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Staff Attendance – Clock In

Click “Clock In/ Out” button after filled in “Staff”
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Staff Attendance – Clock In
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Click “Clock In” button after filled in “Password”



Staff Attendance – Clock Out

� Logoff POS



Staff Attendance – Clock Out

Click “Clock In/ Out” button after filled in “Staff”

�

�



Staff Attendance – Clock Out
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Click “Clock Out” button after filled in “Password”



Staff Attendance – Lunch Time (In/ Out)

� Logoff POS



Staff Attendance – Lunch Time (In/ Out)

Click “Clock In/ Out” button after filled in “Staff”
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Staff Attendance – Lunch Time (In/ Out)

�

� OR

Click “Out For Lunch” or “Back From Lunch” button after filled in “Password”



Staff Attendance - Special Duty

Click Clocking Type button

“Special Duty”



Staff Attendance - Special Duty

Duration (May Back Day Input)

Purpose (Location/ Reason)

Password before “Add Record”

NOTE: 

1. If 2 special duty records (same period) input for a staff, old 

record will be replaced.

2. Special Duty cannot overlap record of normal “Clock In”.
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Staff Attendance – Change Password

Click “Clock In/ Out” button after filled in “Staff”
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Staff Attendance – Change Password
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Staff Attendance – Change Password
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Input OLD Password Once

Input NEW Password Twice
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