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1. Introduction

1.1 Background Information

This user manual targets Human Resource Officers, Supervisors and Managers whose duty is ensure

that Attendance are accurately captured and maintained, so that banktime and overtime hours can

be processed and calculated with minimum human intervention as well as monitoring of employee

productivity for decision-making.

1.2 Objective
The overall objective of this project is to bring changes to the ARMS in order to meet the requirements

of the users which are not catered by the HRMIS.

1.3 Benefits
The EAS is expected to assist officers in the Civil Service by:

Enabling users to access the electronic attendance data to process overtime and attendance
banktime of employees.

Providing a roster and shift module to cater for those employees who work on a roster basis.
Providing a seamless integration of the Electronic Attendance System within the Oracle
HRMIS so as to offer a transparent and cohesive solution.

Providing an efficient user friendly web based online system for Civil Service Employees.
Generating management & statistical reports for decision-making.

1.4 Definitions and Acronyms

Acronyms Explanation
ARMS Attendance Recording Management System
EAS Electronic Attendance System
ETR Electronic Time Recorder
DBA Database Administrator
GOC Government Online Centre
HRMIS Human Resource Management Information System
MCSAR Ministry of Civil Service Affairs & Administrative Reforms
N/A Not Applicable
PRB Pay Research Bureau
SDD Software Design Document
SSO Single Sign On
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2. General Description

2.1 System Perspective
The system being developed will be web-enabled and will be hosted on a Virtual Machine to be

provided by the GOC. The HRMIS server will not host the EAS. The EAS will be accessed by officers

from the different Ministries.

The EAS will consist of the following modules:

e Administration Module

e Reference Module

e Enrolment Module

e Roster Module

e Attendance Module

e Attendance Banktime Module
e Overtime Module

e Reports Module

e Archiving/Purging Module

e Legacy Data Module

2.2 Audit Trail and Logs

Audit trails will be available in the system to log user logins, unsuccessful login attempts and the

creation, update and deletion of data.

2.3 Process Workflow

231

Enrolment

Enrolment process consists of the following activities:

2.3.2

Creation of employee details or retrieve from HRMIS for newly recruited officer, with
assignment of category and schedule code automatically audited. For a transfer of employee,
new work site/physical posting are updated in HRMIS and ready accessible in EAS.
Enrolment No. in replacement of Biometric/Access Card No. is assigned from HRMIS to officer
with next available (ascending order) No. for the new posting (Ministry level) same is used in
the ETR to produce the attendance data.

Registration on ETR either by fingerprint or password using Enrolment No. replacing
Biometric/Access Card No.

Each employee will be identified by a Unique Employee ID in both HRMIS. Hence EAS will pick
up the Unique Employee ID from HRMIS. Also MCSAR will need to ensure that Biometric No.
recorded in ETR’s across all Ministries/Departments are synchronised with HRMIS

Roster

Roster and Shift planning process consists of the following activities:

Planning of Roster/Shift with repeatable cycle to setup Roster Template.
Assignment of Employees to Roster Team. This is done every time an employee

Ll Er—
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changes/leaves or new employee joins team or roster.

e Generate Roster Workdays on a regular basis, ideally monthly.

e Change Roster Workdays when 2 employees of same Roster code and Worksite unit but
different group/team mutually agree to interchange work and rest shifts on 1 or 2 dates either
by Swapping or Cumulating shifts.

e Change Roster Group when an employee changes team or roster.

e Maintain Workdays when:

e inputting roster workdays where roster template is not being setup in the system.

¢ [ast minute shift confirmation due to emergency.

e an employee is on leave and need replacement by another employee who is on rest.

e additional employee is required to a roster team due to short of staff.

e removing extra employee workday generated from a shift requiring smaller team for specific
shift or day.

e shifting extra employee workday generated to another shift requiring larger team for
specific shift or day.

e manually swapping shifts among more than 2 employees.

Below is a Functions Usage — Department/Unit Matrix report, detailing the usage frequency of above
functional activities of each unit within the Health department and MPF. The more a unit can adhere
to a slow rotating shift pattern in its Roster/Shift planning, the more frequent and more of above
functional activities it can use for the smooth running of its daily operation as categorized below in
decreasing usage frequency order:

- Recommended to use Roster Module
- Can use Roster Module subject to conditions
- Not Recommended to use Roster Module

In general, the use of roster template will drastically reduce the use of Maintain Workdays and Manual
Attendance functions which are labour intensive tasks and the converse is also true as shown in below
matrix report, indicated by X

Ll Er—
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Department/Division

Recommended to use Roster Module

General Registry & Paramedical Health Unit

- Accident & Emergency Department
- Casualty Medical Unit

- Surgical Unit

- Gynaecology & Obstetrics Unit
- Paediatric Unit

- Anaesthesiology Unit

- Cardiac Unit

Nerthern, Southern, Eastern, Western,
Central & Metropolitan (South & North)
Divisions

Emergency Response Service

Airport Police

National Coast Guard

Passport & Immigratian Office (Airport,
Harbour and Office)

Special Support Unit
SMF

Vehicle Technical Unit (Towing)

Can use Roster Module subject to conditions

Nursing (Male & Female)

Comunication Branch
Traffic Branch (rider and tratfic)

Medical Unit

Roster scenario to use Roster Module Assign
Employee to
Employee Roster

Generate
Roster/Change Roster

Mazintain  Manual

Process/Appr

Details Template Roster Group Workdays Workdays Atendance ove Overtime

% tesms of y members over z week cycle (Repeatable Pattern & Fix Team)
x teams of y members over z week cycle. But Not all team members work together all the

time, i.e Night & Day-Night shift. Hence Manual Update of Workdays Generated is Required.

x teams of y members over z week cycle. Changing team members periodwise (w weeks), X
Hence Re-Assigning team members before Generating Workdays

x teams of y members over z week cycle. Manual Update of Workdays for Bank is Required

x teams of y member & xI teams of yI members over z week cycle

x teams of y member & x1 teams of y1 members over z week cycle. Manual Update of

Workdays Generated is Required to complete y+1/y1+1 staff per shift and for Public Holiday.

x week cycle roster for each of y members (Single Member Team) x

x teams of y members over z week cycle. But with Regular rotation of members between Shift X X
and Normal working hours

y members on altering shift

5 day Roster at Station (team A - 1st shift, 2nd shift, 3rd shift, Misc, Off)
Day Shift on 6 day Roster (D, D, D, M, D, D)

Same as Station from Division

Same as Station frem Division

Week End off watch and NCG Post - 4,5,6 day Roster Shift by officer grade

Airpart - 7 day Roster Shift (team A - 1st shift, 2nd shift, 3rd shift,1st shift, 2nd shift, 3rd shift,

1st shift, OFf)

PIO HQ - 5 day Normal Hours and week end at airport, 1 shift per team

Harbour - 2 officers on altering shift"

6 day Roster Shift

24 hrs guard/training - 3 week Roster Shift with 2 weeks of 24 hrs shift and 1 week of X
training. Team composition is 75% consistent

Not Recommended to use Roster Module

Health Record Department

Catering Unit
Telephone Exchange

ADSU
Helicopter Squadron

Environment

Transport Guard Room
National Security Service
VIPSU

Prosecution Office

Dog Handler Unit

Police Band

cao
IT Unit

Naticonal Coast Guard

233

Attendance

2 officers team roster with night shift
Eventually
Currently there is a nearly pattern Cycle by Individual. Given that the number of staff
required per shift is quite large across Sections, team cencept is very much applicable
Officers are assigned duty by section/skill with currently ne fixed team compaosition
x teams of y members over z week cycle. But with too much last minute changefrequest for
gdditional officers
x teams of y members over z week cycle. But team composition is not same within week
Officers are assigned duty by section/skill with no fixed team composition
Same as Station from Division, but with too much Iast minute change/request for additional
officers
Medical officer requires 3 single member team as team composition is not same within
week and also taking staff leave into consideration
Mo Cycle, No regular pattern & Individual roster X
Roster is not repeatable for any week cycle
Very long repeating Roster Shift week cycle due to rotation of staff resulting in no fix team
single Field officer per zone working 24/7
Officer changes team quite regularly or within the week
No Cycle and No Fixed team - Staff rotation
Each staff has different non-repeating roster
& day Normal Hours with 2 officers daily 24 hrs shift has no regular pattern (rotated every 17
days depending on availability of officers)
& day Normal Hours with single officer daily Night shift has no regular pattern (rotated
among officers)
8 week roster cycle but No Fixed (8) team plus additional staff from CHC
11 (one per site) is rotated among 14 employees, giving a cycle of 11 weeks
Week days - rotated among 7 employees and Sundays - select from Dispensing Counter
Stand by Team - roster planning is not possible due to staff skill/equipement compatibility
requirement, except for Night Duty enly
Day off every 2 weeks is different for each team member. GRO 24 hrs shift is rotated among
&ll team members
Each staff has different non-repeating roster and also taking staff leave into consideration X
Roster Shift is repeating but team composition is not fix. Also taking staff leave into
consideration
Day off every 2 weeks is different for each team member. GRO 24 hrs shift is rotated among
all team members
Stand by Team - roster planning is not possible due to staff skill/eguipement compatibility
requirement, except for Night Duty enly
Roster is not repeatable for any week cycle
Officer changes team within the week
All Field officers working 24/7
Officer changes team quite regularly
Mormal Working Hours, although Prisoner Escort starts earlier
Mo regular pattern and officer changing team quite regularly
6 day Normal Hours with 2 officers daily 24 hrs shift has no regular pattern (rotated every 17
days depending on availability of officers)
Mo regular pattern, except for 2 typists who interchange normal/flexitime on a daily basis
& day Normal Hours with single officer daily Night shift has no regular pattern (rotated
among officers)
Long Mission Vessel Patrol - No Roster
Usage F Most - X ‘
sage Frequency | -

Attendance process consists of the following activities:

e Loading of Electronic Attendance Data (scheduled automated process).

e  Produce Daily Attendance List - to verify Time-In on:

e time of attendance

® % ox o=

Currently
X

e abnormal absences due to (Unauthorised/Urgent Leaves, Missing ETR entries, Employee

forgets to clock-in)

-
s
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e Duplicate/Wrong Enrolment No. replacing Biometric/Access Card No.

o Working during Authorised Leaves

o Work Site(s) other than employee Posting

and to investigate the cause for any eventual manual update of Attendance and/or Enrolment
No. replacing Biometric/Access Card No. in employee details or ETR as appropriate.

Daily verification of anomalies in the day before Attendance against Leave/Time-Off
Authorisation (Leave Form or HRMIS), missed clock-out and condition time-off for manual
update of attendance (before Calculation of Excess/Short Working Hours/Approval).
Calculate Excess/Short Working Hours. This activity can be done on one or All Employee(s) for
a Period (Weekly Monday — Sunday) and ministry/department any no. of times for Attendance
not yet Approved on a daily or weekly frequency. Any Attendance with anomalies will be
reported in Attendance Exception List.

Approve or Reject Attendance with Excess or Short Working Hours as per PRB by
Responsible/Supervising Officer for each employee having completed the required weekly no.
of hours (Monday — Sunday) on a daily or weekly frequency (before Populate Attendance
Banktime Transactions).

Banktime

Banktime process consists of the following activities:

235

Populate Attendance Banktime Transactions. This activity can be done on one or All
Employee(s) for a Period (Weekly Monday — Sunday) and Posting (ministry/department) once
for Approved Attendance on a daily or weekly frequency.

Close Attendance Banktime Balance. This activity will be done on All Employee(s) for a Period
(Weekly Monday — Sunday or Monthly) and ministry/department once if all Attendances have
been approved and populated in Attendance Banktime Transactions, depending on Earning
and Lapse period.

Overtime

Overtime process consists of the following activities:

Input Overtime Authorisation for calculation of overtime for specific period.

Process Overtime based on Overtime Authorisation, Attendance data, Roster Workdays
planning and Working Hours Schedule for All Employee(s) for a Period (Weekly Monday —
Sunday) and ministry/department once for valid Attendance on a single or multiple week(s)
frequency.

Approve Overtime Transactions for each employee on a single or multiple week(s) frequency.
Generate Approved Overtime based on Attendance data and authorized overtime/roster
workdays planning and then HR to push to HRMIS once on a single or multiple week(s)
frequency. Unauthorized excess working hours will also be calculated but will not be
automatically approved. For Normal/Staggered category workers, excess working hours will
be calculated on a daily basis whereas those of Shift/roster will be calculated on a weekly basis
as daily working hours may not be known/fixed.

In-Attendance, Extra-Time, Additional Time, On-Call, Bank/Extra Hours, Confinement, Stand-
By, Sessional working arrangement and many other extra duty/extra hours allowances are not
considered as Overtime. Hence these will be calculated manually and Input as Adhoc Time

Ll Er—
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Attendance via the function Input Adhoc Time Attendance. Unless HRMIS can calculate the
amount payable, these entries will be for recording purpose and can be used by Management,
HR and Finance departments to monitor, cross-check and verify amount payable.

2.4 Getting Started
> Select a web browser

The EAS system, being web-based, will be accessed through the following (or latest) web-browser:

e Mozilla Firefox 35

e Google Chrome 40

e Apple Safari 7

e  Microsoft Internet Explorer 9

The user can type in the following URL:

http://eas.govmu.org:8080/apex or http://192.168.14.31:8080/apex/f?p=200

on their web browser to directly access the login screen. Eventually when the HRMIS system reached
its full functionalities, user can access the EAS system (hosted at GOC) from within the HRMIS system
(SS0).

» Login

L. . . . User will be prompted to enter a username
Mlmstry of Civil Service Affairs and password to access the EAS system, be it

e R _?." Ref directly or via the HRMIS system. Each user
LR A e LD will be provided with a login and password to

access the EAS system.

Electronic Attendance System

I8

rQ-, Snter username

Qﬁ Enter password

-
rl ] LI
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On logging into the EAS system, the menu will be

displayed as follows.

Electronic Attendance System

Home

o
=
*
[
m
&
a
=
=
=

Reference

Enrolment

Roster/Shift Module

Attendance

Attendance Bank Time

Overtime

Administration

Reports

Archive

Legacy ARMS

-
al
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3. Reference Module
Before you start to use the Reference Module, you need to ensure that the required setup has been

correctly performed. This chapter will go through all required setup that need to be undertaken before
users start using the system. Reference data is captured in the initial stages of the system lifecycle.
Once the setup is completed, designated users should continually review and update reference data,
so that it reflects the organization’s needs.

- Loginto the EAS Application.

- Click on the Reference list button to access the menu and functions for this application.

To open any form under the Reference system, click on a button.

£ Reference

Reference Type Code
Posting Combinations
Overtime Periods

Time-Off Condition
Working Hours Schedule
Working Sessions Schedule
Working Hrs Arrangement
Training

Attendance Book Setup

The Reference module consists of:

o Reference Type Code

e Posting Combinations

e QOvertime periods

e Time-off Condition

e Working Hours Schedule

e Working Sessions Schedule

e Working Hours Arrangement
e Training

e Attendance Book Setup

n-n. “HUN!&A'\'NNH
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3.1 Reference Type Code

This function will cater for reference codes for the following reference types. The LOVs used in the

system will be retrieved from the values maintained via this function, subject to validity period (Start —

End Dates).

e Employee Grade

e Employee Category
e Employee Reason
e Employee Region

e Ministry

e Department
e Division

e Section

e Unit

e Roster Type
e Shift Type

e Period

e Attendance Transaction Type

e Attendance Approval Status

e Attendance Process Status

e BankTime Approval Status

e BankTime Process Status

e BankTime Transaction Process Status
e Qvertime Transaction Type

e Qvertime Transaction Approval Status
e Qvertime Transaction Approval By

e QOvertime Transaction Process Status
e Qvertime, Time-off, Ad-hoc Type

e Overtime/Time-Off Request Type

e User Status

e Training Type

e Attendance Book

e Clocker Status

Lo | —
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Reference Type 5|
BKT_APPROVAL STATUS
BKT_PROCESS_STATUS
EKT_TRANS_PROC_STAT
DEPT
(14
EMP_REASON
E_CATEGORY
E_GRADE
LV_TYPE
MIN

OVT_APPROWVAL STATUS

Description
ATTENDANCE TRANSACTION TYPE
BANKTIME APPROVAL STATUS
BANKTIME PROCESS STATUS
BANKTIME TRANSACTION PROCESS STATUS
DEPARTMENT
DIVISION
EMPLOYEE REASON
EMPLOYEE CATEGORY
EMPLOYEE GRADE
LEAVE TYPE
MINISTRY

OVERTIME APPROVAL STATUS

All the reference codes will be unique w.r.t. Reference Type. For each reference code, we shall

maintain the code and its description. To insert new Codes and Descriptions,for instance, Type

‘ATT_TRANS_TYPE’, click on the reference type as shown above. On clicking, system will prompt the

screen, as shown below, whereby new Codes and Descriptions can be inserted.

Type  ATT_TRAWE TYPE Descrption | ATTENDANCE TRANSACTION TYPE

& Cade T Dieteription
i AF 5L AFTERNQON HALF SICK LEAVE

AHCL AFTERNOON MALF CASUAL LEAVE
i ARALEAVE AFTERNQOMN HALF ANNUAL LEAVE

ALEAVE ANNUALTARIAL LEAVE

Siart Diate Enad Diaie Flag Dhate
15-55P-17 B o
15-8817 & =
NG [ m o
01-MAN-17 & Bl 9

Add Row

e C(Click on the Save Button to save the Codes and Descriptions.

e To add another Code and Description, click on the Add Row Button.
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e |f User wants to delete a Code and Description, click on the Delete Checkbox and click Delete
Button to apply the changes. A pop-up screen with Delete Confirmation message will be
displayed. On clicking ‘OK’, the Code and Description will disappear

e C(Click on the < or > buttons to navigate between records to be modified.

3.2 Posting Combinations
This function will be used to query up to 5 hierarchical levels of business unit for employee posting

purpose depending on setup from HRMIS, hence no update will be allowed. The information recorded

for each combination:

e PCID

e Ministry

e Department
e Division

e Section

e Unit

e Description

Posting Combination

D Ministry =_" Department Division Section Unit Description Active Flag Date Active Start Date End Date

B | = ~ -~ ~ ~ ~ MINISTRY OF SOCL = 03112017 [E]
] 122 ~ ~ ~ ~ ~ MINISTRY OF OCE# &= 031172017 [
] 133 ~ A -~ ~ A~ MINISTRY OF ENVII = 03112017 [E]
B | |1z ~ ~ ~ ~ ~ MINISTRY OF CIVIL =] 0312007 [E]
] 126 ~ ~ ~ ~ ~ ELECTORAL COMM = 312017 =
] 127 ~ ~ ~ ~ ~ PUBLIC BODIES AP ] 0312017 B
[ 128 ~ ~ ~ ~ ~ MATIONAL ASSEMB =] 0312007 [E
B | [ ~ -~ -~ ~ ~ NATIONAL AUDIT € =] 0312007 [E]
Bl | [s05 ~ ~ ~ ~ ~ MINISTRY OF LABC B | |eaenr B
] 507 ~ A~ A ~ ~ OFFICE OF THE VIC = 03112007 [E]

4 Previous row(s) 21 - 30 of more than 500

7
5
v

3.3 Overtime Periods
This function will be used to keep overtime periods on a Weekly (Monday to Sunday, although actual

overtime period can be between any dates and roster template can start any day) basis within a payroll
period to be used when calculating and populating overtime and time-off transactions. This will ensure
that processing of overtime for all employees across all ministries, is done for the same payroll period.
Once a year, just before start of calendar year, an Admin user will need to generate the overtime

periods for the coming calendar year.

Lo | —
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Generate Overtime Period

Maintain Overtime Period

Overtime Period -—:T Week No Start Date End Date Verify Date Verified User Verified
201701 1 02/01/2017 04/01/2017 Cd 06-JUL-17 MINL

201701 2 09/01/2017 15/01/2017 L 0E-JUL-17 EAS

201701 3 16/01/2017 22/01/2017 L 06-JUL-17 EAS

201701 4 23/01/2017 29/01/2017 CJ 06-JUL-17 EAS

201701 5 30/01/2017 05/02/2017 Ld DE-JUL-17 MINL

201702 6 06/02/2017 12/02/2017 L4 06-JUL-17 MINL

The Generate button will populate the overtime period (i.e. the 52/53 weeks together with its

start and end date) for the year based on International Standard I1SO 8601, where Monday is
the first day of the week and with Sunday as the seventh and final day. Hence the weeks of
the calendar year are numbered from week 1 to week 52 or 53, depending on several varying
factors. Most years have 52 weeks, but if the year starts on a Thursday or is a leap year that
starts on a Wednesday, that particular year will have 53 numbered weeks. If Overtime periods
already generated for a year, a pop-up message will be displayed.

User need to verify each record that have been generated by checking the verify flag as there
are periods that can have 5 weeks.

The Search button is used for query purpose based on year parameter (one Year at a time).
To save any changes done manually, click on ‘Apply changes’.

3.4 Time-off Condition

This function will be used to maintain condition time-off common to all ministries to be used for

Manual Attendance so that short working hours can be compensated (without deduction from Leave

Bank or Banktime) when calculating working hours. For instance, if heavy rainfall occurs in a morning,

a late time-in is allowed for that day. This is not to be used for Leave or time-off that are deductible

from Leave Bank or Banktime.

