

0900 10:00 0100 0100 05:00

"om

5101

08/08/2022 25 PR Short Leave 0300 10:00

To change the authorization verdict of any application, select Reject check box against the corresponding user.
Once you reject an approved application, the record will be moved to the Rejected section.

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

All Attendance Punches

Special
Date Time [0Type Device Name Function Access Source/Location Job Details View Image
No Data

Approval Details @

Incharge Status Remark

All Attendance Punches window displays the user’s attendance and overtime details.
Click the button to view source location co-ordinate details for an entry or exit event of the user.

? If Map is not loaded, then contact your Admin.
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If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

X
Camera Settings are not Defined for this door

1

Chirag

Pl
=5

26/06/2018 18:05:57

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.
The application’s status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save to save the authorization.

Rejected Short Leave/Official IN-OUT

Click the Rejected collapsible panel.

This section lists all short leave/official IN-OUT requests that have been rejected. The following screen is an
example of an Rejected list for Official IN-OUT requests for a specific date range:

Ao Approve  Reject
User D & Name Date IstHaff  2ndHalf  Special Function  Start End Duration  Duration  Work Hours Remark Detsils

sL01 ShortLeaveOfficiall 04/08/2022 25 -] Short Leave 1600 1800 02:00 0200 0500 Sgjactzd Shart Leave =

To change the authorization verdict of any application, select Approve check box against the corresponding user.
Once you approve a rejected application, the record will be moved to the Approved section.

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

Matrix COSEC ESS System Manual 111



Special
Date Time I0Type DeviceName  Function  Access Source/Location Job Details View Image
o Data

Approval Details ()

Incharge Status Remark

All Attendance Punches window displays the user’s attendance and overtime details.

Click the button to view source location co-ordinate details for an entry or exit event of the user.

? If Map is not loaded, then contact your Admin.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

Camera Settings are not Defined for this door

1

e
Tk,

Chirag
26/06/2018 18:05:57

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.

The application’s status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the

Approval Policy assigned to the Reporting Groups.
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Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Overtime/C-OFF Authorization

This option enables a Reporting In-charge to authorize the conversion of an employee’s extra work hours into
Overtime or C-OFF hours. Extra hours authorized using this option can only be considered for overtime payment or
C-OFF hours compensation.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Overtime/C-OFF of your reporting group members you need to activate
V following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Overtime/C-OFF

Authorization feature for the selected group member.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

To authorize OT/C-OFF for an employee, Login to ESS > Approval/Authorization > Overtime/C-OFF
Authorization.

The Overtime/C-OFF Authorization page opens as follows:

Overtime/C-OFF Authorization G %

€

Pending (0) -

Authorized (0) -

You can either:
+ view all the pending applications for Overtime/C-Off Authorization
+ set the filters — Date, Filter Users, Authorization For — to view the desired applications

All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
* Click the Pending collapsible panel. All the applications in pending state appear.
To know more, refer to “Pending Overtime/C-OFF”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.
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Applications according to Set Filters

Date/Attendance Period: Select this option to enable the date filter.

If you select the Period as Daily, select the start and end dates by clicking the respective date selection
buttons.

If you select the Period as Monthly, select the month and year for monthly period. This defines the period
for which authorization status is to be viewed for extra work hours.

Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Authorization For: Select the option as Single Record to authorize single/ individual transaction. Select
the option as Multiple Records to authorize multiple transaction records.

Click the View button to view the pending and authorized application with their details.

Pending Overtime/C-OFF

Click the Pending collapsible panel.

The Pending section lists all users whose extra work hours are pending to be authorized as OT/C-OFF by a
Reporting In-Charge. The following example displays pending authorization requests generated for the user.

Single Record Authorization

Pending (32) -

User ID &

chirag_anyone
chirag_anyone
chirag_anyone
chirag_anyone

chirag_anyone

1- 5 of 32 records a zmz 3| |TF 3=

Date Shift OT Type OT Hours Auth as OT Auth as C-OFF Remarks Details

m

oTi 02:00

il

93 9 9
I 2 2R
W% % RN

=}
2
=]
mmm

Select a record of user from the Pending list which is to be authorized as shown above.

You can authorize the Overtime hours, C-OFF hours or both as required. Enter the number of hours to be
authorized as shown below. Here 30 minutes is authorized for OT and 1 hour is authorized for C-OFF.
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Pending (40) a

User D & Name Date Shift OT Type QT Hours Auth as OT Auth as C-OFF Remarks Details
chirag_anyone chirag_anyone 02/08/2022 G5 om 02:00 oo i 30 oM = v x
chirag_anyone or2 02:00 = r
chirag_anyone ey} 02:00 \ = &
chirag_anyone ore 02:00 ] #
chirag_anyone omn 02:00 = #

1- 5 of 40 records « ,2 2.8

You must add a Remark while authorization.

Then click Save button to save the authorization.

The OT/C-OFF Eligibility is configured from User Configuration> T&A> Attendance. The C-OFF hours can
% be authorized in multiple of specified value in C-OFF Policy.

The authorized overtime hours will be displayed in the grid as shown below.

Authorized (41) -

Auth as C- Auth C-OFF

User ID & Name Date shift OT Type  OT Hours AuthasOT  Auth OT Date OFF Date Auth By Remarks Details

chirag_snyane chirag_anyone 01/08/2022 GS  OT1 02:00 02:00 25/08/2022  00:00 25/08/2022  RICT Authorized = #
Overtime/C-OFF

chirag_anyene chirag_anyone 01/D8/2022 G5 QT2 02:00 0200 25/08/2022  00:00 25/08/2022  RIC2 Authorized = #
Overtime/C-OFF

chirag_anyene chirag_anyone 02/08/2022 GS QT 0200 0030 26/08/2022  01:00 26/08/2022  RIC Authorized = I
Overtime/C-OFF

chirag_snyene chirag_anyone 06/08/2022 GS  OT1 02:00 00:00 \2535_.2:2: 02:00 .K 25/08/2022  SA Authorized =
Overtime/C-OFF

chirag_snyone chirag_anyone 06/08/2022 G5 OT2 02:00 00:00 25/08/2022 | 02:00 25/08/2022  SA Authorized = #

Owertime/C-OFF

1-5 of 41 records = ‘lI‘Z 3| |92 | >

Click the Details = icon corresponding to the user, to view the detailed attendance record as well as the
Advance Overtime Application and its status.
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The All Attendance Punches window appears as shown below.

All Attendance Punches

Advance Overtime Application

Special
Date Time 10Type Device Name Function  Access Source/Location Job Details View Image
No Data
Approval Details (7

Incharge Status Remark

() (26/08/2022 10:43 Authorized Overtima/C-OFF

All Attendance Punches window displays the user’s attendance and overtime details.

Click the button to view source location co-ordinate details for an entry or exit event of the user.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
? Admin Module > System Configuration > Global Policy > Basic tab.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.

Camera Settings are not Defined for this door

1

Pl
ke,

Chirag
26/06/2018 18:05:57

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.
The application’s status is displayed in the Status column.
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Click Save to save the authorization.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Multiple Record Authorization

If you want to authorize multiple records at a time then select Multiple Records in “Authorization For” and click
View. The page appears as shown below.

Deine and Authorize

o 0o o o o Qg
43|73 2|08

3 9

5 8 5 g 3
2 8 88 8

mommmmn

Now select the check boxes for the overtime record to be authorized. For eg: Here OT3 on 25th and 26th August is
to be authorized for 1 hour.

Click Define and Authorize button. The Configure Authorization Parameters window appears. You can
authorize OT for multiple records in following ways:

Authorize: You can select the option as Available OT or Defined OT hours for OT Type-Wise or Record Wise
option.

+ Select the option as Available OT to authorize the respective available overtime hours for the selected

records.

Configure Authorizaticn Parameters =

w
w
w

e o7

[=}

T Type Define Hours for OT (%) Define Hours for C-OFF(%)

(SIS S T S T
RN

OFF AuthC-OFFDate  AuthBy  Remarks

25/08/2022

=)
m ms
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Select the option as Defined OT hours to define a value of hours to be authorized for selected records.

Configure Authorization Parameters x

OT Type Define Hours for OT Define Hours for C-OFF

on
otz
oT3
QT4
Qo715

Authorize Hours for Each o001 : 00

Authorize Hours for Each HHH

Authorize Defined OT Hours ~
Authorization Mode Record-Wise ~

Authorize in Terms of Hours ~

Record(hs Overtime)

Record|As C-OFF)

Remarks 1 hour to be authorized as OT

Authorization Mode: Select the mode as OT-Type Wise to authorize hours separately for each OT or Record-
Wise to authorize hours for the selected records.

Available OT

In the option “OT Type-Wise” you can authorize hours based on the OT type (OT1, OT2,...0T5) for the selected
records.

Authorize in Terms of: Select the option as Hours or Percentage of OT/C-OFF based on which number
of hours or percentage of hours is to be authorized as Overtime or C-OFF.

* Hours: Enter the number of hours to be assigned as overtime for OT1, OT2...0T5. The remaining
hours from the available overtime will be assigned to the C-OFF hours.

+ Percentage: Enter the percentage value to calculate OT1, OT2...0T5 as percentage of available
overtime hours. Based on entered OT percentage, C-OFF percentage will appear. For eg: If OT1 is set
to 40% of OT then C-OFF will be calculated as 60% of OT.

In the option “Record-Wise” you can authorize hours for OT and C-OFF for each records.

Authorize in Terms of: Select the option as Hours or Percentage of OT/C-OFF based on which number
of hours or percentage of hours is to be authorized as Overtime or C-OFF.

* Hours: When Hours of OT or Hours of C-OFF is selected then enter the number of hours in the field
Authorize Hours for Each Record (As Overtime) or Authorize Hours for Each Record (As C-OFF)
depending on the selection. For eg: If available OT hrs is 2 hrs and Authorize hours for each record (As
Overtime) is entered as 1:00 hr then remaining 1 hr is given to C-OFF.

» Percentage: When Percentage of OT or Percentage of C-OFF is selected then enter the percentage in
the field Authorize Hours for Each Record (As Overtime) or Authorize Hours for Each Record (As C-
OFF) depending on the selection. For eg: If Authorize hours for each record (As Overtime) is entered
as 40% then remaining 60% is given to C-OFF.
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Defined OT Hours

In the option “OT Type-Wise” you can authorize hours based on the OT type (OT1, OT2,...0T5) for the selected
records.
» Authorize in Terms of: Select the option as Hours or Percentage based on which number of hours or
percentage of hours is to be authorized as Overtime or C-OFF.

* Hours: Enter the number of hours to be assigned as overtime and or C-OFF for OT1, OT2...0T5.
* Percentage: Enter the percentage value for overtime and C-OFF to calculate OT1, OT2...0T5.

Configure Authorization Parameters x Configure Authorization Parameters 3
Authorize Defined OT Hours Authorize Defined OT Hours e
Autharization Mode OT Type-Wise Authorization Mode OT Type-Wise L
Authorize in Terms of Hours . Authorize in Terms of Percentage o
OT Type Define Hours for OT Define Hours for C-OFF 0T Type Define Hours for OT(%) Define Hours for C-OFF(%)
on 001 : 00 oot : 00 ot 40 % 50 %
012 002 : 00 000 : 30 012 20 % 20 %
oT3 001 : ] o0 30 oT3 50 % [ap %
oT4 HHH @ MM HHH @ MM oT4 50 % |40 %
g HHH ¢ MK HHH @ MM o715 10 % |10 5
hustharkesiours forEach HHH Authorize Hours for Each %
Record(As Qvertime) Record(As Overtime)
Authorize Hours for Each HHH Autharize Hours for Eath %

Record(As C-OFF) Record|As C-OFF)

Remarks Remarks

In the option “Record-Wise” you can authorize hours for OT and C-OFF for each records.

» Authorize in Terms of: Select the option as Hours or Percentage based on which number of hours or
percentage of hours is to be authorized as Overtime or C-OFF.

* Hours: When Hours is selected then enter the number of hours in the field Authorize Hours for Each
Record (As Overtime) and or Authorize Hours for Each Record (As C-OFF).

+ Percentage: Enter the percentage value in the field Authorize Hours for Each Record (As Overtime)
and or Authorize Hours for Each Record (As C-OFF).

Authorizing Monthly Records

Pending (39)

UserID ™ Name

T Type T Hours Details

@ omomom omoa

2 g9 aggg
I
=

mommm

Authorized (41)

After selecting the records, click on Define and Authorize. The Configure Authorization Parameters page
appears as shown below.
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Configure the below parameters as described before.

You can select the Authorization Sequence from the options of OT then C-OFF and C-OFF then OT.

Configure Authorization Parameters

Autharize
Authorization Mode

Authorize in Terms of

Available OT

OT Type-Wise

Percentage

w

w

oT ~

OT Type Define Hours for OT(%) Define Hours for C-OFF(%)
oT1 a0 % %
o2 70 % %
o13 &0 % %
ot4 50 % %
oTs 100.00 % %

Authorize Hours for Each %

Record(As Qvertime]

Autharize Hours for Each %
Record{As C-OFF)

Remarks Authorize OT then C-OFF
Authorization Sequence OT then C-OFF

Configure Authorization Parameters X
Autharize Available OT v
Authorization Mode Record-Wise ~
Authorize in Terms of Hours w aT ~
OT Type Define Hours for OT Define Hours for C-OFF
oT1
o1z
oT3
014
QaT5
Authorize Hours for Each 0003 : DE{

RecordiAs Overtime)

Authorize Hours for Each
Record(As C-OFF)

Remarks

Authorization Sequence OT then C-OFF ~

In above example 3 hr is to be given as OT for each record then remaining hours will be given to C-OFF. The
authorized records will be shown in Authorized section.

Authorized Overtime/C-OFF

Click the Authorized collapsible panel.

This section lists all the OT/C-OFF Authorizations for the selected user or user groups for the specified time period.
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Authorized (41}

User ID & Name Date Shift 0T Type OT Hours Auth as OT Auth OT Date Auth as C-OFF Auth C-OFF Date  Auth By Remarks Detaiks
chirag_anyons chirag_snyons 01/08/2022 o5 om 0200 02:00 25/08/2022 0a:00 I = #
chirag_anyons chirag_anyone 01/082022 G5 or2 0200 02:00 0:00 c2 B &
chirag_anyons chirag_anyons 02/08/2022 G5 om 0200 00:30 26/08/2022 01:00 26/08/2022 RICT = &
chirag_anyone chirag_anyons D6/08/2022 G5 ot 0200 0000 25/08/2022 0200 25/08/2022 SA B &
chirag_anyons chirag_anyons 06/082022 G5 or2 0200 00:00 25,/08/2022 0200 25/08/2022 SA = &
3 9

Click on Edit # to edit the Authorized OT, C-OFF Hours and the Remarks. Then click OK « to save or

Cancel ¥ todiscard the changes.

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

|All Attendance Punches
v
v v
v
Advance Overtime Application
Special
Date Time I0Type DeviceName  Funtion  Access Source/Location Job Details View Image
No Data
Approval Details (7
Incharge Status Remark
RICT - RICT (%) (25/08/2022 15:58) Authorized Overtime/C-OFF

All Attendance Punches window displays the user’s attendance and overtime details.
Click the button to view source location co-ordinate details for an entry or exit event of the user.

If Map is not loaded; check the network connection of your PC or check the value of Google APl Key from
Admin Module > System Configuration > Global Policy > Basic tab.

If there is a Built-in camera to capture the image of the user while punching on the door; you can view that

image by clicking on the View Image & icon.
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Camera Settings are not Defined for this door

™ 1
e

3 Chirag

2 26/06/2018 18:05:57

,./ —:— j

v If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

All Attendance Punches window also displays the status of the user’s application under Approval Details.
The application’s status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save to save the authorization.

Multiple Authorization Mode

The logged-in RIC can view the data of OT/COFF applications for only specific dates (from which he was assigned
as an RIC of selected user) and the Monthly data for that user will also be accordance with the same. The
distribution of OT/COFF hours will also be in accordance with the dates i.e., distribution of hours should start from
the dates from which the logged-in RIC was appointed as RIC of the user.

Example: Suppose a user has Authorization Mode as Any One. Reporting Group RG1 is assigned from 1-7-18 to
5-7-18. Then on 6-7-18; Reporting group is changed to RG2 from 6-7-18 to 31-7-18.

Reporting Group RG1 RIC1- 101 RIC2- 102

Reporting Group RG2 RIC2- 201 RIC2- 202

The In-charges of RG1 can authorize the applications uptill 5-7-18 i.e till RG1 is assigned to user. If there are any
pending applications for authorization after the reporting group is changed; then those applications will be visible to
In-charges of RG2.
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The Reporting In-charge RIC-1- 101 authorizes OT2- 6 hrs and C-OFF-1hr from the generated overtime. The

pending OT1 hrs will be visible to RG2 in-charges as the reporting group is changed.

Attendance RG1 (101/102 can RG2 (201/202 can
Generated OT . .
Date authorize) authorize)
Total OT OT1 oT2 Auth OT Auth C-OFF | Auth OT Auth C-OFF
Hrs Hrs Hrs Hrs
2-7-18 03:00 01:00 02:00 02:00 00:00
3-7-18 02:00 00:30 01:30 01:30 00:00
4-7-18 04:00 01:00 03:00 03:00 00:30
5-7-18 01:00 01:00 01:00 00:30
6-7-18 02:30 01:00 01:30 01:30 00:00
9-7-18 03:00 00:30 02:30 02:30 00:00
Remarks OnlyOT2is Only OT2is
authorized authorized
by user- by user-201
101

Now RIC-201 can authorize all the pending applications. Suppose he authorizes OT1- 4:00 hrs and C-OFF-0:00

hrs and Authorization sequence= OT Then C-OFF So it will be distributed from 6-7-18.
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Attendance Correction Approval

Attendance Correction may be required by an employee in several instances. It may be required to correct a
missed or forgotten punch during the course of a working day or to request modification for an entry or exit event
posted for a particular day’s attendance data. The COSEC Web application allows employees to log in to the ESS
module and apply for attendance data corrections.

These attendance correction applications however, must be authorized by the respective Reporting In-charges
using their ESS account.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Attendance Correction of your reporting group members you need to
V activate following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Attendance

Correction Authorization feature for the selected group member.

The dashboard of Reporting In-charge shows the number of Pending Attendance Correction Applications as shown
below. Click on the number. The Attendance Correction Authorization page appears from where the Reporting In-
charge can authorize the application.

Member Details My Details Quick Links
Work Hours Detail > Daily Attendance Summary P
08/02/2017 B (:D 08/02/2017 B

Total Members 2

2] Reported
Absent
On Leave
On Tour
On Week-Off
On Haliday
M On Field Break
B onRest Day

M o e o o o oo o

Scheduled

Pending Approvals / Authorization 1

0 0 0 1
Leave Tour C-OFF ttendance Correction

0 0 0 0

Attendance Short Leave/Official IN-OUT Overtime/C-OFF Timesheet Correction

Also you can select Approval/Authorization > Attendance Correction Approval.
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The Attendance Correction Authorization page will appear as follows:

Atter

Pending (0) v
Approved (0) -

Rejected (0) -

ndance Correction Authorization

You can either:

view all the pending applications for Attendance Correction Authorization
set the filters — Date, Filter Users — to view the desired applications

All Pending Applications

To view only Pending Applications,

%

Show All Pending Applications: Select this option to enable the pending application filter.
* Click the Pending collapsible panel. All the applications in pending state appear.

To approve the application, select the Approve check box of the desired entry.

To reject the application, select the Reject check box of the desired entry.

To know more refer to “Pending Applications”.

The population on this page depends on the server’s database. It might take time to load all pending
applications.

Applications according to Set Filters

To Set the Filters,

Date: Select this option to enable the date filter.Select the start and end dates by clicking the respective
date selection buttons. This defines the period for which Attendance Correction Applications are to be
viewed. The end date is by default set to the current date and authorization is not allowed for any later
date.

Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.
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Click the View button to view all pending, approved and rejected attendance correction applications and their
details.

Pending Applications

Click the Pending collapsible panel.

The Pending section lists all the attendance correction applications from users waiting to be sanctioned by the
Reporting In-Charge as shown.

Pending (1) -
Application  Attendance st 2nd 3rd 4th Sppravs fejeck

User ID & Name Date Date Shift WO/PH Punch Punch Punch Punch ] [] Remark Details

Apta3 Apta3 25/08/2022  25/08/2022 TT 09:05 1800 O (8| =

When any application is in the Pending state it can be authorized by the Admin or RIC.
» To approve/reject applications selectively, click the respective application check box against the user.
« To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header

column.

