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Matrix Technical Support Mailer-29
Late In/Early Out Policy

Dear Friends,

This technical mailer will help you to configure Late In/Early Out policy
in the COSEC software, as every organization has a set of protocols and
policies for employees which are to be strictly followed. COSEC
Software comes with wide variety of policy definitions. One of them is
Late In/Early out Policy.

1.) Late In Policy:

Masters

¥ o Policy ID 1 ) Policy Name Late In Policy-1
Attendance Policy Start Date 01/01/2009 End Date 3112209 R
Overtime Policy I Late In Applicable ¥ Max Late In Allowed 30 [Minutes] I
COFE Polic Late In Rounding Default Policy

@ Late In Rounding For Fraction of an Hour

Early Out Policy Late From Late Upto Round-off
Absentee Policy 0 0
Leave Credit Policy 0 0

Manual Entry V) 0 0

Manual Correction g 0 0

Authorization v 0 0

Process (v

Views (V) List ! New ! Edit l Delete ] Save [‘ Cancel i

Export v 5

To activate the Late In policy, one needs to go to Time and Attendance
Module -> Policies - Late In Policy. Check the flag Late in
Applicable. Specify the Late In minutes in Max Late In Allowed.

Case 1: If 30mins is specified in Max late In Allowed and if the Shift
start time is 09:00 AM, Users (with this late in policy) will be marked as
Late In from 09:01 to 09:30. For e.g. If User arrives at 09:25, he will be
marked as late in by 25mins.
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Case 2: If 10mins is specified in Grace period in Shift definition, 30mins
in Late In policy and the Shift start time is 09:00 AM, Users (with this
late in policy) will be marked as present from 09:00 to 09:10 and from
09:11 to 09:40 as Late In.

‘ Grace Time

Grace Time for shift Late In (Mins) 10 Add Grace Time to shift Late In

Grace Time for Shift Early Out (Mins) 0 Add Grace Time to Shift Early Out [

Grace Time for Break Late In (Mins) 0 Add Grace Time to Break Late In [

Grace Time for Break Early Out (Mins) 0 Add Grace Time to Break Early Out ]
List ‘ New | Edit ‘ Delete ‘ Save I Cancel 1

For e.g. If a User arrives at 09:25 AM, he will be marked as Late In by
15mins if Add Grace Time to Shift Late In flag is unchecked. And if the
flag is checked, he will be marked as Late In by 25mins (i.e. Grace Time
of 10mins + Late In by 15mins).

e Late In Rounding:

- [ . 720X
Masters v
e o Policy ID 1 Y Policy Name Late In Policy-1
e Ty Start Date 01/01/2009 [ End Date 31/12/2099
Overtime Policy Late In Applicable v Max Late In Allowed 30 [Minutes]
COFF Polic Late In Rounding (V] cy
Late In Policy Late In Rounding For Fraction of an Hour
Early Out Policy Late From Late Upto Round-off
Absentee Policy 1 40 40
Leave Credit Policy 41 59 60
Manual Entry v 0 0 0
Manual Correction (v 0 0 0
Authorization V) 0 0 0
Process (V]
Views LV List New ] Edit ‘ Delete [ Save J Cancel J

If the Late In Rounding flag is checked, it will round-off the Late In
minutes by the value specified in the table Late In Rounding For
Fraction of an Hour.

For e.g. Values specified for Late From is “1” and that of Late Upto is
“40” and Round-off value is specified as “40”. Now if User arrives at
09:25 AM, he will be marked as 40mins late In.
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Absent Marking: To avail this feature, one may go to Attendance
policy, “Absent Marking Rules with Late In” parameter and check the
Maximum Late In Occurrence flag.

Case 1. After three Late In count, a user should be marked as Half Day
absent for every later Late In occurrences. In this case Absent marking
type should be continuous. Max Late In Count should be three and Mark
absent after Max Late In should be Half Day.

Masters V)
s P General Parameters Max Late In Occurrence Check u
glicies
Attendance Policy Personal/Offical Usage Parameters | ahsent Marking Type Continuous
Dverame Poiicy Absent Marking Rules With Late In | | - | te In count for Marking Absent 3
COFF Policy i i
Absent Marking Rules With Early Out | .y Absent after Max Late In count Half Day
Late In Policy

Early Out Policy

Absentee Policy

Case 2: After three Late In counts, a user should be marked as Full Day
absent for the fourth late occurrence; the counter will reset then, and this
punishment will repeat when again the count exceeds three. In this case
Absent marking type should be Slab-wise. Max Late In Count should be
three and Mark absent after Max Late In should be Full Day.

gance r
Masters (v
Policies A ) General Parameters Max Late In Occurrence Check [¥]
Attendance Policy Personal/Official Usage Parameters | apsent Marking Type Slab Wise [
Overtime Poli ; -
Icy Absent Marking Rules With Late In | |- 1 ate In count for Marking Absent 3
COFF Policy > 5
. Absent Marking Rules With Early Out |- abcent after Max Late In count Ful Day [+]
Late In Policy
Early Out Policy
Absentee Policy
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2.) Early Out Policy:

ance [ ‘ oc

Masters

= Policy ID 1 Policy Name Early Out Policy-1
Policies _ =

01/01/2009 £ 31/12/2099 i

Attendance Policy ArRAERE | End Date / ieee |

Overtime Policy IEarly Out Applicable Max Early Out Allowed 30 [Minutes]

COFF Policy Early Out Rounding Default Policy

Early Out Rounding For Fraction of an Hour

Late In Polic
Eaﬂy Out Policy Early From Early Upto Round-off
- 0 0
Absentee Policy

Leave Credit Policy g &
Manual Entry (V] g L
Manual Correction (v 2 g
Authorization v g g
Process (v
= st | mew | Edt | pelete | save || close |
Views !