Maintain Condition
[ oue | oy |

Code ] Description Earty Thene Ouwt Late Time In Thmse OHf s

ool CYCLONE 1000 0230

coa3 HEAVY RAIMEALL 10:00 0230 |

CO03 MEAROE ROAD ACCIDENTS 12400 0330

cood UNSLIAL TRAFFIC MM 10:00 0230

CO05 MCERING FELIGIOUS PERMISSION 045 Lind5 0200

Add Row

-
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The information recorded are:

e Condition code
e Description
e Early Time out
e lateTimeln
e Time Off Hours

e Click on the Save Button to save the Codes and Descriptions,Early Time in/Late Time out, Time
off hours.

e To add another record, click on the Add Row Button.

e If User wants to delete a Code and Description, click on the Delete Checkbox and click Delete
Button to apply the changes. A pop-up screen with Delete Confirmation message will be
displayed. On clicking ‘OK’, the Code will be deleted.

3.5 Working Hours Schedule

This function will be used to maintain working hour schedule (business rules) common to all ministries
for calculation of lateness/accumulated excess hours, overtime or time-off for Normal, Roster, Shift,
Staggered and Flexitime working hour arrangement. Each working hour schedule will be given a
unique code. Each department can setup its own schedule as required or used one (e.g
Common/Flexitime) that already exists. The schedule will specify the daily/weekly number of working
hours and minimum number of overtime per week (Monday - Sunday), the daily normal ‘time-in’ and
‘time-out’, Lunch/Meal Start-End Time (absolute time for Normal employee category and relative time
to working start time for other categories, which are required for overtime hours calculation) and
compensation for lateness/accumulated excess hours allowed for the employee falling under a
specific working hour schedule code, applicable for Normal employee category only as per example
below:

Waorking Hour Schedule

Q~ Go Actions >
Weekday
Weekly Daily Weekly Weekday Saturday Saturday Core Weekday Early Late
Employee Working Working Working Start Weekday Start End Start Core End Arrival Arrival
Schedule Code Description Category Days Hours Hours Time End Time Time Time Time Time Limit Limit
X
l:l FLEXITIMES:00 SEEICER AL M 5 06:45 3345 08:00 15:15 - - 09:45 15:15 00:00 00:15
X
FLEXITIMES:45 g:;ICER A M 5 06:45 33:45 05:45 16:00 - - 09:45 15:15 00:15 00:30
X
FLEXITIMES:00 SSSICER Al M 5 06:45 33:45 09:00 16:15 - - 09:45 15:15 00:00 00:15
X
FLEXITIMES:45 S:;ICER I M 5 06:45 33:45 09:45 17:00 - - 09:45 1515 00:00 00:00
NORMALCOMMONS ?ORMAL'COMMON M 5 06:45 33:45 05:45 16:00 - - 09:15 15:45 0:15 0:30
] I
1-5

Lo | —
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e Click on the Create button to create a new record.
e To edit a record click on the pencil.

Maintain Working Hours Schedule

Schedule Code* | FLEXITIMES:45 Description* | OFFICER FLEXITIME 8:45 Category | NORMAL A

Weekly Working Days |5 $ Daily Working Hours | 06:45 Weekly Working Hours | 33:45

d 45 0 d Tim: 16:0X Saturday Start Time

End Ti 09:45 5

:15 00:3! 0:00

Depart n 5 Start Time  |12:0¢ ch End 0

ch Hou 3 Start 19:0¢ al End T 9:30

Ho 3 Hr Include: Exciuded mum Overtim 0:00

Ma: O Ti m 00:3 O

Apprv Required for compensation @

Vaiid f Valid To Date =]
6

e Click on the Save Button to save the record

e If User wants to delete a Code and Description, click on the Delete Checkbox and click Delete
Button to apply the changes. A pop-up screen with Delete Confirmation message will be
displayed. On clicking ‘OK’, the Code and Description will disappear

e Click on the < or > buttons to navigate between records to be modified.

e An example, Working Hours Schedule Code 1 - Normal/Common5

e Description

e Employee Category (Normal, Flexitime, Shift, Roster, Staggered)
e  Weekly working Days: 5

o Daily Normal/Standard working hours: 06:45 hrs

e  Weekly Normal/Standard working hours: 33:45 hrs

e Lunch Start Time: 12:00 p.m

e Lunch End Time: 12:30 p.m

e Lunch Hour: 00:30 hr

e Meal Start Time: 19:00 p.m

e Meal End Time: 19:30 p.m

e Meal Hour: 00:30 hr

e Working Hours Lunch/Meal Inclusive Flag: Default N (Y for Civil Aviation)
e  Minimum Weekly Overtime working hours (Eligibility): 40:00 hrs
e  Maximum Weekly Overtime working hours:

e QOvertime/Time-Off in lieu (Eligibility): OVT, TOF, EAH

o Weekday Start Time: 08.45 a.m

e Weekday End Time: 16:00 p.m

Lo | —
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e Saturday Start Time:

e Saturday End Time:

e Weekday Core Start Time: 9:15 a.m

e Weekday Core End Time: 15:45 p.m

e Early Arrival Limit (Time as from which early arrival is to be computed 8:30 a.m): 0:15 hr

e Late Arrival Limit (Time to which late arrival is to be computed 9:15 a.m): 0:30 hr

e Early Departure Limit (Time as from which early departure is to be computed 15:45
p.m): 0:15 hr

e Late Departure Limit (Time to which late Departure is to be computed 16:30 p.m): 0:30
hr

e Approval Required for Compensation & Bank: Y

e Earning Period (for excess attendance hours): Weekly

e lapse Period (for excess attendance hours): Weekly, Yearly

e Validity Period (from — to dates):

There is no lunch hour for Saturday, except when working overtime.

For Shift, Roster or Staggered working arrangement with flexible working arrangement for a
24-hour coverage, or per a structured pattern of work, working hours and lunch/meal time (if
applicable) will also be required to define under Maintain Working Hours Arrangement and
Roster/Shift Module, since workers under same Working Hours Schedule will have different
working hours on a rotation basis. Therefore, above working hours will be blank and
lunch/meal Time-Information will be relative to shift working start time.

Likewise, for Staggered workers who work normal hours daily with no regular rotation but are
called upon to work, on a regular basis, at irregular hours including Saturdays and Sundays,
their Working Hours Schedule Code can and only be defined above. Compensation for
lateness/accumulated excess hours is not allowed. The irregular hours will be considered as
overtime/time-off, subject to conditions and approval.

3.6 Working Sessions Schedule

This function will be used to maintain working sessions schedule common to all ministries for Sessional

employees of Ministries (Youth & Sport and Education) to validate and calculate no. of sessions against

attendance for the pay period.

Lo | —
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Maintain Working Sesson Schedule

Code Description Servaion Hr Serviioa HIR: S VL Sk Serukon Seruuson Seruaion Seuion Valid From Dabe Wald To Date

e To add another session, click on the Add Row Button.

e Click on Apply Changes button to save data.

e |f User wants to delete a record, click on the Delete Checkbox and click Delete Button.
e Screen details are:

e Working Sessions Schedule Code: SCHO1
e Description: Animators (Youth & Sports)
e  Minimum Session Hour: 01:30

e Maximum Session Hour: 03:00

e  Minimum Weekly Session: 0

e Maximum Weekly Session: 9 -> (40 * 12)/52
e  Minimum Weekly Weekday Session

e  Maximum Weekly Weekday Session

e  Minimum Weekly PH/Sun Session

e Maximum Weekly PH/Sun Session

e Remarks: Max 40 Sessions per Month

e As the working sessions schedule is recorded on a Monday — Sunday weekly basis, no. of
Session specified monthly will be converted to Weekly using (X x 12)/52, prior to user entry
into the system. Likewise, Daily basis will be converted to Weekly using (X x weekly working
days).

3.7 Working Hours Arrangement
This function will be used to maintain working hour arrangement codes for shift roster over a/multiple

week(s) cycle with regular rotation of workers for setting roster template.

-
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Weekday Lunch Start Time

AMYDY

AMYDY

AMNYDY

AMYDY

WIKSDY

WHKSDY

e To add another PC Id(Posting), click on the Add Row Button.

Lunch End Time Lunch Hrs

0L:00

02:00

01:00

02:00

01:00

01:00

e C(Click on Apply Changes button to save data.

(e [ e [ oo

Work Start Time

0800

16:00

07:30

18:00

0500

16:00

Work End Time

16:00

08:00

18:00

0730

16:00

2200

Add Row

e |f User wants to delete a record, click on the Delete Checkbox and click Delete Button.

e [f user wants to active a record, the ‘Active flag’ need to be checked.

e Screen details are:

o WeekDay (AnyDy, Wk5Dy, Wk6Dy, NWkDy, SatDy)

e Lunch/Meal Start Time
e Lunch/Meal End Time
e Lunch/Meal Hour

e Work Start Time

o  Work End Time

e The Lunch/Meal information is required to check eligibility and to offset against total hours

spent at work for calculation of overtime/time-off like Common working hours arrangement.

3.8 Training

This function will be used to Input Employee Training details which is used to update attendance. This

will allow Attendance Module to generate the employee attendance during the training and will be

treated as normal working hours. No excess/short/extra hours or overtime will be computed. Absence

during training will be treated as non-working and the attendance need to be manually updated

accordingly.
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= e ———
Training Type Training Name Training Description Site Start Date End Date Cancel Flag Date Cancelled Cancel Reason Remarks

CONF ‘CONFERENCE QUALITY MANAGEMENT facie) 01/07/2017 06/07/2017

4 WOR WORKSHOP EAS 06/07/2017

s, DEV DEVELOPMENT CARDIOLOGY MIH 06/07/2017 12/07/2017

s, oT1 ‘OM THE JOB HRMIS aso 01/07/2017 05/07/2017

s, SEM1 SEMINAR LEADERSHIP FOOK HOUSE 03/07/2017 05/07/2017

’ oT ‘ON THE JOB CUSTOMER CARE FOOKS HOUSE 03/07/2017 06/07/2017

s, H IN-HOUSE TESTL TEST1 01/07/2017

s, DIP DIPLOMA HUMAN RESOURCE MAMAGEMEMT uom 06/07/2017 06/07/2018

_’. OVSEA ‘OVERSEASS#XZFABROAD PUBLIC HEALTH CHIMNA 01/05/2017 19/05/2017

s SEM SEMINAR MANAGEMENT FOOK HOUSE 01/07/2017 04/07/2017

s WORL WORKSHOP ARMS PORT LOUIS 06/07/2017 31/07/2017

s, CON CONFERENCE RADIOLOGY MIH 06/07/2017 10/07/2017

e Click on the Create button to create a new record.

e To edit a record click on the pencil.

Training Type | CON ~

Training Site | MIH

Cancel ¥

Training Name | CONFERENCE

Training | RADIOLOGY

Description

Resson | POSTPONED

Remarks ‘NDT ENOUGH PARTICIPANTS

110f12

StartDate | D6/07/2017

Enc Date | 10/07/2017

Date |05/07/2017

(=] Emp Id

Start Date

End Date

Start Time

End Time Cancel Flag

The information recorded are:

Date Cancelled Cancel Reason 1o datz Tounc.

e Training Type (To be fetched from reference type ‘TRAINING’)

e Training Name

e Training site

e Training Description

e Start & End Date

e Cancel: checkbox, reason and date

e Remarks
e To add employees attending a particular training, click on the Add Row Button.
e The information recorded are:

=  Employee ID

LEaL
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= Start Date

= End Date
=  Start time
=  EndTime

= Cancel Flag
=  Date Cancelled
= Cancel Reason

e Click on save button to save data.

e |f User wants to delete a record, click on the Delete Checkbox and click Delete Button.
o If employee fail to attend a training, the ‘Cancel flag’ need to be checked.

e C(Click on the < or > buttons to navigate between training.

3.9 Attendance Book Setup
This function is used to define attendance book which will allow user to filter staff attendances when

querying or updating attendance in ‘Manual Attendance’ function, provided that prior setup is done
in ‘EAS Employee’ details function. This feature is particularly useful for hospital wards where there is
attendance book by ward. Other departments with individual attendance book can also use this

feature.

Reference Type

Reference Code

Code Description Start Date End Date Deleted Flag ~ Deleted Date

e Click on Fetch record (displayed on the lower left corner of the ‘Reference Type’ region).

e To add a new attendance book code, click on add row button. The attendance book code
should be Unique across all ministries/departments/divisions/sections/units and is limited to
15 characters. Therefore use meaningful and distinct abbreviation with complete coverage
(segment) to differentiate with other sister departments. E.g Hospital-Section-Unit by using 3
segments.

e Click on save button to save the data.

Lo | —
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4. Enrolment Module
This system(EAS) will require its own subset employee details as opposed to fetching from HRMIS for
2 reasons:

e Missing or Incompatible data (content, format, structure and flexibility) for present and future

needs
e Performance & Availability

The employee details will be fetched from HRMIS and will be also maintained in the EAS. Data that
will be fetched from the HRMIS are:

e National ID Number

e Employee ID and Code
e Enrolment No.

e Surname

e First name

e Gender

e Date of Birth
e Address

e Grade

e Date Joined Service

e Date Left

e  Physical Disability (Y/N)

e Posting worksite Combination ID
o Ministry (Currently Available)
o Department

o Division
o Section
o Unit

e Pay Site (Ministry, Department, Division, Section and Unit)
- Click on the Enrolment list button to access the menu and functions for this application.

& Enrolment

Employee Details

4.1 Employee details
Each employee can only be in one Category, Schedule and Work Site at any one time and they are

mandatory for the transformation process of Clocker data to Attendance data.
During the Enrolment process, the new employee will be allocated an enrolment no. (previously
known as Biometric / Access Card No.) and same is used in the ETR to produce the attendance data,

irrespective of posting, worksite and eventually transfer. Hence Clocker and Employee data will be

-
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linked by Enrolment No. which will no longer change on every transfer. Employee ID is the best to use,
as it is available in both HRMIS and EAS — but for data migration purpose from HRMIS to ARMS-EAS,
NID will be the linkage. The linkage to Overtime and Bank time will be employee id (sequence no.) and
NID.

Even if an employee works in different sites but under the same Posting Worksite, (since in Employee
Details only one Posting Worksite is recorded per employee), down the line in HRMIS, working hours
and Overtime hours will be paid by same Paysite and Attendance/Leaves management will be on
Employee irrespective of posting worksite.

Clocker Data contain ETR ID which can be used to determine the site. The transformation process of
Clocker data to Attendance data will summaries each employee clocker entries from first time-in of
the day to the last time-out of the same/next day. Only the default worksite will be recorded. The
working hours will be computed irrespective of worksite subject to no missing clocker data. For any
reason, user can query Clocker Data.

Multiple sites are supported in Roster Schedule Template and Roster Workdays.

Employee Roster Group History will be automatically audited and will be viewable.

List of HRMIS Employees

Q v Go Actions ¥
Emp Enroiment Date of Date Date
n NID Na Surname First Name Gender Birtn Addrass Worksits Jained Left
13690 AD412741400141 39754 COCLEN MAYAVADEE F 04/12/1974 BOULET ROUGE, CENTRAL FLACQ 3/04/2004
4054 AOSOSSAILIMEBC 39622 SOONDRON KALAYANUM F OS/DS/186e oo PN LATHAN KDENIG STREET. D 51271986
12487 AL0TB04621574 35710 NAIKOO SARADA F 13/07/1580 i;lc;\é:; SRR 15/04/2002
92336 Al1504332802164 39953 ALLGOC DWLESHSINGH M 16/04/1993 ROYAL RACD 1/03, 7
w7 MlsueTIEOIES?  38TR2 AGILESWARAN SOWPARNIKA F 187101852 Branch Rosd, New Grove /07,2014
A2 35715 HUNG WAT WING F ¢ Arsenal Street. Pon-Louis 0oL/071!
3264 AZ105612803534 39621 CHEUNG HI YUEN F Z1/05/196! b g shen b 0L/0:
» AZOIS4N0084 3873 DARSHINY F 237031554 /772004
A2401562804614 53848 BAICHOO LATAMANTEE F 24/01/1956 0/07/1
& A 3F 3962 RUDRAMBA DEVT F 31031957 el e b FulcE A0 1271271975
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HRMIS Employee

82049 Morksite | MINISTRY OF AGRO-INDUSTRY AND FOOD SECURITY

EAS Employee

et =

o The employee details that are maintained in the HRMIS, crucial for the good functioning of
EAS are:
e Employee ID, Code, NID
e Full Name
e Date of Birth, Date Joined, Gender
e Enrolment No. (previously known as Biometric / Access Card No.)
e  Worksite (also known as Present Posting)
e Date Left (no more on payroll)

e The employee details that are maintained in the EAS are:

e Employee Category (Normal, Flexitime, Shift, Roster, Staggered, Sessional)
e Employee Schedule

e Attendance Book

e Region (North Bound, South Bound, P-Louis)

e Processing Officer

e Flag whether registered on ETR (Y/N)

e Flag whether eligible for Overtime (Y/N)

e Flag whether eligible for Time-Off(Y/N)

e Flag whether eligible for BankTime(Y/N)

Lo | —
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5. Roster/Shift Module

HRMIS does not cater for roster, shift and staggered working hours arrangement over a/multiple
week(s) cycle with regular rotation of workers. Hence, a Roster/Shift module has been developed and
implemented in the EAS to cater for those employees who work on a roster/shift basis. A Shift
Schedule is defined as a slow rotating shift pattern that uses groups of workers to rotate through set
periods of time throughout the day & night to provide 24/7 coverage. As an example, each of the 4
teams rotates through the following sequence of three 8-hr shifts every 28 days: 1 day shift, 1 swing
shift, 1 night shift, 1 day off. Each Ministry/Department/Division/Section/Unit will create and generate
their own roster/shift since they have their own specificities. The Hospital Staff will have a roster which
may be different to the Police Department or the Fire Services. Overtime/time-off hours for roster,

shift and staggered employees will be generated based on the roster to which they pertain.

Click on the roster/to access the menu and functions for this application.

¥ Roster/Shift Module

Roster Template

Assign Employee to Roster

The Shift/Roster module consists of the following functions:

e Roster Template

e Assign Employee to Roster
e Generate Roster Workdays
e Query Roster Workdays

e Change Roster Workdays

e Change Roster Group

e Maintain workdays

n-!. %HUNI&A'\'I@NH
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5.1 Roster Template

This function will be used to maintain the required roster group parameters, called a roster template
over a/multiple week(s) cycle in order to generate Roster Workdays. This provides a flexible means to
change worker roster group and then generate roster workdays for planned roster, shift and staggered
working hours’ arrangement over a/multiple week(s) cycle with regular rotation (for period longer
than the cycle) of workers. Therefore, it is recommended for rosters with a/multiple week(s) cycle (<=
6 weeks) with a fix team/sub-team members, rather than for monthly/yearly/adhoc/unplanned
events requiring additional working shifts/workers or roster with variable/under-staff team members
and tasks or long rotation cycle (> 6 weeks) or no cycle or single person team with > 20 staff. Prior to
setup of a roster template by planner, a pattern of shifts over one or more weeks by different teams
which can be recycled, i.e 15t and 5" week schedules are exactly the same, must be planned as shown
below - 4 Week Cycle, 4 Fix teams, 2 shifts per day. At the stage of planning, only no. of teams and
shifts required are taken into consideration. The no. of staffs per team is only considered if the no. of
staffs required varies with shift e.g night shift requires less staff because of less work load. The staff
ratio among different shift will determine size of team and no. of teams required, which may not be

exactly the same.

User Roster Template

Sun Mon  Tues Wed Thurs  Fri Sat Shift
Weekl A c D B A C D Day Shift (BHrs)
B A C D B A C 8:00 AM-4:00 PM
Week2 B A C D B A C Night Shift (8Hrs)
D B A C D B A 4:00 PM-3:00 AM
Week3 D B Jit C D B A
C D B A C D B
Weekd C D B A C D B
A C D B A C D
System Roster Template
- Weekl Week2 Week3 Weekd S
sulmdTulwiTh|Fri{salsulMdTulwiTh|Eri|salsulmdTu[wiTh|Frilsa{sulmdTulwiTh]Frisa
A ::ED";TI\I-::-:DD PM
Night Shift
£ 4:00 PM-5:00 AM
C Rest Day
D

A roster template consists of:

e Aheader—unique roster code/description for a posting worksite for Shift, Roster or Staggered
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working hours arrangement for a limited/unlimited period over a predefined no. of weeks
(repeated cycle). The start date should always fall on a Sunday although the roster workdays
can be generated to start on any day, eg. 1°* of each month or Monday or Tuesday, etc.

e Oneor more (> 1 week cycle or multiple Site Unit) detail — for each week no., roster team and
day of the week, the shift type and time of working hours must be entered, as shown below:
e Week No (1,2,3,4,5,6,...)

e Team (A,B,CD,...)

e Dayl-7 Shift Site Unit

e Dayl-7 Shift Type (e.g RestDay/NormalShift/Overtime/In-Attendance/On-Call/Stand-By)

e Dayl-7 Shift Start Time (Time-In) - End Time (Time-Out)

e Dayl-7 Shift Lapse Day (indicator for > 24 hrs single working day/shift)

e Dayl-7 Shift Lunch/Meal Hour

e Dayl-7 Shift Working Hours Discrepancy (Default 00:00) (+01:00 for Government
Printing Dept)

e Dayl-7 Shift Remarks (reporting purpose — Roster report:Ordering of Shift time slots
column, Monthly Roster report:Labelling)

The way to fill in roster template is from Day1 - Sunday .. Day7 — Saturday, where any day(s) after last
week Saturday must be carried back to any first week Sunday, Monday, etc. still blank. The Start Time
(Time-In) - End Time (Time-Out) are selectable from the Working Hours Arrangement Code already
defined and interval Start-End time should not overlap for same Week No., roster team and day of the
week. If the Week Cycle is 4 then there will be roster for 4 Week No. 1,2,3 and 4 with different work
hours arrangement for each of 7 days in the 4 weeks. Even though roster workdays can be generated
from any day - Monday to Sunday, the calculation for Overtime or Banktime (if applicable) will be done

on a Monday to Sunday week.