Once the Admin approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
your Remark while approving/rejecting the application.

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

Approval Betails (Z)

ncharge Statis Remark
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The Attendance Values has the following options:

On Application

ime Device Mame Access

» On Application: Displays punch details at the time of application.

» Applied: Displays applied punch values.

» Current: Displays current punch values for the selected date.

All Attendance Punches window displays the user’s attendance and break details.

It also displays the status of user’s attendance correction application under Approval Details. WWhen an
application is in the Pending state, it can be authorized by the Admin or RIC. The application’s status is

displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Approved Applications
Click the Approved collapsible panel.

The Approved section displays all the attendance correction applications that have been approved by the reporting
group in-charge or the system administrator. The following screen displays the Approved section.

User D & Name Applicatian Date Attendance Date Shift WaPH fstPunch  2ndPunch  IrdPunch  dthPunch Remark

Click the Details = icon to view the attendance details of the corresponding user.

All Attendance Punches window appears as shown below:

128 Matrix COSEC ESS System Manual



All Attendance Punches window displays the user’s attendance and break details. It also displays the status

of user’s application under Approval Details.The approved application’s status is displayed in the Status
column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.
Click Save to save the authorization.
Rejected Applications

Click the Rejected collapsible panel.

This section lists all attendance correction requests that have been rejected. The following screen is an example of
an Rejected list of attendance correction requests for a specific date range:

T

Click the Details = icon to view the attendance details of the corresponding user.
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All Attendance Punches window appears as shown below:

No Data

Approval Details

ncharge

ime Device Name Mccess

All Attendance Punches window displays the user’s attendance and break details. It also displays the status
of user’s attendance correction application under Approval Details.The application’s status is displayed in the

Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Leave Application Approval

The Reporting In-charge can authorize the leave application done by the members of the reporting group based on
the authorization rights defined for the reporting group.

To authorize the leave application, the reporting in-charge must login to ESS module.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Leave Application of your reporting group members you need to activate
v following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Leave Application

Authorization feature for the selected group member.

The dashboard of Reporting In-charge shows the number of Pending Leave Applications as shown below.
Click on the number. The Leave Application Approval page appears from where the Reporting In-charge can
authorize the application.

Member Details My Details Quick Links

0402007 A @

4

ka

Work Hours  Net Work Hours Actual OT Authorized OT Late In Early Out

Pending Approvals / Authorization 1

1 0 0 0
/ Leave Taur C-OFF Attendance Correction =
0 0 0 0 A
Attendance Short Leave/Official IN-OUT Crvertime/C-OFF Timesheet Correction

You can also select Approval/Authorization > Leave Application Approval to authorize the application of the
member.

You can either:
+ view all the pending Leave Approval Applications
+ set the filters — Date, Filter Users — to view the desired applications
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All Pending Applications

To view only Pending Applications,

Show All Pending Applications: By default, a Reporting In-charge user can view pending applications
for the last one month period.

However, sometimes members may apply for leaves on future dates. Hence the Reporting In-charge can
view all the pending leave applications, including those made for future dates by enabling Show All
Pending Applications option.
+ Click the Pending collapsible panel. All the applications in pending state appear.

To approve the application, select the Approve check box of the desired entry.

To reject the application, select the Reject check box of the desired entry.

To know more, refer to “Pending Applications”.

Applications according to Set Filters

To Set the Filters,

Leave Date: Select and specify the start and end dates using the calendar buttons to define the period for
which leave approval status is to be viewed.

Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group 1,/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click the View button and all the pending, approved and rejected leave applications along with their details will be
displayed.
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Pending Applications

The Pending section lists all the leave/cancellation/modification applications pending for authorization by the
reporting in-charge or HR administrator as shown below.

Application Application  Posted ~ APProve  Reject

User = Name From To Leave Type Date Duration O ]  Remark Details
QT2 a1 10/00/2022 w 1.0 O [} =
otz otz 09/08/2022 w 1.0 O (m} =
otz otz 08/00/2022 w 1.0 O (m} =
L x 25/08/2022 09:00 25/08/2022 11100 HPL 02:00 O (m} =
- - 24/08/2022 24,0820/ o) 1.0 O n] =
1-5 of 24 reco <[ [a]2]s[4][s]:]~

When any application is in the Pending state it can be authorized by the Admin or RIC.
» To approve/reject applications selectively, click the respective application check box against the user.
« To approve/reject all the applications simultaneously, click the Approve /Reject checkbox in the header

column.

Once the Admin approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while authorizing the application.

Click the Details = icon to view the details of the applied leave.

Leave Application Detail window appears as shown below:
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Leave Application Detai

Application Details

Approval Details @

ncharge Status Remark

Leave Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Application

The Approved section displays all the leave/cancellation/modification applications that have been approved by the
Reporting Group In-charge or the system administrator. Leave applications generated using the Leave
Management module on COSEC Web will appear in this section by default as they are pre-approved.
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Approved (32 a

S Approve  Reject

Application
Date

User & Name To Leave Duration Remark

Apra Apra3 24/08/2022
21/08/2022
05/08/2022 1

04/08/2022 10:00

W omomom g

o a a o
=]

03/08/2022

To change the authorization verdict of any application, select Reject check box against the corresponding user.
Once you reject an approved application, the record will be moved to the Rejected section.

Click the Details = icon to view the leave details of the corresponding user.

Leave Application Detail window appears as shown below:

Leave Application Detai

Application Details

Approval Betails [+

ncharge Status Remark

Leave Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details.The approved application’s status
is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save to save the authorization.
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Rejected Application

The Rejected section displays all the leave/cancellation/modification applications that have been rejected by the
reporting group in-charge or the system administrator.

The following screen displays the Rejected section with rejected leave applications:

Applicatian Posted Approve  Reject

User & Name From To Leave Duration

5 B

=

mwwmnmE

G B b f

=

Jilz]z]- ] ]=

To change the authorization verdict of any application, select Approve check box against the corresponding user.
Once you approve a rejected application, the record will be moved to the Approved section.

Click the Details = icon to view the leave details of the corresponding user.

Leave Application Detail window appears as shown below:

Leave Application Detai

Application Detalls

Approval Details

ncharge Status Remark

Leave Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details.The rejected application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups.Contact your SA for approval rights.
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Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.

Half Day Restriction on posted days

On the Leave Approval page, Half Day restriction on posted days feature restricts the Incharge to approve the
posted half day leave application for that particular user.

Consider a scenario where the user has applied for the half day leave from the ESS login page and the Application
has been sent for approval to the Incharge.

Suppose after posting the half day leave application, Restrict Half Day Considerations has been enabled in the
page User > User configuration > T&A for that particular user. Now when the Incharge will try to approve the Leave
Application for that user, then it will show the error in the Error List that “Half-day Application is restricted for this
User” as shown in the screen below.

Leave Approval i Check Process Error List For User Record Not Processed. x

€ x
Show A1 Pending Applications o
Leave Date L 24 iz
User Selection Al
Group/lser =
Pending [17] -
Errar List -
UserID & Mame Appl Date From Date To Date Leave Status Description /
1687 Aditi Gupka 07/18/2017 07/06/2017 07/06/2017 Cl-aga Pending F‘a|ft-hqayuADD”C3t‘Uﬂ I3 restricted
or this User
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Tour Application Approval

A Reporting In-charge can view all tour applications created by his group members from his ESS account. The Tour
Application Approval feature enables a reporting in-charge to view, approve or reject all pending tour applications
for a defined period of time.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Tour Application of your reporting group members you need to activate
V following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Tour Application

Authorization feature for the selected group member.

To do this, Login to ESS account > Approval/Authorization > Tour Application Approval.

The Dashboard of Reporting In-charge user shows the pending authorization for Tour as shown below.

Member Details My Details Quick Links
103 Wark Hours Detail > Daily Attendance Summary »
Kruti Boghani 307208 B8 @ 31/07/2018 =]
Basi -
Time Attendance - . 4
Leave Management - § o 1
Group Details - T o On Tour
Approval/Authorization - 2
Cafeteria -
Job Casting - n o .
FUM - Hours o o . o Total Members 2
Reports > B Reported 0
Pending Approvals / Authorization 1 ~ Hot Reported 1
On Leave 0
0 1 0 0 On Tour 1
Leave Tour C-OFF Attendance Carrection On Week-Off 0
On Holiday 0
0 0 0 0 On Field Break 0
Attendance Shart Leave/Official IN-OUT Overtime/C-OFF Timesheet Correction M OnRest Day 0
Mark N ouT| v Scheduled 2
Punch
NOTICE:Click here for more detail NEWS:Click here for more detail GENERALClick here for more detail.

Click on the tour number to view the details. The Tour Application Approval page opens as shown below.

Tour Application Approval c

€ x

Show All Pending Applications

Tour Date ”
Filter Users A b

Group/User i=

View
Pending (1) -
Approved (4) -
Rejected (1) -
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You can either:
+ view all the pending Leave Approval Applications
+ set the filters — Date, Filter Users — to view the desired applications

All Pending Applications
To view only Pending Applications,

« Show All Pending Applications: Select this check box to enable, then the Reporting In-charge user can
view all the pending applications of group members including the application for future dates also.

» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To know more, refer to “Pending Applications”.
Applications according to Set Filters
To Set the Filters,

* Tour Date: Select and specify the start and end dates using the calendar buttons to define the period for
which tour approval status is to be viewed.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group 1,/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click the View button and all the pending, approved and rejected tour applications along with their details will be
displayed.

Pending Applications

The Pending section lists all the tour applications pending for approval by the reporting in-charge/SA as shown
below.

Application Application Pasted Approve  Figject
User & Name FromDate  ToDate Tour Type Date Days Remark

u1 08/07/2022 Mew 1.0

40

mmmmmez
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When any application is in the Pending state it can be authorized by the Admin or RIC.
« To approve/reject applications selectively, click the respective application check box against the user.
« To approve/reject all the applications simultaneously, click the Approve /Reject checkbox in the header
column.

Once the Admin/RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while authorizing the application.

Click the Details = icon to view the tour details of the corresponding user.

Tour Application Detail window appears as shown below:

Tour Application Detail

Application Details

Approval Details (T

ncharge Status Remark

Tour Application Detail window displays the user’s tour application details.

It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.
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The Auto generated Tour applications will also be listed in Pending application if Auto Authorize Location
based Tour applications is disabled from User Configuration > T&A > Attendance.

Tour Approval {ahe
€ x
Show All Pending Applications @
Tour Date (@] =] &
Filter Users All
Group/User =
Pending (1) -~
Application Application Posted SiLins el
User & Name From Date To Date Tour Type Date Days |:| D Remark Details
1 Chirag 27/06/2018 27/06/2018 Tourl New 27/06/2018 1.0 ] O =

If the location from where the Tour is automatically applied is not available in Location master; then it can be added
by clicking Add this location as shown below.

Tour Application Detail X

User
Tour

Application Details
Application Date

Half Day Consideration

TR

27/06/2018

Bath

Chirag

Tourl

From Date Full Day
To Date Full Day
Applied Days 1.0
Posted Days 1.0
Reason Auto Tour Application by System
Address
Contact Number
Location Details GPS - (+22.2575,+073.1851)
Approved Application

The Approved section displays all the tour/cancellation/modification applications that have been approved by the
reporting group in-charge or the system administrator. Tour applications generated using the Leave Management
module on COSEC Web will appear in this section by default as they are pre-approved.

The following screen displays the Approved section with approved tour application:
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Approved (5)

e
c &«
LY " T

From Date

04,08,
03/08/2022
01,08,
01,08,

8/2022
2022

2022
2022

240872022
04/0872022
03,/08/2022
01/08/2022
01/08/2022

Application  Posted
Date Days

Apprave

Reject

I

To change the authorization verdict of any application, select Reject check box against the corresponding user.
Once you reject an approved application, the record will be moved to the Rejected section.

Click the Details =

Tour Application Detail window appears as shown below:

icon to view the tour details of the corresponding user.

Tour Application Detai

Approval Details (~)

Incharge

R5 - RE - Final RIC

25,/08/2022

(=Rl =]
[Ty

Tour Application Detail window displays the tour application details.

It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save to save the authorization.

When system applies Auto Tour Application from location which is not configured as base location or not
from base location group, and 'Auto Authorize Location Based Auto Tour Application' is enabled, then in

detail page of such applications, Location Details will be displayed.
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Rejected Application

The Rejected section displays all the tour/cancellation/modification applications that have been rejected by the
reporting group in-charge or the system administrator.

The following screen displays the Rejected section with rejected tour applications:

Application Pasted Approve  Reject
Date Days Remark

u_autol u_autol 01/08/2022

mwmmmme

S =T = =]

« [1]25 »

To change the authorization verdict of any application, select Approve check box against the corresponding user.
Once you approve a rejected application, the record will be moved to the Approved section.

Click the Details = icon to view the tour details of the corresponding user.

Tour Application Detail window appears as shown below:

Tour Application Detail
User U1 u
Taur e =
Application Details
Branzz
T, s I :_: s o
72022 Il Oz L
Approval Details
Inchange Status Remark
RZ-RZ <) (18/08/2022 09:33) | Rejectad Toul

Tour Application Detail window displays the tour application details.

It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups.
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Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.

Half Day Restriction on posted days

On the Tour Approval page, Half Day restriction on posted days feature restricts the Incharge to approve the
posted half day Tour application for that particular user.

Consider a scenario where the user has applied for the half day tour from the ESS login page and the Application
has been sent for approval to the In-charge.

Suppose after posting the half day tour application, Restrict Half Day Considerations has been enabled in the
page User > User configuration > T&A for that particular user. Now when the Incharge will try to approve the Tour
Application for that user, then it will show the error in the Error List that “Half-day Application is restricted for this
User” as shown in the screen below.

Tour Application Approval i Chedk Process Error List For User Record Mot Processed. x

€ x
Show &l Pending &pplications )
Tour Date = i i
User Selection All
Graup/User =
Pending [1) -
Error List -
UserID & Name Appl Date From Date To Date Tour Status Description /
1687 Aditi Gupta 0771872017 07/05/2017 07/05/2017 TZ-TOUR Pending ;élf-gayApplitatiﬂn is restricted for
is User
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C-OFF Application Approval

A Reporting In-charge can view, approve or reject C-OFFs that have been applied for by any ESS user reporting to
him. This can be done by logging into one’s ESS account. In-charges belonging to the same Reporting Group can
also view C-OFFs approved or rejected by each other.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for C-OFF Authorization of your reporting group members you need to
V activate following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable C-OFF Application

Authorization feature for the selected group member.

To access this functionality on ESS, Login to ESS > Approval/Authorization > C-OFF Application Approval.

The C-OFF Application Approval page opens on your screen as shown.

C-OFF Application Approval c
€ x
Shov
@ 29 2| B =}
& Filter Users ¥
Group/User =
View
Pending (1) -
Approved (1) -
= Rejected (2) &
Visit Appro

You can either:
» view all the pending C-OFF Approval Applications
+ set the filters — Date, Filter Users — to view the desired applications

All Pending Applications

To view only Pending Applications,

By default, a Reporting In-charge user can view pending applications of group members from the last one month
period. However, sometimes members may also apply for C-OFFs on future dates. For a Reporting In-charge to
view all pending C-OFF applications, including those made for future dates, select the Show All Pending
Applications check-box.

« Show All Pending Applications: By default, a Reporting In-charge user can view pending applications of
group members from the last one month period. For a Reporting In-charge to view all pending C-OFF
applications, including those made for future dates, select the Show All Pending Applications check
box.

» Click the Pending collapsible panel. All the applications in pending state appear.

To approve the application, select the Approve check box of the desired entry.
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To reject the application, select the Reject check box of the desired entry.
To know more, refer to “Pending Applications”.

Applications according to Set Filters

To Set the Filters,

+ C-OFF Date: Select and specify the start and end dates using the calendar buttons to define the period for
which C-OFF approval status is to be viewed.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group 1,/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click the View button and all the pending, approved and rejected C-OFF applications along with their details gets
displayed in the grid.

Pending Applications

The Pending section lists all the C-OFF/cancellation applications waiting to be sanctioned by the reporting in-
charge or HR administrator as shown.

Pending (1 o

Application Application  Posted  APProve  Reject
User Name FromDate  ToDate C-OFF Type Date Days 'm| O  Remark Details

Ck_Sequencizl Ck_Sequencial 23/08/2022 23/08/2022 oc Mew 26/08/2022 10 O [} =

When any application is in the Pending state it can be authorized by the Admin or RIC.
» To approve/reject applications selectively, click the respective application check box against the user.
« To approve/reject all the applications simultaneously, click the Approve /Reject checkbox in the header

column.

Once the Admin approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while authorizing the application.

Click the Details = icon to view the C-OFF details.
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C-OFF Application Detail window appears as shown below:.

C-OFF Application Detai

Approval Details @

Incharge Status Rermark
RICT - RICT
RIC2 - RIC2
RIC3 - RIC3

RICA -

C-OFF Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups.Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Application

The Approved section displays all the C-OFF/cancellation applications that have been approved by the reporting
group in-charge or the system administrator. C-OFF applications generated using the Leave Management module
on COSEC Web will appear in this section by default as they are pre-approved.

The following screen displays the Approved section with approved C-OFF applications:

Approved (1)

Approve Reject

Application  Posted
Date ] Remark Details.

User & Name From Data To Date C-OFF Days

chirag_anyone chirag_anyone 25/08/2022 25/08/2022 oc 25/08/2022 10

o
[s]
I

To change the authorization verdict of any application, select Reject check box against the corresponding user.
Once you reject an approved application, the record will be moved to the Rejected section.
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Click the Details = icon to view the C-OFF details of the corresponding user.

C-OFF Application Detail window appears as shown below:

IC-OFF Application Detai

Application Details

Approval Details "

Incharge Status Remark

RICT - RICT () [25/08/2022 15:56)  Approwed C-OFF

C-OFF Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details.The approved application’s status
is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save to save the authorization.

Rejected Application

The Rejected section displays all the C-OFF/cancellation applications that have been rejected by the reporting
group in-charge or the system administrator.

The following screen displays the Rejected section with rejected applications:

Rejected (2)

Application Posted Approve Reject
Date Days =]

User & Name

ck_finail ck_finail 0o

"mm e

Ck_Sequencial Ck_Sequencial 00
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Click the Details = icon to view the C-OFF details of the corresponding user.

C-OFF Application Detail window appears as shown below:

C-OFF Application Detai

Approval Details '~

Status Remiark

C-OFF Application Detail window displays the user’s application details.

It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.

Half Day Restriction on posted days

On the C-OFF Approval page, Half Day restriction on posted days feature restricts the In-charge to approve the
posted half day C-OFF application for that particular user.

Consider a scenario where the user has applied for the half day tour from the ESS login page and the Application
has been sent for approval to the In-charge.

Suppose after posting the half day tour application, Restrict Half Day Considerations has been enabled in the
page User > User configuration > T&A for that particular user. Now when the In-charge will try to approve the C-
OFF Application for that user, then it will show the error in the Error List that “Half-day Application is restricted for
this User” as shown in the screen below.
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i Check Process Error List For User Record Mot Processed. x_

Show &1 Pending Applications @
C-OFFDate O o ®

User Selection All

Group/User

Pending [2) -

Error List -

UserID & MName Appl Date From Date To Date COFF Status Description

1687 Aditi Gupta 07/18/2017 07/04/2017 07/04/2017 CO-CO Pending :‘hmf-ﬁay Application is restricted for
is User
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Visit Registration Approval

% Make sure your System Administrator has provided you with the necessary rights to configure this page.

The Visit Registration Approval feature of ESS enables a Reporting In-Charge of an Authorized host user to
approve or reject all visit applications initiated by both visitor and host.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

For the Reporting In-Charge to authorize visit applications that are initiated by visitor make sure
Authorization For Visitor Initiated Visit is configured as Always/When Visit Outside The Shift in
Admin> System Configuration> Global Policy > Visitor Management.

RIC can approve/reject the requests which are initiated by visitor / host and already approved by host.

For authorization of Visit Registration Application, click on Visit Registration Approval option under Approval/
Authorization from the ESS page. The page appears as shown below:

Visit Registration Approval (g
€ B x

Show All Pending Applications

Date” @ |z9082022 | B 19102022 | B

Pending (3) -

Approved (4) —

Rejected (6) -

You can either:
+ view all the pending Visit Registration Applications
+ set the date filter to view the desired applications

All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To know more, refer to “Pending Application”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.
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Applications according to Set Filters
To Set the Filters,

» Date: Select this option to enable the date filter.Select the start and end dates by clicking the respective
date selection buttons for which authorization status is to be viewed for Visit Registration.

