No swipe, Single swipe and Working hours

No swipe - 

If no swipes are available, the employee will be ‘Absent ’ or ‘Present ’ that need to be define same for Single swipe. 

Log in to your Zing HR account.

Click on ‘Setup Circle ’ on the right-hand top side of the screen and then click ‘Time & Attendance ’.
In the Rule section, first tick mark  on ‘No swipe ’ and select ‘Absent ’ or ‘Present ’ as per shown in below.
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ingle Swipe If single swipe is availzble, the employee will be deemed: ® Present * Absent
No Swipe I no swipes are available, the employee will be. deemedl Present * Absent
Comp off for extra time If the Employee works for more than | 520 minutes in a day, the employees will have an option of converting extra hours to

worked on weekdays overtime payment

 Accumulated for availing Compensatory off

Comp off for working on Define slab in minutes for conversion to compoff




Single swipe - 
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10 2099 1 CompOff Leaves
W single Swipe If single swipe is available, the employee will be deemed: ® Present ' Absent
¥ No Swipe If no swipes are available, the employee will be deemed: ' Present ® Absent
¥ comp off for extra time If the Employee works for more than | 520 ‘minutes in a day, the employees will have an option of converting extra hours to




Working Hours - 

If you tick marked on working hours then you need to set the minimun min to be present for half day and full day.
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@ Working Hours Each Employee is supposed to work for | 510 mins on a normal working day to be marked Present or atleast| 270 mins to be marked as =
Half day.
@ Late Coming Employees are allowed to come upto | 15 mins late for | 10 times in a Attendance cycle out of which | 3 mins will be =

considered as grace period.

* Fromevery| 11 instance

is considered a Half day

Allinstances after instance are considered Half days





Finally click on the ‘Save ’ button and done it!!!