The +1:00 for Government Printing Department is to compensate for Short working hours of
attendance due to Early Departure, i.e leaving at 22:15 hrs instead of working up to 23:15 hrs as
defined in End Time (Time-Out). For overtime eligibility and calculation, staff have to complete
average weekly working hours, excluding normal lunch/meal hours, and the excess hours put beyond

weekly working hours as per actual attendance.

To create a template header, click on the Create button whereas to update a template header and to
eventually create a template detail, click on the Edit pencil.
Once the template header has been setup and saved, click on the Create Roster Detail button to create

a template detail or the Edit pencil to update same.

Lo | —
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Roster Code* | FIRERG Description }FLREHGHTEEROSTER | Roster Type* | SHIFT | A
Start Date*  |02/01/2017 ] Grade }FlreFlgmr \A Week Cycle* | 4
End Date | (] Posting® | Mauritius Fire and Rescue Service | ~
1of113
e e e =21
Dayl Day2 Day2
Dayl  Dayl Dayl  Lunch Day1 Shift Day2 Day2 Day2 Lunch Shift Day3
Day1 Shift Start End Meal Discrepency Dayl Dayl Day2 Shift Start End Meal Discrep Day2 Day2 Day3 Shift
Week Team ;T Site Unit Type Time Time HR HR Lapse Remarks Site Unit Type Time Time HR HR Lapse Remarks Site Unit Type
MLGO! MLGO!
P 1A coelPe | N ogo0 | 1600 - 00:00 : : soreme iy 1600 0800 00:00 RD
Station Station
MLGO! MLGO!
» Curepipe = Curepipe
’ 2 |k RD 00:00 Fire N 0800 1600 - 00:00 - - Fire N
Station Station
MLGO!
s 3 A RD 00:00 - - - RD 00:00 gf:fp bl L
Station
Week No \771"‘ Team A \
Sunday (7 Monday Tuesday Wednesday Thursday Friday Saturday
e (Weaiea] ~ | g ~ [~ [ |~ [eael ~ eael A [ 1A
shitType [NORMAL | ~ | [NoRMAL | ~ [Restoav| ~ [Restoav| ~ [NoRwAL | A [NoRmaL | ~ [ResToav| A
StartTime [0800 | 1600 | [ | | s | I =
EndTime (1600 jogo0 | - ”7 (1600 [os00 | —
a =] (=] @ a8 (=] a
wenvawe [0 [ [ [0 [0 [[/[3 /3
shitDiscHr [0000 | looo0 | [ooo0 | |00:00 loooo | loooo | lozoo |
Remarks | i ! || 1 J || | L |

Refer to Annexes at the end of this manual for some examples of Roster Template Setup working from
Roster Planning.

5.2 Assign Employee to Roster
This function will be used to assign employees to a specific Roster Group (code and team) of same
type with Start and End Dates. The Roster Group history will be displayed in the Employee Screen,

indicating to which Roster group the employee belongs.

el L2

Roster Emp User Date User
Code Team D Name Posting Grade Start Date End Date Date Created Created Modified Modified
» ‘OOLEN- MLGOI Curepipe Fire Fire 03/11/2017 07/11/2017
V' 4 FIRERG A 13680 MAYAVADEE Station Fighter 01/01/2017 31/12/2017 1024 EAS 1050 EAS
1-1
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Click on the Assign button to assign employees to a specific Roster Group. Click on Add row, select the

Roster Code, choose a team, select an employee and input start date. Save the record.

5.3 Generate Roster Workdays

This function will be used to generate roster workdays for roster group (code and team) defined in
template for any period of time (from-to any dates irrespective of day of week) and every employee

assigned to it. This is required for planning purpose and calculation of overtime.

Generate Roster Workdays

i
C
n
(i]
m
:
(v}
it
[i]

5.4 Query Roster Workdays
Users may query daily rosters (both working day and rest day) generated and assigned to an employee

via thisfunction.

Query Roster Workdays

v Code = NH AED'
RosterA Emp Shift Start End

Code Team Grade D Name Type Remarks Shift Date Time Time Site Unit Date Created
AUBDOOLLAH-MUHAMMAD

INH AED A General Worker 81813) |- A EDOOH AHEMULAM) RD o 01/04/2018
AA EEN
AUBDOOLLAH-MUHAMMAD

JNH AED A General Work 81913 N N 02 /2018 08:00 08:00

INH AED eneral Worker S RIUBEER N D 04, )
AUBDOOLLAH-MUHAMMAD

INH Al A General Worl 81913 RD o 03/04/2018

NH AED eneral Worker 8 N [ 04,

5.5 Change Roster Workdays

This function will allow the supervisor or head of department to Interchange Work and Rest shifts
between 2 employees of same Roster code and Worksite unit but different group/team on 1 or 2 dates
within the Same Week Cycle, while ensuring that same Working Hours is maintained for both
Employees (no additional overtime is applicable), under the following circumstances:

e Following an unplanned replacement (current roster worker has to stay on site for a 2™
straight shift as the next roster worker cannot resume duty for any urgent reason)
requiring the 2 roster workers to swap their respective roster workdays.

e When 2 employees mutually agree to swap their respective roster workdays.

which can be input as follows:

"H lﬂf]“:‘”uﬂiﬁlﬂﬁnﬂ
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e Swap Shift between 2 employees on:
- 2 dates with Work and Rest shift (4 workdays updated).

Empl
Emp2

- 1 Single work date but different shift (2 workdays updated).

Empl
Emp2

e Cumulate and Retreat Shift between 2 employees working on same dates (2 workdays
inserted, 2 workdays updated with shift type set to RestDay).

Empl
Emp2

Work
D1
D2

Work
D1T1
D1T2

Work
D1T1
D1T2

Rest
D2
D1

Work
D2T1
D2T2

After interchange Work
D2
D1

After interchange Work
D1T2
D1T1

After interchange Work
D2T1& D272 D1
D1T2& D1T1 D2

Rest
D1
D2

Rest

For any other shift interchange combinations, such as 3 employees on 3 dates,

Empl
Emp2
Emp3

Work Rest
D1 D2
D3 D1
D2 D3

After interchange

work Rest
D2 D1
D1 D3
D3 D2

workdays Employee ID need to be updated and controlled manually via Maintain Workdays function,

while ensuring that same Working Hours is maintained for all Employees so that no additional

overtime occurs and rest replacement work day is being replaced.

The list of roster workday changes will be listed.

Change Roster Workdays

Emp
1D

135690

20792

4260

71995

4094

20792

18787

20702

Request Name

COOLEN-
MAYAVADEE

BOODHOO-
TOURIAILY
KAVISH

NEERUNJUN-
PRABHA DEVI

RAMGOOR-
PREMANA

SOONDRON-
KALAYANUM

BOODHOO-

TOURIAILY
KAVISH

BEELUR-RISHIDEV

RAMCHARN-
TARUNA

Work
Shift
Type

NS

N

Go

Work Shift
Date

25/10/2017

23/10/2017

15/03/2017

13/03/2017

24/10/2017

24/10/2017

24/10/2017

24/10/2017

Actions v

Work
Shift
Period

08:00-
16:00

08:00-
16:00

16:00-
08:.00

16:00-
08:00

08:00-
16:00

16:00-
08:.00

16:00-
08:00

08:00-
16:00

Work Site Unit

Abercrombie
Police Station

Abercrombie
Police Station

JEETOO Transport &
Ambulance Service

JEETOO Transport &
Ambulance Service

Area Control Center

Area Control Center

Port Louis

Fire Station

Port Louis
Fire Station

Cum/Rest
Shift Type

RD

RD

RD

RD

Cum/Rest
Shift Date

23/10/2017

25/10/2017

13/03/2017

15/03/2017

28/10/2017

28/10/2017

Cum/Rest
Shift
Period Cum/Rest Site Unit
o= Port Louis
16:00-08:00 Fire Station
4 Port Louis
08:00-26:00 Fire Station

Swap
Emp
D

20792

13690

71995

4260

20792

4094

20702

18787

Shift
Change
Mode

Swap

Swap

Swap

Swap

Swap

Swap

Cummulate

Cummulate

1-8 (>

Change Work Rest Shift

| L—
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Click on the Change Work Rest Shift button to enter the change workday transaction for the 2
employees.

Change Work/Rest Shift
Shift Change Mode Cummulate '® Swap
Roster Code | FIRERG-FIRE FIGHTER ROSTER ~
Request Employee | 4094 SOONMDRON KALAYANUM ~
Work Date | 21/10/2017 ~ Cum/Rest Date | 19/10/2017 ~

Swap Employee | 13936 COOMNDEAH BEN

5.6 Change Roster Group

This function will be used to maintain details of an employee changing roster group (code and team).
The start date of new roster group cannot be less than current date, to ensure that the system is
always up-to-date (with old roster group ended on start date - 1) and the cancellation of any roster
workdays generated for the old roster group as from the start date of new roster group does not clash
with attendance.

Change Roster Group

o i
Qv Go Actions Vv

Roster Emp End User User
code Team D Name Posting Grade Start Date Date Date Created Created Date Modified Modified

Ny 14/11/2017
FIRERG A 4094  SOONDRON-KALAYANUM - e 01/07/2017 = e
Fighter 07:4

SYSTEM SYSTEM

Click on the Edit pencil to enter the change of roster transaction — end the old roster code/team and

start the new roster code/team. Then the next step is to generate roster workdays for the employee.

Employee
EmpID |13617 NID | AD417741400141
Sumsme | COOLEN Othemames | MAYAVADEE
Roster Code | FIRERG Team |A

Change Roster Group

] Old Roster Code Old Team End Date New Roster Code New Team Start Date Date Created User Created | Date Modified  User Modified
= FIRERG ~ & ~ ~ ~ i) 07/11/2017 17:35 | ASWILAVAV {rull)
11
==l

"H lﬂz‘:‘”uﬂﬂhﬂﬁnﬂ
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5.7 Maintain Workdays

This function will be used to maintain workdays of employees. It will allow user to manually:

e input roster workdays where roster template is not being setup in the system.

e replace an employee who is on leave by recalling another employee who is on rest.

e add additional employee is required to a roster team due to short of staff.

e remove extra employee workday generated from a shift requiring smaller team for specific
shift or day.

e shift extra employee workday generated to another shift requiring larger team for specific
shift or day.

e manually swap an employee with another one or more employees.

Search Workdays

Emp ID ~
Roster code ~ Shift Start Date =]

Team A Shift End Date &
Maintain Workdays

Emp ID Roster Code Team Week Site Unit Shift Type Shift Date Start Time End Time Lapse Day Lunch/Meal Hr Shift Disc Hr Remarks Note

E3E3
To search for a specific workday, user must choose a roster code, shift start date and end date; click
on search. When defining new workday click on Add row, input employee ID, Roster Code, Team,
Week, Site Unit, Shift Type, Shift Date, Start Time and End Time. Check Lapse day if the shift goes
beyond midnight.
For Swapping an employee, update the shift type for an employee from rest to work or the employee
id and vice versa, while ensuring that same Working Hours is maintained for all Employees so that no

additional overtime occurs and rest replacement work day is being replaced.

Lo | —
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6. Attendance Module

Attendance Data from ETR’s (biometric devices) will be downloaded in the EAS server in a shared
folder. The data also known as Clocker Data which is currently a plain text file consisting of Date Time,
8 digits Enrolment No. (was previously 6 digits and known as Biometric/Access Card No.) and 3 digits
ETR ID. Format: DDMMYYYYHHMI00999999999 will be automatically and instantly uploaded into
the Oracle Database of the EAS and then processed to update the blank attendance time-in with 1%
clocker every 5 minutes and time-out with eventual clockers every 30 minutes. Every day at 00:05
a.m., a scheduled job will populate a blank attendance for each employee as per HRMIS employee
details and any authorized leaves/time-off and category/schedule, banktime time-off, training or
roster workdays from EAS. For Normal and Staggered category, a blank attendance will be populated
for each workday (Monday — Friday for 5-day weekly and Monday — Saturday for 6-day weekly), except
public holiday whereas for Shift and Roster category, a blank attendance will be populated for
everyday of the week with Rest, Normal and Overtime/Extra-Hours/In-Attendance transaction type
only if roster workdays are generated from Roster template. However for Sessional category, no blank
attendance will be populated, the upload of 1% clocking will populate the attendance.
The Loading of clocker data consists of 2 parts:
e Extraction from ETR clocker data files as per Proposed Architecture, is a one-to-one dump into
a database table.
e Transformation from clocker data to Attendance data is based on the interpretation of the
clocker entries Odd: IN Even: OUT sequence to accumulate working hours by checking for
Lunch Time clocking OUT-IN if any or using First clock-in and Last clock-out minus lunch time
and meal time (after x hours of overtime). Any other clocking OUT-IN will not be accumulated
as working hours. In case of multiple clocking within 10 minutes (as per parameter) of 1°* and
last clocking, these will be flagged as Ignored. The final attendance data after uploads on a
24-hour cycle will consist of one record per employee with first time-in and last time-out and
accumulated working hours, irrespective of worksite. Unless the officer works > 24 hours
none-stop, the system will record the arrival date and calculate the no. of hours in between
the 2 ETR readings provided the last reading is Odd-Time-In.
The > 24 hour none-stop scenario will only occur for on-movement employees/field workers where
there is no ETR device and natural disaster, either one or the other will need to be handled manually
with time between time-in and time-out (i.e time-out for previous attendance date will be the same
as time-in of next attendance date) not exceeding 24 hours (Manual Attendance).

For employees working overnight (Normal/Staggered category with overtime request and Shift/Roster

Lo | —
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category with planned work day), the next date clocking out will be automatically processed at 06:00

am and 06:00 pm to update previous date attendance blank time-out. Hence for unplanned overtime

and shift workday, the attendance time-out of previous day and time-in and out of current day will

need to be handled manually (Manual Attendance), since the clocking will be out of sequence.

For matching clocker data, attendance will be inserted. In case of Non-matching clocker data, non-

chronological filename/clocking time or multiple ETR ID, the attendance data will be tagged with an

error code, remarks and Attendance Process Status set to ‘Exception’ for user manual intervention.

Once every morning at 06:00 am, a schedule job will automatically process all previous date

attendance to calculate excess bank time or short working hours to be deducted from bank

time/casual leaves as well as working hours during and outside normal working hours.

The Attendance module consists of:

6.1 Clocker Data
This function will be used to query the one-to-one dump of clocker data in the database, whether for

Transformed, Duplicate, Ignored or User doubled punched data.

Query Clocker Data

Query Clocker Data
Update Clocker Status
Manual Attendance

Click on the Attendance list button to access the menu and functions for this application.

Qv
Date =
27/10/2017
27/10/2017
2771072017
2771072017
27/10/2017
27/10/2017
27/10/2017
27/10/2017
27/10/2017

27/10/2017

Time

10:33:00

09:57:00

09:57:00

09:51:00

09:50:00

09:34:00

09:30:00

09:30:00

09:33:00

09:41:00

Status

Go

EmpID

84673

1989

1264
19772
56471
7163
56471

56471

Actions v

MOLOAH

BAICHOO

BAICHOO

HOOLASS

GUNGARAM

SAUBA

BUCHA

RAMPHUL

BUCHA

BUCHA

Surname

First Name

VIMLA

LATAMANTEE

LATAMANTEE

ASHIS KUMAR

VISHAL

PRIYA DURSUNEE

KARISHMA POORNESHWAREE

DIVYA

KARISHMA POORNESHWAREE

KARISHMA POORNESHWAREE

Enroiment No

39361

93846

93846

19998

39897

39456

39842

19997

39842

39842

Schedule

FLEXITIMES:00

NORMALCOMMONS

NORMALCOMMONS

FLEXITIME9:45

NORMALCOMMONS

FLEXITIMES:45

FLEXITIMES:45

FLEXITIMEB:45

FLEXITIMEB:45

FLEXITIMEB:45

Process ID

170000178484

170000178225

170000178224

170000178204

170000178200

170000178089

170000178026

170000178027

170000178033

170000178040

1-10 >
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6.2 Update Clocker Status

This function will be used to update clocker status in case of double punching by employee or for any

other reasons, so that Process Attendance for banktime and working hours does not consider them.
Query Employee
EnrolmentMa 39751 FaN Emp id | 20973 Mame  HOREESSRAMN-KHETIKA

Date | 26/09/2017

m Mo Time Out Attendance [Planned Overtime)

Update Clocker Status

Process ID Enrolment No Date Clocking Time Status
170000009034 39751 26/09/2017 26,/09,/2017 08:50:00 il Y
170000009246 39751 26/09/2017 26/09/2017 16:11:00 u Y
170000009248 39751 26/09/2017 26/09/2017 16:12:00 il o~

Only acceptable status is ‘U’ — user double entry.

Also the No Time Out Attendance (Planned Overtime) button is used to update over-night time-out

for planned overtime in case clocker data is delayed.

6.3 Manual Attendance
This function will be used to query or update attendance manually searched by date range, employee,

roster code/team, attendance book within the processing officer present posting under the following
conditions:

e Enrolment no. setup in HRMIS and ETR device do not match.

e There are no electronic clocking devices.

e Missing/inconsistent clocker data deriving from any operation issues like
Unauthorized/Urgent Absence/Sick, ETR miss-recording, Employee forgets to clock,
duplicate Enrolment No. (previously known as Biometric/Access Card No.), natural
disaster (employees doubling up shift while next shift team cannot attend duty).

o Field workers who work offsite and where they cannot electronically clock in and clock
out and go home directly.

e Employees ‘On Movement’ from site to site. E.g. primary school inspector.

e For officers who have been granted permission for homeworking.

e Late Arrival beyond 30 mins for officers not eligible to overtime payment and extra duty
allowance and who are required to work regularly beyond normal/standard office hours.

e Time Due — officers working during lunch time/tea break claim time due to leave office

Lo | —
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Manual Attendance

Attendance Data

earlier.

Late arrivals for reasons beyond individual control, e.g. heavy rainfall, major road

accidents, unusual traffic jam, etc., may not be considered as lateness subject to the
approval of the Responsible/Supervising Officer. This will be maintained via the condition
code as well as below time-off granted:

1 Hour Bank — Internal arrangements were made to grant 1 hr. time-off for bank from
Pay Day up to the 5™ day of next month.

1 Hour Permission — Internal arrangements were made to grant 1 hr. time-off for
permission each month in addition to the 1 Hour Bank time-off.

Time-off for Union Business — Time-off for Union Business is granted to Trade
Unionists subject to exigencies of the service to attend Union Business.

2 Hours Religious Time-Off — Granted to Officers for 2 Religious Festivals.

Time-off on Fridays to Mosque — Granted to officers of Muslim faith to attend prayers
on Fridays

Time-off for Health Surveillance (as per paragraph 14.3.21 of the PRB Report)

During school vacation, the Head of the school has the discretionary power to allow
some staff to leave early on a roster basis subject to the exigencies of the service.

Time Lapse Start End Lapse  Lunch Transaction  Transaction Condition
ode

Category Schedule Worksite Date Time In Out Day Time Time Day Hr Meal Hr Type Hr

Attendance Details maintained are:

Employee ID

Name/Category/Schedule/Work Site (retrieved from employee details)
Date

Time-In/Out

Lapse Day (indicator for > 24 hrs single working day/shift)

Start/End Time (official working hours/shift)

Lunch/Meal Hour

el
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Transaction Type & Hours (leave related)

Condition & Hours (time-off not deductible from Leave entitlement)
Ad-Hoc Type & Hours (attendance related allowance)

Remarks

Reset Bank Time (to allow for re-processing of attendance)

o C(Click on Save button to save data.

For those whose default attendance was not generated, like shift/roster workers with no roster

workdays generated or normal workers with category/schedule/worksite initially not setup, the

Create button will be used to generated the default attendance for the employee ID and date range

indicated, so that any manual update of attendance can be effected.

-
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7. Attendance Bank Time Module

This module implements the Provisions Governing the Flexible Hours of Attendance (PRB 2016 - para
18.5.19) as well as the concept of Flexitime (PRB 2016 - para 18.5.25/30).