Click View to view the pending, approved and rejected status of all Visit Registration applications.
Pending Application
Click the Pending collapsible panel.

When any application is in the Pending state it can be authorized by the Admin or RIC.

Pending (3) -
Approve  Reject

Visit Start & Visit End Visit Time Visitor Name Host Visit Type Initiated By [ Remark Details

18/08/2022 18/08/2022 1611 - 1621 122 host1 Persona Visitor =

20/08/2022 5 - 1335 122 host1 Persona Visitor =

14:58 - 1358 122 haost1 Persona Visitor

» To approve/reject applications selectively, click the respective application check box against the user.
« To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header
column.

Once the Admin/RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while approving/rejecting the application.

To view the details of the Visit registration for the pending application, click Details = . The Visit Registration

Detail window appears as shown below.
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Visit Registration Detail

Visit Details

Appointment No.
Visit Date

Visit Until Date
Visit Start Time
Visit End Time
Visit Type

Visit Station

Visit Location

Purpose

Visitor Details

Mobile No.

Email

Wisitor Name
QOrganization Mame
Designation Name
Visitor Type

Additional Visitors
Host Details

Host User

Additional Hosts

5r. No. 1D

Vehicle Details

Registration No.
Vehicle Type
Description

Visit Logs

Application Date Time
Security Clearance
Visitor Checked-IN

Visit Started
Visit Stopped
Visitor Checked-OUT

Approval Details (Z)

Incharge Status

3 - Host User RIC @

240313000002
14/03/2024

14/03/2024

1 Default Location
Select

Site Tour

8871234856

Visitor 2

ABB

General Visitor

0

2 Host User

Name

No Data

13/03/2024 11:32:40

Remark

[

Visit Registration Detail window displays the visitor’s registration details.
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It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Approved Applications
Click the Approved collapsible panel.

The Approved section displays all the applications that have been approved by the RIC or the System
Administrator.

The following screen displays the Approved section with approved applications:

Approved (4) s

Visit Start & Visit End Visit Time Visitor Name Host Visit Type Initiated By Remark Details
18/08/2022 16:02 - 16:10 122 hest1 Personal Visitor Approved Visitor Visit -
122 hest1 Personal Visitor Approved Visitor Visit -
122 hest1 Personal Visitor Approved Vi —
122 hest1 Personal Visitor Approved Visit —

Click the Details = icon to view the Visit Registration details of the corresponding user.

Visit Registration Detail window appears as shown below:
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Visit Registration Detail

Visit Details

Appointment No.
Visit Date

Visit Until Date
Visit Start Time
Visit End Time
Wisit Type

Visit Station

Visit Location

Purpose

Visitor Details

Mobile No.

Email

Visitor Name
QOrganization Name
Designation Mame
Visitor Type

Additional Visitors
Host Details

Host User

Additional Hosts

Sr. No. 1o}

Vehicle Details

Registration No.
Wehicle Type

Description
Visit Logs

Application Date Time
RIC Approval
Host/Visitor Approval
Security Clearance
Visitor Checked-IN
Visit Started

Visit Stopped

Visitor Checked-OUT

Approval Details (©)

Incharge Status

240320000002
20/03/2024
20/03/2024
14:00
17:00
Official v
3 2nd Floor

Select v

9080458128

Visitor 13

Matrix-HO

General Visitor v

0

f Host User

Name

No Data

None b

20/03/2024 09:5T:33
Approved by Host User RIC - 20/03/2024 09

Approved - 20/03/2024 09:58:41

Remark

3 - Host User RIC -;Z- (20/03/2024 09:58) Approved Visitor Visit

Visit Registration Detail window displays the visitor’s registration details.
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It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Rejected Applications
Click the Rejected collapsible panel.
The Rejected section displays all the applications that have been rejected by the RIC or the System Administrator.

The following screen displays the Rejected section with rejected applications:

Rejected (6) -
Visit Start & Visit End Visit Time Visitor Name Host Visit Type Initiated By Remark Details
18/08/2022 1533 - 1540 122 host1 Personal Visitor Rejected Visitor Visit )
/08/2022 1636 - 17:35 12z host1 Personal Visitor Rejected Visitor Visit —
09:40 - 10:40 122 host1 Personal Visitor Rejected Visitor Visit =
11:00 - 12:00 122 host1 Personal Visitor Rejected Visitor Visit =
0957 - 10:57 12z host1 Personal Visitor Rejected Visitor Visit =

=
#
u

Click the Details = icon to view the Visit Registration details of the corresponding user.

Visit Registration Detail window appears as shown below:
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Visit Registration Detail

Visit Details

Appeintment No.
Visit Date

Wisit Until Date
Visit Start Time
Visit End Time
Visit Type

Visit Station

Visit Location

PUrpose

Visitor Details

Mobile Na.

Email

Visitor Name
Organization Name
Designation Mame
Visitor Type

Additional Visitors
Host Details
Haost User

Additional Hosts

Sr. No. o]

Vehicle Details

Registration No.
Wehicle Type

Description
Visit Logs

Application Date Time

240320000001

20/03/2024

20/03/2024

11:00

16:00

Official v
4 3rd Floor

Select hd

9874450267

Visitor 12

Matrix-HO

General Visitor i

0

s Host User

Name

No Data

None b

20/03/2024 09:56:45

RIC Approval Rejected by Host User RIC - 20/03/2024 09:2
Security Clearance
Visitor Checked-IN
Visit Started
Visit Stopped
Visitor Checked-OUT
Approval Details ®)
Incharge Status Remark
3 - Host User RIC -%-(20}03{2024 0%:58) Rejected Visitor Visit

Visit Registration Detail window displays the user’s application details.

Matrix COSEC ESS System Manual

157



It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Time Sheet Correction Authorization

Time Sheet Correction Authorization helps in approving or rejecting an application of “Timesheet Correction” of
ESS user.

For approval of application go to ESS account (Reporting In-charge)> Approval/ Authorization > Timesheet
Correction Authorization.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Timesheet Correction of your reporting group members you need to
v activate following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Timesheet

Correction Authorization feature for the selected group member.

The Reporting incharge can view the application for pending approval from the Dashboard as shown below.
Clicking on the respective number will redirect to the authorization page.

Member Details My Details Quick Links
Work Hours Detail » Daily Attendance Summary
JCP101
20572017 B ® 22/05/2017 =]
S.Sundar
Basic il
Time Attendance - . \
Leave Management - H 4 l
£ | Reported
Group Details - \ /
Approval/Autharization - N
Cafeteria - [ | . | = —
Job Costing hd ok o Actua Total Members 4
VM - -
M Reported 4
Reparts - 7 Mot Reported o
Pending Approvals / Authorization 2 il ot Reporte
On Leave 0
0 0 0 0 on Teur 0
Leave Tour C-OFF Attendance Correction E On Week-Off 0
On Holiday 0
0 0 0 2 | On Field Break 0
Mark N ouT| Attendance Shart Leave/Official IN-OUT Overtime/C-OFF Timesheet Carrection M On Rest Day 0
Punch
- Scheduled 4

For Example: Reporting Incharge S.Sundar can login into his ESS account and authorize correction application
done by users as shown below:

Timesheet Correction Authorization

€ x

Pending (0) -

Approved (0) -

Rejected (0) -

You can either:
» view all the pending Timesheet Correction Authorizations
+ set the filters — Date, Filter Users — to view the desired applications
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All Pending Applications

To view only Pending Applications,

+ Show All Pending Applications: Select this option to enable the pending application filter.

» Click the Pending collapsible panel. All the applications in pending state appear.

To approve the application, select the Approve check box of the desired entry.

To reject the application, select the Reject check box of the desired entry.

To know more, refer to “Pending Application”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.

Applications according to Set Filters

To Set the Filters,

» Date: Select this option to enable the date filter.Select the From and To date from the calender to view the

pending applications of time sheet correction.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.

Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to

select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view

authorization status of these applications.

Click on View to view the Pending, Approved and Rejected applications.

Pending Application

Click the Pending collapsible panel.

The Pending Application with Job Hours, Un-Assigned Hours and Reason while applying for correction will be

shown in the grid.

Pending (2)

Attendance
Date

User ID Name -
JB_User_Al JB_User_Al 05/1

JB_User_A JB_User_Al a2/

Approve Reject

Remark Details

When any application is in the Pending state it can be authorized by the Admin or RIC.
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« To approve/reject applications selectively, click the respective application check box against the user.
» To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header
column.

Once the Admin/RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while approving/rejecting the application.

To view the details of the time sheet correction application, click Details = . The All Job Costing Punches

window appears as shown below.

All Job Costing Punches

Start End
Project Code Phase Code Job Details Start Date & Time End Date Time  Transaction Type Hours Job Count

05/08/2022 0%00 05/08/2022 1800  Un-Assigned Hours 0200
Approval Details (&)

Incharge Status Remark
RIC3.1 - RIC3.1 @

RICA - RICA @

Transaction Values has the following options:
* On Application: The transaction values shown are the values at the time of the application being
done.
» Applied: The transaction values after the correction is being made.
» Current: The current transaction values are same as On Application values.

The status of the user’s application is displayed under Approval Details.The application’s status is displayed
in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups.Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Approved Applications
Click the Approved collapsible panel.

The Approved section displays all the applications that have been approved by the RIC or the System
Administrator.
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The following screen displays the Approved section with approved applications:

Approved (6)

User ID Name

JB_User JB_User_Anyone
JB_User Al JB_User Al
1B_User

JB_User_Al

1B_User_Seq JB_User_Seq

1- 5 of 6 records

Attendance
Date

- Job Hours

02/08/2022

Un-assigned

Hours Reason

12:00 Applied Timesheet Correction
12:00 Applied Timesheet Correction
12:00 Applied Timesheet Correction
11:00 Applied Timesheet Correction
103:00 Applied Timesheet Correction

Approve

Reject
Details

imesheet Comection

imesheet Comection
mesheet Comrection

imesheet Comection

Click the Details

All Job Costing Punches window appears as shown below:

icon to view the time sheet correction details of the corresponding user.

Jall Job Costing Punches

Project Code Phase Code

Approval Details (7

Incharge

RIC2 - RIC2

Start
Start Date & Time

Job Details

08/08/2022  0%00

Status

@

n

f08/2022 15:57)

End
End Date Time  Transaction Type
08/08/2022 1800  Un-Assigned Hours
Remark

Authorized Timesheet Comrection

Hours

02:00

Job Count

All Job Costing Punches window displays the time sheet correction details.

Transaction Values has the following options:
» On Application: The transaction values shown are the values at the time of the application being

done.

+ Applied: The transaction values after the correction is being made.
* Current: The current transaction values are same as On Application values.

The status of the user’s application is displayed under Approval Details. The application’s status is displayed
in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

162

Matrix COSEC ESS System Manual



Rejected Applications

Click the Rejected collapsible panel.

The Rejected section displays all the applications that have been rejected by the RIC or the System Administrator.

The following screen displays the Rejected section with rejected applications:

Attendance
Date

Job Hours
00:00
00:00
0000

000

Un-assigned Approve
Hours Reason

10:00 Applied Timesheet Correction

12:00 Applied Time: ion

11:00 Applied Time: on

22:00 Applied Timesheet Correction

Reject

Remark

Rejec
Rejected Timesheet Cor
Rejec
B

ejected Timesheet Cor

ted Timesheet Cor

ted Timesheet Con

rrection
rrection
rrection

rrection

bt

Click the Details = icon to view the time sheet correction details of the corresponding user.

All Job Costing Punches window appears as shown below:

All Job Costing Punches

Start
Project Code Phase Code Job Details Start Date & Time

Approval Details

Incharge Status

RICT - RICT 25/08/2022 15:17)

End Date

04/08/2022 0900  04/08/2022

End
Time Transaction Type

18:00  Un-Assigned Hours

Remark

Rejected Timesheet Comrection

Hours Job Count

09:00

All Job Costing Punches window displays the time sheet correction details.

Transaction Values has the following options:

+ On Application: The transaction values shown are the values at the time of the application being

done.

+ Applied: The transaction values after the correction is being made.
» Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details.The application’s status is

displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Award/Penalty Authorization

The Award/Penalty for the user is given by his Reporting In-charge on the basis of his job work. This assignment of
Award/Penalty requires authorization.This page enables a Reporting In-Charge to approve or reject an application
of "Assign Award/Penalty Hours". See Topic: Assign Award/Penalty Hours for assignment

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

following feature from the path given below:
Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Award/Penalty
Authorization feature for the selected group member.

§ To activate authorization rights for Award/Penalty of your reporting group members you need to activate

For authorization, go to Employee Self Service > Approval/Authorization > Award/Penalty Authorization

Here the Reporting In-charge can view the pending authorization application from dashboard.

Q__ Member Details My Details Quick Links
I oY :
L 14 U 201 Work Hours Detail » Daily Attendance Summary
by
PO pozyFemnande:z 26/06/2018 BB o] 26/06/2018 =

Basic -

Time Attendance v

Leave Management - 3 2

Group Details - T Mot Reported

Appr ‘Authorization v

Cafeteria -

Job Costing e -

FUm - O o T 5 Total Members 3

Reports hd M Reported
ot Reported 2

Leave Tour C-OFF Aftendance Correction
On Leave
©On Tour
0 0 0 0
On Week-Off
Attendance Short Leave/Official IN-OUT Overtime/C-OFF Timesheet Correction
On Holiday
On Field Break
2 Q Q
M On Rest Day
Award/Penalty Visitor Pre-Registration Field Visit Correction
v Scheduled 2
ot B v [@ o
Punch

By clicking the Award Penalty from dashboard, Award/Penalty Authorization page appears as shown below.

‘Award/Penalty Authorization c ?
€ B x
Show All Pending Applications
sz | B
v
Pending (16} -
Approved (16) -
Rejected (16) =

You can either:
+ view all the pending Award/ Penalty Authorizations
+ set the filters — Date, Filter Users — to view the desired applications
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All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To know more, refer to “Pending Application”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.

Applications according to Set Filters

To Set the Filters,

» Date: Select this option to enable the date filter.Select the From and To date from the calender to view the
pending applications of Award/ Penalty assignment.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click on View to view the Pending, Approved and Rejected applications.

Pending Application

Click the Pending collapsible panel.

The Pending section displays all the applications that are yet to be authorized by the RIC or the System
Administrator.

Pending (16) i

Penalty Approve Reject
In-Charge 1D User ID Name Application Date  Attendance Date Award Hours Hours Reason [ Remark Details

mrs m_betn2 m_both2
ms m_both2 m_both2
m_r6 m_both1 m_both1
mrs m_beth1 m_bothl
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When any application is in the Pending state it can be authorized by the Admin or RIC.

« To approve/reject applications selectively, click the respective application check box against the user.
» To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header
column.

Once the Admin approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while approving/rejecting the application.

To view the details of the Award/Penalty application, click Details = . The All Job Costing Punches window

appears as shown below.

All Job Costing Punches

Project Start End Transaction Job Adjustment Adjustment
Code Phase Code Job Code Start Date Time End Date Time Type Hours Count Type Time

MNEW 20/08/2022 08:00  20/06/:

2 13:00 JobHours 0500 1

14:00  Break Hours 01:00

MEW 20/06/2022 14:00 20/06/2022 18:00 Job Hours 0400 1
Approval Details (Z)

Incharge Status Remark
mrs - ®

mr3-mr3 @

All Job Costing Punches window displays the Award/Penalty details.

Transaction Values can be selected as:
» On Application: The transaction values shown are the values at the time of the application being
done.
« Applied: The transaction values after the correction is being made.
* Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.
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Approved Application

Click the Approved collapsible panel.

The Approved section displays all the applications that have been approved by the RIC or the System
Administrator.

The following screen displays the Approved section with approved applications:

Approved (16) -
Penalty Approve  Reject

In-Charge ID User ID Name Application Date  Attendance Date Award Hours Hours Reason Remark Details

m_ré m_both2 m_both2 17/06/2022 01:00 00:00 Applied Award/Penalty Authorized =
Award/Penalty

m_ré m_both2 m_both2 21/06/2022 00:00 01:00 Applied Award/Penalty Hours Authorized -
Aviard/Penalty

m_ré m_bothi m_bothl 21/06/2022 00:00 01:00 Applied Award/Penalty Authorized =
Award/Penalty

m_ré m_both1 m_both1 14/07/2022 17/06/2022 01:00 00:00 Applied Award/Penalty Hours Authorized =]
Award/Penalty

m_rs m_12 m_12 14/07/2022 17/06/2022 01:00 00:00 Applied Award/Penalty Hours Authorized =
Award/Penalty

5of 16 ol D 232

Click the Details = icon to view the Award/Penalty of the corresponding user.

All Job Costing Punches window appears as shown below:

All Job Costing Punches

v
Project Start End Transaction Job Adjustment Adjustment
Code Phase Code Job Code Start Date  Time End Date Time Type Hours Count Type Time

MEW 17/06/2022 Job Hours  05:00

NEW 17/06/2022 Break Hours  01:00

NEW 17/06/2022 0 JobHours  04:00

Approval Details (+)

Incharge Status Remark
m_r3 - m_r3 -’-_;‘ 14/07/2022 16:46) Authorized Award/Penalty
m_r4 - m_r4 - Final RIC , 4/07/2022 16:47) Autherized Award/Penalty

All Job Costing Punches window displays the Award/Penalty details.

Transaction Values has the following options:
+ On Application: The transaction values shown are the values at the time of the application being
done.
» Applied: The transaction values after the correction is being made.
» Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Rejected Application

Click the Rejected collapsible panel.

The Rejected section displays all the applications that have been rejected by the RIC or the System Administrator.

The following screen displays the Rejected section with rejected applications:

Rejected (16)
In-Charge 1D User ID Name
m_ré m_bothZ m_both2
m_ré m_both2 m_both2
m_ré m_both1 m_both1
m_ré m_both1
m_r3 m_snyonel
5 of 16 records

Application Date  Attendance Date

Penalty

Award Hours Hours Reason

01:00 00:00

Applied Award/Penalty Hours

01:00

00:00

Applied Award/Penalty Hours
Applied Award/Penalty Hours

Applied Award/Penalty Hours

Applied Award/Penalty Hours

Approve Rej

Remark

Details

Click the Details

All Job Costing Punches window appears as shown below:

icon to view the Award/Penalty details of the corresponding user.

All Job Costing Punches

Approval Details | X

Incharge

Project Start

Code Phase Code JobCode StartDate Time End Date
NEW
NEW
NEW

Status

%) (14/07/2022 16:46)

End
Time

1300

14:00

Transaction
Type

Job Adjustment Adjustment
Hours Count Type Time

Job Hours 05:00
Break Hours  07:00

Job Hours 04:00

Remark

Rejected Award/Penalty

All Job Costing Punches window displays the Award/Penalty details.

Transaction Values has the following options:
» On Application: The transaction values shown are the values at the time of the application being

done.

» Applied: The transaction values after the correction is being made.

» Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details. The application’s status is

displayed in the Status column as Rejected (x)
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System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Field Visit Correction Authorization

ESS user have provision to add/edit punch date, time, 1O type, location and add comment for each of the punches.
Such corrections are required to be authorized. So the reporting in-charge can approve/reject field visit correction
applications of its members.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Field Visit Correction of your reporting group members you need to
V activate following feature from the path given below:

Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Field Visit

Correction Authorization feature for the selected group member.

Go to ESS account (Reporting In-charge)> Approval/Authorization> Field Visit Correction Authorization

The Reporting in-charge can view the application for pending approval from the Dashboard as shown below.
Clicking on the respective number will redirect to the authorization page.

dJ Member Details My Details Quick Links

)
= vy terents g w e b
e oo
A »u chirag Shah 2
T .
Authorization P % N 3
Overtime/Coff Autharization S 2 On Week-Off
Attendance Correction
Authorization g
Leave Application Approval
Tour Application Approval Work Net Generated Authorized Late Earl Total Members 5
C-OFF Application Approval Al BN L t
B Reported 1
Visitor Pre-Registration Approval
- Mot Reported 1
Timesheet Correction Authorization Leave Tour C-OFF Attendance Correction CLERI
On Leave 0
Award/Penalty Authorization
B - 0 0 0 0 Lt G
Field Visit Correction Autherization B 3
Cafeteria - Attendance Short Leave/Official IN-OUT Overtime/C-OFF Timesheet Correction ——
— On Holiday 0]
oo Losting o
b i 0 0 1 On Field Break o
2 v B On Rest Day o
Mok i Award/Penalty Visitar Pre-Registration Field Visit Correction
Punch v

The Field Visit Correction authorization page appears as shown below:

Field Visit Correction Authorization G
€ x
5 Pending Applications
Date @ 022/0 B | 2002700 =]
Fiter Il v
Grouy =
Pending (0) -
Approved (0) v
Rejected (0) -

You can either:
+ view all the pending Field Visit Correction Authorizations
+ set the filters — Date, Filter Users — to view the desired applications
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All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To know more, refer to “Pending Application”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.

