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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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Platform1 Server Time Attendance System 

Platform1 Server Time Attendance System is divided into the following 2 module: 
(i) Standard TA module, which bundled together with free edition of Platform1 Server software, and 
(ii) Advanced TA module, which user have to pay for the software license key (dongle key). 
 

Standard TA Module 
Standard TA module also known as pre-defined time attendance system, which user have to clearly 
define all the time attendance related fields such as normal shift time, roster shift time, calendar 

holidays, first in offset, last out offset and etc.  
 
TA calculation will based on the system setting and raw data. By default, only raw data with valid 
events will use to process the time attendance records. 
 
Advanced TA Module  
Advanced TA module give user more flexible to configure the TA setting. User can configure TA setting 

based on normal shift time or flexible shift time. For flexible shift, user can calculate working hour based 
on pairing type, which each complete pair of ‘Valid Card Entry’ and ‘Valid Card Exit’ events will 
calculate as time attendance records. 
 
Advanced TA module also support multiple shift in same day for same staff, multiple break time in same 
day, multiple OT rate on same working day and etc. 
 

* This document cover standard TA module. 
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Configure 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. Define shift start time and 
end time 
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Tick the ‘Allowed’ checkbox 
and define break start and 

end time 
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Define break deduct time 
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Define minimum working hour 
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1. Tick the checkbox for OT 
claims 

3. Click ‘Save and Close’ 
button 

2. Define OT out grace time 
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Notes: You can create unlimited normal shift. 
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Click ‘Close’ button 
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Configure Roster Shift Setting 
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Roster Shift consist of 2 components: 

 

(i) Day Shift   : allow user to create individual shift setting to be applied 

to roster schedule. Daily shift defines all the planned daily working 

hour which to be applied to yearly roster schedule. This is particularly 

flexible when a working changes his / her shift in a daily, weekly or 

monthly basis. 

 

(ii) Schedule  : allow user to plan a yearly shift roster for a staff or a 

group of staff. Individual day can be configure to fit to staff's shift. 

 
 

Roster Shift Setting 

15 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Day Shift Setting 
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Click ‘Day Shift’ icon 
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Click ‘Add’ button 
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2. Select shift colour pattern 

1. Enter shift name and 

description 
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Define shift start time and end 
time 
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Tick the ‘Allowed’ checkbox 

and define break start and 
end time 
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Define break deduct time 
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Define minimum working hour 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 
24 

1. Tick the checkbox for OT 
claims 

3. Click ‘Save and Close’ 
button 

2. Define OT out grace time 
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Notes: Repeat steps from page 19 to 24 for all the day shift setting. You can create unlimited day shift. 
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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 shift roster name and 
description 

3. Click ’Assistance’ button 
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1. Define shift calendar date 

2. 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 31 to 32 for all the day shift setting. 
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Click ‘+’ button to add the 
selected ‘Day Shift’ into the 

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

date 
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Notes: System will auto insert day shift pattern into calendar according to your selection. 
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Click ‘Save and Close’ button 
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Notes: You can create unlimited shift schedule. 
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Click ‘Close’ button 
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Assign Normal Shift or Roster 

Shift to Card Holder 
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Click ‘Staff’ icon 
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Filter View 
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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 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Classic View 
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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 
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1. Select normal shift 

2. Click ‘Accept’ button 
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Normal Shift 
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Click ‘Close’ button 
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Roster Shift 
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1. Select roster shift 

2. Click ‘Accept’ button 
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Roster Shift 
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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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1. Click ‘Set’ button 
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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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Holiday Setting 
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Click ‘Holiday’ icon 
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Click ‘Add’ button 
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1. Click one arrow button for 
month selection 

2. Click two arrow button for 
year selection 
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1. Click month for month 
selection 