- Click on the Attendance Bank Time list button to access the menu and functions for this
application.

K Attendance Bank Time

Process Attendance

The Attendance Bank Time module consists of:
e Process Attendance

e Approve Attendance

e Process Bank Time Transactions
e Close Bank Time Balance

e Input Time-off Request

7.1 Process Attendance
Once every morning at 06:00 am, a schedule job will automatically process all previous date

attendances (Time-In and Time-Out) to calculate daily excess bank time or short working hours (and
even excessive short due to excessive lateness or early leave) as well as working hours during and
outside normal working hours, against normal/standard office working hours for Common (flexible
hours), Flexitime and regular Staggered working arrangement based on the following parameters:

e Early Arrival Limit

e Late Arrival Limit

e Early Departure Limit

e Late Departure Limit

e Weekday Start-End Time

As defined in the Working Hours Schedule. Currently only Common flexible hour and Flexitime (except
for some Departments) can accumulate excess working hours to compensate for short working hours
under certain conditions or to be taken as time-off for a maximum of half day off at a time.

Zero Early Arrival Limit and zero Late Departure Limit mean that no excess working hours is

o [ —
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accumulated. Zero Late Arrival Limit and zero Early Departure mean that no short working hours is

compensable/refundable.

Process Attendance Transactions

Date* | D6/09/2017
Employee | 90580 SADA BERTIE SAMUELLA

Worksite | 1003 =
Ministry
Department
Crivision

Section PRE Administration and Human Resource Management

Unit

Process Attendance

Calculation of Excess/Short Working Hours will be executed by Date range and Posting depending
on the Posting access right of the HR Supervisor for blank Attendance Process Status

Excess Hr Due to Early Arrival: LEAST (Weekday Start Time - Time-In, Early Arrival Limit)

Short Hr Due to Late Arrival: LEAST (Time-In - Weekday Start Time, Late Arrival Limit)

Short Hr Due to Early Departure: LEAST (Weekday End Time - Time-Out, Early Departure Limit)
Excess Hr Due to Late Departure: LEAST (Time-Out - Weekday End Time, Late Departure Limit)
Excessive Late Arrival Hr: GREATEST (Time-In - Weekday Start Time, Late Arrival Limit) - Late Arrival
Limit

Excessive Early Departure Hr: GREATEST (Weekday End Time - Time-Out, Early Departure Limit) -
Early Departure Limit

When Calculation is successfully completed, the attendance error code is cleared and Attendance
Process Status set to ‘Calculation’

In case of missing Time-Out or Time-In, the attendance data will be tagged with an error code and
status set to ‘Exception’ for user manual intervention.

Time-In and Time-Out are required and Time-Out must be greater than Time-In.

7.2 Approve Attendance
This function will be used to allow the Responsible/Supervising Officer to query attendance with

excess or short working hours (and even excessive short due to excessive lateness or early leave) for

el
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approval to accumulate excess working hours into attendance banktime for time-off or

compensate/offset/deduct short working hours from early arrival/late departure/accumulated excess

working hours of attendance in banktime or casual/vacation leave entitlement, under the following

conditions, currently applicable to normal/common flexible hours and flexitime work arrangement:

e Early Arrival is by Default accumulated in Bank up to 15 mins, on Approval.

e Late Arrival up to 30 mins is Deductable on Approval from Late Departure on Same Day.

e Early Departure is Deductable from Early Arrival up to 15 mins, on Approval.

e late Departure is on Approval Accumulated in Bank and on Approval is used to
compensate for Late Arrival up to 30 mins on Same Day.

e For Flexitime, late attendances for the 15 mins permissible flexibility for slot 1 to 3, would
not be considered as lateness, unless it is either refunded on the same day or same week,
subject to performing productive work. Otherwise, the lateness will be offset against
casual leave entitlement, monthly.

e Offset Excessive short working hours due to excessive Late Arrival/ Early Departure
against causal/vacation leave entitlement, except for Senior Officers.

Approve Attendance

Attendance Data

< & E L arly L
Emp ID Attendance Time Time Approved Work Nonwrk Arrv Amrv Dept De

Date Category in Out Condition Hr Condition Status Hr hr Hr Hr

The approval status will trigger the following actions:

Accumulate excess working hours due to Early Arrival into Attendance Banktime.

Offset short working hours due to Late Arrival against Accumulated excess working hours in
Attendance Banktime/causal leave/vacation leave entitlement.

Offset short working hours due to Early Departure against Accumulated excess working hours in
Attendance Banktime/causal leave/vacation leave entitlement.

Accumulate excess working hours due to Late Departure into Attendance Banktime.

Offset excessive short working hours due to excessive Late Arrival against causal/vacation leave
entitlement.

Offset excessive short working hours due to excessive Early Departure against causal /vacation
leave entitlement.

Occasional Offset short working hours due to Late Arrival against Early Arrivals or Late Departures
(including Attendance banktime).

-
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e Offset short working hours due to Persistent lateness, absences during working time without
authorization and excess time taken for lunch against causal/vacation leave entitlement.

e Excess working hours Not Accumulated.

e Any short working hours is not required for any kind of deduction.

e Attendance Approval Date is set to Current date and Attendance Approved By is set to login user.

e Attendance Process Status is set to ‘Approval’ (retrieved from reference of same type).

7.3 Process Bank Time Transactions

This function will be used to compute and process Banktime Transactions based on approval status of
Attendance with Excess or Short working hours. Each of above actions (approval status) will generate
the employee attendance banktime transaction for the week (Monday — Sunday), which can be:

o Net (+ve) Excess working hours Accumulated (Full compensation within same week
and/or Excess).

e Net Zero working hours (Full compensation within same week or No Short/Excess).

e Net (-ve) Short working hours deducted (Partial compensation within same week and/or
from Attendance Banktime or Leave entitlement).

e Net (-ve) time-off hours (Max. half day Time-Off Authorization) deducted from
Attendance Banktime.

e Net (-ve) excessive short working hours deducted from Leave entitlement.

Process Bank Time Transactions

Date: From It To ~
Employee ID s
Worksite s
Ministry

Department

Q

Section

Unit

The computation is done in sequence of the following if the Net working hours for the week is Short.

These Attendance Banktime Transactions generated can be viewed but only Deduction (net HRMIS

-
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hours) from casual/vacation leave entitlement will be pushed to HRMIS (via interface table).

e Compensation against early arrival/late departure (same week).

e Offset against accumulated excess working hours of attendance in bank after an available
balance verification (@last closing minus total net short working hours offset against
Attendance Banktime).

e Deduction from casual/vacation leave entitlement (without available balance verification
as casual/vacation leave balance is maintained at HRMIS).

The computation can be done on a regular interval, i.e weekly or multiple week periods specified on

the Date: From — To based on overtime period already defined, hence net working hours will be
computed for the week (Monday — Sunday) prior to monthly closure of attendance banktime balance.
Below are the mechanism behind the processing:

e Computation of excess hours and lateness will be executed for a Period (YYYYMM) on a weekly
basis Start Date(Monday) — End Date(Sunday), employee (leave blank for all employees) and
Posting Worksite depending on the Posting access right of the HR Supervisor for Attendance
Process Status ‘Approval’ and date attendance between Start Date and End Date.

e Compensation against early arrival/late departure (same week).

e Offset against accumulated excess working hours of attendance in bank after an available
balance verification (@last closing minus total net short working hours offset against
Attendance Banktime).

e Deduction from casual/vacation leave entitlement (without available balance verification as
casual/vacation leave balance is maintained at HRMIS), hence transaction is transferred to
HRMIS.

e End Date should be greater than Start Date.

e Transaction Date is set to End Date.

e  When processing is successfully completed, the Attendance Process Status set to ‘Populate’.

Bank Time Transactions

Excess Excess Total

Early Late Early Late Net Net Late Early Excess

Emp Arrival Arrival Departure Departure Bank Hrmis Arrival Departure Short
D NID Name Schedule Start Date End Date Trans Date Hr Hr r Hr Hr Hr Hr Hr Hr

FLEXITIMER:45 05/03/2017  11/03/2017  11/03/2017 - 00:36 00:00 0040 0004 0022 00:00 002z 00:00

FLEXITIMES:45 01/05/2017  14/05/2017  14/05/2017 - - - - -00:00 0030 - = 00:30

The Attendance Banktime Transactions being processed can be viewed by clicking on View Transaction

button.

7.4 Close Bank Time Balance
This function will be used to close the Employee Attendance Banktime Balance at each End of Month

up to End of Year by accumulating (from last closing) the employees’ Attendance Banktime

Transactions using Banktime total Excess minus Short working hours - Offset Against Early Arrivals or
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Late Departures or Attendance banktime (excluding Deduction from casual/vacation leave
entitlement). It is advisable for the responsible HR officer of each worksite to close the balance for all
employees, on a regular interval, i.e weekly or multiple week periods specified on the Date: From —To
based on overtime period already defined.

The Monthly Employee Attendance Banktime Balance item-wise will not be pushed to the HRMIS as
it will be managed solely at EAS, including time-off request and deduction. At End of Year (depending
on lapse period, which is weekly for slot 1,2 & 3 flexitime), any excess working hours will be
cleared/reset in EAS depending on the Reset and Allowance Dates.

The golden rules about Reset of Banktime:

e Reset Date Should be Last Close Date for Worksite. This implies that a closing of balance is
required prior to reset.
e Allowance Date is the Date from which BankTime Earned is Allowed to be Carried Forward
Until Next Reset. This implies that a closing balance figure on Allowance Date is required.
As an example, suppose January — November excess banktime can be carried forward up to end of
December and December excess banktime can be carried forward up to end of January following year
and so on, the way to proceed is as follows:
e (Close balance on last Sunday of November or first Sunday of December (1%t Allowance Date).
e Close balance on every multiple/next Sunday(s) up to last Sunday of December or first Sunday
of January, depending on regular interval (Regular Closing Date(s)).
e Close balance on last Sunday of December or first Sunday of January. (1 Reset Date and 2™
Allowance Date).
e Reset on last Sunday of December or first Sunday of January with Allowance Date on last
Sunday of November or first Sunday of December.
e (Close balance on every multiple/next Sunday(s) up to last Sunday of January or first Sunday of
February, depending on regular interval (Regular Closing Date(s)).
e Close balance on last Sunday of January or first Sunday of February. (2" Reset Date)
e Reseton last Sunday of January or first Sunday of February with Allowance Date on last Sunday
of December or first Sunday of January.
e (Close balance on every multiple/next Sunday(s) up to next Allowance Date (Regular Closing

Date(s)).
With 4 scenarios:
Emp Jan- 1st Dec 1st Reset Jan 2nd
ID Nov Allowance and 2nd Reset
Allowance
Excess  Short  Close Next Excess  Short Close  Next Excess  Short Close Next
Open Open Open
123 +50 -40 +10 +10 +5 -10 +5 +5 +6 -5 +6 +6
456  +53 -43 +10 +10 +4 -11 +3 +3 +6 -7 +2 +2
789 +57 -47 +10 +10 +6 -9 +7 +6 +6 -5 +7 +6
321  +20 -13 +7 +7 0 -3 +4 0 0 -2Deduct O 0
from
Leaves
[ a—
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Close Bank Time Balance

Cote Transactions View Closing Balance u

The close transaction button will keep the total of:

e Excess working hours due to Early Arrival

e Excess working hours due to Late Departure

e Short working hours due to Late Arrival — Offset Against Early Arrivals or Late Departures

e Short working hours due to Early Departure — Offset Against Early Arrivals or Late Departures

e  Short working hours due to Late Arrival — Offset Against Attendance Banktime

e Short working hours due to Early Departure — Offset Against Attendance Banktime

e Short working hours due to Late Arrival — Offset Against causal/vacation leave entitlement

e Short working hours due to Early Departure — Offset Against causal/vacation leave entitlement

e Excessive short working hours due to excessive Late Arrival — Offset Against causal/vacation leave
entitlement

e Excessive short working hours due to excessive Early Departure - Offset Against causal /vacation
leave entitlement

e Closing of Employee Attendance Banktime Balance will be executed for a Period (YYYYMM)
monthly at End of Month by accumulating (from last closing) the employees’ Attendance
Banktime Transactions using Banktime total Excess minus Short working hours - Offset Against
Early Arrivals or Late Departures or Attendance banktime and Posting depending on the Posting
access right of the HR Supervisor for Banktime Transaction Process Status Blank or ‘Transfer’

e When Closing is successfully completed, the Banktime Transaction Process Status set to ‘Close’.
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Bank Time Balance
Go o
Earl Lste Early Ne Net
Emp Balance Arrival Amival Departure et Tot: Bank HRMIS Total Excess
D NID Name Date Hr Hr Hr Bank Hr Hr Hr Short Hr

The Attendance Banktime Transactions being closed can be viewed by clicking on View closing balance

button.

7.5 Input Time-Off Request

This function will be used to input time-off request accumulated from banktime.

Time-Off Request

Date: From | 26/04/2018 fr] To | 22/10/2018 EmpID | 10055 -~ SOORJEE-RUINEE Search
Request Time-Off Authorisation
Requested Approved
Request Date -L' Request Type Emp ID Name Date Start Time End Time Hr Hr Approved Date Certified By
e = . 10053 SOORJEE- 2504771 = <ann S0 nenn a2 e 04 = :
26/04/2018 TIME-OFF % 10055 ~ RUINEE 26/04/2018 16:00 20:00 04:00 04:00 26/04/2018 HOD-HEAD OF DEf -~
T - J— SOORJEE- . = . B T = m
19/10/2018 TIME-OFF  # 10023 ~ BUINEE 22/10/2018 12:30 16:00 03:30 03:30 19/10/2018 HOD-HEAD OF DEF ~

1-2

User can either search for a previous or a new time-off request by clicking on Add Row button. The
following details need to be input:

e Request Date

e Employee

e Date

e StartTime

e End Time (End Time should be greater than start time)
e Requested Hr

e Approved Hr

e Approved Date

e Certified By

Upon saving the entry, a verification will be done against available banktime balance accumulated by
the employee. Hence excess banktime must be accumulated, approved, processed and then closed
prior to requesting time-off.
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7.6 List of Requested Time-Off

This function will provide a list of Time-Off that has been requested.

List of Requested Time-Off

Q ~ Go Actions ~
Requested Date Requested Type EmpID Name Date Start Time End Time Requested Hr Approved Hr Approved Date Approved By
06/07/2017 TOF 10256 PURSEED-JAYANTEE 04/07/2017 14:00 22:00 - - 18/01/2018 HOD

12/07/2017 TOF 40450 - 03/07/2017 14:00 16:00 02:00

TOF 16:00 4:00
TOF 12435 08 17:00 7:00 DHOD
26/04/2018 TOF 10055  SOORIEE-RUINEE 26/04/2018 16:00 20:00 04:00 04:00 HOD
10/11/2016 TOF 2 - 24711/2016 12:30 1630 04:00 16:00
04/07/2017 TOF 35019 - 23/07/2017 09:00 16:00 06:30 06:00
19/01/2018 TOF 10029  WIOODHA-AMEETA 18/01/2018 16:00 20:00 - - 19/01/2018 HOD
TOF 1155 08 18:30 30 SYSTEM
TOF 2145 14:00 16:00 02:00 HOD
TOF 10055  SOORIEE-RUINEE 22/10/2018 12:30 16:00 03:30 03:30 HOD

8. Overtime Module

This module will allow HR section to control and monitor overtime processes from authorization to
calculation, including approval and transfer to HRMIS.

- Click on the Overtime list button to access the menu and functions for this module.

The Overtime module consists of:

e Input Overtime Authorization

e Input Adhoc Time Attendance

e List of Requested overtime

e Process Overtime Transactions
e Approve Overtime Transactions

8.1 Input Overtime Authorization
This function will be used to Input Overtime/Time-Off Authorization for calculation of overtime for

specific period and to ensure that calculation of excess or short working hours (and even excessive
short due to excessive lateness or early leave) from attendance is not effected during period of

overtime/time-off.
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Overtime Authorisation

Request Overtime Authorisation

[ nasriow | o |
Details maintained are:

e Employee Code/ID

e Request Date

e Type (Overtime/Time-Off — Max. half day subject to available balance in Attendance
Banktime)

e Start Date & Time

e EndDate & Time

e Total Overtime Hours

e Approved By

e Approved Date

8.2 Input Adhoc Time Attendance
This function will be used to Input Adhoc Time Attendance, calculated manually, for unplanned or

adhoc working hours which are considered as extra hours put in over and above weekly normal hours
for Staggered, Roster and Shift workers on Attendance from clocker or manual. Unless HRMIS can
calculate the amount payable, these entries will be for recording purpose and can be used by
Management, HR and Finance departments to monitor, cross-check and verify amount payable. One
attendance entry per workday irrespective of multiple Worksites - default worksite will be recorded.
For over-night shift, Attendance Date will be that of Start Time. Only one approval status will be

allowed per attendance entry.
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Input Adhoc Time Attendance

Date: From | 23/03/2007 [ EmpID ~ Roster Code ~ Attendance

o

[
z

Adhoc Time Attendance Approval

Emp ID Lapse  Lunch Meal Actual Ad-Hoc Approved
1 r Hr

ol Name Category Worksite Date Time-In  Time-Out  Day Hr Work Hr Ad-Hoc Type Status Approved Date Approved By Remarks
. Electoral

MANRAL-

25 DHARAMDEy | NORMAL | Lol 23007 |omz8 1409 0030 ~ : =
Development
282 AR NommaL | STEOITME [psmy0ny|  [oron ~ N ) Error There s No Ti
SAIRALLY-
526 ABDOOL NORMAL 3207 | [oso7 - il Error: There s No Ti
SAMAD
347 ALATANDEE | NoRMAL zs0r7| | [omso ~ = Eror There 5 NO T!
407 ff;: Lf\_‘U;V NORMAL Sff;‘; o9 | a3aa017| | [oms0 2230 00:30 00:30 1240 BORATIME | ~ 0440 APPROVE & 27032017 | [E] | | DEPUTY PERM SEC [ Monthly Maintenanc
z BHAGRUTTY- A e EEE e e 550 ~
223 TEERUTH NORMAL | The Treasury 23/03/2017 07:52 1730 00:30 ]
NEELADOO- o | OMEOTe | [ -
36 e NoRMAL | OTEE O 230372017 |04 ~ 5 Error: There s No Ti
00ZEER- .
as8 MOHAMMAD  NORMAL | cloeoreiod 23032007 | |oga0 1715 0030 ~ =]
YOUSOUF &
i Reg
MAUNICK- A o e e e e ~ .
470 MOONEERam | NORMAL E:DE:?TS: . 23/03/2017) | |07:40 1600 00:30 ]

row(s) 1 - W0ofmorethan 500 | ¢ | Next»

Details maintainable/updateable are:

e lapse Day (for over-night shift)
e Lunch/Meal Hour

e Actual Working Hours

e Ad-hoc Type and Hours (Approved)
e Approved Status

Extra-Time

In-Attendance

On-Call

Bank/Extra Hours
Confinement

Stand-By

e Approved Date and By Who

O O O O O O

e Remarks

8.3 List of Requested Overtime

This function will provide a list of overtimes that has been requested and approved. This list can be
used for sign-off by approving head of department and later same can be sent to Finance Section as
part of the payment process within payroll.
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List of Requested Overtime

Q-

Emp Requested Requested Start End Owvt Timeoff Ovt Timeoff Approved Approved
D Name Date Type Start Date Time End Date Time Requested Apprv Date By

23175 APPA-JEEJIABYE BABBOO ovT 08:00 16:00 16:00

23175 APPA-JEEJABYE BABBOO ovT 16:00 0408 04:0

23175 APPA-JEEJABYE BABBOO VT 16:00 11/06/2017 - 03:57 0357

23173 ABEELUCK-KAMLESH TOOFANNY ovT 16:30 0 00:30 00:30

10058 MUKHOOD-NHITUSINGH 07/09/2017 ovT 16:30

11185 GOOLAUP-BENITA ovT 06,08/ DPS

11534 NAUTHOO-EIBL NAFIZAH 12/09/2017 VT 07/09/2017 1515 1%:00 20:0 15:00 AS
1155 :,AT-‘E}:T)::‘?:QDVJA\E” 03/0: ovT 06/0. 08:00 11/0: 18:30 11:30 11:30 03/0: SYSTEM

KANDASAMY
35019  AHMOD-FAZAL 04/07/2017 TOF 23/07/2017 09:00 30/07/2017 16:00 06:30 06:00

8.4 Process Overtime Transactions
This function will consider the attendance transactions of employees and based on below conditions

and their normal and actual working hours, overtime transactions (No. of Overtime Hours/Sessions —

Transaction Type) will be generated for the employees. This can be done on a daily or weekly

frequency but overtime hours will be computed for the week (Monday — Sunday).

> Eligibility for Overtime

For an employee to be eligible for overtime, the following conditions are needed:

Officers drawing basic salary of less than Rs 42325 monthly. Overtime Allow flag needs to
be set to ‘Y’.

Officers drawing basic salary between Rs 42,325 to Rs 56,450 monthly are paid 80% of the
prescribed rate. Overtime Allow flag needs to be set to ‘Y’ and HRMIS will bring the rate
to 80% when calculating the payment.