Applications according to Set Filters
To Set the Filters,

+ Date: Select this option to enable the date filter. Select the date range for which the Field Visit Correction
Applications are to be viewed.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click on View to view the Pending, Approved and Rejected applications.

Pending Application

Click the Pending collapsible panel.

The Pending section displays all the applications that are yet to be authorized by the RIC or the System
Administrator.
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The following screen displays the Pending section.

Pending (3) -

Application  Attendance Approve Reject
Mame Date Date Reason o Remark Details
User3 26/08/2022 26/08/2022 Applied Field v

User3 18/08,

Userd 19/08/2022

When any application is in the Pending state it can be authorized by the Admin or RIC.

» To approve/reject applications selectively, click the respective application check box against the user.
» To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header
column.

Once the Admin/RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
any customized Remark while approving/rejecting the application.

To view the details of the Field Visit Correction application, click Details = . The All Field Punches window

appears as shown below.

All Field Punches

b W
o w
Date Time 10 Type Location Comment
No Data
Approval Details ()
Incharge Status Remark

RIC31 - RIC3. @
RIC4 - RIC4 @

RICZ - RIC2 @

All Field Punches window displays the Field Visit Correction details.

Attendance Values has the following options:
» On Application: The transaction values shown are the values at the time of the application being
done.
+ Applied: The transaction values after the correction is being made.
» Current: The current transaction values are same as On Application values.
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It also displays the status of the user’s application under Approval Details.The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Applications

Click the Approved collapsible panel.

The Approved section displays all the applications that have been approved by the RIC or the System

Administrator.

The following screen displays the Approved section with approved applications:

Approved (6)

Application
Mame Date

Attendance
Date

Reason

Applied Field Visit Correc

Applied Field Visit Correc

Applied Field Visit Correct

tien
ction
ction
tion

ion

Approve

Reject

Remark

Approved Field Vi

sit Carrec

d Visit Correc

Teld Visit Correc

Teld Visit Correc

d Visit Correc

tion
tion
tion
tion

tion

B

Details

Click the Details = icon to view the Field Visit Correction details of the corresponding user.
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All Field Punches window appears as shown below:

All Field Punches
User J SEr;
Attendance D 202,
- G o Blourr v
A W W
At On A a w
Date Time 10 Type Location Comment
Mo Data
Approval Details ()
Incharge Status Remark
RICZ - RICZ
RICA - RICA
RICS - RICS
RIC3 - Final RIC .J (19/08/2022 16:22) Approved Field Visit Correction

All Field Punches window displays the Field Visit Correction details.
Attendance Values has the following options:
+ On Application: The transaction values shown are the values at the time of the application being
done.
« Applied: The transaction values after the correction is being made.
» Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin/ RIC/ System.
Click Save to save the authorization.
Rejected Applications
Click the Rejected collapsible panel.

The Rejected section displays all the applications that have been rejected by the RIC or the System Administrator.
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The following screen displays the Rejected section with rejected applications:

Rejected (4)

Application Attendance
Name Date Date Reason

User3 19/08/2022 16/08/2022

Userd

Userd

User

Approve

Reject

Remark
Rejected

Rejected

Field Visit Correction

Field Visit Correction

Rejected Field Visif

Rejected

Field Visit Correction

Details

Click the Details = icon to view the Field Visit Correction details of the corresponding user.

All Field Punches window appears as shown below:

All Field Punches
Use Use User3
56 . lorma b
o W
Aite A catio b
Reaso Applied Field Correctio
Date Time 10 Type Location Comment
Mo Data
Approval Details (»
Incharge Status Remark
RICZ - RIC2
RIC4 - RIC4
RIC5 - RICS
RIC3 - Final RIC %) (18/08/2022 16:03) Rejected Field Visit Correction

All Field Punches window displays the Field Visit Correction details.

Attendance Values has the following options:
+ On Application: The transaction values shown are the values at the time of the application being

done.

« Applied: The transaction values after the correction is being made.

* Current: The current transaction values are same as On Application values.

It also displays the status of the user’s application under Approval Details. The application’s status is

displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Event Authorization

The Event Authorization in terms of attendance of employee plays very important role. It specifies prior
authorization required for the events that should be considered for Attendance. This page will be displayed for

Reporting in-charge and system Administrator only.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system

administrator.

To activate authorization rights for Event of your reporting group members you need to activate the
V following from the path given below:

» Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Event

Authorization feature for the selected group member.

To authorize Events,

Select the ESS(RIC)> Authorization/Approval > Event Authorization.

The Event Authorization page will appear as follows:

Event Authorization

L B ®

Pending (1

Autharized (1)

Pending Appiications

You can either:

+ view all the pending applications for Event Authorization
+ set the filters — Date, Filter Users — to view the desired applications

All Pending Applications

To view only Pending Applications,

« Show All Pending Applications: Select this option to enable the pending application filter.

» Click the Pending collapsible panel. All the applications in pending state appear.

To approve the application, select the Authorize check box of the desired entry.

To know more refer to “Pending Events”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.
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Applications according to Set Filters

To Set the Filters,

+ Date: Select this option to enable the date filter.Select the start and end dates by clicking the respective
date selection buttons. This defines the period for which User Events are to be viewed. The end date is by
default set to the current date and authorization is not allowed for any later date.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.

Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click the View button to view all pending and authorized events and their details.

Pending Events

Click the Pending collapsible panel.

The Pending section lists all the events from users waiting to be sanctioned by the system administrator/RIC as
shown:

Pending (1) -

Authorize A e
User ID & Name Date-Time o Access Source Remark ' Details

Apta3 Apta3 29/08/2022 11:19 Entry Allowed ESS - =

* Access: Specifies whether the access is allowed/denied to the user.

» Source: Displays the sources from where the punch is marked i.e. ESS, Device, Mobile Application, etc.
Select the Authorize check box against an event to authorize it. The RIC can also select all the applications to
authorize them at the same time and give the verdict by selecting the common Authorized box on the header

column.

The default Remark for the Authorized event application will appear in the Authorized field. You can enter your
Remark while authorizing the application.

Click the button to view source location co-ordinate details for an entry or exit event of the user.

? If Map is not loaded, contact your Admin.
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If there is a Built-in camera to capture the image of the user while punching on the door; you can view that image by

clicking on the View Image & icon.

Camera Settings are not Defined for this door

f

%D

Chirag
26/06/2018 18:05:57

V If the event is generated by API then there will not be any image popup window on clicking View Image
icon.

Authorized Events

Click the Authorized collapsible panel.

The Authorized section displays all the events that have been authorized by the reporting group in-charge or the
system administrator. The following screen displays the Authorized section.

Authorize B
User ID & Name Date-Time o Access S sk View Image

Aotad 20/08/2022 11:11 Eniry Allcwed EH I & =

Here, Authorized events can only be viewed.

The Reason for punching from unassigned location (when punch is made from Application) can be viewed from

Details = . Click on Details and the below window appears:
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Details

Device Details ARGO FACE-Device-2
Source Details

Location Details

Reason
Job Details 1 - Job
Approval Details ®
Incharge Status Remark
JB2 - RICJB2 [¢9]

You can view details like — Device Details, Source Details, Location Details, Reason.

It also displays the status of user’s event authorization request under Approval Details.The application’s
status is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.
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Advance Overtime Authorization

The Advance Overtime Authorization is providing prior approval for the advance overtime applications of the users.
This page will be displayed for Reporting Group In-Charge and System Administrator only.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

To activate authorization rights for Advance Overtime of your reporting group members you need to

V activate following feature from the path given below:
Select Users Module > Reporting In-Charge > In-Charge Permissions and enable Advance Overtime
Authorization feature for the selected group member.

To approve the applications,
Select the ESS(RIC)> Authorization/Approval > Advance Overtime Authorization.

The Advance Overtime Authorization page will appear as follows:

Advance Overtime Approval c

€ =] x
Show All Pending Applications
Overtime Date”  ® 30072002 | B | 1309022 | B
Filter Users A v

GroupyUser

Pending (3)
Approved (0)

Rejected (0) -

You can either:
» view all the pending applications for Advance Overtime Approval
+ set the filters — Overtime Date, Filter Users — to view the desired applications

All Pending Applications

To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.

To know more refer to “Pending Applications”.
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Applications according to Set Filters

To Set the Filters,

» Overtime Date: Set the start and end dates by clicking the respective date selection buttons. This defines
the applications to be displayed within the set dates.

* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,
Designation, Custom Group 1,/2/3 and then click the picklist to select the desired group’s ID/Name, to view
authorization status of these applications.

Click the View button to view all pending, authorized and rejected application and their details.

Pending Applications

Click the Pending collapsible panel.

The Pending section lists all the applications of the users awaiting approval by the Reporting Group In-Charge/
System Administrator as shown below.

Pending (3) -

Approved Approve  Reject

User & Mame QOT Hours Application Date Hours [ g Remark Details

04:00 25/08/2022

0300

02:00

When any application is in the Pending state it can be authorized by the Admin or RIC.

» To approve/reject applications selectively, click the respective application check box.
» To approve/reject all the applications simultaneously, click the Approve /Reject Checkbox in the header
column.

Once the Admin approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
your Remark while approving/rejecting the application.

To view the details of a particular application, click on the Details = . The Advance Overtime Application
Detail window appears as shown below:
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Advance Overtime Application Detail

Application Details

T Mate

Approval Details (2)

Incharge Status Approved Hours Remark

5- 5 - Final RIC @

Advance Overtime Application Detail window displays the user’s advance overtime application details.

This window also displays the status of the user’s application under Approval Details.The application’s status
is displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Applications

Click the Approved collapsible panel.

The Approved section lists all the applications of the users that have been approved by the Reporting Group In-
Charge/System Administrator as shown below.

Approved (1) -

Approved Approve Reject
User & Name OT Date QT Hours Application Date  Hours Remark Details

31/08/2022 02:00 25/08/2022 01:00 f Approved Qvertime =

The Approved applications of present as well as of future dates can be rejected by the RIC, if required. To do so,
select the Reject check box of the respective application.

The Approved applications of the past dates can only be viewed.

Click the Details = icon to view the Advance Overtime details of the corresponding user.

182 Matrix COSEC ESS System Manual



Advance Overtime Application Detail window appears as shown below:

Advance Overtime Application Detail

Application Details

pplication Date

______

=]
|
I
]

Approval Details ()

Incharge Status Approved Hours Remark

(v) (25/08/2022 09:31) 01:00 Approved Overtime

Advance Overtime Application Detail window displays the user’'s advance overtime application details.

It also displays the status of user’s application under Approval Details.The application’s status is displayed in
the Status column.

System can auto approve / reject an application if the Reporting In-Charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.
Click Save to save the authorization.
Rejected Applications
Click the Rejected collapsible panel.

The Rejected section lists all the applications of the users that have been rejected by the Reporting Group In-
Charge or the System Administrator as shown below.

Rejected (1)

Approved Approve Reject
User & Name OT Date QT Hours Application Date  Hours [ Remark Details

u3 u3 30/08/2022 02:00 24/08/2022 20000 E Rejected Overtime =

The Rejected applications of present as well as future dates can be approved by the Reporting Group In-Charge/
System Administrator, if required. To do so, select the Approved check box of the respective application and
specify the Approved Hours.

The Rejected applications of the past dates can only be viewed.

Click the Details = icon to view the Advance Overtime details of the corresponding user.
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Advance Overtime Application Detail window appears as shown below:

Advance Overtime Application Detail

Application Details

______

Addre
Contact Numb:

Approval Details |

Incharge Status Approved Hours Remark

1-1- Final RIC %) (20/08/2022 10:02) 0000 Rejected Overtime

w
[o1]

w
n

Advance Overtime Application Detail window displays the user’s advance overtime application details.

It also displays the status of user’s application under Approval Details.The application’s status is displayed in

the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remark displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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Shift Change Approval

The Shift Change Application requests must be authorized by the respective Reporting In-charge using their ESS
account.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the System Administrator. For details contact your System
Administrator.

For RIC users, make sure the Admin has enabled Shift Change Approval check box from Users Module >
% Reporting In-Charge > In-Charge Permissions.
The dashboard of Reporting In-charge displays the number of Pending Shift Change Approval.

Click on the number. The Shift Change Approval page appears from where the Reporting In-charge can authorize
the application.

Member Details My Details Quick Links

Wark Hours Detail b
04,04,2024 i 6]
v
=
ork le 'k Generate Authorize te- E 0
Hao Ho O aT
Ceave our T-OFF Artendance Lomechon
-
Attendance Short Leawe,/ Official IN-OUT Crrertime /C-0FF Timezheet Correction
Lyvard/Fenalty Wisit Registration Field Visit Comrection Event Authorization
Advance Cvertime Approval Shift Change Aps':’\

OR

Click Approval/Authorization > Shift Change Approval.
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The Shift Change Approval page appears.

35/ MATRIX Fscm— A

Shift Change Approval

< x

Show All Pending Applications @

Pending (2)

You can either:
+ view all the pending applications for Shift Change Approvals.
+ set the filters — Date, Filter Users — to view the desired applications.

All Pending Applications
To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To know more refer to “Pending Applications”.

The population on this page depends on the server’s database. It might take time to load all pending
% applications.

Applications according to Set Filters

To Set the Filters,

« Date: Select this option to enable the date filter. Select the start and end dates by clicking the respective
date selection buttons. This defines the period for which Shift Change Applications are to be viewed. The

end date is by default set to the current date and authorization is not allowed for any later date.
* Filter Users: You can filter records according to the desired Enterprise Group, All or for an Individual.
Select All, to view authorization status of the applications of all the active users on the system.

Select Individual, to view authorization status of the applications of a single user. Click the picklist to
select the desired User ID/Name.

Select the desired Enterprise Group — Organization, Branch, Department, Section, Category, Grade,

Designation, Custom Group1/2/3 and then click the picklist to select the desired group’s ID/Name, to view

authorization status of these applications.
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Click View to view all pending, approved and rejected Shift Change Applications applications and their details.
Pending Applications
Click the Pending collapsible panel.

The Pending section lists all the Shift Change Applications from users waiting to be sanctioned by the Reporting
In-Charge.

Shift Change Approval = ? x
€ x
Show All Pending Applications O]
Date C iz} i3
Filter Users Al v
Group/User =
Pending (2) -
Approve Reject
User ID & User Name Application Date  From Date To Date New Shift O (]  Remark Details
Userl User1 2024/04/22 2024/04/11 2024/04/11 WS - 01:00 - 10:00 O ] =
Userl Userl 2024/04/22 2024/04/12 2024704112 NS - 22:00 - 07:00 [l d =

When any application is in the Pending state it can be authorized by the Admin or RIC.
« To approve/reject applications selectively, click the respective application check box against the user.
» To approve/reject all the applications simultaneously, click the Approve /Reject check box in the header

column.

Once the Admin/RIC approves/ rejects the application, the record will be moved from the Pending section to the
Approved/ Rejected section respectively.

The default Remark for the Approved and Rejected application will appear in the respective fields. You can enter
your Remark while approving/rejecting the application.

Click Details = to view the Shift Change details of the corresponding user.
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Shift Change Details window appears.

Shift Change Details

Application Details

Application Date 2024/04/22
Shift Change Date & Previous Shift MNew Shift
2024/04/11 G5 - 09:00 - 1800 M5 - 01:00 - 10:00
Approval Details @
Incharge Status Remark
RIC - RIC @

Under Application Details, it displays the Shift Change Application details — Application Date, Shift Change
Date, Previous Shift, New Shift under Application Details.

Under Approval Details, it displays the status of user’s Shift Change Application. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin/ RIC/ System.

Click Save to save the authorization.

Approved Applications

Click the Approved collapsible panel.

The Approved section displays all the Shift Change Applications that have been approved by the Reporting In-
charge or the System Administrator. The following screen displays the Approved section.

Approved (2) -
User ID & User Name Application Date  From Date To Date New Shift Remark Details

Userl Userl 2024/04/10 MS - 01:00 - 10:00 =

Userl Userl 2024/04/11 M5 - 01:00 - 10:00 Approved Shift Change =

Click Details = to view the Shift Change details of the corresponding user.

Shift Change Details window appears.
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Shift Change Details

Approval Details ®

Incharge Status Remark

RIC - RIC () (2024/04/22 15:59) Approved Shift Change

Under Approval Details, it displays the status of user’s Shift Change Application. The application’s status is
displayed in the Status column.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.
Click Save to save the authorization.
Rejected Applications
Click the Rejected collapsible panel.

This section lists all Shift Change Application that have been rejected. The following screen is an example of an
Rejected list of Shift Change Application requests for a specific date range:

Rejected (1) -
User ID & User Name Application Date  From Date To Date New Shift Remark Details
Userl Userl 2024/04/22 2024/04/12 2024/04/12 NS - 22:00 - 07:00 Rejected Shift Change =

Click Details = to view the Shift Change details of the corresponding user.

Shift Change Details window appears.

Shift Change Details

Approval Details ><

Incharge Status Remark

RIC - RIC >< (2024/04/22 15:59) Rejected Shift Change

Under Approval Details, it displays the status of user’s Shift Change Application. The application’s status is
displayed in the Status column.
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System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the
Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.

Remarks displays the comments provided by the Admin / RIC / System.

Click Save button to save the changes.
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CHAPTER 2 ESS for Visitor Management

The Visitor Management section enables the host user to pre-register the visitors. The host user can specify in
advance regarding their unavailability so that the visit can be transfered to some other host or the visit can be
rescheduled. The host can set the Auto Approval as well as Auto rejection for the visit application.

The authorized host user can give verdict to the visitor initiated application from Visit Approval page.

DashBoard Quick Links. o
Monthly Attendance Details » C Shift Schedule Pending Application
Churag ‘ December 2018 » < December 2018 »
Mo Tu We Th  F sa Su Mo Tu We Th  F Sa Su

Basic -
Time Attendance -
Leave Management -

a

Leave Balance
Total C-OFF Balance 00:00
05/12/2018 05/12/2018

i 1st Half : IN 2nd Half: _ Start Time :
ob Casting Working Days 0
Job Costing - e arking Days
FvM . Week-Offs

Absent 0

Holidays
Field Break Days 0
Rest Days 0

Paid Leave 0
Unpaid Leave 0

Tour O

Available Short Leave 0 [00:00]

vae B 5

117 The Visitor Management Section is displayed only if the VMS License is available.
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Invite Visitor

The Invite Visitor option is used by Host to invite a visitor who is registered and a visitor who is not registered
through Link.

Here host needs to initiate a Link to the visitor which results in registration of visitor on the application and passes
the parameters which would automatically create a visit.

Restrictions will be imposed if minimum/maximum days required to initiate a visit are configured by your SA.

Once the host clicks on Invite Visitor tab, below page will appear:

Host User Visitor Details Ba T S

1 V1 Link Expired

Name ink Expire

Mobile No i . VISITOR 2 Link Expired
Email ID

Organization Name

]

Visit Details

Host User 2 Host User

14/03/2024

B B i

Visit Until Date 14/03/2024

Visit Start Time 10:09

Visit End Time 11:09

< i

Sele:

> < CopyLink

Click on the Add button to create a new visit invitation for a visitor.

Visitor Details

Enter the basic details of a visitor for whom the invitation is being created.

Name: Enter the name of a visitor.

Mobile No.: Enter the valid 10 digit contact number of the respective visitor.

Email Id: Enter the valid email id of the respective visitor.

Organization Name: Enter the name of an organization, the respective visitor belongs to.

If the Mobile No or Email Id fields are blank, and the visitor fills in these details while accessing the link, the
% application will not be sent to the host for approval.

If the Mobile No or Email Id fields are modified by the visitor while accessing the link, the application will be
sent to the host for approval.
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Visit Details

Enter the basic details of the Visit.

