
Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

ADVANCED TIME ATTENDANCE 

CONFIGURATION GUIDE 

Version: 1.02 

Last Updated: 27-06-2016 

1 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Notes: 
 
Please refer to ‘EP Platform1 Server Time Attendance Guide’ for standard  time 
attendance configuration. 
 

This manual will only cover the components in the ‘Advanced Time Attendance’ 
module 
 
Please go through the ‘EP Platform1 Server Time Attendance Guide’ for basic 
understanding on EP Time Attendance system.  
 
Only EP.NMINI2 controller support ‘Advanced Time Attendance’ system 

 

2 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Technical Support 
 
If you cannot find the answer to your question in this manual or in the Help files, we recommend you 

contact your system installer. Your installer is familiar with your system configuration and should be able 
to answer any of your questions.  
 
Should you need additional information, please call our Technical Support Help desk, Monday to Friday 
9:00 AM to 6:00 PM (GMT +8:00) 
 
Method Details 
Phone + 60 (3) - 8068 1929 

Fax + 60 (3) - 8068 1922 
Internet www.entrypass.net 
Email support@entrypass.net 
 

 

 

 

BEFORE YOU BEGIN 
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Time Attendance Setting 
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Click ‘Setting’ icon 
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Select ‘Advance’ option 
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1. Select ‘OT Alignment’, non 
working day OT rate and 

holiday OT rate 

2. Click ‘Ok’ button  
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TA Activity 
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TA Activity Setting 

This section allow administrator configure accessible Time Attendance Activities. These Time 
Attendance Activities will be upload to Controller, whereas user capable to select correct activities to 
perform clocking. 
 
 There are 4 types of activities for user to configure: 
 
(i) Shift – User needs to select this activity for normal clock in and clock out 

 
(ii) Break – User need to select this activity for normal break in and break out 

 
(iii) Ad Hoc – User need to select this activity for special case such as emergency callback and there 

are no additional shift being assign for his or her 
 

(iv) Track – User need to select this activity for special case such as late in or early out with reasonable 

excuse or for simply tracking purposes 
   
 
 
 

9 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Click ‘TA Activity’ icon 
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Click ‘Edit’ button 
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Select ‘Shift’ as type 
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Select day shift 
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Click ‘0-Not Active’ option 
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1. Select time zone 

2. Click ‘Select’ button 
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Notes: Repeat steps from page 11 to 15 for all the day shift assignment. 

Enter activity name and 
description 
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Select ‘Break’ as type 
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Click ‘0-Not Active’ option 
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1. Select time zone 

2. Click ‘Select’ button 
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Enter activity name and 
description 
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Select ‘Ad Hoc’ as type 
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Click ‘0-Not Active’ option 
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1. Select time zone 

2. Click ‘Select’ button 

23 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Enter activity name and 
description 
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Click ‘Yes’ option for ‘Ad Hoc’ 
OT 
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Select ‘Ad Hoc’ OT rate 
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Select ‘Track’ as type 
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Click ‘0-Not Active’ option 
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1. Select time zone 

2. Click ‘Select’ button 
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Enter activity name and 
description 
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2. Click ‘Accept’ button 

1. Select ‘Yes’ option to 
include type as TA records  
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Sending in progress 
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TA Management 
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Click ‘TA Management’ icon 
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Double click this bar to extract 

the menu 
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Select date to filter 
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Select staff no. to filter 
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Click ‘Apply’ button 
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Click ‘Add’ button 
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Select staff to manage 
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Select activity no. for this add-
on event 
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Select date for this add-on 
event 
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Enter time for this add-on 
event 
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Select transaction type for this 
add-on event 
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2. Click ‘Save and Close’ 
button 

1. Enter reason for this add-on 
event 
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Click ‘Ok’ button 
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New added event 
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Additional Shift 
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Click ‘Additional Shift’ icon 
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Click ‘Add’ button 
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Select date for additional shift 
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Select day shift for additional 
shift 
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Select staff for additional shift 
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Additional shift is added to this 
staff  
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Day Shift Setting 
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Click ‘Day Shift’ icon 
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Click ‘Add’ button 
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Enter day shift name and 

description 
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Select colour code for day 
shift 
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Define shift start time and end 
time, break deduct time and 

minimum working hour 

60 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Select work hour calculation 
method 
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1. Tick the ‘Allow Break’ 
checkbox 

2. Define break start and end 
time 
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Tick the checkbox to deduct 
break time 
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1. Tick the checkbox for OT 

claims 
2. Tick the checkbox for ‘Early 

In’ OT claims 
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1. Define OT out grace time 

2. Click ‘Save and Close’ 

button 
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Click ‘Close’ button 
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Normal Shift Setting 
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Click ‘Normal Shift’ icon 
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Click ‘Add’ button 
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1. Enter shift name and 
description 

2. Click ‘Undefined’ option 
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1. Select day shift 

2. Click ‘Select’ button 
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Repeat the previous step for 
all the week day  
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Click ‘Save and Close’ button 
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Click ‘Close’ button 
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Schedule Setting 
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Click ‘Schedule’ icon 
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Click ‘Add’ button 
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2. Click ‘Assistance’ tab 

1. Enter schedule name and 
description 

3. Click ’Assistance’ button 
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Define shift calendar date 
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Click ‘Day Shift’ option 
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2. Click ‘Select’ button 

1. Select ‘Day Shift’ from the list 
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Notes: Repeat steps from page 80 to 82 for all the day shift setting. 
 

Click ‘+’ button to add the 
selected ‘Day Shift’ into the 

day shift pattern list 
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Click ‘Assign’ button to assign 
the day shift pattern into 

selected date 
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Notes: System will auto insert day shift pattern into calendar according to your selection. 
 

Click ‘Save and Close’ button 
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Notes: You can create unlimited shift schedule. 
 

Click ‘Close’ button 
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Assign Normal Shift or 

Schedule Shift to Card Holder 
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Click ‘Staff’ icon 
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Filter View 

3. Select staff data and 
double click left mouse button 

to edit 

2. Click ‘Filter’ button 

1. Select filter option and enter 
filter value 
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Classic View 

2. Select staff data and 
double click left mouse button 

to edit 

1. Select ‘Classic View ‘ option 
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Select shift type 
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Normal Shift 

1. Select normal shift 

2. Click ‘Accept’ button 
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Normal Shift 

Click ‘Close’ button 
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Schedule Shift 

1. Select roster shift 

2. Click ‘Accept’ button 
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Schedule Shift 

Click ‘Close’ button 
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Edit Personal Staff Roster 
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Click ‘Staff’ icon 
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3. Select staff data and 

double click left mouse button 
to edit 

2. Click ‘Filter’ button 

1. Select filter option and enter 
filter value 
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1. Click option button 

2. Select ‘Edit Staff Roster’ 
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1. Select the date that you 
want to change the day shift 

2. Click ‘Day Shift’ option to 

select day shift  
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2. Click ‘Select’ button 

1. Select ‘Day Shift’ from the list 
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Click ‘Set’ button 
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Click ‘Ok’ button 
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Click ‘Accept’ button 
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Click ‘Close’ button 
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THANK YOU 
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