Officers who are called upon to put in beyond 33% hours and less than 40 hours weekly
on a regular basis and who cannot be granted time-off for the extra hours put-in, be paid
at the normal hourly rate provided that the officer puts in a minimum of five hours in
excess of 33% hours weekly. Extra hours will be computed with Reject status which can
be approved by HR processing officer.

Officers of the Inspectorate Cadre who are called upon to put in beyond 33% hours and
less than 40 hours weekly should be paid at the normal hourly rate provided that the
officers put in a minimum of five hours in excess of 33% hours weekly. Same as above.
Sessional workers and Officers of the Disciplined Forces (Fire, Police, Prison) are not
eligible.

» Common Flexible Hour/Flexitime work

e  Work performed on Sunday and Public Holidays
o Work performed in excess of 40 hours in a week (except for Watchman — 60 hrs), are paid
for any work done in excess of their normal hours of work.
e Lateness up to 30 minutes as defined in Late Arrival Limit of Working Hours Schedule
should be reckoned against excess hour if available or leave entitlement. Lateness after
I -
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Late Arrival Limit should be deducted from overtime, subject to the officer having
performed more than 40 hours’ work in a week.

Work overtime for a continuous period of over one week, are paid for any work done in
excess of their normal hours of work, provided they have worked an average of 40 hours
a week during the period of overtime.

» Shift/Roster/Staggered Work

Shift worker is not entitled to overtime allowance for any work performed on Sundays
and public holidays except where such work is performed in excess of the normal hours
for the day or such work falls outside his shift.

Shift worker is not required to perform more than six days' work in a week.

Shift workers are paid overtime at approved rates for work in excess of 40 hours in a week,
where the shift is of 40 hours weekly; and for work in excess of the appropriate multiple
of 40 hours, where the shift covers a cycle.

Watchmen are paid overtime at approved rates for work in excess of 60 hours in a week.

> Computation of Overtime and Overtime Rates

Overtime allowance is based on the actual number of hours put in minus Lunch and Meal
time (half an hour after each 4 hours of overtime) and the number of hours which the
officer is deemed to have worked, as the case may be. A worker, on approved leave on
any working day, is deemed to have put in eight hours of work or the number of hours he
should have worked on that day, whichever is less. A shift/roster/staggered worker is
deemed to have put in eight hours of work or the number of hours of work he should
normally have worked, whichever is less, in respect of any public holiday falling on a
weekday.

When an officer performs the duties of a higher office, overtime allowance is computed
on the basis of the total emoluments of the officer, inclusive of any acting or responsibility
allowance drawn by him.

The rates for payment of overtime are as follows:

Period Hourly Rate

Between 6.00 a.m. and 11.00 p.m. on weekdays 1.5 times

Between 11.00 p.m. and 6.00 a.m. on weekdays Twice
Twice

On Sundays, public holidays and officially declared Cyclone days

The payment of an ‘In-Attendance” allowance beyond normal working hours at the

Recreation Centres, depending on the time slot are as follows:

Period

On Weekdays between 16:00 and 22:00 hours

On Weekdays between 22:00 and 08:00 hours the next day

On Saturdays between 08:00 and 22:00 hours

On Saturdays between 22:00 and 09:00 hours the next day
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On Sundays, public holidays and officially declared Cyclone days between 09:00 and 16:00
hours

On Sundays, public holidays and officially declared Cyclone days between 16:00 and 22:00
hours

On Sundays, public holidays and officially declared Cyclone days between 22:00 and 09:00
hours the next day

e The payment of a ‘Bank” allowance whilst on leave or off duty under “Bank of Fire Officers
Scheme”, depending on the no. of hours slot are as follows:

Period

First 3:00 hours

After 3:00 hours

Reference: PRB Report 2016 — paragraphs 18.5.61 — 18.5.69
At the time of Overtime Processing, the following information must be available for the pay period:

e QOvertime Authorisation for Normal category (to check for overtime work on an average
of 40 hours a week for a continuous period of over one week - Monday to Sunday,
otherwise (unplanned) overtime will still be calculated daily on excess of the normal daily
working hours cumulated over a week- Monday to Sunday but considered as Reject).

e Attendance (whether manual or automatic)

e Authorised Leaves/Time-Off (from HRMIS and EAS)

e Roster Workdays schedule for Shift and Roster category (to check for work falling outside
normal hours for the day or outside shift or for work in excess of the appropriate multiple
of 40 hours a week, where the shift covers a cycle within a pay period or In-
Attendance/On-Call/Stand-By, otherwise (unplanned) overtime will be simply calculated
on excess of 40 hours a week- Monday to Sunday, without any overtime rate but
considered as Reject).

e Staggered category can use Overtime Authorisation or Roster Workdays schedule,
depending on the frequency/duration of the overtime required. (to check for work falling
outside normal hours can be shifted for the day as working start-end time is flexible,
otherwise (unplanned) overtime will be calculated daily on excess of the normal daily
working hours cumulated over a week- Monday to Sunday but considered as Reject).

In cases where the continuous period of overtime or the shift covering a cycle extends beyond

a pay period, the computation of overtime can only be done manually.

» None-Overtime Computation

As an add-on to overtime transactions, the following will be included:
e For Sessional work arrangement, working sessions will be validated against Working
Sessions Schedule Code of the employee and the No. of valid sessions against attendance

for the pay period will be output in the overtime transaction.
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For Shift/Roster/Staggered work arrangement, In-Attendance/On-Call/Stand-By hours
will be calculated from Attendance against the Roster Workdays schedule and the No. of
hours put in, whichever is less, will be output in the overtime transaction.

> Constraints and Limitations

Officers of the Disciplined Forces (Fire, Police, Prison) are not eligible for overtime
allowance but are paid a commuted allowance in connection with special assignments.
Hence commuted allowance is not within the scope of this project.

Sessional workers are not eligible for overtime.

Appropriate multiple of 40 hours, where the shift covers a cycle of > pay period, the
computation of overtime can only be done manually.

For Common work hours arrangement, Overtime period of > 1 weeks overlapping over 2
pay periods, the computation of overtime can only be done manually.

For Overtime purpose, a Week starts on Monday and ends the following Sunday and all
parameters are set on a weekly basis. Whichever is set on a Monthly basis will be
converted to Weekly using (X x 12)/52. Likewise, whichever is set on a Fortnightly basis
will be converted to Weekly using (X x 2 x 12)/52. Likewise, whichever is set on a Daily
basis will be converted to Weekly using (X x No. of Weekly Working Days).

For Shift roster template, a Week starts on Monday and ends the following Sunday.

Only Employees on HRMIS.

Time-off converting to Overtime after 4 months can only be done manually on HRMIS.
Additional day(s) off or day(s)’ pay given to workers on shift and workers employed on a
roster basis whose day off coincides with a public holiday or work on a public holiday or
weekend, is not within the scope of this project.

To avoid overloading the CPU, Overtime Processing can be scheduled in Batch by
Department or be fed in a Queue, given priority to loading of electronic attendance data
during peak time-in period.

Below screen will operate as follows:

Process Overtime based on Overtime Authorization, Attendance (Blank Overtime Process
Status), Roster Workdays and Working Hours/Sessions Schedule for All Employee(s) for a
Period (Weekly Monday — Sunday), Week No. and Posting depending on the Posting
access right of the HR Supervisor once for valid Attendance on a weekly frequency.
When Process Overtime is successfully completed, the Attendance Overtime Process
Status is set to ‘Populate’ and Overtime Transaction Approval Status is set to ‘Approve’
and Transaction Type per working sessions schedule or Roster Workdays schedule or
Overtime Authorization.

The overtime Transactions being processed can be viewed by clicking on View Transaction
button.

el
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Process Overtime Transactions

Date: Frorm | 11,/09/2017 s To |17AA/2017 A
Employee | 20580 SADA BERTIE SAMUELLA

Waorksite | 1003 o

Ministry
Department

Division

Section PRE Administration and Human Resource Management

Unit

8.5 Approve Overtime Transactions

This function will allow the supervisor to approve or reject overtime transaction depending on the
Posting access right of the HR Supervisor.

The supervisor will also have the facility to modify the overtime transaction into an extra-time by
changing the status of the transaction. These transactions will also be pushed to the HRMIS as an
extra time so that the employees may take them as time-off. Time-off being requested by employees
will be managed in the HRMIS.

Overtime may also be authorised in advance at the planning stage to avoid approvals and
exceptions afterwards. This makes for a flexible system adaptable to different user behavior and work

processes.

Approve Overtime Transactions

Dat= | 22/05/2017 P [23175 ~ S=ix

Overtime Transaction Data

Lunch Meal Transaction Approved Process Procest
Period Week No Date Start Time | End Time Hr Rate Work Hrs Transaction Type e Approved Status Date Approved By Status Date

20175 21 22/08/201° 16:00 1656 15 00:56 ovT B 1E/09/20L" APPRY i 18/09/201% SYSTEM POPU 18/09/20;

-
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9. Administration
This module will allow authorised users to configure and manage the users and user access rights for

the smooth running of the EAS.

- Click on the Administration list button to access the menu and functions for this module.

& Administration

User Group
Create Users

Dataset Access

Chamge Password

Maintain Site
Maintain ETR
Query Audit Trail

Archive Data

The Administration module consists of:

e User Group

e Create Users (Management of User Access Rights)
e Data Set Access

e Change Password

e Maintain Site

e Maintain ETR

e Query Audit Trail

e Archive Data

-
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9.1 User Group

This function will be used to create user group (role) and attach each user group to a set of functions

along with their rights. Access right may be ‘Edit’ and ‘Query’.
Examples of user group: Officers, Supervisors, EAS Administrator

Although above 3 roles are mentioned, new one can be added to group combination of functions
within any module or across modules and then assigned to users. As a good practice, role is the
interface between job responsibility in the organisation and functions in the information system. In
case of overlapping/cross job responsibility, more than one roles should be setup to contain only
required function(s) per role — job responsibility so that user does not get more access than required.

For example,

> Plan Officer
e A:Create Roster Template
e B:Generate Roster Workdays
e (C:Assign Employee to Roster
e D:Query Roster

» Plan Supervisor
e (C:Assign Employee to Roster
e D:Query Roster
e E:Change Rest Day
e F:Change Roster Group
There are 2 ways to setup and assign roles:
e Role PO access ABCD
e Role PS access CDEF
e User PO will be assigned Role PO
e User PS will be assigned Role PS

or
e Role P1 access AB
e Role P2 access CD
e Role P3 access EF
o User PO will be assigned Role P1 & P2
e User PS will be assigned Role P2 & P3
EEHEE‘:‘MUNK}ATIUNH
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User Group Description
HRNO-5 HRNO SHIFT OFFICERS
HRO-M MORMAL HR. OFFICERS
EAS_ADMIN ADMIN USERS

SUPERVISOR SUPERVISORS

1-4

On double-clicking on a user
group, menu access can set up as
shown below — Read stands for
Query Only and Write stands for
Create and Update.

Role Name  HRNO-S |

Description  HRNO SHIFT OFFICERS |

4 of 4
Page Description Module =T  Read  Write
User Group ADM
Create Users ADM
Change Password ADM
Biometric No Allocation ~ ADM
Maintain Worksites ADM
Maintain ETR ADM
Query Audit Trail ADM
Clocker Data ATT
Create Attendance ATT
Manual Attendance ATT
row(s)1 -10 of 46 = | Mext »

Apply Changes
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9.2 Create Users

This function will be used to create user and to manage access rights of users through user group

(role) granted.

Create Users Assign Role
UserIDD | VBUNDHUN EmpID 4309 ~ User ID Rolename
NID | BOT01791401261 Surname  BUNDHUN e
1-1
Email | VBUNDHUN@GOVML First Name  VYKASH RAIA
Maobile Posting  ¥55 Adminstration m
Status ACTIVE A
Save Exit

9.3 Data Set Access

This  function will be used for setup of data access directly to user by
Ministry/Department/Division/Section/Unit worksite irrespective of responsibility, role, paysite or

worksite, referenced from Posting Combinations setup. The highest level will be Ministry and lowest

Dataset Access
Date
User ID Posting ID From Date To Date Created  UserCreated  Date Modified  User Modified
A A = = null) (null) (null) null)
Add Row
o m m
-
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9.4 Change Password

This function will be used to Change user password. It is a good practice to change the password
regularly with minimum 6 characters of at least medium complexity, i.e mixture of alphanumeric and

symbolic characters.

Apply

Username | VEUMDHUM |

Old Password |iiilllli |

Mew Password ||||-||--| |

Re-Enter New Password |u"uu- |

9.5 Maintain Site
This function will be used to manage site details to indicate ETR location and assigned Ministry/

Department/Division/Section/Unit posting.

e [

o Name Address T Area Active Active Date Date From Date To
| |esene ToweR | | | MORCELLEMENT UNIT, PLOT 52, CYBERAITY 1, EBENE | emene || @ 2170872013 |21/08/2018 | [
)| SILVER CREST COURT |16 MGR. GONIN, PORT LOUTS | PORTLOUIS | | @ | 2170872018 |21/0872018| [ |
O |RADIATION PROTECTION AUTHORTTY | | 37, ST GEORGE STREET, PORT LOUIS | [porTLOUS | | @ |osy01/201 | |og/01/2018 | [ |
O [MUTuAL AID BUILDING | 5.GUY ROZEMONT SQUARE, PORT-LOUIS | [porTLOUS | | @ 0170172018 [o1/01/20m8 [ [
)| LOCAL GOVERNMENT SERVICE COMMISSION 7, LOLIS PASTEUR STREET, FOREST SIDE |1 || @ 2170872013 |21/08/2018 [ [
)| ALBION FISHERIES RESEARCH CENTRE | amon | | | @ | 2170872018 |21/0872018| [ |
O |samoTower | | [AURELLE FELLAFE ST, PORT LOUS | | | = | 2170872018 |21/08/208 [ |
O [esHorTcuLTURE | BARKLY, ROSE HILL | | | = 2170872018 2170872018 [ [
O eicaRa | BiGARa, CUREPIPE | cureppe | | & | [ | ‘ [ [
O |Fooxs House | |BouURBON STREET, PORT LOUIS | [porTLOUS | | @ [ | [ ] [ |
\m\ MNext b
4 »
Eosmunscariann
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9.6 Maintain ETR

This function will be used to manage ETR details to be assigned to a site which can drill up to a Ministry/

Department/Division/Section/Unit posting.

Maetan E1R

9.7 Query Audit Trail

This function will be used to query all the changes to the fields that are set for audit.

Audit Trail
Qv Go Actions v
Employee Primary Key old New User
1D Employee NID 1D Table Name Field Name Value Value Modified Date Modified
10/10/2016
174561 A1086478124678 174561 EAS_PAY_PERIOD EAS_ROS_CODE 201601 201602 JACK 11:00:00
11/10/2016
100200 C1086478124678 100200 EAS_EMPLOYEE EE_OVERTIME_FLAG N Y ADMIN 15:00:00
102001 D1086478124678 102001 EAS_EMPLOYEE EE_TIME_OFF Y N SHEILA 12/015{)2001 €
13/10/2016
100206 F1086478124678 100206 EAS_ATTENDANCE EATT_EMP_SCHEDULE SCH1 SCH3 USER1 05:00:00
20/10/2016
100209 P1086478124678 100209 EAS_OVERTIME_TRANS EOTT_LUNCH_MEAL_HR 2 1 USER2 1417:00

The fields that are set for audit are:

e Employee NID

e Employee Name

e Working Hours Schedule Code

e Roster Template

e Roster Workdays

e Attendance Time-In/Out

e Attendance Condition Code/Hour

e QOvertime to Time-Off Approval Change

"H lﬂf]‘:‘lﬂuﬂiﬁhﬂﬁnﬂ
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9.8 Achieve Data
This function will allow authorised users to archive data whose date (see below) is older than the date
archive specified.

Archive Data

Date Archive®

The data archived are:

e Employee Data (any one of below date)

e Clocker Data (clocker date)

e Attendance Data (attendance date)

e  WorkDays Data (shift date)

e Banktime Transactions Data (transaction date)

e Banktime Closing Balances Data (balance date)

e QOvertime Transactions Data (overtime date)
and can be queried in Archive module. Once archived, the data will not be available online as live data,
therefore the data archived chosen must be older than the regulatory cut-off date required for online
viewing.

-
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10.

Report Module

This module groups all the reports that are available within EAS, subject to access right granted.

- Click on the Report list button to access the menu and functions for this application.

- All reports are printed in landscape format.

Attendance Daily
Absent List

List of Attendance

Bank Report

Odd Punching Report

Attendance Bank Balance

Early/Late Amival (Monthiy)

Monthly Absent

Overtime Report

Daily State Report

Training Report

Roster Report

Monthly Roster Report

List of Clodeer Infiormation
Consolidated Attendance
Attendance By Ministry/Department
Statement of Lateness Across Ministries
Short Weeldy Working Hours

Daily Attendance Time-In

The Report module consists of:

o Attendance Daily

e Absent List

o List of Attendance

e Bank Report

e Odd Punching Report

e Attendance Bank Balance

e Early/Late Arrival (Monthly)

e Monthly Absent

e Overtime Report

o Daily State Report

e Training Report

e Roster Report

e Monthly Roster Report

e List of Clocker Information

e Consolidated Attendance

o Attendance By Ministry/Department
e Statement of Lateness Across Ministry/Department
e Short Weekly Working Hours

o Daily Attendance Time-In

ny
t
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10.1 Attendance Daily

This is a PDF report to list employee daily attendance for the period specified. The list can also be
downloaded in Excel although the display may be slightly different and may require editing.
Report Parameters are as follows:

e Date From

e DateTo

e Employee ID

e PCID (Posting Combination)

Sort By: Attendance Date, Employee ID

Daily Attendance
Date: From 08052007  [=] To |14052007  [=)
EmployealD 15538 . PCID |1224 ”

Ministry | MINISTRY OF CIVIL SERVICE AND AR

Division | HEAD OFFICE FOR MCSAR

Section | OPEN REGISTERY FOR HO MCSAR

Republic of Mauritius

Attendance Management System
Attendance Daily

Ministry 444, Department , Division 1081, Section 2269
Date From  08/05/2017 Date To  14/05/2017
Employee ID 15538

Shift/Flexi Actual Transaction

NID Emplayesa Name Site Shift Date Start EndTime InTime OutTime ' YP¢

Ministry 444 MINISTRY OF CIVIL SERVICE AND AR

Department

Division 1081 HEAD OFFICE FOR MCSAR

Section 2269 OPEN REGISTERY FOR HO MCSAR

Unit

Class GENERAL SERVICE

F1202860500202 FOWDAR DOORGESH 1224-0OFEN REGISTERY FOR HO OFFICER FLEXITIME 08M5207 0845 16:00 0333 16:43

ICSAR 45

F1202860500202 FOWDAR DOORGESH 1224-0OPEN REGISTERY FOR HO OFFICER FLEXITIME 09/5207 0845 16:00  08:31 16:43
MCSAR 645

F1202860500202 FOWDAR DOORGESH 1224-OPEN REGISTERY FOR HO OFFICER FLEXITIME 1005207 0845 16:00 09018 16:40
MCSAR B:4S

F1202860500202 FOWDAR DOORGESH 1224-0FEN REGISTERY FOR HO OFFICER FLEXITIME 11M08207 0845 16:00 024 16:38
MCEAR B:45

F1202860500202 FOWDAR DOORGESH 1224-0PEN REGISTERY FOR HO FFICER FLEXITIME 120052017 0845 16:00  09:26 16:38
MCSAR :
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10.2 Absent List

This is a PDF report to list employees who are absent for the period specified. The list can also be

downloaded in Excel although the display may be slightly different and may require editing.
Report Parameters are as follows:

e Date From

e DateTo

e Employee ID

e PCID (Posting Combination)

Sort By: Absent Date, Employee ID

Absent List

Republic of Mauritius

Attendance Management System

Absent List
Date From 01/052017  Date To  30V05/2017
Employee ld 15538
AbsentDate  NID Employee Name Class Shift/Flexi Site
Ministry 444 MIMISTRY OF CIVIL SERVICE AND AR
Department
Division 1081 HEAD OFFICE FOR MCSAR
Section 2269 OPEN REGISTERY FOR HO MCSAR
Unit
250672017 F1202860500202 FOWDAR DOORGESH GEMERAL SERVICE OFFICER FLEXITIME 8:45 1224-OPEN REGISTERY FOR HO MCSAR

-
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10.3 List of Attendance
This an interactive report in which data column from Attendance can be selected, filtered, sorted and
downloaded to excel for further manipulation. Attendance is filtered for current date by default.

List of Attendance

.....

qkE
i

10.4 Bank Report
This is a PDF report to list the Bank Time accumulated on a daily basis of the employee for the period
specified. The list can also be downloaded in Excel although the display may be slightly different and
may require editing.
Report Parameters are as follows:

e Date From

e DateTo

e Employee ID

e PCID (Posting Combination)

Sort By: Attendance Date, Employee Id

The column Bank Time in the report is calculated on a daily basis based on total of excess time
accumulated and/or short time deducted on arrival (time-in) and/or departure (time-out) for the
schedule code of the employee.

