COSEC Time and Attendance

If you make any changes to the shift configuration or shift schedules, and/or if the ‘Daily Attendance
View’ for a user or users is not showing their shift and punch details then you will need to follow the
process below to activate and apply to the relevant users.

1. From the ‘Shifts and Schedules’ section, select ‘Process’ and ‘Monthly Schedule’

Q40000

Salam International
A M * & 2 L 6 O

Pyt

Monthly Schedule (&5 * ? x
- Shifts and

@ Schedules €«
Shift Configuration Month-Year Septembe v 2024 v
Weel Jroup Overwrite Existing Schedule
Shift Schedule

Select Users All v

Holiday Schedule
Utilities v
Application/Approval W
Process e

Monthly Schedule
Reports >

2. Select the current month, tick the ‘Overwrite Existing Schedule’ and ‘Select Users’ —‘All’
3. Click process and it will apply the changes to all users

4. Next, go to the “Time and Attendance’ section, select ‘Process’ and ‘Daily Attendance’
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5. Select the dates for the current “payroll” month and also select ‘Reprocess Attendance
Events’. Select ‘All’ users and process.
NOTE: if you have made manual changes to a persons T&A, this will remove them, and you will
need to re-add



6. Then run the ‘Monthly Attendance’ for ‘All’ users
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7. The ‘Daily Attendance View’ will then show the time and attendance plus shift information for
the users

ional
(omg) Salam International Al alalall e o

Daily Attendance View

Time and
Attendance € 2 2z
; - Template Configuration
= ) =
AttendancePeriod @ September v
o -]
Display Viewas Per | Default View v
Disploy Summary  Both -
Starting Day of the Week  Sunday v
- Genenated  Authorized
Date shif FirstIN LastouT st Half 2nd Half LateIN EayOUT  WorkHows  ExmWork  NetWok  BreskHows  Overtime Overtime Remark Detals
25/082024  O1-Normal 8 8 Ne Punches
/082024 O1-Normal 25 PunchesNotin =
/082024 O1-Normal 1234 1705 0431 0005 ABLate N
hange ol 28/082024  O1-Normal 1240 1709 4 0129 008 ABLate N
e Attendance Restric 29/082024  O1-Normal 1238 o1 48 0423 0001 ABLateN
= 30/08/2024 01-wo wo
,,,,, i - 31/08/2024 01-wo wo wo =
Pro v Week Total 1323 o015
f = /092024 O1-Normal 1226 1706 8 28 0440 0006 ABLate N
e S /092024 O1-Normal oase 1706 a8 PR 0810 0005 ABLate-N
03/092024  O1-Normal [ 1559 8 o o713 ABLateN =
[ R o— non o e — o o =