Host User: Enter the name of the Host; who is inviting the respective Visitor or choose the name from the provided
picklist.

Visit Date: Enter the date of Visit of the Visitor.

Visit Until Date: Enter the end date of the Visit of the Visitor.

Visit Start Time: Enter the official start time of the Visit of the Visitor.
Visit End Time: Enter the end time of the visit of the Visitor.

While entering the time make sure that the Visit Time should be later than or equal to the current time i.e.
the time when the host is creating the invitation Link.

Purpose: Provide the purpose of this Visit. E.g. Interview, Official Meeting, Personal etc.
Additional Visitors: Enter the number of additional Visitors who are going to visit along with the respective Visitor.
Visit Station: Select the desired station where the Visitor will meet the Host from the picklist.
Visit Location: Select the desired location from the drop-down list — Configured location or Custom Location.
If “Configured Location” is selected; then you can select the location from the picklist.

If “Custom Location” is selected; then you can select the location from Google Map. The latitude and
longitude of location will appear accordingly.

After entering all the details about the visitor and the visit, Click Send Link.

You can even copy the Link and send it to the visitor. To do so, click on Copy Link &
To edit any of the above details, click on the Edit button. After editing click on Save button.
Link Expiry

The Invite Visitor Link will expire after its expiry date and the status of that link will be displayed on the left side grid.

Copy Link & will no longer be accessible once the link is expired.
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€ + rd o B x
Host User Visitor Details s | hunbane A
1 vi Link Expired
Nome ink Expire
- 2 VISITOR 2 Link Expired
Basi v Mobile No i
v
Email ID
Organization Name
-
Visit Details
Host User 2 Host User =
Visit Date 14/03/2024 =]
Visit Until Date 14/03/2024 ]
Visit Start Time 1009
o Visit End Time 1109
= Purpose
1 v
Additional Visitors
Visit Station * =
Visit Location Select v
Send Link &

When any Invite Visitor Link is accessed by a visitor, the system will compare the current system date with the
Expiry Date.

« If Current Date is before or same as the Expiry Date, then access to the Link will be allowed.
+ If Current Date is after the Expiry Date, then the Link will no longer be accessible.

Let’'s understand this with the help of the following cases:
+ Case 1: When a Visit Date is defined in the Invite, then the system considers Visit Date as an Expiry Date.
For example: Invite for Visitor is generated on 1st of March 2021, and Invite is generated with Visit Date as
10th March 2021, then Link Expiry Date will be 10th of March 2021.
+ Case 2: When a Visit Date is not defined in the Invite, then the system considers Expiry Date = Request

Date + 15 days.

For Example: Invite for Visitor is generated on 1st of March 2021, then Link Expiry should be 16th of March
2021.

% Value of Expiry Date will not be updated whenever the application data is modified.

194 Matrix COSEC ESS System Manual



Visitor Pre-Registration

The Visitor Pre-Registration option is used by the host (i.e. an employee to whom the visitor is expected to meet) by
providing the details of the visitor and expected date and time. The pre-registration of the visitors is then sent for the
approval to the Reporting-In-charge.

Alerts can be sent to the RIC only if configured from the COSEC Web. For details contact your system
administrator.

The authorization is dependent on the number of Reporting In-charge in the Reporting Group, the Authorization
Mode as well as the Approval Policy assigned by the system administrator. For details contact your system
administrator.

The operator preparing the Visitor passes thus has advance intimation of the visitor and does not need additional
verification at the time issuing the pass to the visitors.

% Only "Host Initiated" pre-registration applications will be displayed on this Pre-Registration page.

To pre-register the visitors, select Visitor Management> Visitor Pre-Registration from the ESS Page. The Page
appears as shown below:

Visitor Pre-Registration

€ + s & =] x

Host Details

P44

Visitor Details

(]

&

Visit Details

L L

133

|33

o
I+

Click Details = icon from the grid available on the left side of the page to view the Approval Details of the
already applied application.
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Appointment No.

210823000003
210623000006
210623000005
210823000002

Visit Date &
25/06/2021
25/06/2021
23/06/2021
23/06/2021

Visitor Name
Manish Singh
Milesh

656

Manish Singh

Status
Applied
Rejected
Applied
Applied

Approval
Details

Approval Details window appears as shown below:

Incharge

SA - System Admin

Approval Details (2)

Status

Approval Details )

SA - System Admin

Approval Details ()

Incharge

Remark

(%) (12/06/2021 14:12)

SA - System Admin

Remark

Status

Remark

(%) (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,

approved or rejected.

Remark displays the comments provided by the Admin/ RIC/ System.

The application’s status is displayed in the Status column as Pending () , Approved () or Rejected (%) .

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the

Approval Policy assigned to the Reporting Groups.Contact your SA for approval rights.
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Visitor Pre-Registration

€ + # iy =] x
Appointment Mo,
Host Details
Host User

Additional Hosts

Remark

Visitor Details

Visit Details

Field 4
Field 5
Field 6
Field 7
Field 8
Field @

Field 10

Host User

il

i

[

=

- :

v

=

v
£
i
i
i
L
L
L

I+

33

Appointment No.: It is the auto generated number based on the registration date. The format is
YYMMDDOOOOO(N+1) where N is auto incremented number starting from 0, considering the visitor Pre-Registration

date.

Host Details

Haest Details

Haost User 2

Additional Hosts

Remark

Chirag

£
K‘i/'l

1 Host Users are selected

Host User: Select the host from the picklist to whom the visitor will meet or who has called the visitor to meet him.
The host user picklist shows the list of authorized host users. See Visitor Management module > Utilities >

Authorized host users.

Additional Hosts: Select the additional host from the picklist who will be additional host user for the visit. Maximum

99 host users can be selected.

Remark: Enter the remark while adding host details.
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Visitor Details

Mobile No.: Specify the mobile no. of the visitor.

To add the visitor details, click on = . The Visitor Profile page appears as shown below. Enter the mandatory

details and the required details. Then click Save button. The details will appear in Visitor Details section.

Visitor Profile

Visitor *
Visitor Details

Emai

Date of Birth
Designation Name
Address

City

State

Country

Pincode

Gender

MNationality

1D Proof 1

ID Proof 2

Visitor Name: Specify the Name of the Visitor.
Organization Name: Specify the Visitor's company name.

Visitor Type: Select the appropriate visitor type from the drop down list.

Additional visitors: To add the Additional visitors click on [ The Additional Visitor Details page appears as
shown below. Add the visitor and click OK.
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Additional Visitors Details

SRNC Name Gender Mobile No.

Sathya Narayan Male | ||9823456765 vx

Visit Details

Visit Date: Enter the expected date of the Visitor or just click on the date Picklist button and select the date.

Visit Until Date: Enter the date or select the date until the visit is expected to continue.
+ If the visit is for single day then Repeat button will be disabled.
» If the visit is expected for multiple days; then select the Visit Until date accordingly. And click on Repeat
button to set the repeat pattern for visit.

Suppose Visit is from 2/10/2018 to 20/10/2018. Now click on Repeat ¢ button. The Repeat Visit window

appears.

You can select Repeat Mode as Daily, Weekly or Monthly. Then select the Repeat Days (for weekly) or Repeat
Dates (for monthly) on which visit is to be repeated. Then click OK to save the settings.

Repeat Visit X
Repeat Mode Weekly e
Repeat Days Sun |Mon Tue |Wed Thu [Fi | Sat
Repeat Dates i 2 3 4 5 6 T

Visit Start Time: Enter the expected time for the start of visit in hh:mm format.

Visit End Time: Enter the expected time for the end of visit in hh:mm format.

Visit Type: Select the visit type from the drop down options of Personal and Official.
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Visit Station: Select the Visit Station from the picklist where the Visitor will meet the Host. The Visit Station picklist
displays a list of all the Stations created from the Station Location page in Visitor Management Module.

Visit Location: The location can be selected where visit is to be held from the options of Configured location or
Custom Location.

+ If “Configured Location” is selected; then you can select the location from the picklist.
+ If “Custom Location” is selected; then you can select the location from Google Map. The latitude and
longitude of location will appear accordingly.

Purpose: Specify the purpose or the reason of the visit.

Status: It will show the status of application. If the pre-registration entry is done by a system account user (i.e. SA,
SE, so type users) then the entry will be auto approved with the login user’s id itself.

Fields (1-5): Custom Fields are visible only after they are configured by your System Administrator. For example
Security Number, ID Proof, Nominee Name etc.

The document uploaded for these custom fields (if any) can be previewed by clicking on Preview [# button.

i? If you are unable to edit Visit Details, contact your System Administrator to provide the necessary rights.

Vehicle Details

For pre-registration of a visitor’s vehicle also, enter the vehicle’s registration no., vehicle type, model and color.

Vehicle Details -
Registration No, GJ0& FPTE91
Vehicle Type 2-Wheeler IZ|
Model Hero Pleasurg

Calor Black

Click on Save to save the visitor details for pre-registration.

The Pre-registered Visitor will be reflected in the COSEC VMS Utility (desktop application) through which the
security personnel or reception person can monitor the visitor and issue the pass.

Visit Logs
This section is visible only when the application is in View or Edit mode.
Application Date Time: It displays the date and time when visitor has successfully planned visit.

RIC Approval: This is visible only when 'Authorization for Visitor Pre-Registration' is set in global policy & final
verdict is given for respective application.

Host/Visitor Approval: This is visible when host/Visitor has either Approved/Rejected any visit application.

Security Clearance: If Security Approval For Visitor E-Pass is enabled in global policy, then Security Clearance =
"<Verdict> by <Security Name> -<EpassDateTime>"
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Visitor Checked IN: This is Date & Time when visitor has checked-IN.
Visit Started: This is Date & Time when Host has started visit.
Visit Stopped: This is Date & Time when Host has stopped visit.

Visitor-Checked-Out: This is Date & Time when visitor has checked out.

v Saved Successfully x c 2 %

H

Appointment No. VisitDate 4 Name status Details

-

240320000002 200372024 Visitor13  Applied =

-

Vistor 12 Rejected =

»

Visitor 11 Approveg

-

Visitor 10 Approveg

b4«

-

240315000001 Visitors  Approves

3

n

240315000002

Vehicle Details

240314000005

240314000003

WOMOW MW oW oW

Mark - Transfer Visit '

Reschedule/Cancel/Transfer Visit

The host user can rescheduler, cancel or transfer the visit of a pre-registered visitor to another host.

To Reschedule the visit, select the desired pre-registered visitor from the right pane. The details will be displayed
on the left side. You can modify as per your requirement.

To Cancel the visit, refer “Cancel Visit”.
To Transfer the visit to another host, refer “Transfer Visit”.
% Cancel Visit and Transfer Visit is not applicable for rejected applications.
Before the visitor has checked in, the host user is allowed to reschedule, cancel and transfer visit as per
% the requirement.
Whenever a host initiated visit is transferred, it will be further sent to the new host for approval according to

the value based on Authorization for Visitor Pre-Registration drop-down in COSEC Web. For more details,
refer COSEC System Manual.

Cancel Visit

The Cancel Visit section displays the parameters to be configured for canceling visit of a pre- registered visitor.
Select the desired pre-registered visitor from the right pane.

Click Cancel Visit collapsible panel.
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Cancel Visit a

Cancel

Cancellation Reason

Cancel: Select this check box to enable Cancel Visit for a pre- registered visitor.
Cancellation Reason: Specify the reason for which you want to cancel the visit for a pre-registered visitor.
Click Save, and on the right pane, the visit will show cancelled and will display the updated status as rejected.

Transfer Visit

The Transfer Visit section displays the parameters to be configured for transferring the visit of a pre-registered
visitor to another host.

Select the desired pre-registered visitor from the right pane.

Click Transfer Visit collapsible panel.

Transfer Visit al

ransfer

Transferred Host

Transfer: Select this check box, to enable Transfer Visit for a pre-registered visitor to another host.

Transferred Host: Enter the ID and Name of the Host or select the Transferred Host from the picklist.The picklist
displays the authorized host list.

Click Save, and the visit will be transferred to the new host.
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Visit Request Handling

The ESS user who is the authorized host user can configure visit handling settings such as Auto Transfer & Auto
Approval/Rejection of visits. Click on Visitor Management > Visit Request Handling option from the ESS Page.
The Page appears as shown below:

Chirag

Basic

Time Attendance

P4 44

Visit Request Handling
€ £
Hast User
Auto Transfer Setting

Enable Auto Transfer Visit

Transfer to User

Auta Approval / Rejection Setting

2 Chirag

Host User: The host user is the logged in ESS user for whom the visit request is to be handled.

Auto Transfer Setting

Enable Auto Transfer Visit: Enable this check-box to automatically transfer the visit to another user.

Transfer to User: Select the user from the picklist to whom the visit is to be transfered. The picklist contains all

active authorized host users.

Visit Request Handling

¢

Auto Transfer Setting

Haost User 2

Enable Auto Transfer Visit

Transfer to User 3

Auto Approval / Rejection Setting

Chirag

Isha Shinde
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Auto Approval/Rejection Setting

Visit Request Handling Ry
€ x
Host User 2 Chirag
Auto Transfer Setting
Auto Approval / Rejection Setting

Enable Visit Auto Approval/Rejection
Warking Days Mon Tue Wed Thu [ Fri

|:| Sat |:| Sun
Warking Time 11:00 17.00 | 1
BreakTime | 13:00 14:00 (1)
Allowed Overlapping Duration (Mins) 30 | 1
Unavailability Days
Sr. No. Date Reason

No Data

Enable Visit Auto Approval/Rejection: Enable this check-box to automatically approve/reject the visit application.
Working Days: Select the days when the automatic visit approval/rejection is to be allowed.

Working Time: Enter the From time and To time in 24 hours format during which the visit can be auto approved.
Break Time: Enter the Start time and End time of Break duration during which the visit will be auto rejected.

Allowed Overlapping Duration (Mins): Enter the duration in minutes. This duration must be overlapping within
working time for the visit to auto approve. The valid range is 0 to 999 mins.

Example:

If Allowed Overlapping duration= 15 mins; If host has confirmed visit for 9:00 AM to 10:00 AM. And host get another
visit request for 9:45 to 11:00 or 8:00 to 9:15 AM in this case application should be processed further for
authorization.

Unavailability Days

This section enables to configure days on which host user (ESS user) is not available i.e. the visit to host user can
not be scheduled on the specified days.

Click on Add button.
Select the Date from the calender. Enter the reason for unavailability. Then click OK and Save to save the days.

Unavailability Days
4]
5r. No, & Date Reason
22/10/2018 £ | | Client Meeting v X
1 17/10/2018 Out of Station s0
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Visit Request Handling

v Saved Successfully

Host User
Auto Transfer Setting
Auto Approval / Rejection Setting

Enable Visit Auto Approval/Rejection

Working Days

Waorking Time
Ereak Time

Allowed Overlapping Duration [Mins)

2 Chirag

Mon Tue Thu [ Fri
D 5at |:| sun
11:00
3:00 14:00
30

Unavailability Days

Sr. No. & Date Reason

1 17/10/2018 Out of Station 4]
2 22/10/2013 Client Meeting S0
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Visit Approval

The ESS user who is an Authorized Host user, can give verdict on any visit application initiated/rescheduled by a
visitor. There after these requests are sent the Host's RIC (another ESS User) for approval.

Click Visitor Management > Visit Approval to give verdict (approve, reject, reschedule & transfer) on visitor
initiated application.

Visit Approval c e
€ x

Show All Pending Applications

Pending (0) -
Approved (0) -

Rejected (0) -

Rescheduled (0) -

You can either:
» view all the pending applications for Visit Approval
+ set the date filter to view the desired applications

All Pending Applications
To view only Pending Applications,
+ Show All Pending Applications: Select this option to enable the pending application filter.
» Click the Pending collapsible panel. All the applications in pending state appear.
To approve the application, select the Approve check box of the desired entry.
To reject the application, select the Reject check box of the desired entry.
To reschedule the application, select the Reschedule check box of the desired entry.
To transfer the application, select the Transfer check box of the desired entry.
To know more, refer to “Pending Visit Approvals”.
% The population on this page depends on the server’s database. It might take time to load all pending

applications.

Applications according to Set Filters

To Set the Filters,

+ Visit Date: Select this option to enable the visit date filter.Select the start and end dates by clicking
respective date selection buttons for which visit approval to visitor is to be given.

Click View to view the pending, approved, rejected and rescheduled status of all Visit requests.
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There are four collapsible panels — Pending, Approved, Rejected and Rescheduled.

You can approve, reject, reschedule or transfer the visit request by checking the respective box.Click the desired
collapsible panel to perform the desired action.

Pending Visit Approvals

Click the Pending collapsible panel.

The Pending Requests with Visit Date, Visit Time, Visitor Name, Host Name, Visit Purpose and Application Current
Status are displayed as shown below:

Pending (1)

3

Visit Date & Visit Time Visitor Name

Visit Purpose

2022/07/24 11:26- 12:26 £

The host can perform the following actions:
*  “Approve a Visit”
* “Reject a Visit”
+ “Reschedule a Visit”
*  “Transfer a Visit”

Approve a Visit

Select the check box if you wish to approve the visit request application.

Click = . The Visit Approve Configuration pop-up appears from where the verdict can be configured.

Visit Approve Configuration X

Additional Hosts

WVisit Station 3 2nd Floor

Wisit Location Select v

Visit Approve Configuration

« Additional Hosts: Enter the Additional Hosts ID and Name manually or select the same from the pick list.

* Visit Location: Select the location of the Visit from the drop down list — Configured Location or Custom
Location.

+ If you select Configured Location, then configure the Location Code and Name. You can either enter
the Location Code and Name manually or you can select the same from the pick list.
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» If you select Custom Location, then click @ , to select the location from the Google Map. The

Location on Google Maps pop-up appear as shown below.

Location on Google Maps x

| Page Number fi stitude * | +22.2561

Longitude = +073.1833

* Location on Google Maps
Latitude: Specify the Latitude of the location on Google Maps.
Longitude: Specify the Longitude of the location on Google Maps.
Click View, to view the location.
Click Save, to save the location.

Click OK to save the Visit Approve Configuration.

Click Save , o save the changes.The application will now appear in the Approved panel.

Reject a Visit

Select the check box if you wish to reject the visit request application.

Click = . The Visit Reject Configuration pop-up appears as shown below.

Visit Reject Configuration X

Cancellation Reason Host is not free

Visit Reject Configuration

+ Cancellation Reason: Specify the reason for which you want to cancel the visit of the visitor.

Click OK to save the Visit Reject Configuration.

Click Save to save the changes. The application will now appear in the Rejected panel.
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Reschedule a Visit

Select the check box if you wish to reschedule a visit for the visitor.Restrictions will be imposed if configured in Visit
Creation Restriction under Visitor Management Policy under Global Policies. For details contact your system
administrator.

Click = . The Visit Reschedule Configuration pop-up appears as shown below.
Visit Reschedule Configuration x
Reschedule Visit Date ” 19/04/2024 iz
Reschedule Visit Until Date © ]
Reschedule Visit Time © 14:41 16:41
Repeat Mode Daily el
Repeat Days Sun  Mon Tue Wed Thu i Sat ()
Additional Hosts = i

Reschedule Visit Station 3 2nd Flooi

Reschedule Visit Location Select

Visit Reschedule Configuration

* Reschedule Visit Date: Select the desired date on which the visit needs to be rescheduled.
* Reschedule Visit Until Date: Select the desired date until which the visit needs to be rescheduled.
* Reschedule Visit Time: Specify the new visit time on which the visit needs to be rescheduled.

* Repeat Mode and Repeat Days: Select the Repeat Mode from the drop down list—weekly or daily, if you
wish to repeat the Visit. Select the days for which you wish to repeat the Visit.

+ Additional Hosts: Enter the Additional Hosts ID and Name manually or select the same from the pick list.

* Reschedule Visit Location: Select the location of the Visit from the drop down list—Configured Location
or Custom Location. For details, refer “Visit Approve Configuration”.

Click OK to save the Visit Reschedule Configuration.

Click Save to save the changes. The application will now appear in the Rescheduled panel.

Transfer a Visit

The visit can be transferred to another host user by selecting the host from the pick list.

For transferring the visit of a visitor to another host, select the check box.

Click = . The Visit Transfer Configuration pop-up appears as shown below.
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Visit Transfer Configuration X

Transferred Host 2 Chirag

Visit Transfer Configuration

+ Transferred Host: Enter the ID and Name of the Host manually or select the Transferred Host from the
pick list.

Click OK to save the Visit Transfer Configuration.