Lo | —
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Bank Report

. - . - -
Date: From | 0LA05/2017 m] To [m]
Employes [0 15538 A PCID e
Ministry | MINISTRY OF CIVIL SERVICE AND AR
Departmeent
Division | HEAD OFFICE FOR MCSAR
Section  OPEN REGISTERY FOR HO MCSAR
Uit
Run In Becel
Republic of Mauritius
Manag Sy
Bank Report
Ministry 444, Department , Division 1081, Section 2269
Date From  0105/2017 DateTo  22005/2017
Employee ID 15538
NID Site Shift Date InTime OutTime BankTime
Ministry 444 MIMISTRY OF CIVIL SERVICE AND AR
Department
Division 1081 HEAD OFFICE FOR MCSAR
Section 2269 OPEN REGISTERY FOR HO MCSAR
Unit
Employee FOWDAR DOORGESH
Class GENERAL SERVICE
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 0210572017 09:45 16:20 -00:45
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 03052017 09:37 16:39 -00:37
1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 0410572017 09:25 15:55 -00:45
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 05052017 09:20 16:31 -00:20
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 D8M05/2017 09:33 16:43 -00:33
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 09052017 09:31 16:43 -00:31
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 10/05/2017 0918 16:40 -00:18
F1202860500202  1224-OPEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 1140502017 09:24 1638 -00:24
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 120572017 09:26 16:39 -00:26
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 1510572017 0949 16:41 -00:48
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 16052017 10:06 16:44 -01:06
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 17052017 09:27 17:00 -00:27
F1202860500202  1224-OPEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 1810572017 09:30 1642 0030
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 19/05/2017 09:20 16:40 -00:20
F1202860500202 1224-0PEN REGISTERY FOR HO MCSAR OFFICER FLEXITIME B:45 2210572017 12:12 16:44 00:00
-
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10.5 0Odd Punching Report
This is a PDF exception report to list employees whose daily attendance has missing Time-In or Time-
Out for the period specified.
Report Parameters are as follows:
e Date From
e DateTo
e Employee ID
e PCID (Posting Combination)

Sort By: Attendance Date, Employee Id

Odd Punching Report

Date: From 01032007  [m) To 30/032017 [=
Emplayee 1D A PCID |438 ~

Ministry | MINISTRY OF CIVIL SERVICE AND AR

Section | SCHEME OF SERVICE

Run Report

Republic of Mauritius
Attendance Management System
0Odd Punching Report

Ministry 444, Department , Division , Section 432
Date From  01/03/2017 Date To  30/03/2017

Employee ID

NID Employee Name Site Date InTime  OulTime

Class TRAINEE

1802911501018 LUTCHMANAH MARIE KETTY 438 SCHEME OF SERVICE 06I03/2017 16:45
LORESTINE CHEVILLA

1802911501018 LUTCHMANAH MARIE KETTY 438 SCHEME OF SERVICE 1000372017 16:45
LORESTINE CHEVILLA

1902011901018 LUTCHMANAH MARIE KETTY 438-SCHEME OF SERVICE 1300302017 15:48
LORESTINE CHEVILLA

1902011901018 LUTCHMANAH MARIE KETTY 438-SCHEME OF SERVICE 1500302017 15:48
LORESTINE CHEVILLA

1902011901018 LUTCHMANAH MARIE KETTY 438-SCHEME OF SERVICE 200342017 0g:18
LORESTINE CHEVILLA

1902911901018 LUTCHMANAH MARIE KETTY 438-SCHEME OF SERVICE 21032017 15:45
LORESTINE CHEVILLA

1902911901018 LUTCHMANAH MARIE KETTY 438-SCHEME OF SERVICE 220032017 15:45
LORESTINE CHEVILLA

C1egzensnme LUTCHMAMAH MARIE KETTY 43g-FCHEME OF SERVICE ZIVHZ0TT 1546
LORESTINE CHEVILLA

1902011901018 LUTCHMANAH MARIE KETTY 436-SCHEME OF SERVICE 2410342017 15:45
LORESTINE CHEVILLA

1902011901018 LUTCHMANAH MARIE KETTY 436-SCHEME OF SERVICE 270342017 15084

" -
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10.6 Attendance Bank Balance
This is a PDF report to list the Excess and/or Short working hours on both Arrival (Time-In) and
Departure (Time-Out), Bank Time accumulated and Balance on a daily basis of the employee for the
period specified. The list can also be downloaded in Excel although the display may be slightly different
and may require editing.
Report Parameters are as follows:

e Date From

e DateTo

e Employee ID

e PCID (Posting Combination)

Sort By: Attendance Date, Employee Id

The column Balance in the report is the total Bank Time accumulated between dates over opening
balance.

Attendance Bank Balance

Date From | 01/04/2017 [m] Date To | 30/04/2007 [m]
Employeeld |13384 s PCID (124 s
Ministry | MINISTRY OF CIVIL SERVICE AND ADMIMISTRATIVE REFORMS
Department
Division
Section

Linit
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Republic of Mauritius
Attendance Management System
Attendance Bank Balance

Ministry 124, Department , Division , Section

Date From 01/04/2017 Date To  30/04/2017
Employee ID 13384
Shift Actual InTime OutTime Bank

NID Site Shift Date StartTime EndTime InTime OufTime Difference Difference Difference Balance

Ministry 124

Department

Division

Section

Unit

Employee  BISSESSUR RAJNEETA

Class Opening:  00:00

U050180310074B 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 01/04/2017  08:45 1600 08:27 1607  00:15 0007 0022 00:22
ADMINISTRATIVE REFORMS

U0501803100748 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 02/04/2017  0B:45  16:00 09:04 16410  -00:18 0010 -00:09  00:13
ADMINISTRATIVE REFORMS

UO0S0180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 D3/04/2017  08:45  16:00 00:00  00:00 0000 00:13
ADMINISTRATIVE REFORMS

UO0S01803100748 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 04/04/2017  08:45 1600 0842 1541 0003  -00:18  -00:16  -00:03
ADMINISTRATIVE REFORMS

U05018031007T48 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 05/04/2017  08:45 1600 0847 1606  -0002 0006 00:04  00:01
ADMINISTRATIVE REFORMS

U0501803100T48 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 08/04/2017  08:45 1600 0816 1604  00:15 0004 0019 00:20
ADMINISTRATIVE REFORMS

U0501803100748 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 09/04/2017  08:45 1600 08:05 1602 0015 0002 00:17  00:37
ADMINISTRATIVE REFORMS

U050180310074B 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 10/04/2017  08:45 1600 08:01 1556 0015  -00:04 0011 00:48
ADMINISTRATIVE REFORMS

U0S01803100748 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 11/04/2017  08:45  16:00 08:04 00:00  00:00 0000  0C:48
ADMINISTRATIVE REFORMS

U0S0180310074E 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 12/04/2017  08:45 1600 08:07 1608  00:15 0009 00:24  01:12
ADMINISTRATIVE REFORMS

U0S01803100748 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 15/04/2017  08:45 1600 08:06 1610  00:15 0010 00:25  01:37
ADMINISTRATIVE REFORMS

U0501803100T48 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 16/04/2017  08:45 1600 0805 1613  00:5 0013 0028 02:05
ADMINISTRATIVE REFORMS

U0501803100746 124-MINISTRY OF CIVIL SERVICE AND ~ OFFICER FLEXITIME 8:45 17/04/2017  08:45 1600 0836 1557 0008  -00:03 0006  02:11

Date 11/08/2017 Page 1 of 2 User EAS

Republic of Mauritius
Attendance Management System
Attendance Bank Balance

Ministry 124, Department , Division , Section

Date From  01/04/2017 Date Ta IW042017
Employee ID 13384
Shift Actual InTime OutTime Bank

NID Site Shift Date StartTime EndTime InTime OufTime Difference Difference Difference Balance
ADMINISTRATIVE REFORMS

U050180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 18/04/2017  0B:45 16:00 0758 16:05 00:15 00:05 00:20 02:31
ADMINISTRATIVE REFORMS

U0501803100748 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 18/04/2017 08:45 16:00 08:35 16:08 a0:10 00:08 00:18 02:49
ADMINISTRATIVE REFORMS

U0501803100748 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 22/04/2017  0B:45 16:00 08:13 16:03 00:15 00:03 00:18 03:07
ADMINISTRATIVE REFORMS

UDS01803 100748 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 23/04/2017  08:45 16:00 08:35 16:07 o010 00:07 00:17 03:24
ADMINISTRATIVE REFORMS

UO0S0180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 24/04/2017 0B:45 16:00 09:023 1607 -00:18 00:07 -00:11 03:13
ADMINISTRATIVE REFORMS

UO0S0180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 25/4/2017 0B:45 16:00 00:00 00:00 00:00 0313
ADMINISTRATIVE REFORMS

U050180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 26/04/2017 08:45 16:00 0827 15:48 00:15 -00:12 00:03 0318
ADMINISTRATIVE REFORMS

U050180310074E 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 20/04/2017 08:45 16:00 0O8:11 12:07 00:15 -03:53 -03:38 -00:22
ADMINISTRATIVE REFORMS

U0501803100748 124-MINISTRY OF CIVIL SERVICE AND  OFFICER FLEXITIME 8:45 30/04/2017 0B:45 16:00 08:05 16:06 -00:20 00:06 -00:14 -00:36
ADMINISTRATIVE REFORMS

Signature.................

Centified correct according to

(i} Electronic Attendance System
(i} Log Book
for Senior Chief Executive
Date 11/06/2017 Page 2 of 2 Usar EAS
-
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10.7 Early/Late Arrival (Monthly)
This is a PDF report to print the statistics on the monthly no. of Early/Late Arrivals to work of the
employee for the year.
Report Parameters are as follows:
e Year
e Employee ID
e PCID (Posting Combination)

Sort By: Employee Id

Early/Late Arrival (Monthly)

o 'y P

Year 2017 Employes ID 15538 G CID (1223
Ministry | MIMISTRY OF CIVIL SERVICE AND AR
Department
Divisson | HEAD OFFICE FOR MCSAR

Section | QPEM REGISTERY FOR HO MCSAR

Republic of Mauritius
Attendance Management System
Early/Late Arrival (Monthly)

Minisiry 444, Department , Division 1091, Sechion 2269
Employee id 15538

Mame January Febuary March April May June
= BAE [OOT = = 545 [0.07T = = X 0T = BAG 907 F = B&5 [0.07 [= = X 0T [=
B4S (To (To 9.15 |B45 |To |To 9.15 |845 |To |Te @15 | B45|Te |Te [B.15 |B45 [To (To (915 |845 |Te |To ([9.15
9.00 [9.15 (9.00 (9.15 9.00 [8.15 9.00 [92.15 9.00 [9.15 9.00 (9.15
Class July August September Octobar November Decamber
< 846 |9.01 |= = 846 [9.01 |= < B8.46 [9.01 | = @46 [9.01 [= = B.45 [9.01 |= = B.46 [9.01 [=
B45 |To (Te |9.15 |B45 |Te |To (915 |B45 [To |To [@.15 | B45 |To |[To |9.15 |B45 [To |Te |315 (845 [To (Te [9.15
92.00 (9.15 9.00 [9.15 9.00 |2.15 9.00 [9.15 9.00 (9.15 9.00 (9.15
Ministry 444  MINISTRY OF CIVIL SERVICE AND AR
Department
Division 1081 HEAD OFFICE FOR MCSAR
Section 2269 OPEN REGISTERY FOR HO MCSAR
Unit
FOWDAR DOORGESH [1] o o o 1] 0 [i] 1] [1] 1 3 15 1 1 5 13 0 [i] 2 19 1] 3 3 10
GEMERAL SERVICE 0 0 0 o o 0 0 0 [ o 0 0 0 0 o o 0 0 o 0 o o 0
-
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10.8 Monthly Absent

This is a PDF report to print the statistics on the monthly no. of days absent to work of the employee
for the year.

Report Parameters are as follows:
e Year
e Employee ID
e PCID (Posting Combination)

Sort By: Employee Id

Monthly Absent

— - o — PRp e [P
Year 201 Empioyes 1) |15538 a PCID |[1229

Ministry | MINISTRY OF CIVIL SERVICE AND AR
Department
Divigion | HEAD OFFICE FOR MCSAR

section | OPEN REGISTERY FOR HO MCSAR

Republic of Mauritius
Attendance Management System
Absent List(Monthly)

Ministry 444, Dapartment , Division 1081, Section 2269
Employee id 15538

Narme Class Jan  Feb  Mar  Apr May  Jun Jul Aug  Sep Oct MNov  Dec
Ministry 444 MIMISTRY OF CIVIL SERVICE AND AR
Departmant
Division 1081 HEAD OFFICE FOR MCSAR
Section 2269 OPEN REGISTERY FOR HO MCSAR
Unit
FOWDAR DOORGESH GEMERAL SERVICE 0 o 1} o 1 1] a o o 1] 1} a
-
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10.9 Overtime Report
This an interactive report in which data column from Overtime Transactions can be selected, filtered,
sorted and downloaded to excel for further manipulation or send to Financial section for Payment

purpose.

Overtime Report

Q-

Employee

jiv]

1155

1155

1155

1155

Surname

PATHER

PATHER

PATHER

PATHER

First Name

SOOPRAMANIEN
KANDASAMY

SOOPRAMANIEN
KANDASAMY

SOOPRAMANIEN
KANDASAMY

SOOPRAMANIEN
KANDASAMY

Go Actions ~

NID

P1404540112556

P1404540112556

P1404540112556

P1404540112556

10.10 Daily State Report
This is a PDF report to print the no. of employees by grade having Attendance Trans Type for the
period specified. The Matrix style displayed the Grade in the x-axis, Attendance Trans Type in the y-

axis and the no. of employees as the data in the body. It is used by the MPF.

Worksite
D

Report Parameters are as follows:

Date From
Date To
PC ID (Posting Combination)

Sort By: Attendance Date, Employee Id

Daily 5tate Report

Mo
LEpa

Date: From

PCID (124

T o
Ministry

rtment

QLM05/2018

MINISTRY OF CIVIL SERVIC

Pay Week Start End

Period No. Date Time Time
06-

20173 10 MAR- 08:21 08:45
17
06-

20173 10 MAR- 16:00 18:01
17
o7-

20173 10 MAR- 08:3% 08:45
17
07-

20173 10 MAR- 16:00 1747

Lunch
Meal Work
Hr Rate Hr

5 0024
5 0201
15 0006
15 0147

31/05/2018

AMND ADMIMISTRATIVE REFORMS

e [ e

No. of Transaction Transaction Approved

Session Type Date

ovT 14-3eP-17
ovT 14-3eP-17
ovT 14-3eP-17
ovT 14-3eP-17

Status

REJECT

REJECT

REJECT

REJECT

-
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Daily State Report

User EAS
Date 31/05/2019
Date From 01/05/2018 Date To 31/05/2018
Adviser | Assistant | Assistant | Assistant | Assistant | Assistant | Assistant | Assistant | Computer |Confidenti| Deputy Deputy | Director, | Director, Drriver
Director, | Financial | Manager Manager, Support al Director, [Permanent] Human |Safety and|
ISafety and| Officer |(Procurem| Financial | Human | Secretary |Analy Secretary | Human |Secretary | Resource Health Uni
Health Unil entand |0 i SOuUrces| nior nior Resource Managem
Supply) | (Future i G ant
Holder) Systems | Support ent
Analyst |Officer (on|
roster)
AF BL o o o ] o o ] o o ] o o o ] o
AHCL 1] 1] 1] 1] [1] 1] 1] o 1] 1] [1] [1] 1] 1] [1]
AHSLEAVE o [i] [i] 1] [1] [i] 1] o [i] 1] [1] [1] [i] 1] [1]
CLEAVE o 1] 1] 1] [1] 1] 1 o 1] 1] [1] 1 1] 1] [1]
LwP o ] ] 1] o ] 1] o ] 1] o o ] 1] o
MH CL o a a 1] o a 1] o a 1] o o a 1] o
SLEAVE o o o ] o 1 ] o o ] o o o ] o
TLEAVE o 1] 1] 1] [1] 1] 1] 1] 1] 1] [1] 2 1] 1] [1]
TOF o [i] [i] 1] 1] [i] 1] o [i] 1] 1] 1] [i] 1] 1]
UMNAUTHL T [ 1 1 5 48 13 12 4 20 ] T 3 [ El
PRESENT 16 17 22 22 18 202 54 11 17 116 14 59 22 17 38
STRENGTH
Total 23 23 23 23 23 25 68 23 2 136 23 B9 25 23 69
Employed| Financial | Head | Human | Human | Internal | Library | Library |Managem| Manager qer, | Manager, | Office Office | Office
to give |Officer/Se| Office |Resource |Resource| Contral | Clerk and (Procurem| Financial | Human |Auxiliary/s|Managem | Managem
assistance| nior Auxiliary | Executive [ Managem | Officer/Se Document| Support | entand |OperationgResources| enior ent ant
at Financial ant nior ation Officer Supply) Office | Assistant | Executive
Managem| Officer [Officer(Per| Internal Officar Auxiliary
ent sonal) Control
Support Officer
Officar
Lawel
AF 5L 1 [1] [1] 1] o [1] 1] o [1] 1] o o [1] 1 o
AHCL o o o ] o o ] o o ] o o o 1 2
Employed| Financial | Head Human | Human | Internal | Library | Library |Managem| Manager | Manager, | Manager,| Office Office Office
o give |Officer/Se| Office Resource | Resource | Control Clerk and ant (Procurem| Financial | Human |Auxiliary'S| Managem | Managem
assistance| nior Auxiliary | Executive [ Managem | Officer/Se Document| Support | entand |OperationgResources| enior ent ant
at Financial ent nior ation Officer | Supply) Office | Assistant | Executive
Managem | Officer officer(Ped Internal Officer Auxiliary
ent sonal) Control
Suppaort Officer
Officer
Lavel
AHSLEAVE o [i] [i] 1] [1] [i] 1] o 1 1] [1] [1] [i] 1] [1]
CLEAVE 1) a a 1 1] a 1] 1] a 1] 1] 1] a 3 1
LWP o [i] [i] 1] [1] [i] 1] o 1 1] [1] [1] [i] 1] [1]
MH CL o 1] 1] 1 [1] 1] 1] o 2 1] [1] [1] 1] 1 [1]
SLEAVE o 0 0 1] o 0 1] o 10 1] o o 0 2 1
TLEAVE o o o ] o o ] o 3 ] o o o 1 o
TOF o o o o o o o o 1 o o o o o o
UMAUTHL 34 T 21 84 10 o ] 2 210 15 3 N 47 12 13
PRESENT 176 36 43 434 36 1 38 21 a7 ] 20 107 467 548 75
STRENGTH
Total 21 43 64 520 46 1 46 23 1125 23 23 138 514 TED a2
T Principal | Principal Receptioni|Salety and[Safety and| Senior | Semior | Senior | Senior | Semior | Stores | Word Total
Secretary| Internal |Safetyand| ntand |stTelepho| Health | Health | Chief | Human | Human | Library | Systems | Attendant Processing]
Control | Health | Supply ne  |Officer/Se| O Executive and Analyst Operator
Officer Officer | Officer/Se | Operator |nior Safetylnior Safety| Executive | Executive | Document
(F nior land Healthjand Health (Future |(F atian
Officer Officer Holder) Officer
nt and (Future [{Personal)
Supply Holder)
Officer
AF BL o 1] 1] 1] [1] 1] 1] o 1] 1] [1] [1] 1] 1] 2
AHCL o [i] [i] 1] [1] [i] 1] o [i] 1] [1] [1] [i] 1]

AHSLEAVE o 0 0 1] o 0 1] o 0 1] o o 0 1] 1
CLEAVE 1 0 0 0 o 0 0 o 0 0 o o 0 2 10
LwP o o o o o o o o o o o o o o 1
MH CL [1] [] [] [i] o [] [i] o [] [i] o o [] 1 5
SLEAVE o [i] [i] 1] [1] [i] 1] o [i] 1] [1] [1] [i] 1] 14

F Principal | Principal Re:eptinniﬁafety and[Safety and| Senior Senior Senior Senior Senior Stores Word Tatal
Secretary| Internal |Safetyand| ntand [stTelepho| Health | Health | Chief | Human | Human | Library | Systems | Attendant Processing]
Control | Health | Supply ne |Officer/Se| O Executive and Analyst Operator
Officer Officer | Officer/Se | Operator |nior Safetylnior Safety| Executive | Executive | Document
(F nior land Healthland Health (Future |(F atian
Officer Officer Holder) Officer
nit and (Future |{Personal)
Supply Holder)
Officar
TLEAVE o [i] [i] 1] [1] [i] 1] o [i] 1] [1] [1] [i] 1] B
TOF o [] [] [i] [i] [] [i] o [] [i] [i] [i] [] [i] 1
UMNAUTHL 4 1 23 3 B H E-1 2 18 23 3 4 4 4 927
PRESENT 8 22 65 20 40 35 TE 21 (] 20 19 19 107 4243
STRENGTH
Total 44 23 B8 23 46 B& 107 23 47 92 23 23 23 114 5213

e
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10.11 Training Report
This an interactive report in which data column from Employees following Trainings can be selected,
filtered, sorted and downloaded to excel for further manipulation.