To activate the Early Out policy, one needs to go to Time and
Attendance Module = Policies = Early Out Policy. Check the flag
Early Out Applicable. Specify the early out minutes in Max Early Out
Allowed.

Case 1: If 30mins is specified in Max early out Allowed and if the Shift
end time is 06:00 PM, Users (with this early out policy) will be marked
as Early Out from 05:30 to 06:00. For e.g. If User goes out at 05:35, he
will be marked as early out by 25mins.

Case 2: If 10mins is specified in Grace period in Shift definition, 30mins
in Early out policy and the Shift end time is 06:00 PM, Users (with this
early out policy) will be marked as present from 05:50 to 06:00 and from
05:20 to 05:49 as Early out.

Grace Time

Grace Time for shift Late In (Mins) 0 Add Grace Time to shift Late In [

| Grace Time for Shift Early Out (Mins) 10 Add Grace Time to Shift Early Out #]
Grace Time for Break Late In (Mins) 0 Add Grace Time to Break Late In [
Grace Time for Break Early Out (Mins) 0 Add Grace Time to Break Early Out

List New Edit Delete ‘ Save ’ Cancel
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For e.g. If a User goes out at 05:35, He will be marked Early out by
15mins if Add Grace Time to Shift Early Out flag is unchecked. And if
the flag is checked, he will be marked as Early out by 25mins (i.e. Grace
Time of 10mins + Early out by 15mins).

e Early Out Rounding:

e | P20

Masters

Policies
Attendance Policy
Overtime Policy
COFF Policy
Late In Policy

Absentee Policy
Leave Credit Policy
Manual Entry
Manual Correction
Authorization

Process

Views

A
A4

€000

Policy ID
Start Date
Early Out Applicable

1

01/01/2009
vl

=

Policy Name
End Date

Max Early Out Allowed

Early Out Rounding

&

Early Out Rounding For Fraction of an Hour

Early From
1

36
0

Early Upto

35
59
0
0
0

Round-off
35

60
0
0
0

licy

List New ‘

Edit ‘ Delete ‘

Early Out Policy-1
31/12/2099
0

[Minutes]

If the Early out Rounding flag is checked, it will round-off the Early out
minutes by the value specified in the table Early out Rounding For
Fraction of an Hour.

For e.g. Values specified for Late From is “1” and that of Late Upto is
“35” and Round-off value is specified as “35”. Now if User arrives at
05:45 AM, he will be marked as 35mins early out.

Absent Marking: To avail this feature, one can got to Attendance
policy, “Absent Marking Rule with Early Out” parameter and check the
Maximum Early Out Occurrence flag.

Case 1: After three Early Out count, a user should be marked as Half
Day absent for every later Early out occurrences. In this case Absent
marking type should be continuous. Max Early Out Count should be
three and Mark absent after Max Early Out should be Half Day.
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Masters (V)
Policies ~ General Parameters Max EarlyOut Occurrence Check @]
Attendance Policy Personal/Official Usage Parameters | absent Marking Type Continuous E
Overtime Polic :
. Absent Marking Rules With Late In_ | 1, EarlyOut count for Marking Absent 3
COFF Policy 5 -
: Absent Marking Rules With Early Outll .\ Abcent after Max Early Out count Half Day |+ |
Late In Policy
Early Out Policy

Case 2: After three Early Out count, a user should be marked as Full
Day absent for the fourth Early out occurrence; the counter will reset
then, and this punishment will repeat when again the count exceeds three
.In this case Absent marking type should be Slab-wise. Max Early Out
Count should be three and Mark absent after Max Early Out should be

Full Day.

Masters (V]
Policies » General Parameters Max EarlyOut Occurrence Check @l
Attendance Policy Personal/Offical Usage Parameters | apsent Marking Type Slab Wise [v]
Dverims POy Absent Marking Rules With Late In | 2 ariyOut count for Marking Absent 3
COFF Policy 3 =
Nsesit Marking Fules:With Exely Ot Mark Absent after Max Early Out count Full Day B
Late In Policy
Early Out Policy
Absentee Policy
Thanks & Regards,

Technical Support Team — Security Product
Matrix ComSec, Vadodara, India
E-mail: support@MatrixComsec.com

Disclaimer: The information contained in this e-mail and/or attachments to it may contain
confidential or privileged information. Unauthorized use, disclosure or copying is strictly
prohibited and may constitute unlawful act and can possibly attract legal action, civil and/or
criminal. The contents of this message need not necessarily reflect or endorse the views of Matrix
Telecom Pvt. Ltd on any subject matter. Any action taken or omitted to be taken based on this
message is entirely at your risk. Neither the originator of this message nor Matrix Telecom Pvt. Ltd
takes any responsibility or liability towards the same. If you are not the intended recipient, please
notify us immediately and permanently delete the message.
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