Click Save to save the changes. The application will now appear in the Pending panel with the updates.

If “Security Clearance for Visitor E-Pass” is enabled in Global policy then the approved application will go to the
Security (Linked ESS user with System Account) for Security Clearance. Then 'Visit Transfer Alert' will be sent to
Visitor.

Details

Click the corresponding Details to view the visit application details.It displays the parameters of Visitor Detail,
Visit Detail and Visit Logs.The Visit Application Details pop-up appears as shown below.

Visit Application Details x

Visitor Detail
Mobile No
Email ID

Name

Organization ABB

Designation

Visit Detail

Visit Date 13/03/2024

Visit Until Date

Wisit Time
Visit Purpose
Additional Visitor
Visit Station 1 Default Location
Visit Logs

Application Date 13/03/2024 12:39
Time
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Approved Visit Approvals
Click the Approved collapsible panel.

The Approved applications with Visit Date, Visit Time, Visitor Name, Host Name, Visit Purpose and Application
Current Status are displayed as shown below:

Approved (2)

Visit Date & Visit Time Visitor Name Host Name Visit Purpose Application Current Status Reject  Reschedule  Transfer Details
2022/07/14 10:33 - 1133 B mital Security Clearance - Pending O= O= O= =
D22/T714 1733-1830 TEST sisitorhost Pending by RIC D2 0= 0O =

Select the respective check box, if you wish to reject, reschedule or transfer the visit request.
To reject the visit request, refer “Reject a Visit".
To reschedule the visit request, refer “Reschedule a Visit”.

To transfer the visit request, refer “Transfer a Visit”.

Rejected Visit Approvals
Click the Rejected collapsible panel.

The Rejected applications with Visit Date, Visit Time, Visitor Name, Host Name, Visit Purpose and Application
Current Status are displayed as shown below:

Rejected (7)

Visit Date & Visit Time Visitor Name Visit Purpose Application Current Status Reschedule  Transfer  Details
202200714 0905 - 1000 TEST D= 0= =
0220714 0905 - 1000 TEST 0= 0= =
Bo227ns 16:06 - 1751 TEST O 0= =
022074 17:04 - 1800 TEST torhost 0= 0= =

Select the respective check box, if you wish to reschedule or transfer the visit request.
To reschedule the visit request, refer “Reschedule a Visit”.

To transfer the visit request, refer “Transfer a Visit”.

Rescheduled Visit Approvals

Click the Rescheduled collapsible panel.
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The Rescheduled applications with Visit Date, Visit Time, Visitor Name, Host Name, Visit Purpose and Application
Current Status are displayed as shown below:

Rescheduled (2} ~

Visit Date & Visit Time Visitor Name Host Neme Visit Purpose Application Current Status Reject  Reschedule Transfer Details

2022/07/19 1038 11:38 3 mitai Rescheduled by §ystem Admin - 0= 0= 0O= =
Pending

202200721 1100- 1200 3 mital Rescheduled by §ystem Admin - 0= 0= 0= =
Pending

Select the respective check box, if you wish to reject, reschedule or transfer the visit request.
To reject the visit request, refer “Reject a Visit”.
To reschedule the visit request, refer “Reschedule a Visit”.

To transfer the visit request, refer “Transfer a Visit”.
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Import Visitor and Visit

The COSEC application has an inbuilt utility for allowing an Authorized Host user to import Visitor and Visit data
from files with predefined format.

Make sure your Admin has provided you the necessary rights to access the Import Visitor and Visit feature
and functionality through ESS login.

Logged-in ESS user must be an Authorized Host user to import any data.

To import data from a file follow the steps given below:

Select Visitor Management > Import Visitor and Visit and the following screen appears:

Import Data For Visitor and Visit v

mpaort Data Of Both ~

File Format XLS b
Import File © | Choose File | No file chosen

T

o

Configure the following parameters:

* Import Data For - Select Visitor and Visit option from the drop down list for which the data is to be

imported.

You can download a sample file by clicking Download Sample Import file © . The import sheet

displays the fields required for importing specific data.

You can even refer to the Import Data Document Guidelines in the downloaded import sheet.

: Import Data Document Guidelines
2 General Guidelines
3
4 1 The sheet name should not be changed or the sheet will not be identified for import
5 2 The column names and the column position also shoud not be changed.
6 3 For all date columns, the cell format should be "text” and date format should be same as configured in Web Server.
7
9
10 USER Import Fields
11 Basic License ACS License T&A License ACS + TRA License
12 Organization Al fields NA Al fields All fields
13 Branch All fields NA All fields All fields
14 Department All fields NA All fields All fields
15 Section Al fields NA All fields All fields
16 Category Al fields NA Al fields All fields
17 Grade Al fields NA Al fields All fields
18 Designation Al fields NA All fields All fields
19 Custom Group1 All fields All fields All fields All fields
20 Custom Group2 Al fields All fields Al fields Al fields
21 Custom Group3 Al fields All fields Al fields All fields
User Userld Basic Basic Basic + ACS + T&A
UserName ScheduleGrouplD ScheduleGrouplD
Full Name StartShift StartShift
ShortName LeaveGroup
Gender WeekOffGrouplD
BloodGroup Father/Spouse Name ReportingGrouplD
BirthDate ApprovalPalicylD
Joining Date
Leaving Date
PENO
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Impaort Data For
mport Data Of
File Format

Import File

Import Data of: To import data of a Visitor and/or a Visit, select the desired option — Visitor Only, Visit

Only or Both.

» File Format - Select a file format from the dropdown list — XLS or CSV.

* Import File - Browse the path of the file from which the data is to be imported. Make sure the selected

file's format is as per the configured File Format.

Import Data For Visitor and Visit v o
mpert Date Of Both v
File Farmat csv v
Import File ™ No file chosen
e
& Open
< v This PC > Downloads
Name Date modified
'l ImportData
Click Upload. The file will be saved and you can preview the data.
Import Data For Reporting Groups ~ [+]
File Format ~
Import File i v File saved successfully Xi
Import Data For Reporting Groups v [+]
File Format Csv hd
Impaort File* Browse... | ImportData-1.csv

The ESS logged in user can preview the uploaded data to confirm if it is in order before giving the import command.

Click Preview Data. The preview data is displayed as below.
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Import Data

&
D Name
4 HQ Group
5 Factory Group

Import Data For

File Format

Import File

InChargellD

101

Reporting Groups

Csv

*

Browse... | ImportData-1.csv

InCharge2ID

102

ApprovalPolicylD

Now, click Import Data to start importing the uploaded data. The result of import is shown as Success or Failure
along with result description as shown.

I Name InChargellD
4 HO Group m
L Factory Group 3

Import Data For

File Format

Import File*

Reporting Groups
Csv

Browse... ImportData-1.csv

Result

InCharge2ID
102
4

Eath

ApprovalPoligylD
1
2

Result
Suceess

Suceess

Result Description
Mew Reporting Group Added
Mew Reporting Group Added

You can also filter imported result records on the basis of — Success, Failure or Both using the Result drop down

options.
File Format csv ~
Import File* Choose File | ImportData-1.csv
Resut | Botn
InCharge2ID Success ik
Failure

Once the data is imported successfully, data will be added or updated in the COSEC Web.
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GDPR Reflections

Enabling GDPR will result in data masking and encryption. Set of defined fields revealing personal data will be
considered for masking on the server end, at the same time this data will be encrypted in the database.

Visitor Management Module - Authorized Host User Login

The symbol indicates the following action:

Visitors Details > Visitor Profile

v Masked
TABS SUB TABS FIELD REFLECTION PAGE RIGHTS
Visitor Magement > Invite Visitor Mobile No. Logged in user is Authorized
Host user
Visitor Magement > Invite Visitor Email ID Logged in user is Authorized
Host user
Visitor Magement > Visitor Pre Mobile No. Logged in user is Authorized
Registration Host user
Visitor Magement > Visitor Pre . . .
Registration > Additional Visitors Gender Logged in user is Authorized
. Host user
Details
Visitor Magement > Visitor Pre . . .
Registration > Additional Visitors Mobile No. Logged in user is Authorized
. Host user
Details
Visitor Magement > Visitor Pre . . .
Registration > Additional Visitors Email Logged |nHuOsS<irulzeéuthorlzed
Details > Visitor Profile
Visitor Pre Registration > Additional . Logged in user is Authorized
Visitors Details > Visitor Profile Date of Birth Host user
Visitor Pre Registration > Additional Designation Logged in user is Authorized
Visitors Details > Visitor Profile Name Host user
Visitor Pre Registration > Additional Address Logged in user is Authorized
Visitors Details > Visitor Profile Host user
Visitor Pre Registration > Additional City Logged in user is Authorized

Host user
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Visitor Pre Registration > Additional

Logged in user is Authorized

Approve Configuration icon is
clicked)

Visitors Details > Visitor Profile State Host user
Visitor Pre Registration > Additional Count Logged in user is Authorized
Visitors Details > Visitor Profile ry Host user
Visitor Pre Registration > Additional Pincode Logged in user is Authorized
Visitors Details > Visitor Profile Host user
Visitor Pre Registration > Additional Gender Logged in user is Authorized
Visitors Details > Visitor Profile Host user
Visitor Pre Registration > Additional Nationalit Logged in user is Authorized
Visitors Details > Visitor Profile y Host user
Visitor Pre Registration > Additional ID Proof 1 Logged in user is Authorized
Visitors Details > Visitor Profile Host user
Visitor Pre Registration > Additional ID Proof 2 Logged in user is Authorized
Visitors Details > Visitor Profile Host user
Visitor Magement > Visit Approval >
Visit Application Details (when Visitor . Logged in user is Authorized
) L . Mobile No.
Approve Configuration icon is Host user
clicked)
Visitor Magement > Visit Approval >
Visit Application Details (when Visitor . Logged in user is Authorized
) L . Email
Approve Configuration icon is Host user
clicked)
Visitor Magement > Visit Approval >
Visit Application Details (when Visitor . . Logged in user is Authorized
) S . Designation
Approve Configuration icon is Host user
clicked)
Visitor Magement > Visit Approval >
Visit Application Details (when Visitor Logged in user is Authorized
) o . ID Proof 1
Approve Configuration icon is Host user
clicked)
Visitor Magement > Visit Approval >
Visit Application Details (when Visitor ID Proof 2 Logged in user is Authorized

Host user
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CHAPTER 3

ESS for Cafeteria

The Cafeteria users have access to the following options in the ESS module:

Mark
Punch

Account Details
Menus

Pre-order Meals
Expenditure Summary
Transaction Correction

DashBoard

QUICKLINK

Monthly Attendance Details

shift Schedule

Pending Application

May 2017
Arushi ‘ i
Mo Tu  We ThoFr
"
1 2 3 PR
-
8 9 10 11 12
- 15
=
16/05/2017
Lt Half: _
Present 0.0
Absent 150
e
Paid Leave 0.0
s

'D N ouT|

Unpaid Leave 0.0
Tour 0.0

Available Short Leave 4 [05:00]
Available Late IN 0

o8

o

2nd Half : _

m

4
Mo Tu
GS GS
GS [
GS GS
GS [
16/05/2017
09:00

May 2017 »
We Th  Fr Sa Su
Gs Gs G5 GS wo
Gs G5 G5 GS wo
s Gs G5 GS wo
Gs G5 G5 GS wo

Waorking Days 25

Week-Offs 4
Holidays

Field Break Days 0

Rest Days 0

General Shift

End Time : 18:30

Leave Application
Tour Application
C-OFF Application

Leave Balance

Total C-OFF Balance 00:00

24 fsdfsdfsfsdfsfsdf 0.00

Cafeteria

ed

Postpaid Account None

Total Postpaid Usage 40.32
Current Month 0.0
Carry Over Due 0.00
Allowed Usage 100.00

Em

117 The Cafeteria Section is displayed only if the Cafeteria License is available.
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Account Details

This option enables the logged in users to view their Cafeteria account details.
To view the Account Details, login to ESS > Cafeteria > Account Details.
The Account Type and Discount Level of the logged in user is displayed at the top of the page as shown below.

The Prepaid Account Details and Postpaid Account Details are shown as per the account assigned to the user.
If the User is a Prepaid user, then only Prepaid Account Details will be displayed as shown below.

Account Details

€
L Account Type PrePaid
Geeta_Prepaid Discount Level Discountlevell
user
Basic i Prepaid Account Details
Time Attendance v
Balance Account 50.00
Leave Management v
Last Recharge Amount 10,00
Cafeteria a
Last Recharge Date 05/05/2017
B Account Details
M Max Usage Limit Per Month 500,00
enu
Max Usage Limit Per Day 0.00
Status Defails
g User Status Allowed
Job Costing v
: EBlocked Due To
FvM v

Prepaid Account Details

Balance Account- It is the available balance amount which can be used by the prepaid user.

Last Recharge Amount- It is the last recharge amount by which the prepaid user was recharged.

Last Recharge Date- It is the date on which the prepaid user account was last recharged.

Max Usage Limit Per Month- It is the maximum allowed usage for a prepaid user for a month exceeding which the
user will be blocked (if blocking feature is enabled).

Max Usage Limit Per Day- It is the maximum allowed usage for a prepaid user for a day exceeding which the user

will be blocked (if blocking feature is enabled).

Status Details

User Status- It is the status of the user whether allowed or blocked.

Blocked Due To- It is the reason due to which a prepaid user is blocked.
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If the User is Postpaid user, then only Postpaid Account Details will be displayed as shown below.

Account Details
€
o Account Type PostPaid
Mamrata_Postpaid Discount Level Discountlevell
user
Basic v Postpaid Account Details
Time Attendance -
Current Month Usage 20.00
Leave Management i
Allowed Usage Per Maonth 100,00
Cafeteria a
Carry Over Due 0.00
B Account Details
Total Usage 20,00
Menu
Max Usage Limit Per Month 500.00
Pre-order Meals
i ; 0.00
Expenditure Summary Maulsage limd s oy
Gl Accumulated Usage Limit From Previous Month 0
Transaction Correction
Job Costing A4 Last Payment Amount
FvM - Last Payment Date
Status Details
User Status Allowed
EBlocked Due To
1
Punch

Postpaid Account Details

Current Month Usage- It is the current month usage amount of the postpaid user.

Allowed Usage per Month- It is the allowed monthly usage amount for the postpaid user.

Carry Over Due- It is the due amount which is carried over to the current month.

Total Usage- It is the sum total of current month usage and carry over due amount.

Max Usage Limit Per Month- It is the maximum allowed usage for a postpaid user for a month exceeding which
the user will be blocked (if blocking feature is enabled).

Max Usage Limit Per Day- It is the maximum allowed usage for a postpaid user for a day exceeding which the
user will be blocked (if blocking feature is enabled).

Accumulated Usage Limit From Previous Month- It is the usage limit accumulated and carried forward from the
previous month for a postpaid user.

Last Payment Amount- It is the last payment amount paid by the postpaid user.

Last Payment Date-lIt is the date on which the last payment was done.

Status Details

User Status- It is the status of the user whether allowed or blocked.

Blocked Due To- It is the reason due to which a postpaid user is blocked.
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If the User has been shifted from Postpaid to Prepaid or vice-versa, then both the details, Prepaid Account Details

and Postpaid Account Details will be displayed as shown below.

Account Details

L

Prepaid Account Details

Postpaid Account Details

Status Details

Disoount Leve
Balance Account

Lzst Rechargs Amount
Last Rechargs Date

Max Usags Limit Per Month

Max Usage Limit Per Day

Current Month Usage

Allowed Usags Per Month

Carry Chwer Due

Total Lsage

Max Usage Limit Per Month

Max Usage Limit Per Day

Accurulated Usage Limit From Previous Month

Last Bayment Amount

MNona

Q.00
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Menu

This option enables the logged in users to view menus assigned to the various Cafeteria devices.

To view the Menu, select ESS account> Cafeteria> Menu. The Page appears as shown below:

€
|
1 POs Deviee*  [7] NGT-34 = Menu & Name StartTime  End Time
Narmrata_Postpaid ) Breakfast 0900 1200
user Menu ' '
1 Lunch 1205 1500
Basic - Hame
3 Evening snack 17:00 1800
Time Attendance v Schedule Days

Leave Management -
ave Managemen| ttem List

Name Price Discount Default

No Data

Transaction Correction
Job Costing -

FvM v

Select the POS Device assigned to the user from the device picklist. The menu assigned on the device will be
listed in the right grid.

Select the Menu(eg: Breakfast) from the grid on right. The Schedule details of the selected menu for the POS will
be displayed in the respective fields.

€
POS Device” 7 HGT-34 = Menu & Name StartTime  End Time
Menu 2 2 Breakfast 05:00 12:00
1 Lunch 12:05 15:00
Name Breakfast
3 Evening snack 17:00 18:00
Schedule Days _Mao TuWeTh Fr_
Item List
Name & Price Discount Default
‘Wafers 5 0 Yes
Samosa 0 10 Ho

Schedule Days display the days on which the selected menu will be enabled on the device.
The Items list shows the items available in the selected menu.

The scheduling of menu on the device is done from Device Configuration> Cafeteria> Menu or Cafeteria
Management> POS Devices Configuration.
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Pre-order Meals

The Prepaid or Postpaid ESS user can order the meals in advance. This pre-ordering gives an estimation for the
amount of meal to be prepared.

To Pre-order the meals, Click on Cafeteria > Pre-order Meals from the ESS Page. The Page appears as shown
below:

a 8 Pre-order Meals
v

e € # B x
[/
o7 Date® | 04/24/2017 o Order Date Total Quantity
Aditi
Order Items
-

No Data

Menu*

Time Attendance Item”

eave geme -
Leave Management Quantity

Cafeteria a

Account Details

Menu Menu ID Name Item ID Name Quantity
Pre-order Meals E

No Data
Summary

Job Costing

Select the Date for which the menu is to be ordered in advance.

i? The Pre-ordering configuration can be done from Cafeteria module> Cafeteria Settings> Other Settings
Example1:

Allowed in Advance (Days) =10 days

Restrict before Menu Start = 1 day.

If the current date is 24/4/2017; you can select date from 25/4/2017 to 4/5/2017 i.e. you can pre-order meals for
upto 10 days. Pre-ordering for same day(24/4/2017) will not be allowed.

Example2:
Allowed in Advance (Days) =10 days

Restrict before Menu Start = 2 Hours

If user selects current date(24/4/2017) then it should be allowed to add/edit only those menu whose start time >
(Current time + Restrict Before Menu Start) on one of the user's assigned devices.

Consider the Device1: NGT Door and Device2: Wireless Door with following Menus and their respective timings:

Device Menu Menu Start time | Menu End Time
NGT Door Menu1 08:00 10:00
NGT Door Menu2 09:00 11:00
NGT Door Menu3 11:00 13:00
NGT Door Menu4 16:00 17:00
Wireless Door Menu2 12:00 13:00
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Device Menu Menu Start time | Menu End Time
Wireless Door Menu3 14:00 16:00
Wireless Door Menu4 19:00 20:00

If Current time = 08:00 hours; the user will be allowed pre-ordering of items from following menus only: Menu 2,
Menu 3 and Menu 4. The Menu1 and Menu2 on NGT Door can not be pre-ordered as the Menu1 is started and
Menu2 start time left is only 1 hour.

After selecting the valid date, click on Edit button.

Order Items

Menu: Click on the Menu picklist. The picklist includes all active menus on the POS devices assigned to the user

that are scheduled on the selected day.

Item: Click the Item picklist. The Picklist for All ltems pop-up appears.

Picklist for All ltems

[ select Al

ltem Code &

1
2

3

A

Total Selected: 0 Records

Item Name
Lunch HO
Breakfast
Lunch Fac

Tea HO

T |

You can either select particular items or can select all the items at once.

Matrix COSEC ESS System Manual

225



To select a particular items, select the check boxes of the desired item.

Picklist for All Items

[ select Al

Item Code &

OO0 @8
L (] pory

P

Total Selected: 1 Records

Item Name
Lunch HO
Breakfast
Lunch Fac

Tea HO

e |

Show Selectad

OR

To select all the items at once, select the Select All check box. The items on all the pages will be selected.