Training Report

Go Actions ~

Emp Training Training Training Training Start Dale Start End Cancel Date
D Name Type Name Description Site Remarks End Date Time Time Cancel Reason Cancelled
sosq  VEERAPEN- amEne FOOK S N I iz
2239 SEEROMMANES SEM1 SEMINAR LEADERSHII HOUSE - 03/07/2018 05/07/2018 10:00 15:00
- VALAYDON- . . FOOK - -
2o = B e | GEmESD | AT 1500
2235 TCHEMAYEGEE SEM1 SEMINAR LEADERSHII HOUSE 03/07/2018 05/07/2018 10:00 15:00
U . o QUALITY o oamromas | srmronie | oo .
301 GOOUAR-JAIANTEE CONF CONFERENCE MANAGEMENT s - 23/07/2018 27/07/2018 09:00 16:00
= JHOWRY- crEneE | RHALTY . DIMTONE | IT/OTO0LE | 000 PET
558 col CONFERENCE CISD _ 10742 7407420 900 0
T oo CONF CONFERENCE o0 CEMENT asp 23/07/2018  2T0V0LE 090 16:00
140 ROOJEE-KATYOOM CONF CONFERENCE Qu ‘, - aso - 23/07/2018 27/07/2018 05:00 16:00 Y VL 31/05/2018
MANAGEMEN
S . _ o QUALITY . N [ e SN,
433 GOBURDHOME-LALITA CONF CONFERENCE MANAGEMENT s - 23/07/2018 27/07/2018 05:00 16:00 Y BUS 31/05/2018
MANAGEME

10.12 Roster Report
This is a PDF report to print the Roster Workdays Planning generated or manually input/updated for
the period specified. The Matrix style displayed the Shift Time Slot in the x-axis, Shift Date in the y-axis
and the Team as the data in the body. The team members are listed after the schedule planning. The
report can also be downloaded in Excel although the display may be slightly different and may require
editing.
Report Parameters are as follows:

e Date From

e DateTo

e Roster Code

e PCID (Posting Combination)

Sort By: Shift Time Slots (based on Roster Template Details.Remarks), Shift Date

Roster Report

Date: From  |01/03/2017 | f=] To |31/03/2007 | [=]

Roster Code |V N PCID ~
Ministry
Departrent
Division
Section

Unit

Covra [ v

"H lﬂz‘:‘”uﬂﬂhﬂﬁnﬂ
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Roster Report

User PLANMER
Date 20/02/2017

Date From  01/03/2017 Date To 31/03/2017
Roster CIV - AERONAUTICAL INFORMATION OFFICER ROSTER

Date Day 08:00-16:00 16:00-24:00 00:00-08:00 Off
01/03/2017 WED ABCD c B 8]
02/03/2017 THU D ABCD c B
03/03/2017 FRI B D ABCD c
04/03/2017 SAT C B 8] ABCD
05/03/2017 SUN ABCD c B D
06/03/2017 MON D ABCD c B
07/03/2017 TUE B D ABCD c
08/03/2017 WED C B [n] ABCD
09/03/2017 THU ABCD c B [§]
10/03/2017 FRI D ABCD c B
11/03/2017 SAT B D ABCD c
120032017 SUN C B D ABCD
13/03/2017 MON ABCD c B D
14/03/2017 TUE D ABCD c B
15/03/2017 WED B D ABCD c
16/03/2017 THU C B 5] ABCD
17/03/2017 FRI ABCD c B D
18/03/2017 SAT D ABCD c B
19/03/2017 SUN B D ABCD c
200032017 MON C B o] ABCD
2110372017 TUE ABCD c B D
220032017 WED D ABCD c B
23/03/2017 THU B D ABCD c
24/03/2017 FRI C B [b] ABCD
25/03/2017 SAT ABCD c B D
268/03/2017 SUN D ABCD c B
271032017 MON B D ABCD c
28/03/2017 TUE C B 3] ABCD
29/03/2017 WED ABCD c B D
30/03/2017 THU D ABCD c B
31/03/2017 FRI B D ABCD c
TEAM A
CHOYTOO ZAMEER
MOSAHEB ASHNA
SOOBARUTH BOHESH
TEAM B
BAROSA AJMAL
PEERALLY KALIDASS
REESAUL HEMA
TEAM C

BAHADOOR NAUSHAD
BISSESSUR BHUPENDRA
GUNESS MAHESHWAR
TEAM D

BACCUS MITRADEV
KEERPAUL REAZ
PURMESSUR AVINASH

10.13 Monthly Roster Report
This is a PDF report to print the Roster Workdays Planning generated or manually input/updated for
the period specified. The Matrix style displayed the Shift Date in the x-axis, Rank, Departmental No.

&
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and Surname in the y-axis and the Shift Label (based on Roster Template Details.Remarks) as the data
in the body. The report can also be downloaded in Excel for printing purpose if it does not fit nicely on
a A4 paper as shown below in 2 parts. Also the display may be slightly different and may require
editing. It is used by the MPF.
Report Parameters are as follows:

e Date From

e DateTo

e Roster Code

e Display Column (Rank and Departmental No. visibility)

e PCID (Posting Combination)

Sort By: Shift Date

Monthly Roster Report
Date: From | 01A2/2017 [&] To [31A2/2017 [=]
Roster Code || MPF-PHESSP| Display Column | Both
PCID ”
Departmen
Section

-
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Monthly Roster Report

Date From 01122017  Dale To 30122017 User PLANNER
Roster MPF-PHESSPS - POPE HENMNESSY Date 17/06/2019
Rarik Dept Suname | 01 | 02 | 03 | 04 |05 |06 | OF | 08 |09 | 10 | 11 | 12 | 13 [ 14 [ 15 | 16 | 17 | 18 | 19
FRI | SAT | SUN |MON | TUE |WED | THU | FRI | SAT | SUN |MON | TUE |WED | THU | FRI | SAT | SUN |MON | TUE
Assistant ASP GERARD T WL | 3 | 2 [TOR[| 1 |WL | 3 7 [TOR| 1 | WL | 3 7 [TOR| 1 | WL | 3 7
Superintendent 2 2 2
of Palice GOVINDA | WL | 3 Z |[TOR| 1 | WL | 3 Z [TOR| 1 | WL | 3 Z |[ToR| 1 |WL | 3 Z [10R
REDDI 2 2 2 2
HOSSENBOC| 3 Z [TOR[ 1 [WL | 3 Z [TOR[ 1 [WL | 3 Z [TOR| 1 WL | 3 Z [1OR| 1
us 2 2 2 2
Chief Inspector Cl DOMUN T WL | 2 | 2 [TorR[| 1 |[wL | 2 2 [TOR[ 1 | WL | 2 2 [TOR[ 1 | WL | 2 2
of Palice 2 2 2
REDDY 1 T [TOR| 1 | WL | 3 Z [1OR| 1 |WL | 3 Z |WL | 1 [w | 3 Z [1OR| 1
2 2 2
SEESURUN | 1 | WL | 3 | 2 |10oR| 1 | WL | 3 7 [TOR| 1 |WL | 3 7 [TOR| 1 | WL | 3 7
_ 2 _ 7 _ _
TnEpector of NSE | G RAMDOO | WL | 2 Z |[TOR| 1 | WL | 2 Z [TOR| 1 | WL | 2 Z |[ToR| 1 | WL | 2 Z [10R
Police 2 2 2 2
HURREE 3 Z [TOR[ 1 [wL | 3 Z [1OR[ 1 [wL | 3 Z [1OR| 1 [wL | 3 Z [1OR| 1
2 2 2 2
NOWBUTH | 1 |WL | 3 | 2 |1OR| 1 | WL | 3 2 [TOR| 1 | WL | 3 2 [1OR[| 1 |WL | 3 2
2 2 2
SEEBALUCK | 3 Z [TOR[ 1 [wL | 3 Z [1OR[ 1 [wL | 3 Z [TOR| 1 |wL | 3 Z [1OR| 1
2 2 2 2
SIMOTHY | 3 Z [TOR[ 1 [wL | 2 Z [TOR[ 1 |wL | 3 Z [TOR| 1 [wL | 2 Z [1OR| 1
2 2 2 2
SO0BUL 3 Z [TOR[ 1 | WL | 3 2 [1OR| 1 | WL | 3 2 [TOR| 1 |WL | 3 2 [1OR| 1
2 2 2 2
TEELOKEE | 3 Z [1OR[ 1 |wL | 3 Z [1OR[ 1 |wL | 3 2 [1OR| 1 |wL | 3 Z [1OR| 1
2 2 2 2
Police PC 10684 |BHOOJEDHU| 2 (1OR| 1 | WL | 3 Z [1OR| 1 |[wL | 3 Z [1OR| 1 |wL | 3 2 [1OR| 1 | WL
Constable 2 2 2 2
PC 10750 | APFADOO | 3 Z [TOR[ 1 [wL | 3 2 [1OR[ 1 [WL | 3 2 [TOR| 1 [WL | 3 2 [1OR| 1
2 2 2 2
PC 10827 | BILALL 1 T | WL | 3 2 [1OR| 1 |[WL | 3 | 2 [1OR| 1 |[WL | 3 | 2 [1OR| 1 |[wL | 3
H H 2
FC 11013 | BOODOOD 1 T | WL | 3 Z [1OR| 1 |WL | 3 | 2 [TOR| 7 |[WL| 3 | 2 [TOR| 7 |[WL | 3
H 2 2
FC 11077 | BEERBUL | 2 |[1OR| 1 |WL | 3 Z [1OR| 1 |[WL | 3 Z [TOR| 1 |WL | 3 Z [1OR[ 1 | WL
H 2 2 2
PC 11107 |RAMASAWNMY| 2 |10OR| 1 | WL | 3 Z [TOR| 1 | WL | 2 Z [1OR| 1 | WL | 2 Z [1OR[ 1 | WL
2 2 2 2
PC 11152 | JEEMON | WL | 3 Z [TOR| 1 | WL | 3 Z [TOR| 1 | WL | 3 Z |ToR| 1 | WL | 3 7 |[10R
2 z 2 2
PC 3074 | BEEHARRY | 2 [10R| 1 | WL | 3 Z [ToR| 1 |[wL | 2 Z [1oR| 1 |wL | 2 2 [1OR| 1 | WL
H 2 2 2
PC 352 | FOOLMAUN | 1 T | WL | 3 2 [1OR| 1 |[WL | 3 | 2 [1OR| 1 |[WL | 3 | 2 [1OR| 1 |[wWL | 3
H 2 2
PC364 | SEWLALL | 3 Z [TOR[ 1 |wL | 3 Z [1OR[ 1 |wL | 3 Z [1OR| 1 |wL | 3 Z [1OR| 1
2 2 2 2
PC 200 POWER Z [1oR| 1 | WL | 3 Z [TOR| 1 WL | 2 Z [1OR| 1 | WL | 2 Z [1OR[ 1 | WL
2 2 2 2
PC 400 | RAPHAEL | 3 Z [TOR| 1 | WL | 3 Z [TOR| 1 | WL | 3 Z [TOR| 1 | WL | 3 Z [1OR| 1
2 2 2 2
PC 539 |CHINMABANS| 1 T | WL | 3 Z [1OR| 1 |WL | 3 | 2 [TOR| 7 |WCL | 3 | 2 [ToR| 1 | WL | 3
2 2 2
FC 5484 | BHURUTH | 1 T | WL | 3 2 [1OR| 1 |WL ]| 3 | 2 [1TOR[ 7 |WL | 3 | 2 [TOR[ 7 | WL | 3
2 2 H
PC 5683 | PURESH Z [1OR| 1 3 2 [1OR| 1 |[wL | 3 Z [1O0R| 1 |wL | 3 2 [10OR| 1 | WL
2 2 2 2
PC 6748 |SUBDURALLY| WL | 3 2 [TOR| 1 |WL | 3 2 [1TOR| 1 |WL | 3 2 [1TOR| 1 |WL | 3 2 [10R
2 2 2 2
PC 6992 |BUCKTOWAR| 2 ([1OR| 1 | WL | 3 Z [10R| 1 |WL | 3 Z [1OR| 1 |WL | 3 Z [TOR[ 1 | WL
2 2 2 2
FC 9992 | BAICHOD |1OR| WL | WL | 3 Z [1TOR| 1 |WL ]| 3 | 2 [TOR| 7 |[WL | 3 | 2 [TOoR| 7 |wWL | 3
2 H 2 2
TPC 10860 | ELYBUX 2 [1OR| 1 | WL | 3 Z [10R| 1 |WL | 3 Z [10R| 1 | WL | 3 2 [1OR| 1 | WL
2 2 2 2
Police Corparall  CPLO45 | GUNNESS | 2 |[1OR| 1 | WL | 3 7 [10oR| 1 WL | 3 7 [1OR| 1 |WL | 3 Z [1OR[ 1 | WL
H 2 2 2
Police FS 2417 | BERTRAND | 3 2 [TOR[ 1 [wL | 2 2 [1OR[ 1 [wL | 2 2 [TOR| 1 [wL | 2 2 [1OR| 1
Sergeant 2 2 2 2
F52046 | HURREE | WL | 3 Z [1TOR| 1 | WL | 3 Z [TOR| 1 |WL | 3 Z [TOrR| 1 WL | 3 2z [10R
H 2 2 2
Womnan Sub- WSI | TRANQUILLE| 3 2 [TOR[ 1 [wL | 2 2 [TOR[ 1 [wL | 3 2 [TOR[| 1 [wL | 3 2 [1OR| 1
Inspector of 2 2 2 2
Police
Rark Dept Surmame | 20 | 21 | 22 | 23 | 24 | 25 | 26 | 27 | 28 | 2@ | @0
WED | THU | FRI | BAT | SUN |MON | TUE |WED | THU | FRI | SAT
Assistant ASP GERARD [10R| 1 | WL | 3 Z [1OR| 1 |[WL | 3 | 2 [10R
Superintendent 2 2 2
of Palice GOVINDA | 1 | WL | 2 | 2 [10R| 1 |wL | 2 Z [1TOoR[ 1
REDDI 2 2
HOSSENBOC| WL | 3 Z [TOR| 1 | WL | 3 2 [TOR| 1 | WL
2 2
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Rarik Dept Surmame | 20 | 21 | 22 | 23 | 24 | 25 | 26 | 27 | 28 | 28 | 30
WED | THU | FRI | SAT | SUN |MON | TUE |WED | THU | FRI | SAT
Chief Inspector] Tl DOMUN |1OR| 1 | WL | 3 Z |[1OR| 1 WL | 3 | 2 |1OR
of Palice 2 2 z
REDDY H 3 Z [TOR| 1 WL | 3 Z [TOR| 1 | WL
2 2
SEESURUN |10R | 1 | WL | 3 Z |[1OR| 1 WL | 3 | 2 |1OR
2 2 z
Tnspecior of INSF | GRAMDOO | 1 | WL | 3 | 2 [1DR| 1 | WL | 3 Z |[TOR| 1
Police 2 2
HURREE | WL | 3 2 [1or| 1 [wo | 3 z [TorR| 1 [wL
2 2
NOWBUTH |[1OR| 1 | WL | 3 Z |[1OR| 1 WL | 3 | 2 |1OR
2 2 H
SEEBALUCK | WL | 3 Z [TOR| 1 | WC | 3 Z |TOR| 1 | WL
2 2
SIMOTHY | WL | 3 7 [TOR| 1 |WC | 3 Z |TOR| 1 | WL
2 2
SODBUL | WL | 3 7 [TOR| 1 |WC | 3 Z |TOR| 1 | WL
2 2
TEELOKEE | WL | 2 Z [1TOR| 1 |[WC | 3 Z |[TOR| 1 | WL
2 2
Police FC 10684 |BHOOJEDHU| 3 2z [1Tor| 1 [we | 2 2z [1orR| 1 [wL | 3
Constable 2 2
PC 10750 | APFADOO | WL | 3 Z [1OR| 1 |WC | 3 Z |TOR| 1 | WL
2 2
FC 10827 | BIJLALL Z [1OR| 1 [WL | 3 Z |[1OR| 1 |WC | 3 H
2 2
PC 11013 | BOODOD | 2 |1OR| 1 | WL | 3 Z |[1OR| 1 |WL | 3 H
2 2
FC 11077 | BEERBUL | 3 Z [1TOR| 1 | WL | 3 Z [TOR| 1 | WL | 3
2 2
FC 11107 |RAMASAWNMY| 3 Z [1TOR| 1 | WL | 3 Z |[1OR| 1 |WwL | 3
2 2
FC 11152 | JEEMON i WL | 3 | 2 [1OR| 1 |WC [ 3 Z [TOR| 1
2 2
FC 3074 | BEEHARRY | 3 Z [TOR| 1 | WL | 3 Z [TOR| 1 3
2 2
PCa52 | FOOLMAUN | 2 [10R| 1 3 Z [1OR| 1 |WL | 3 H
2 2
PC364 | SEWLALL | WL | 2 2 [TOR| 1 [WC | 3 Z [TOR| 1 | WL
2 2
PC 390 FOWER 3 Z [1OR| 1 [wWL | 3 2 [1TOR| 1 |wL | 3
2 2
FC400 | RAPHAEL | WL | 32 Z [TOR| 1 [WC | 3 Z |[TOR| 1 | WL
2 2
PC539 |CHINNABANS| 2z [1OR| 1 | WL | 3 Z [1OR| 1 |wWL | 3 H
2 2
PC5484 | BHURUTH | 2 [1OR| 1 | WL | 3 2 [1OR| 1 |wWL | 3 H
2 2
PC 5683 | PURESH 3 Z [TOR| 1 3 Z |ToR| 1 3
2 2
PC G748 |SUBDURALLY| 1 | WL | 3 | 2 |TOR| 1 | WL | 2 Z [TOR| 1
2 2
PC 8092 |BUCKTOWAR| 3 Z [TOR| 1 | WL | 2 Z [1OR| 1 | WL | =2
2 2
PC9992 | BAICHOD | 2 [1OR| 1 | WL | 3 Z [1OR| 1 |wC | 2 H
2 2
TPC 10860 | ELYBUX 3 2 [TOR[| 1 |wL | 3 2 [1TOR[| 1 |wL | 2
2 2
Police Corparall  CPL 945 | GUMNESS | 3 2 [1TOR| 1 |wL | 3 2 [1OR[| 1 |wL | =
2 2
Police FS2417 | BERTRAND | WL | 3 Z |[TOR| 1 | WL | 3 Z |TOR| 1 | WL
Sergeant 2 2
F5 2046 | HURREE T WL | 3 | 2 [TOR| 1 | WL | 2 Z |TOR| 1
2 2
Worman Sub- WSl |TRANQUILLE | WL | 2 Z [TOR| 1 | WL | 3 Z |TOR| 1 | WL
Inspector of 2 2
Police
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10.14 List of Clocker Information
This an interactive report in which data column from Clockers and ETR sites can be selected, filtered,

sorted and downloaded to excel for further manipulation. However it is recommended to apply a filter

Date or Emp ID to reduce the no. of records to be queried for better performance.

List of Clocker Information
Qv Go Actions v
he maximum row count for this ows. Please apply a filter to reduce the number of records in your query
- Clacking Emp Emp Site
Date = Time satus DD Code Emp NID Surname First Name EnrolmentNo Schedule Site Name Address Name of Etr Floor
Corner Jules
Renganaden  Koenig &
27/06/2018 T 9009 8308  R2601742901301  JOGOO CHANDRANEE 26467 NORMALCOMMONS  Seencevassen  Maillard SocialSec RSB12 12
Building Streets, Port
Lois
Corner Jules
. Renganaden  Koenig &
TR ¢
27/06/2018 4:‘.(:?’2315 T 62891 33439 C€310761130417G FAN RGN CHAN SIW KIM 35786 FLEXITIMES:45 Seeneevassen Maillard SocialSec_RSB_1 1
16:12:00 SEN .
Building Streets, Port
Lois
Mere
— aba
27062018 27/08/2018 o 8359 8298  ROS09711201776  RAMPARSAD ~ SACHIDANUND 38180 NORMALCOMMONS ~ Rapadia LHEE  peri e 4
16:12:00 Building Street, Port
Lovis
President
2705721
27062018 27/08/2018 o 13306 13205 5280878130758  RAMUTH KAAJAL 81109 FLEXITIMES:4S LIC Building i) Bus EnterprilIC3 E]
16:12:00 Kennedy St
Port Louis
New
27/06/2018 A Covermment
27/06/2018 18:12:00 T 20837 20756 $1202900300304 SEERUTTUN TOOKESHWAREE 41093 NORMALCOMMONS Government Centre, Port PMO_HOME_AFFAIRS
124 o Centre,
Centre Louis
5

10.15 Consolidated Attendance
This an interactive report in which statistics on Present, Absent and Lateness from Attendance are

processed and consolidated on a daily basis by flexi-time schedule codes. The date and schedule code

can be filtered and downloaded to excel for further manipulation.