2. Click year for year selection 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 
60 

1. Select holiday date 

3. Tick the checkbox for yearly 
type holiday 

2. Enter holiday name 

4. Click ‘Save and Close’ 
button 
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Notes: System will only update the holiday setting to controller if the holiday date is fall on current year. If 
the holiday setting is belong to next year, then this holiday setting won't be auto send to controller. When 
the year is coming, user have to manually send it to controller. 
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Click ‘Close’ button 
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Leave Setting 
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Click ‘Leave’ icon 
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Click ‘Add’ button 
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1. Select application date 

2. Click ‘Undefined’ option 
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1. Select ‘Classic View’ 

2. Select staff 

3. Click ‘Select’ button 
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2. Click ‘Undefined’ option 

1. Select start date and end 
date of leave 
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1. Select leave reason 
2. Click ‘Select’ button 
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Click ‘Save and Close’ button 
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Click ‘Close’ button 
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Time Attendance Setting 
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Time Attendance Setting divided into 3 tabs: 

 

I. General  : to define input for posting of raw data, working hour 

calculation’s method, OT  alignment for working day and OT rate 

for holiday. 

 
II. Range    : to define working hour and break hour capturing range, 

working hour and break hour offset range 

 

III. Posting  : to enable or disable auto posting, auto export, auto 

purging, authorize record and posting event types.  
 

 

 

 

Time Attendance Setting 
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Click ‘Setting’ icon 
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Notes: OT Alignment: The smallest block of time to be calculated as over time. OT Rate 
Factor: Select OT rate factor for holiday.  

General 

74 

1.  Select input for posting of 
raw transaction 

2. Select working hour 
calculation method 

3. Select ‘OT Alignment’ and 
holiday OT rate 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Range 
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1. Define capturing range for 
working hour 

2. Define allowance range for 
working hour 
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Range 
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1. Define capturing range for 
break hour 

2. Define allowance range for 
break hour 
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Posting 

1. To define auto posting 
time (only), to enable 

auto export, to enable or 
prevent authorize record 

been overwrite, to include 
invalid event types 
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3. Click ‘Ok’ button 

2. To enable auto purging and  
how many months to keep 
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Manually Posting 
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Click ‘Posting’ icon 
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2. Click ‘Ok’ button  

1. Select start date and end 
date for posting 
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Click ‘Ok’ button  
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Check here for posting 
progress 
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Reason Setting 
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Click ‘Reason’ icon 
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Click ‘Add’ button 
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Notes: For reason that related to leave application, please don't leave ‘Type’ as 'None' 
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2. Select reason type 

1. Enter reason name and 
description 

3. Click ‘Save and Close’ 
button 
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Click ‘Close’ button 
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View Time Attendance 

Records 
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Click ‘View’ icon 
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Notes: View Time Attendance window will always show the up to date posted data. For other posted 
data, user have to select the date from the filter option 
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Double click this bar to extract 
the hidden menu 
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1. Click ‘Filter’ tab 

3. Click ‘Apply’ button 

2. Select start date and end 
date to view the records 
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Select and double click the 
record that you want to 

modify 
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Modify time in and time out 
(by authorize personal) 
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1. Select reason and enter 
remarks for record purposes  

2. Click ‘Authorize’ button 
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Click ‘Close’ button 
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Time Attendance Report 
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Click ‘TA Report’ icon 
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1. Select report type 

2. Select date to view 

3. Click ‘Generate’ button 
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General Report 
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Time Card Report 
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Early In Report 

101 



Copyright ©  Entrypass Corporation 

ENTRYPASS TECHNICAL – CONFIGURATION GUIDE 

Late Out Report 
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Overtime Report 
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Export PDF Report 
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1. Click ‘Export to PDF’ button 

2. Select export path and 
enter file name 

3. Click ‘Export to PDF’ button 
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Export Time Attendance Data 

105 
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Click ‘Export’ icon 
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2. Select fields that you want 
to export out 

1. Select date to export 
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Click ‘Up’ or ‘’Down’ button to 
arrange output field column  
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1. Click ‘Output’ tab 

2. Select export path 
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Select file format 
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1. Enter file name 

2. Select output file method 
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2. Click ‘Save’ button 

1. Select output date and time 
format 
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THANK YOU 
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