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l  ELECTRONIC TIME CARD

Administrator ex-
cuses the tardiness

Name of company
Name of report
Name of employee

Date and ti me the 
report was printed

Page number of the 
report

Department the
employee belongs to

Total OT hours in 
a day/shift 

Total short hours in 
a day/shift 

Total work hours in 
a day/shift 

Total short hour 
from Workday

Total work hours 
in a day/shift 

User ID

Total overti me hour 
from Workday

Total work hour 
from Workday

Total present days 
from Workday

Total days from 
Workday
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l  DAILY ATTENDANCE LISTING

Name of company
Name of report
Date of report

Date and ti me the 
report was printed

Page number 
of the report

Department the
employee belongs to

Employee Name

Type of day for the 
date

Schedule Number

Total days 
from Work-
day

Total work 
hour from 
Workday

Total present 
days from 
Workday

Total overti me 
hour from 
Workday

Total work 
hours in a 
day/shift 

Total OT 
hours in a 
day/shift 

User ID
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l  WEEKLY ATTENDANCE LISTING

Working schedule of 
the employee

Total work hours in 
a day/shift 

Total OT hours in 
a day/shift 

Total short hours 
in a day/shift 

Name of report
Name of employee

Date and ti me the 
report was printed

Page number of the 
report

Department the
employee belongs to
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l  ATTENDANCE SHEET

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Legend

First-IN ti me

Last-OUT ti me

Department the em-
ployee belongs to

User ID

Total work hours
in a month

Total overti me 
hours in a month

Total of leave taken 
in a month
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l  CORRECTION REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Department the
employee belongs to

Working 
Schedule that 
the employee 
belongs to

Leave taken

Page number of the 
report

Total short hourDate 

Employee name 

User ID
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l  TARDINESS REPORT

Employee came 
late from work-
ing hours

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Department the
employee belongs to

Total OT 
hour

Total Short 
hour

Employee went out 
early from working 
hours

Employee came 
back late from 
lunch 

Employee went 
out early for lunch

Date

Employee User 
ID and name
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l  ON LEAVE REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Department 
the employee 
belongs to

Date and day of 
leave taken

Employee User 
ID and name

Day type of 
leave taken

Type of leave 
taken

Total leave 
taken

Page number of the 
report
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l  OVERTIME APPROVAL WORKSHEET

Name of report,
data range of report

Date and ti me the 
report was printed

Working schedule 
of the employee

Date

Total OT 
hours

Page number of the 
report

Department 
the employee 
belongs to

Employee User 
ID and name
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l  ATTENDANCE SUMMARY

Name of report,
data range of report

Date and ti me the 
report was printed

The working 
effi  ciency of the 
employee

Page number of the 
report

Department 
the employee 
belongs to

Employee User 
ID and name

Total OT hours in 
off day 

Total work hours in 
off day

Total OT hours in  
restday

Total work hours in 
restday

Total OT hours in   
holiday

Total work hours in 
holiday

Total work hours in 
workday

Total short hour
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l  DAY BY DAY ANALYSIS

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Legend

Details of tardiness Short ti me for all 
employees in a day

Working ti me for all 
employees in a day

OT ti me for all em-
ployees in a day

OT ti me in restday
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l  MONTH BY MONTH ANALYSIS

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
reportLegend

Tardiness details of the employee

Total working ti me 
for all employees 
in a month

Total short ti me 
for all employees
in a month 

The working effi  ciency 
of the employee

Total OT ti me for 
all employees in a 
month
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l  GROSS WAGES REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Pay per hour

Employee name 

User ID

Total pay for all em-
ployees in a month

Total pay for all 
employees in normal 
working hours in a 
month

Total pay for all em-
ployees in OT hours 
on off day in a month

Total pay for all em-
ployees in OT hours 
in a month
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l  STAFF MOVEMENT ANALYSIS

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
reportPay per hour

Employee User 
ID and name

Type of transacti on of employee 
reported att endance at the terminal

Date

Time that employee 
report att endance at 
the terminal

Terminal that 
employee reported 
att endance to



Copyright © 2012 FingerTec Worldwide Sdn. Bhd. All rights reserved.      l      Updated 13-04-2012

l  TERMINAL ACTIVITY REPORT

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

ID of terminal which employee 
reported att endance to

Date

Time that employee 
reported att endance 
at the terminal

ID of employee 
reported att endance 
at the terminal

Type of transac-
ti on of employee 
reported att endance 
at the terminal
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l  TERMINAL TRANSACTION LISTING

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Date

Terminal ID 

User ID
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l  CLOCKING SCHEDULES
Name of report
Schedule Number
Name of schedule

Date and ti me the 
report was printed

Page number of the 
report

First-ti me in overti me

Last-ti me out overti me
First-ti me in overti me

First-break ti me

First-resume ti me

Last-OUT ti me

Summary of clocking 
setti  ngs apply to this 
schedule
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l  DUTY CALENDAR

Name of report
Duty group number

Date and ti me the 
report was printed

Page number of the 
report

The year of
the calendar

Work day Rest dayThe month of
the calendar
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l  NAME LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Employees   
Number

Name of
secti on

Working group that 
employees belongs to

Name of 
department

Employee User 
ID and name
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l  DEPARTMENT LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Name of department
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l  SECTION LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Name of secti on
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l  REMARK LIST

Name of report

Date and ti me the 
report was printed

Page number of the 
report

Names of remark

Relevant work codes
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l  ENTRY EXIT TRANSACTION LISTING

Name of report
Data range of report

Date and ti me the 
report was printed

Page number of the 
report

Group duty roster 
number

Date Name of secti onTerminal’s descripti on Name of department

User ID

Name of employee