Consolidated Attendance Statistics

v = Date is in the last 1d
Schedule Slot = "ALL

Schedule Slot

ALL SCHEDULES

FLEXITIMEB:00

MNORMALCOMMONS

S-OCA_HYW_DRV 5

SOCAFLXTIMET:30

SOCAFLXTIMEB:00

Date

30/05/2019

30/05/2018

30/05/2019

30/05/2019

30/05/2018

30/05/2019

30/05/2019

30/05/2018

30/05/2018

ays

SCHEDULES

No. Staff in

Post

Actions v

No. Staff
Present

6295

Mo. Staff
Absent

3030

Percentage Staff
Present

Percentage Staff No. Staff Late
bsent ==15min

3248 1293
2481 15
3227 184
2993 36

50 2
3255 957
30.67 5
2203

No. Staff Late Total No. Staff Percentage Staff
=>15min Late Late
1752 3045 48.37
30 43 43
249 433 4722
31 &7 65.05
1 3 42.86
1322 2279 50,69
12 17 32,69
107 200 33
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10.16 Attendance By Ministry/Department
This an interactive report in

Attendance Statistics

e oy which statistics on Present,

- & Absent and Lateness from
— loson moan e e s wmemon | wen e wee Att€Ndance are processed and
Moz VRS 1 sca0set o do e : . consolidated on a daily basis by
PRI SO i ey e B . i . i * flexitime schedule codes an
: -t hedul d d
o e . Ministry/Department. The date
SCHEDULES 9

Mss | 0053 i e 0 0 0 0 » and schedule code can be
i i i A ‘ ’ ‘ ’ " filtered and downloaded to
LT 7 Ao Hessofe : 1 ) ]
TS o p— NI . w . . . . excelforfurther manipulation.
ML v BRI 3 AGROFresty Sen : o : > 5 o B o B

LT 10 AGROHR. Admirston . s : s s : : 2 s

Lo Ac0HRDY 2 : w67 53 : 5 : %

ML e omDIS 1 ARsCuue > 2 B o o B o B

ML e YR 5 sesesnsss : o : > 0 o B o B

LT BusinessEterorseDvian © s se : » s

ML e s came oFece 3 5 5 P o o 5 o 5

ML e | YRS 13 Cenirl omates urens 2 2538 ; »

LT B v s n e om ® o 2 s s

Lo 2 | ol Proawemet b s s s s s o

ML e TS 2 ClAten o o s 0z 2 2 x s s

ML i | YRS 2t CospmivesDvson g - ” - seaz 2 % 23

» EETs

eoues /2015 26 Deta Protection Office 1 7 s 5833 2 0 2 2857

:;:EDULES 2018 27 lg;;:znratelrtewa Control a o 5 5 o 5 o

eoues 23 Directorate, Zone 4 1 1 0 0 0 0 0 0

oo /2015 30 DrA .G leetoo Hospita £ 3 2 n 8 o 1 1 3333

Snepuies | 30572018 fjﬁf“‘”" protectien » 9 3 7 5 1 4 5 5556

epuiEs PO 3B Hectorsl Commisso 105 3 20 8035 30 ] 5812

hepuics OIS 3 Empioyment b 183 @8 55 GES 3826 23 % 2091

o 052013 35 Employment Relations Tribuna z I3 7 657 3043 2 3 s 3125

ML e YRS 3% tnegyarubicus : : B o o : :

AL g | NSNS 31 EnegySenicesDivbion » n 5 sz 1563 s > s w52

Mo | e w | s I = = : : :

ML e Somypls 3 Cxee Commun s ; - sz s ; » 5536

SCHEDULES 30/05/2019 40 FLACQ Finance 1 0 1 o 100 0 0 0 0

ML e omRIS % AAQRegsty : o : > o 5 o 5

ML e BV 8 P e © > 3 5 = 0 0 o 0

M e s pmp—— : :

ML e BRI 5 forsgnatas ; s : » » : : 2 %

:;:EDULES 2018 a8 Sﬁec::mnen']rm mation = T i B . 5

ML s BOVRIS W HOWEAFARS : : 5 P o : 5 : 0
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10.17 Statement of Lateness Across Ministry/Department

This an interactive report in which statistics on Present and Lateness from Attendance are processed
and consolidated on a daily basis by Work sites, flexi-time schedule codes, Region. The date and
schedule code can be filtered and downloaded to excel for further manipulation.
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10.18 Short Weekly Working Hours

This an interactive report which extracts and processes Short Weekly Working Hours from Attendance.
It first lists those Employees by Week No. and also produces consolidated statistics (press Summary
button) on the no. of such Employees by Week No. and flexi-time working hour Slots. The list of those
Employees can be downloaded to excel for further manipulation.

The calculation of Weekly Working Hours takes into consideration all authorised Leaves taken.

Statistics Short Weekly Working Hours

‘Year 2019 Month |04

o

Ial

5}
>

Week No Emp ID Name Schedule Weekly Working Hrs
13 1961 KALLEE, CHUNDUN COOMAR FLEXITIMEB:00 00:00
13 2162 SOORIAH, SUMEETRA FLEXITIMES:00 28:03
13 2673 NUNDLOLL, SANTARAM FLEXITIMES:00 3107
13 SOBRUM, TOOLSEEDEVI FLEXITIMES:00 0000
13 COOLEN, SEEMEEVASSEN FLEXITIMEB:00 30:33
13 4473 SEETAL RAMRAJ FLEXITIMEB:00 2734
13 6671 JAHAJEEAH, SAMITV FLEXITIMES:00 3317
13 JAHREE, CHETAWANTEE FLEXITIMES:00 3335
13 MOHUNGUR, HALIMA BIBL FLEXITIMES:00 30:43
13 10238 JANKEE, MADHOOSINGH FLEXITIMEB:00 00:00
13 11179 RAMSAMY, SANJEENEE DEVI FLEXITIMES:00 00:00
13 RAMLOUL, BARAT FLEXITIMES:00 29:37
13 13376 NARAYANASAMI REDCY, JESSIE FLEXITIMES:00 3234

Summary Short Weekly Working Hrs E

Year 2019 Month 04 PCID

Week No Slot 1 Slot 2 Slot 3 Slot 4 Total No. of Officers
13 86 1051 109 10 1256
14 86 1061 105 12 plel
15 83 1102 101 1 1303
16 c4 1162 113 10 1379
1] 101 1174 116 1n 402

"H lﬂf]‘:‘lﬂuﬂiﬁhﬂﬁnﬂ
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10.19 Daily Attendance Time-In

This an interactive report which extracts and processes Time-In from Attendance to produce statistics
on a daily basis on the no. of employees with time-in before and after working start time within 15
minutes interval (Time-In Band) in their respective flexible working hour Slots. Same statistics is also
viewable (press Summary button) in a Bar Chart on a monthly basis. The statistics can be downloaded

to excel for further manipulation.

Statistics on Daily Attendance Time-In

U0 [ —
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Chart - Summary Attendance Time-In E

CHARTS REPRESENTING REPORT ON FLEXIBLE WORKING ~ 01/03/2019
ARRANGEMENT FOR THE MONTH FROM

TO  31/03/2019

PCID
Slot 1 8:00am to 3:15pm
100
50
&0
70
g ®
2
£ o=
]
a %
30 4
20 g 18 5
12
10 4
0 4
<08:00 08:02-08:15 02:16.08:30 0830
Time-In Band
Slot 2 8:45am to 4:00pm
100
0
&0
70
g 80
2
3 50
o 40
32
30 4
20 g
o ™™
10 4
0 4
«08:45 08:46-09:00 0%:01-08:15 >09:15
Time-In Band
Slot 3 9:00am to 4:15pm
100
0
&0
70
g 80
2
3 50
o 40
0 = 5
w0 18 18
10 4
0 4
«09:00 09:01-09:15 09:16-09:30 »09:30
Time-In Band
Slot 4 9:45am to 5:00pm
100
%0
80
70
g 80
=
=
[

«08:45 09:46-10:00 10:01-10:15 >10:15

Time-In Band
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11.

This module will allow authorised users to query data previously archived in a tabular format.

Archive

Click on the Archive list button to access the menu and functions for this module.

& Archive

Employee Data
Clocker Data

Attendance Diata

WorkDays

Banktime Transachions
Banktime Closing Balances

Owertime Transactions

The Archive module consists of:

Employee Data

Clocker Data

Attendance Data

WorkDays Data

Banktime Transactions Data

Banktime Closing Balances Data

Overtime Transactions Data

Allowing filtering and extraction of archived data into excel.

ny
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12. Legacy ARMS

This module will allow authorised users to query ARMS data in a tabular format.

- Click on the Legacy ARMS list button to access the menu and functions for this module.

& lLegacy ARMS

Ministry

Department

Dnasion

Section

Grade

Employee Details
Attendance Data & Log
Leave in Bank

Leave Type Master

Leave Entry

The Legacy ARMS module consists of:

e Ministry Data
e Department Data
e Division Data
e Section Data
e Grade Data
e Employee Data
e Attendance Data & Log Data
e Leavein Bank
e Leave Type Master Data
e Leave Entry Data
Allowing filtering and extraction of ARMS data into excel.

n .ﬁHUNGATnNH
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Annexes
Annex 1
User Roster Template
Sun Maon Tues Wed Thurs  Fri Sat Shift
Weekl A c D B A C D Day Shift (BHrs)
B A C D B A C 8:00 AM-4:00 PM
Week2 B A C D B A C Night Shift (8Hrs)
D B A C D B A 4:00 PM-3:00 AM
Week3 D B Jit C D B A
C D B A C D B
Weekd C D B A C D B
A C D B A C D
System Roster Template
Weekl Week2 Week3 Weekd :
Team Shift
sulmdTulwiTh|Fri{salsulMdTulwiTh|Eri|salsulmdTu[wiTh|Frilsa{sulmdTulwiTh]Frisa
Day Shift
A 8:00 AM-4:00 PM
Night Shift
£ 4:00 PM-5:00 AM
C Rest Day
D

4 Week Cycle, Fix team

User Roster Template

Group Mlc Tu We Th Fri Sai Su McTu We Th Fri Saf Su Mc Tu We Th Fri Sai Su McTu WeTh Fri Sai Su
A N OAID N OODMNOAD NODUDMNOAID N O A2ZD N O O D
B ODDNOBID NOB2D NOODMNOEBLD NOODMNOEBZD N O
C DNOCIDNODDMNOGOGCCDNOCID NOODNOCCD N OO
D ODIDNOODNODZD N OODNODID NODUDMNODID N
Brought Back to Week 1

System Roster Template

| Weekl Week2 Week3 Week4 _
Team Shift

5u MTu|w{Th|Fri|sa]su|mdTu]w{Th|Fri|sa{su[M{Tu|wqTh| Fri[sa] su|md Tu|w{ Th|Fri|sa
Al Day Shift
A2 Night Shift
Bl Rest/Off Day
B2
C1
c2
D1
D2
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4 Week Cycle, 8 teams of 3 members, instead of 4 teams of 6 members as Tuesday to Friday day shift

require 9 members (1.5 tea

User Roster Template

m)

Member Tu W:eTh Fri SatSu Mo Tu We Th Fri Sai Su Mo Tu We Th Fri Sai Su Mo Tu WeTh Fri SaiSu Mc

Bl 0O 0D @G oDnOODDDNMO OONODNOODMNMOODMNO

B2 GED N OOoODMNO ODDDMNO OONODMNOOD @G ODN O

B3 OO0 DMNOODMNMO OD D DMO O ONOD m O 0D MO ED N O

C1 ED@G ODODDMNOOODMDO D DU 0 DEG ODNOD

c2 DDMNOODOD D@U 00 []I"\CIED M O ODDMO OD NOD

C3 bpbbowmOoOODODDNOOCODMNMO D DN OODDMO OD @D @

D1 D @U obpbmMOODNMOOCOODMO ODNOODMOODMNOGOOD

D2 DN O ED N OOQODMNO O ODRKO ODNOODMNOOD @G oD

D3 DM OODMNO CI O O DO O D O oD @G ODMNOOD

El NOODMNOOMNOODMO OO DMKO ODMNOODDNO OD N

E2 N O O D@U O M O C]C] ODMNO OODMNOODDMO OD N

E3 N OODMNOOMNMOODMO O O DMO GED N O O DEG 0 D@
Brought Back to Week 1

System Roster Template

| Weekl Week2 Week3 Weeka _
Team Shift
su|M: Tu|w{Th|FrisalsulMdTulwi{Th|Fri[sa{su]MdTulw{Th|Fri[sa{sulmd Tu|wi{Th|Fri[sa

B Day Shift

C Night Shift

D Day & Night Shift

E Rest Day/Off Duty

4 Week Cycle, 4 teams of 3 members. But not all team members work together all the time. Hence

use ‘Maintain Workdays’ function to Manually Update Workdays generated as highlighted in green

box.

User Roster Template

Employee McTu WeTh Fri Sat Su McTu WeTh Fri Sai Su McTu We Th Fri Saf Su Mo Tu We Th Fri SatSul
Empl NOO7474A750 0 740 740 76N N O O 7474760 740 0 0 7476 N
Emp2 MO 007476740 740 7a N OO NOO 474760 7474760 N O
Emp3 MMTeN OO0 0 7760 TAT7AN OO0 7476 N O 00 74740 7674N O 0
Emp4 M7A76N O 000 77N OO 74747476 N O 00 747674N 0 Q0
Emps O 77476 N 00 476N 0 00 MM74A0 747N O 0 76074N O 0 0 74
Empt OO0 MM7A7GN OO0 NOOQ 474760 0 747476 N O 0O NO O 747476
Emp7 6O 00 FA7TANNO O TEMMMO 76740 00 AN N O O 7476740
Brought Back to Week 1

System Roster Template
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| Weekl Week2 Week3 Weekd I,
Team Shift

su M{Tu|w{Th|Frisa]su|mdTu]w{Th|Fri|sa{su[M{Tu[w{Th[Fri|sajsu[mqTu|w{ Th|Frlﬁ
A 74: 700 AM-4:00 PM
B 7G: 7:00 AM-G:00 PM
C Nz §:00 PM-7:00 AM
D .. Rest Day/Off Duty
E
F
G []

4 Week Cycle, Single member Team, which rotates among the 7 rosters every 4 week cycle. Hence use

‘Assign Employee to Roster’ or ‘Change Roster Group’ function to move staff to next roster before

generating Roster Workdays for next cycle period.

User Roster Template

Member MoTu WeTh FriSatSu Mo Tu WeTh Fri SaiSu Mo Tu We Th Fri Sai Su Me Tu We Th Fri Sai Su

Al A2 oOoDDNOOODNO ODDNO ODDMO OD DMO O D DMO O H DR

BlB2 ODDMNMOOHDMNO OD DMNO O O DMO O D DMNO O D DMNO O D DMNO

c1cz2 oD DKo O D DNO O D DMNO OHDMNO O D DMNO O O DMNO O D DO O

D102 okO © D DMNO O D DMNO O D DMNO O D DNO O H DMNO O D DNO © O

E1E2 DDDDDHODDDDDHODDDDDHODDODTDUDH O

F1F2 DDDDDHODDDDDHODDDDDHODDTODTDDHO

31 G2 DDDDDHODDDDDHODDDDDHODDODTDUDH O
Brought Back to Week 1

System Roster Template

e | Weekl Week2 Week3 Weeka i

su M{Tu|w{Th|Fri|sa]su|MdTu|w{Th|Fri|sa{su[M{Tu|wqTh|Fri[sa] su|mdTu|w{ Th|Fri|sa

A Day Duty

B 8:00 AM-4:00 PM

C Night Duty

D 4:00 PIVI-8:00 AN

E Half Day

F 8:00 AM-12:00 PM

G Day & Night Duty

Off Duty

Team | 26/09 - 23/10 | 24/10-20/11 | 21/11-18/12 19/12 - 15/01 15/01-12/02

A1 A2 | Empl Emp2 Empl13 Emp6 Empl Emp2 Empl3 Empl0 | Empl Emp2

B1B2 | Emp3 Emp4d Empl Empl4 Emp3 Emp4 Empll Empl2 | Empll Empl2

C1C2 | Emp5 Emp6 Empll Empl2 | Emp5 Emp6 Emp3 Emp4 Emp3 Emp4

D1D2 | Emp7 Emp8 Emp7 Emp8 Empl4 Empl0 Emp7 Emp8 Emp7 Emp8

E1E2 | Emp9 Empl0 Emp9 Emp5 Emp9 Emp13 Emp9 Emp1l4 Emp9 Emp5

F1F2 | Empll Empl2 | Emp3 Emp4 Emp7 Emp8 Emp3 Emp4 Empl3 Empl4

G1G2 | Empl3 Empl4 | Empl0 Emp2 Empll Empl2 Empl Emp2 Empl0 Emp6
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4 Week Cycle, Changing Team members period-wise. Hence use ‘Assign Employee to Roster’ or
‘Change Roster Group’ function to move team member to another roster Before generating workdays
for next period as scheduled above.

User Roster Template

Team MWeTu We Th Fri Sat Su Mo Tu WeTh Fri Saft Su WMo Tu We Th Fri SatSu WMo Tu We Th Fri SatSul

A 084450 0O 84450 O 84480 O B4430 O 84480 O 384430 O 84480
B 84430 O B4480 O 84480 O B44580 O B4480 O B4480 O B4480 O
C 430 O B4480 O B4480 O B4480 O 84480 O B4480 O 844830 O 84
D 00384430 O 844530 O 844530 O 84430 O 34450 O 34480 O B4 48

Brought Back to Week 1

System Roster Template

| Weekl Week2 Week3 Weekd .
Team 5 5 3 . Shift
su M{Tu]w{Th|Fri|sa{sulM{Tulw{Th|Fri[saj sulmd Tu]wATh] Frisa]su[md Tu|wiTh[Frisa
Day Shift
A 8:00 AM-4:00 PM
Might Shift
B 4:00 PM-8:00 AM
c Rest Day
D
4 Week Cycle, Fix team
User Roster Template
Team Mon Tues Wed Thurs Fri Sat Sun Mon Tues Wed Thurs Fri Sat Sun
A 7-15:15  7-15:15  7-15:15  7-15:15  7-15:15  7-10:55 O 14:45- 23:15 14:45- 23:15 14:45 - 23:15 14:45 - 23:15 14:45- 23:15 O o]
B 14:45 - 23:15 14:45 - 23:15 14:45 - 23:15 14:45 - 23:15 14:45- 23:15 O 0 7-15:15  7-15:15  7-15:15  7-15:15  7-15:15  7-10:55 O
Brought Back to Week 1

System Roster Template

Weekl Week2 .
Team Shift
5u MqTu| Wi Th{Fri|Sa1Su| MdTu| Wi Th|Fri|Sa

Day shift

A 7:00 AM-3:15 PM
Swing 5hift

B 2:45 PM-11-15 PM
Half Day

7:00 AM - 10:55 AM
Rest Day,/Off

2 Week Cycle, Fix team

User Roster Template

8 -16H 16-24H | 00-08H | OFF
Sun A B C D
Mon D A B C
Tues C D A B
EEHEE‘:‘MUNK}ATIUN’H
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Wed B C D A
Thurs | A B C D
Fri D A B C
Sat C D A B
Sun B C D A
Mon A B C D
Tues D A B C
Wed C D A B
Thurs | B C D A
Fri A B C D
Sat D A B C
Sun C D A B
Mon B C D A
Tues A B C D
Wed D A B C
Thurs | C D A B
Fri B C D A
Sat A B C D
Sun D A B C
Mon C D A B
Tues B C D A
Wed A B C D
Thurs | D A B C
Fri C D A B
Sat B C D A
System Roster Template
- Weekl Week2 Week3 Weekd Shift
su[M{Tulw{Th|FrilsalsulmdTu]w{Th|Fri|sa{sulm{Tu|wiTh]FrisalsulmdTulwiTh]Fr]sa
Day Shift
A | | 8:00 AM-4:00 PM
Swing Shift
B D 4:00 Ph1-0:00 AM
Night Shift
c D 0:00 AM-8:00 AM
D |_| Rest Day/Off

4 Week Cycle, Fix team. However each team does an extra shift per cycle as highlighted in red box,
indicated by Shift Type.

User Roster Template
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Team McTu WeTh Fri Sai Su McTu WeTh Fri Sat Su McTu We Th Fri Sai Su McTu We Th Fri Sai Su McTu WeTh Fri SatSu 1st Shift 7:15- 15:30

A IV 3 2Mi 1Lv 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1 2ndShift 15:15- 23:30
B 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 3rdShift23:15- 7:30
c Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2 Miscellaneous
D 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV 3 Leave
|E 3 2Mi 1LV 3 2Mi 1LV 3 2MI 1LV 3 2MI 1LV 3 2Mi 1LV 3 2Mi 1LV 3 2Mi 1LV

Brought Back to Week 1

System Roster Template

- week1 | week2 | week3 | week4 weeks it
SN sy mdrdwth]Fr]safsu[mdro[wit[Frsalsumdtd]with[Frisafsu[mdTo[wiTh]Frisalsumdt]wiTn[Frisa] |~

Day Shift (1st)

A 7:15 AM-3:30 PM
Swing Shift (2nd)

B 3:15 PM-11:30
Night Shift (3rd)

c 11:15 PM-7:30

D Miscellanegus

E Leave

5 Week Cycle, Fix team. But generated workdays corresponding to Misc Shift for employees concerned
will need to be updated to either 1st or 2nd Shift using ‘Maintain Workdays’ function.

Lo | —
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