Picklist for All ltems

ltem Code &

L

Total Selected: 4 Records

Item Name
Lunch HO
Breakfast
Lunch Fac

Tea HO

N

Show Selected

Click OK. Hover over the info @ icon. It displays the number of items selected.
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Quantity: Enter the Quantity of the ltem. Ensure that the entered value of quantity is not more than the daily
maximum quantity allowed limit.(See Cafeteria Management> Cafeteria Usage Policy)

If user has already pre-ordered some items and after that Cafeteria Usage Policy is assigned to that user,

in such cases:

1. On edit of pre-ordered quantity, daily / monthly maximum allowed quantity should be checked.

2. The user can add/pre-order new items as per allowed maximum quantity but already pre-ordered items

& its quantity (before assigning cafeteria usage policy) will remain same.

Pre-order Meals

€ ¢/ X
Cate'  0424/017 [ul
Order lems
Menu" 3 Evering snack
ten’
Quartity 1
MenulD Name HemID Name Quantity

NoData

Order Date

0]
)

‘ 1ltem(s) are Selected

Totl Quanty

No Dita

Then click Add to add the items to the list. Finally click Save to save the ordered items to the meal.

=T= = ==
g

FERTI R
5

£a
£
-
S0
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Expenditure Summary

This option enables the logged in users to view their expenditure details for the selected time period.

To view the Expenditure Summary, login to ESS > Cafeteria > Expenditure Summary and the following page will
appear.

Expenditure Summary 7 x

¢

Date 27/02/2017 s 27/0372017 e

Filters | Al [~

POS Device/Tkem E
Grand Total
Expense
Discount

Date- Select the Date from the date selection button to view the expenditure details.The total Expenditure per day
for the selected period is shown.

Filters- The transaction or expenditure summary can be viewed by filtering the users from the options ALL, POS
Device and Item.

The user can also filter the transaction/expenses summary with respect to the transactions done on a particular
POS or expenditure against an item by selecting POS Device/ltem from the picklist.

Click on View button to view the summary and the following details will be shown as below.

Expenditure Summary 75 x
&
Date " 02/28/2017 s 03/28/2017 s
Filters Al [~]
POS Device/tem i=

View

Grand Total
Expense 85
Discount 0
Date & Expenditure Discount Details/
03/27/2017 85 0 =
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Grand Total

Expense- It displays the total expenditure of the user.

Discount- It displays the Discount if any.

Click on the Details icon to know the detailed information of the Payment which includes Time, Item, Quantity,
Pricel/ltem, Discount, Payable as shown below.

Payment Detall

Time

18:15:56
18:15:56
18:20:20
18:20:20
18:28:23
18:46:06

Item
Wafers
Samosa
Wafers
Samosa
Wafers

Rice

Quantity

[ e = R =

Close

Price/Ttem Discount Payable

5.00 0.00
20,00 0.00
5.00 0.00
20,00 0.00
5.00 0.00
10,00 0.00

5
40
5
20
5
10
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Transaction Correction

The COSEC ESS module allows users to apply for corrections to existing Cafeteria transactions.

To do the transaction correction, select ESS account > Cafeteria> Transaction correction. The Page appears as
shown below:

Transaction Correction Application ) x

€ + & o x

Transaction Date-Time " 05/04/2017 B 1000 Transaction
X Date-Time New Application
POS Device" |7 NGT-34 o Ttem Quantity Quantity Date Status

Menu® 2 Breakfast 05/05/2017  Wafers 2 05/05/2017 ()

13:30:00

Item™ 4 Samosa
Application Date 05/05/2017

Transaction Value

Quantity

Payable
Correction

New Quantity” 2
Payable 20.00
Reason forgot punch

Application Status

Remark

The grid on the right displays all the transactions of the login user.

Select the transaction from the grid where the correction is to be done. The details related to the transaction are
displayed in the respective fields.

Correction

Click on Edit button to do the correction. The user can apply for correction by entering the new quantity.
Enter the Quantity value in the New Quantity field either increased or decreased value.

When 'Pre-order Based Restriction’ is enabled and Deny Transaction is selected in cafeteria usage policy
then entered new quantity should not exceed the pre-ordered quantity of selected item for selected menu.

Specify the Reason for the correction.

Click on Save button to save the transaction to the grid.The transaction correction application is then sent for
transaction approval.

New Transaction

In case of error in the quantity or missing punch of user, the new transaction can be added manually by clicking
New button.
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Transaction Correction Application

€ + & i} x

Application Date
Transaction Value

Quantity
Payable

Correction

Reason

Application Status

Remark

Transaction Date-Time *
POS Device
Menu”

Item*

/( New Quantity
Payable

05/05/2017

2
20.00

forgot punch

Pending

NGT-34
Breakfast

Samosa

|

10:00

= x
Transaction
Date-Time New Application
- tem Quantity Quantity Date Status
05/05/2017  'Wafers 2 05/05/2017 ()
13:30:00 =
05/04/2017  samosa 2 05/05/2017 (3)
10:00:00

Enter the Transaction Date using calender and Transaction Time in HH:MM format.

Select the POS Device, Menu and Item from the picklist.

And specify the quantity in New Quantity field. The save the application. The transaction correction application will
go to the administrator for authorization.
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CHAPTER 4 ESS for CWM

The Employee Self Service for CWM is used to approve/reject the induction levels. The contractor type, approval
stages and skills are configured through CWM module. Then workers can be added through CWM or CSS.

Each Induction Level of the worker can be assigned an Approving In-Charge (Reporting In-charge)who shall be
responsible for approving or rejecting a worker once the level is completed.

An Approval Stage is a sequence of Induction Levels that a worker must complete before finally being approved for
a work order.

This ESS Licence will not be available with the COSEC Application basic platform license. To Use ESS, the
customer needs to ensure that the COSEC license ordered by them includes the ESS module.

You can login into Employee Self Service (ESS) module using the mode selected by the System Administrator in
Login Authentication Mode — Password, Password OR OTP or Password Then OTP. Refer Login
Authentication Mode in User Guide, Admin Module> System Configuration> Global Policy> Login> Login
Authentication Mode.

English hd

] Remember Me Forgot Password?

LOGIN

To view the login page in the desired language, click the Language dropdown list and select the desired language.
By default, the login page appears in the language as set by the System Administrator in Global Language
For Login. For more information refer Global Language For Login in User Guide, Admin Module>
System Configuration> Global Policy> Basic Policy> Global Language For Login.

Enter the User ID or Email ID or Mobile Number of the employee, for example: Smita.

Enter the Password you set, for example:Ad@12.
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% You need to set the password during the first login or If the password is not set, then you will be redirected to
the Set Password screen where the new password can be set. Enter the desired New Password and re-
enter to Confirm Password. Now, you can login with the Password you set.

You can enter OTP only that number of times as configured by the System Administrator in Maximum OTP
Generation Attempts. Refer the User Guide, Admin Module> System Configuration> Global Policy>

Password Policy> Maximum OTP Generation Attempts.

Your account may get locked for invalid attempts of login using Password and/or login using wrong OTP as
configured by the System Administrator in Password Policy. For more information refer Password Policy
in User Guide, Admin Module> System Configuration> Global Policy> Password Policy.

The COSEC ESS home page appears as shown below:

Mo Te We Th K 32 Su

P4 4444

L Pl Ledves Un-Paed Ledves
Tensts 0 Tsrs

Svuslable Sheet Lewves 0
Avuilable Late-IN &
Avpilably Eardy-DUT O

Arvmalable SRt Lesves
Avaiable Late-TH
Awalakle Earby-OUT

Mok Porch E M E out
i MATRIX :

SECURITY SOLUTIONS

Shaatal December 2014 Movember 2014
Mz Te We Th Fr Sa Su

L Priigti 1]
Abpertr Abrgets (]
Paid Lewves Paid Lesves

seo o

December 2114 z Toaal Msmbers 4
Mo Tu We Th B B Su Schpholed Todey

On Holdsy 0
On Field Bueake @
O Rest Doy D

Wrking Days. 0
Week-0ffs 1
Hobdeyz 0
Fiehd Brea Doy 4
Rt Dy larn &

Aniendance 0

St Lewve IN-CUT @
Cficial IN-OUIT &
Drverima/C-0FF 0
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Induction Approval

Once assigned to a work order, a worker needs to go through levels of approval that may comprise background
check, orientation, skill-based training, safety training etc. before the organization confirms the worker fit for the

work. These levels are defined in COSEC as Induction Levels.

The ESS user who is approving In-charge of some induction level can do the induction approval of the worker.

To view and approve the pending request, Login to ESS account > CWM > Induction Approval. The Page

appears as shown below:

Cafeteria

| 101 Filter Work Orders | Al [=]
. Khushbu T =
Basic - View
Time Attendance v Pending (1)
Leave Management -
Group Details -
Appraval/Authorization - Worker ID & Name Application Date Induction Level Contractor ‘Waork Order
e 4 Priyank 05/01/2017 Induction Level-1 HPCL System Design
=

Induction Approval et ol

4

Job Costing Rejected (0]
FVM »

Reports v

Induction Approval 2
Q € x

Approve [ Reject [ Details
= = =

% You must assign the ESS user as the Approving In-charge for an induction level in the Approval Stage

before assigning the work order to the worker.

When the Contractor creates a worker from the CSS login, then the pending worker induction approval will

go to the ESS user.
Filter Work Orders: Select the work order filter as All or Individual.

Work Orders: For All Individual filter, select the work order from the picklist.

Click on View button to view all the Pending, Approved and Rejected request of induction approval.

Now check Approve or Reject box to give the verdict.

Also the approval can be given by clicking Details button from the pending tab. The Worker Details page appears

as shown below:

Worker Details X
Worker ID 4
Name Friyank
Induction Level 1 Induction Level-1
Work Order wo7 System Design
Application Date 05/01,2017
Application Verdict Approve E|

|Approved by Khushbu|

Save Cancel

Remark
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Select the Application verdict as Approve or Reject from the drop down list. You can give your Remarks also.

Click on Save to save the induction approval. The authorized application will be moved to the respective Approved
or Rejected section as shown below.

el
Basic

Time Attendance

Group Details
Approval/Author
Cafeteria

WM

Job Costing
FVM

Reports

Induction Approva

101

Khushbu

Leave Management

ization

Induction Approval 2

€

x

Pending [0)

Approved (2)

‘Worker ID &
CWML
RG

Rejected [0)

Name
Priyank
Rutuja

Fifter Work Orders All

Work Order”

Application Date Induction Level
05/01/2007 Induction Level-1
04/27/2007 Induction Level-1

i [1]

-
a
Contractor Work Order Details
HPCL System Design =
HPCL Servicing =
-
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CHAPTER 5 ESS for JCP

In large organizations, employees work on various jobs throughout the day and are paid on the basis of
the job hours across the job’s Cost Centre:

» Creating Projects, Phases, Jobs

» Planning Projects: Declaring hierarchy of phases and jobs under selected Project.

* Mapping Users to various Jobs.

* View invested job hours by users on various jobs/phases/projects.

This system will also be responsible for:
* Maintaining valid methods of mapping users to various jobs.
» Allow user to work on assigned jobs as per selection.
» Maintaining user’s work records against different job codes.
» Allow correction/approval of daily Time Sheet.

You can login into Employee Self Service (ESS) module using the mode selected by the System Administrator in
Login Authentication Mode — Password, Password OR OTP or Password Then OTP. Refer Login
Authentication Mode in User Guide, Admin Module> System Configuration> Global Policy> Login> Login
Authentication Mode.

English v

] Remember Me Forgot Password?

LOGIN

To view the login page in the desired language, click the Language dropdown list and select the desired language.

; By default, the login page appears in the language as set by the System Administrator in Global Language
For Login. For more information refer Global Language For Login in User Guide, Admin Module>
System Configuration> Global Policy> Basic Policy> Global Language For Login.

Enter the User ID or Email ID or Mobile Number of the employee, for example: Smita.

Enter the Password you set, for example:Ad@12.
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% You need to set the password during the first login or If the password is not set, then you will be redirected to
the Set Password screen where the new password can be set. Enter the desired New Password and re-
enter to Confirm Password. Now, you can login with the Password you set.

You can enter OTP only that number of times as configured by the System Administrator in Maximum OTP
Generation Attempts. Refer the User Guide, Admin Module> System Configuration> Global Policy>
Password Policy> Maximum OTP Generation Attempts.

Your account may get locked for invalid attempts of login using Password and/or login using wrong OTP as
configured by the System Administrator in Password Policy. For more information refer Password Policy

in User Guide, Admin Module> System Configuration> Global Policy> Password Policy.

The COSEC ESS home page appears as shown below:

TR IVE COSEC
Right People in Right Ploce ot Right Time

Current Month [ * Previous Month 4 Shift Schedule
July 2015 Jure 2015 £ July 2015 =
Mz Ta We Th Fr 53 Sa Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Basc v
Time Attendance v
Leave ‘.I\nagtmcn‘. -
Cafeteria b
Job Costing -
Prasents 0 Presents 0 Warking Days 0

Timeshest Comection Application Week-Offs
eek-Utfs

=

Abgents 0 Abserts |

Job Status Paid Leaves ( Paid Leaves 0 Helidays 0
Unpaid Lesves Unpaid Leaves 0 Field Break Days 0
Towrs 0O Tours 0 Fiest Days )

Available Short Leaves 0 Available Short Leaves 0

Movailable Late-IN 0 Available Late-IN 0

Hovpilable Eardy-0OUT 0 Aailable Earky-0UT 0
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Time Sheet Correction Application

Time Sheet Correction Application helps in modifying job codes and split the transactions by ESS user. So user if
requires, can split the transactions by adding new punches between the transactions and apply job code to them.
The transaction will be created after authorization from the Reporting-incharge.

To do the Time Sheet Correction, select ESS Account> Job Costing> Time Sheet Correction Application.

R R |
€ rd %
s User  JCPS Nitin
Hamn = Date”  |22/0502m7 | B
Basic -
Time Attendance -
Application Date
Leave Management hd
Attendance Values Actual
Cafeteria v
Reason
Job Costing a
Status
Timesheet Correction Application
Remark
Job Status
FYM - Timesheet Correction a
Phase  Project Start End Job
Job Code Code Code  Start Date & Time End Date Time  TransactionType  Hours Count o) v =
PSD-R PSD-A CLD  22/05/2017 0905 22/05/2017 1305 Job Hours 0400 1 & 0 =
PSD-R PSD-A  CLD  22/05/2017 1305 22/05/2007 1329 Break Hours 00:24 &
Mark ouT PSD-R PSD-A CLD  22/05/2017 1329 22/05/2017 1350 Job Hours w1 & i =
s NV PAC  CLD  22/05/2017 1350 22/05/2007 1530 OutTime 01:40 &
22/05/2017 1530 22/05/2017 17:30  Un-Assigned Hours 02:00 & =
Date: Select the date from the calender for which correction is to be done.
Click on Edit button in the transaction row where correction is required.
Timesheet Correction -
Phase  Project Start End Job
Job Code Code Code Start Date & Time End Date Time Transaction Type Hours  Count o = =
PsD-R  [r]PSD-A clD 22/05/2017 4P |09:00 || 22/05/2017 ALg 1305 | JobHours 000 |3 v iD =
PSD-R PSD-A  CLD 22/05/2017 13:05  22/05/2017 13:29 Break Hours 00:24 Vs
PSD-R PSD-A  CLD 22/05/2017 13:29  22/05/2017 13:50 Job Hours 00:21 1 Y g i =
INV PAC CLD 22/05/2017 13:50 22/05/2017 15:30 Out Time 01:40 &
22/05/2017 15:30  22/05/2017 17:30  Un-Assigned Hours  02:00 # =

Timesheet Correction

You can make the following corrections:

The Job code can be changed by selecting the option from the drop down list. If Job code is selected as
None, then transaction type will be set as Un-assigned.

» The Start Date can be edited for only 1st transaction of the day by using left-right arrows.
+ The Start Time can be edited for only 1st transaction of the day by specifying the time in hh:mm format.

 The End Date and End Time can be edited for all the transactions.
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+ The Transaction type can also be corrected. If some transaction is of Un-assigned type, then assigning
some job code to the transaction will change the transaction type to Job Hours as shown below. Similarly
if None is selected for any Job type transaction then its transaction type will get convert from Job to
Unassigned.

» The Job Count can be changed by editing the existing value.

Click Ok and Save button to save the correction application. The application will go to the reporting incharge or
system administrator for approval. The status for application will be Pending as shown below.

User JCPS Nitin
Date” 221052017 | B

Application Date 23/05/2017
Attendance Values Actual B
Reason
Status Pending

Remark

Application Date will be the current date on which correction application is sent for approval.

Attendance Values: The values can be selected as Actual, Previous or Applied. Actual and Previous values are
those which exist before the correction is being done. The Applied values will be the ones after the correction is
done.

Reason: The reason for correction can be specified by the ESS user.

Status: The status of application for approval whether pending, approved or rejected will be shown after the
application and its authorization is done.

Remark: The remark given by administrator while approving or rejecting the application will be shown here.

Job Summary

Job Summary

Total Job Hours-Count 06:21 3 é._f:'

Tatal Un-Assigned Hours 0200
Total Out Time  01:40 &P

Total Award Hours 00:10

Total Penalty Hours

. Ty
Owvertime Hours 01:00 (5

Total Job Hours- Count: Total job hours for the day are displayed and the details can be viewed by clicking =)

Total Un-Assigned Hours: Total hours of the day when no job is assigned to the user, is displayed as un-assigned
hours.

Total Out Time: Total hours of the day for which user has availed outime, is displayed as Outtime. Also the Outime
details can be viewed.
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Award Hours: Total hours given to user as an award which will be added in overtime hours.
Penalty Hours: Total hours given to user as the penalty which will be subtracted from the overtime hours.

Overtime Hours: Total hours of the day for which user has worked overtime, is displayed as Overtime hours.
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Job Status

This page enables the user to view and monitor Jobs based on their current status. In order to view job status,
select ESS > Job Costing > Job Status.

Job status

€
Project =
Phase E 0 Phase(s) selected
Job* i 0 Job(s) selected
Job Status | Al [=]
Job Start Date End Date Job Hours Job Status
No Data

Project: Select the desired Project from the picklist. The Picklist For Project pop-up appears.

Picklist For Project b4
Project Code & Name
DOMESTIC DOMESTIC
PR1 Project 1
PR2 Project 2
PR3 Project 3
PR4 Praject 4

Cancel

Phases: You can select one or multiple phases at once.
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To do so, click on Phases picklist. The Picklist for Phase pop-up appears.

Picklist For Phase X

Total Selected: 0 Records

Show Selected

O select al
[] Phase Code & Name
=] 100 Phase11
O 111 Phasel12
O 12 Phase2
O 13 Phase3
O 1233 Phasel4
O 155 Phasels
O 222 Phasel12
O 410 Phase10
(] 45 Phased
O 457 Phase5

1-10 of 15 records & <2 | =
e

You can select particular phases or can select all the phases at once

To select particular phases, select the check boxes of the desired Phases.

Picklist For Phase x

Total Selected: 2 Records

Show Selected

O selact Al
O Phase Code & Name
100 Phase11
111 Phase12
0 12 Phase2
3 13 Phase3
O 1333 Phasel4
3 155 Phase1s
@) 222 Phase13
O 410 Phase10
B 45 Phased
O 457 Phase5

- 10 of 15 records & <2 | =
]
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OR

To select all the Phases at once, select the Select All check box. The phases on all the pages will be selected.

Picklist For Phase

Select All
Phase Code &
100
111
12
13
1333
155
222
410
45
457

- 10 of 15 records

Total Selected: 15 Records

Name
Phase11
Phasel12
Phase2
Phase3
Phase14
Phase16
Phase13
Phase10
Phased

Phase5

Show Selected

Click OK.

Job: Similarly, follow the same steps as Phases.

The number of Phases and number of Jobs selected are shown as below.

Project
Phase

Job

Job Status

CLD COSEC Cloud

A

3 Phase(s) selected

5 Job(s) selected

[«] i

Job Status: Select the desired option from the drop down list— All, Open, In Progress, or Finished.

Click on View.

Selected options appear in the grid.

lob & Start Date End Date Job Hours Job Status
CCall-Conference Call  24/032019 24/03/2098 Ir Progress
with Custorrer

CusMeetng-Customer  24/05,2019 24/03/2088 Ir Progress
Megting

Demo-RemoteDeme  24/05,2019 01/06/2099 In Progress
ntiezting- nternal 24/05,2019 31/05/209 Ir Progress
Megting
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CHAPTER 6 ESS for FYM

Field Visit Management is used to assign schedules to the users and keep a track of their activities, while on site
and also check if the assigned tasks are being fulfilled correctly or not. FVM user's location would be stored when
punched from COSEC Apta.

The ESS user can apply for "Field Visit Correction” by changing punch date-time and adding or modifying its
comment which is to be approved by the reporting Incharge.

You can login into Employee Self Service (ESS) module using the mode selected by the System Administrator in
Login Authentication Mode — Password, Password OR OTP or Password Then OTP. Refer Login
Authentication Mode in User Guide, Admin Module> System Configuration> Global Policy> Login> Login
Authentication Mode.

English hd

[_] Remember Me Forgot Password?

LOGIN

To view the login page in the desired language, click the Language dropdown list and select the desired language.

For Login. For more information refer Global Language For Login in User Guide, Admin Module>
System Configuration> Global Policy> Basic Policy> Global Language For Login.

j? By default, the login page appears in the language as set by the System Administrator in Global Language

Enter the User ID or Email ID or Mobile Number of the employee, for example: Smita.

Enter the Password you set, for example:Ad@12.
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% You need to set the password during the first login or If the password is not set, then you will be redirected to
the Set Password screen where the new password can be set. Enter the desired New Password and re-
enter to Confirm Password. Now, you can login with the Password you set.

You can enter OTP only that number of times as configured by the System Administrator in Maximum OTP
Generation Attempts. Refer the User Guide, Admin Module> System Configuration> Global Policy>
Password Policy> Maximum OTP Generation Attempts.

Your account may get locked for invalid attempts of login using Password and/or login using wrong OTP as
configured by the System Administrator in Password Policy. For more information refer Password Policy

in User Guide, Admin Module> System Configuration> Global Policy> Password Policy.

The COSEC ESS Dashboard appears as shown below:

Dashboard e I
Current Menth @ # Previous Manth @ Shift Schedule Group Members
June 2016 May 2016 < June 2016 = Total Members 4
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr S8 Su Mo Tu We Th Fr Sa Su Scheduled Tedsy 3
1 2 3 4|5 G5 G5 GS GS WO Reported 0
On Leave 0
§ 7 8 9 10 u 12 G5 G5 G5 G5 GS WO WO OnTour 0
13 14 15 G5 G5 G5 G5 G5 65 WO On Week-Off 0
GS G5 G5 GS GS WO WO Bn Holdn il
] On Field Break 0
G5 G5 G5 G5 On Rest Day 0
Presents 2.5 Presents 0 Workang D, 4
2 g Days
Absents 8.5 Absents 0 Week-Offs § ”
Paid Leaves 1.0 Paid Leaves 0 Holidays 0 peadiag Authorization
Unpaid Leaves (.0 Unpaid Leaves 0 Field Break D 0

Tours 0.0 Tours 0 = rR:tD:ﬁ " Leave 0
et Work Hours  32:10 Net Werk Hours 00:00 To
Authorized Cvertirne  00:00 Authonzed Overtime  00:00 Attendance Comection 0
Available Short Leaves 2 Available Short Leaves 0 Attendance 0
Short Leave Duration  03:00 s"‘“: Ler‘; DL""‘"?:I ~ Sheort Leave IN-OUT 0
Available Late-IN 3 viilable Late- Official IN-OUT 0

Available Early-OUT 3 Available Early-OUT 0 Overtime/C-OFF 196

Total C-OFF 01:00 Total C-OFF  00:00

Field Visit Correction 1
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Field Visit Correction Application

The punches marked from COSEC APTA may require correction in some cases.

Suppose If user was scheduled for some task at some location and couldn't go because of any reason. So
changing punch date-time and adding or modifying its comment would be possible from the Field Visit Correction
page. Also the Location can be added or updated from this page.

Select ESS > FVM > Field Visit Correction Application. The Field Visit Correction page appears as shown below:

Field Visit Correction Application

Job Costing Attendance Status

FVM2 Attendance Date B M custom Months [=] 1 Attendance Detail Application Detail
Ashutosh _—
-
Basic - st 2nd  Work Schedy
il Reason Date Shift Half  Half Hours  Status
Time Attendance -
anagement i Attendance Details - No Data
- Shift/Day
-
oy

FVM Status Summary

Field Visit Correction Application

Wark Hours
B e
3
Date Time Location Comment

No Data

Mark N out
Punch

Select the Attendance date for which correction application is to be sent. The Attendance details will appear in the
respective fields.

Field Visit Correction Application ?

€ ' i x  f
attendance Date  |paiosi2017 | B3 1| custom Months [=] 1 Aftendance Detail Application Detail
A4
st Ind  Work Schedule
Reason Date Shift Half Half Hours Status
Attendance Details - No Data
Shift/Day G5 Mormal

Attendance Status N
Status Summary

Work Hours

Schedule Status Success
Date Time Location Comment

26/05/2017 11:40 Factory Waghodia #

Click on Edit in the attendance details row where the correction is to be done. You can also add new punch by
clicking Add button.

Enter or Edit the punch Time, select the Location and mention the Comment as shown below. Here time is edited
from 11:40 to 11:30. And comment is specified.
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Date Time Location Comment

26/05/2017 2 |11:30 WG Factory Waghodi 2 Enclosure picked from factory vX

Then click on OK and Save button.

Xl Xﬁ

€ + 8 6] = T
Attendance Date 26052017 | B 9] custom Months [=] 1 Attendance Detail Application Detail
o Schedule
Application Date 26/05/2017 Application Date & Attendance Date  Shift Status Status
Status 26/05/2017 26/05/2017 GS Success (@)
Remark

Attendance Values Actual
Reason
Attendance Details -
Shift/Day GS Normal
Attendance Status N
Status Summary

Work Hours

Schedule Status Success
]
Date Time Location Comment

26/05/2017 11:30 Factory Waghodia Enclosure picked from factory #

The Field Visit Correction application will be authorized by the Reporting In-charge or Administrator.

See “Field Visit Correction Authorization” on page 170.

Click Approval Details = icon from the grid available on the left side of the page to view the Approval Details of
the already applied application.

Attendance Detail Application Detail
Schedule Approval
Application Date - Attendance Date Shift Status Status Details
23/06/2021 22/06/2021 G (@ =
23/06/2021 21/06/2021 G Z) =
23/06/2021 18/06/2021 G (%) =
10/06/2021 10/06/2021 G5 (%) =
10/06/2021 07/06/2021 G () =
10/08/2021 02/06/2021 G5 ) =
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Approval Details window appears as shown below:

Approval Details ()

Status Remark

Incharge

SA - System Admin ®

Approval Details )

Status Remark

Incharge

SA - System Admin @ (12/06/2021 14:12)

Approval Details ()

Incharge Status Remark

SA - System Admin () (18/06/2021 18:43)

It displays the status of the user’s application under Approval Details, that is, whether it is — pending,

approved or rejected.

The application’s status is displayed in the Status column as Pending () , Approved () or Rejected (%) .

Remark displays the comments provided by the Admin/ RIC/ System.

System can auto approve / reject an application if the Reporting In-charge or SA fails to authorize it as per the

Approval Policy assigned to the Reporting Groups. Contact your SA for approval rights.
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Field Visit Schedule

FVM users are allocated Field Visit Schedule by the admin or reporting in-charge. User is supposed to accomplish
assigned tasks as per the field schedule.

This page will enable user to view Field Visit Schedule assigned to him/her on the selected date.

Select ESS> FVM> Field Visit Schedule. The Field Visit Schedule page appears as shown below:

Field Visit Schedule
€ A
Ve User® VP Vivek = * Dpate¥ Scheduled Visits
Vivek Date” ™ custom Months |z| 1 05/06/2017 1
asie = Shift/Day 05/04/2017 1
05/03/2017 1
Time Attendance >
Leave Management hd »
i Schedule Time & &
Cafeteria hd - =
Task =
Job Costing =
= . Select Location Randomly
FvM & x = £y
Location = i)
Field Visit Correction Application -
- o Remark
Field Visit Schedule
Field Visit Status
Schedule Time Task Location/Location Group g
No Data

The Date-wise schedule will be shown on the right side. You can customize the date selection for viewing the task
list.

Now, select the Schedule to view the details.The Schedule time, task and location will be shown as below:

Field Visit Schedule

€ &
User” VP fidad = *| Date™ Scheduled Visits
Date " 05/06/2017 B “_" Custom Months E| ! 05/06/2017 o
Shift/Day GS Maormal 05/04/2017 1
05/03/2017 1
Schedule Time * 05/06,/2017 = 05,/06/2017 =
Task* =
Select Location Randomly
Location = i
Remark
Schedule Time Task Location/Location Group o
05,06,/2017 09:00 - 05/06,/2017 10:00 Pickup Enclosure Head Office o
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Export

You can export the field visit schedule by clicking on Export button as shown below.

Field Visit Schedule

¢ (2]

[ Export Field Visit Schedule (Alt+Shift+ 0} | VP

shift/Day G5

Task”

Location”

Remark

Schedule Time Task

05/06/2017 09:00 - 05/06/2017 10:00 Pickup Enclosure

Date*  |05/06/2017

Schedule Time”  |05/06/2017

Select Location Randomly

Vivek —
2] ‘: Custom Months |Z| 1

Mormal

1]

05/06/2017

Location/Location Group

Head Office

=

-

Date ¥

05/08/2017
05/04/2017
05/03/2017

Scheduled Visits

.
1
1

The exported file can be opened or saved at your desired location. The export file is shown as below.

M9 ¢
Home Insert Page Layout Formulas

FieldSchedule [Compatibility Mode] - Microsoft Excel

Data Review View
B 4 cut ) . e = = 0 DO T
Arial I A | = P = Wrap Text : i fas [
P% 53 Copy ~ M-A- === 0 .0 F"jt —Cj”d I_IFL D_\T: F
aste - v - EEE=E e . - o orma e nse elete
¢ Fromatranter | B 7 - === G Meoe & Eenkes A i e e e B
Clipboard ] Font Alignment Number Styles Cells
n7 v 5
A B E D E H L
1 UserID |Schedule Date |Start Date Time __|End Date Time |Task ID |Location/Location |Location Code/Location Group 1D |Remark
2 VP |06/05/2017 [05/06/2017 09:00  [05/06/2017 10:00 2 |
3
A
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Field Visit Status

The users are supposed to accomplish the task as per their field schedule on daily basis. According to the punches
from field, user's field records are considered as completed or not completed.

Field Visit Status page enables the ESS user or reporting in-charge to view field status of self or member
respectively in a calendar view.

Select ESS> FVM> Field Visit Status. The Field Visit Status page appears as shown below:

€ (5]
g User VP Vivek =
yriek Attendance Period May [x] 2007 [=]
Basic v Sthedule Status v
Time Attendance - — p— | f— | — ‘ = | — —
Leave Management ¥ " ; 5 lg 5 6 F
Cateteria - . @ 1
i Job Costing - 55 0 PR-PRIGS PR-PRGS s
VM - B 3 10 11 12 13 m
eld Visit Comrection Application ) ) ) )
Field Visit Schedule - o o = -
Field Visit Status s 16 7 18 19 7 =
22 3 24 25 ] e »
=] 50 51
1
Select the Attendance period as Month and Year for which the field visit status is to be viewed.
You can select the option to view as Schedule Status or Visited Location.
Field Visit Status Tk
€ c
User VP Vivek =
Attendance Period | May [=] |27 [+]
Visited Locations §§ v
|
MON TUE WED ‘ THU ‘ FRI ‘ SAT B
1 2 ] 4 5 3 7
1
B 9 10 1 12 13 14
15 16 17 18 19 20 2

Schedule Status: The status of completed, not completed,on-going and future task is shown in the calender.

Visited Location: The visited location count will be shown in the calender for the date on which the user has visited
the location.
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Clicking on the window will show the task details. Tick displays completed task and Cross displays incompleted
task.

Schedule Status X

. 05/04/2017 09:30 - 05/04,/2017 11:30
Delivering Sample  Head Office

» The green circular ring shows that task is completed.

+ Partial green and remaining red shows partially completed task.
» Full red shows incomplete task.

* Blue colour shows ongoing task.

* A number in the grid of future date shows future days task count.

The on-going task will be displayed as below:

23 P Schedule Status x
k\Z,B ]
— 4 06/03/20106 10:20- 06/03/2016 11:30

Tazk 1 Location 1

o
v 06/03/2016 11:31 - 06/03/2016 12:30

Task 2 Lacation 2

eee 0Rf03/2016 13:20 - 06/03/2016 15:30
Tazk 3 Location 3
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CHAPTER 7 Health

This functionality enables the user to declare his/her health status and on the basis of that, it will be helpful for the
organization as well as for the user to keep track of their employee’s health on the daily basis.

If only Temperature Configuration is disabled from Admin> System Configuration> Global Policy> User Policy >
Temperature and Symptoms Configuration, then the users will able to declare only their Symptom status from the
Self Declaration page and vise-versa is applicable.

It notifies the users through alerts if any of the health parameters exceed from the threshold value which is
predefined by the Admin (in Admin> System Configuration> Global Policy> User Policy > Temperature and
Symptoms Configuration).

To access this functionality, Select Health> Self Declaration and Health Records
This section contains following:
+ “Self Declaration”

» “Health Records”

The Health Parameters can be configured only by the users having Self Declaration and Health Records
1? page rights enabled in the ESS Role Rights by the Admin.
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Self Declaration

This allows a user to declare his/her Temperature as well as different Symptoms predefined by the Admin.

Below shown image is the Self declaration page which will appear on User’s screen.

* Here is an example of a user’s self declaration on date 31/07/2020.

« Temperature of the user entered here is 100.7°F.
* Symptoms selected here are Fever and Cough (Any Two out of three)

The symptoms displayed for selection, will be as configured by the Admin (in Admin > System
1? Configuration > Global Policy > User > Temperature and Symptoms Configuration).

Self Declaration G X
€ H
Date™  31/07/2020 B
100.7
Temperature °F) " 1007 ]
Symptoms ” Fever Cough
O pifficulty in breath.. O None

* Here, once the user clicks on Submit Button, a warning message will be generated as shown below.

* Warning message is generated because the Temperature value declared by the user is exceeding the
Threshold temperature value.

* Temperature exceeding the threshold value is represented by Red slider as shown in the image above.

* Threshold Temperature value is predefined by the Admin (in Admin > System Configuration > Global policy
> User > Temperature and Symptoms Configuration).

Warning

Health declaration parameter exceeded threshold. Consult the Doctor immediately.
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The Self Declaration Parameters can be configured only by the users having Self Declaration page rights
% enabled in the ESS Role Rights by the Admin.
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Health Records

It shows all the health records of a user of each day. Report includes date, source of entering the data (SA, ESS,
App (i.e. APTA Application), SA (i.e. SA is declaring health parameters of user), Device), temperature and

symptoms.

11/07/2020 ESS
13/07/2020 54

Date & Temperature Source Temperature (°F) Symptoms Details
Fever, Cough, Difficulty in Breathing

Fever, Cough, Difficulty in Breathing

+ In ESS, if the health information is declared more than once on a same day, then the system will consider
only the last declared health parameters which will reflect on the Health Record i.e. only one record of a

user per day.

» If the health information is received multiple times by any Device on a same day in the form of punch, then
the records of each punch is displayed in the detail section of Health Record along with date and time i.e.

multiple record.

» Health Record will not be editable.

% The Health Records can be viewed only by the users having Health Records page rights enabled in the

ESS Role Rights by the Admin.
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CHAPTER 8

Reports

Schedule Status Summary

This report gives information about whether user went to each location as per the schedule or not. This report

shows status of each schedule date and for each mapping of time slot-task-location. It will also convey about the
time spent in that location.

This Report can be viewed by Reporting In-charge only.

Select the Date range for which schedule status is to be viewed. You can select the users based on enterprise

groups. Then click on Generate Report.

1678
Supriya
Basic
Time Attendance
Leave Management
Group Details
! Approval/Authorization
Cafeteria
WM
Job Costing
FVM
Reports

Schedule Status Summary

Schedule Status Summary

€

Optional Parameters

User Selection

Date "

Graup By

Select Users

Generate Report For

05/04/2017 =] 05/04/2017
Organization

All

All Users

Generate Report
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The report generated is shown below.

Schedule Status Summary (ahe ]
&
<
i [u]n] s =] {= '
= B = = -~ +5& &R P o
MATRIX COMSEC PVT. LTD. Page 1 of 1
Egﬂmﬂ Organization-Wise Schedule Status Summary From 01/01/2019 To 10/24/2023
Run by: smita Date: 10/24/2023 16:50
Schedule Start Schedule End Task Schedule Location Transaction IN Punch OUT Punch  Time
Status Spent
MATRIX COMSEC PVT. LTD.
Test0l Test0l
04/18/2023 Schedule Status: Fail

04/18/2023-11:00 04/1B/2023-14:00 3-TASK3 S-RnD 1 Fail

+ Date: Select the to and from date for which the report is to be generated.

Optional Parameter

» Group By: Select the desired enterprise group from the drop-down list — Organization, Branch,
Department, Section, Category, Grade, Designation, Custom group 1/2/3.

+ Organization Name in Header As Per: Select the desired option — User Selection or Customized
Selection.
If you select Customized Selection, click on Customize Report Header.
You can select the desired option from the drop down list or can also add header according to your choice.

User Selection

» Select Worker: Select the desired option— User Wise, Group Wise or All

260 Matrix COSEC ESS System Manual



» If you select User Wise, click on User picklist. The Picklist for All Users pop-up appears.

Picklist For All Users X

Total Selected: 0 Records

Show Selected

O Useripa Name

a n SALIM ANSARI

O 1w RAJENDRA GOSWAM
O 1001 ANKITKUMAR SOHLIYA
0 1002 MEGHA H SHUKLA

O 1003 UMESH M TALANPURI
0 1004 DARSHAK B PATEL

O 1007 DHAVAL | PATEL

O 1008 MAYANK K KORAT

O 1009 DIPTI K RATHWA

0 1010 RAHUL S SHAH

- 10 of 2476 records x <2 3| 298 |2 | »

“ Ca nce'

» Select check boxes of the desired user.Click OK.

» The selected user appears in the grid

User ID & Name i

1| SALIM ANSARI i}

10 RAJENDRA GOSWAMI i

1001 ANKITKUMAR SOHLIYA @

1002 MEGHA H SHUKLA i
Generate Report For All Users ad

Generate Report

* You can also delete the desired User. To do so, click Delete L icon on the respective user.

» If you select Group Wise option, select the desired enterprise group from the drop-down list—
Organization, Branch, Department, Section, Category, Grade, Designation, Custom Group 1/2/3

» For each enterprise group — Organization, Branch, Department, Designation, Section, Category,
Grade, Custom Group1/2/3, click the corresponding picklist to select the desired option/s.

* The selected Group appears in the grid.

{[»} Name Group - i
1 MATRIX COMSEC PV'T. LTD. Organization i
2 SAMARTH Organization i}
3 AVDHOOT Organization @
4 ELSENGARD Organization i}

Generate Report
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* You can also delete particular group. To do so, click Delete i icon on the respective group

+ If you select All, then All User will be selected.

* Generate Report For: Select the desired option from the drop down list— All Users, Active Users or

Inactive Users.
* Click Generate Report.

Sample Report

Schedule Status Summary

rs

04/13/2023-15:00  04/13/2023-1!
04/13/2023-15:00 04/13/2023-1!
04/13/2023-15:00 04/13/2023-1!
04/13/2023-15:00 04/13/2023-1!
04/13/2023-15:00 04/13/2023-1!
04/13/2023-15:00 04/13/2023-1!
04/13/2023-15:00  04/13/2023-1!
04/13/2023-1:
04/13/2023-1:
04/13/2023-1:
04/13/2023-1
04/13/2023-1.
04/13/2023-15:
04/18/2023

04/18/2023-08:
04/18/2023-0

00 ©04/13/2023-1!
04/13/2023-1

5-RaD 1

04/18/2023-1
04/18/2023-1
04/18/2023-1
04/18/2023-1
04/18/2023-1
04/18/2023-1
04/18/2023-1

04/18/2023-0
04/18/2023-0
04/18/2023-0
04/18/2023-0
04/18/2023-0
04/18/2023-09:00 04/18/2023-18:

MATRIX COMSEC PVT. LTD. Page 1 of 2
BQIILII]H] Organization-Wise Schedule Status Summary From 06/04/2000 To 06/04/2023
Run by: RIC Date: 06/04/2023 18:42
Schedule Start  Schedule End Task Schedule Location Transaction N Punch OUT Punch  Time

status spent

MATRIX COMSEC PVT. LTD
02 SMITA BARTA
04/13/2023 Schedule Status:
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MATRIX COMSEC

Head Office:
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