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1. ADMINISTRATIVE FUNCTIONS
Starting the Program.

To start the program, click on the shortcut icon on the desktop. This opens the application
where you will have to enter your username and password [Figl.1]. Depending on the role
that has been assigned to you, some portions of the application may be locked.

() Solvell Attendance Manager - - =8|
Actions Reports  Shifts Users Window

Application Locked

m Attendance M_anaggr

UserName

Password

Fig 1.1

Employees
Click Actions > Manage Employees [Fig 1.2].

@ SolvelT Attendance Manager

 Actions | Reports  Shifts Users  Window
. Manage Employees
Set Absentees
Set Holidays

Reports

Fig 1.2

Or click on the Employee icon [Fig 1.3].




Add New Employee

Click Add [Fig 1.4].
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Fig 1.4

Input the data required and click Save [Fig 1.5].

[ 29 Employees >
41 o33 b Dl 4D
Personal Info
Emp ID: Contact:
First Name:
Last Name:
Others:
; Office Info
Job Title: Department :
\ CompID: Status:
traight Day :
Save Exit

Find Employee

Fig 1.5

Open Employees. Click Search [Fig 1.6].
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Fig 1.6

Enter the employee’s surname in the box to search [Fig 1.7].

S
L4, Find Employees

Filter by Surname: | mensa

o

| Employee ID Last Name
» 70006 MENSAH
| 70017 MENSAH-TANDOH
| 30070 MENSAH
30156 ADDAE-MENSAH
1 MENSAH
13 MENSAH
|18 MENSAH
61 MENSAH

First Name Other Names
Prosper

Rosemond

Stephen

Isaac

George Yaw
Joachim

Francisca

Benjamin A

Fig 1.7

Doubleclick on the record to open the details of the employee.

Contact



Edit Employee record

Find the employee you want to edit. Do not click on Add. Make the required changes and click
Save. Click Exit to close. [Fig 1.8].

2% Employees 5 B8
14 4\10 of: 335 blbl+
Personal Info
Emp ID: 70009 Contact: =
First Name: Isaac

Last Name: TETTEH

No Photo
Available Others :
Office Info
Job Title: Department: Finance b
CompID: 70009 Status: Current Y,
Straight Day : [¥]
Save Exit
Fig 1.8

Add / Modify Holiday

Click Actions > Set Holidays [Fig 1.9].

{} SolvelT Attendance Manager
Actions | Reports Shifts Users Window
Manage Employees

Set Absentees

Set Holidays

Reports »

Fig 1.9
Set Holiday

Select the Holiday from the dropdown box and choose the date. Click Save to save changes. Click
Exit to close. [Fig 1.10].

[13) Set Holiday = B &
Edit
Title: | -
Date: Thursday, June 27, 2013 ®
Save Exit

Fig 1.10



Edit/Delete Holiday
Click Edit [Fig 1.11].

[73] Set Holiday

|—

‘ Title: | v
\
Date: Thursday, June 27, 2013 =
Save Exit
Fig 1.11
Make appropriate changes [Fig 1.12].
E] Edit Holiday o B
Year: =
} ' Date { Holiday “
» | Monday, January 02, 2012 New Years Day v
; \ Tuesday, March 06, 2012 Independence Day >
} 1 Friday, April 06, 2012 Good Friday X
‘ 1 Monday, April 09, 2012 Easter Monday Y
| Tuesday, May 01, 2012 Workers Day v
Fig 1.12
To delete an entry, select it and press delete on the keyboard [Fig 1.13].
[13] Edit Holiday o &
Year: 2012 -
é Date ! Holiday A:w
" Monday, January 02, 2012 New Years Day =
;TP Tuesday, March 06, 2012 Independence Day >
| Friday, April 06, 2012 Good Friday X
| Monday, April 09, 2012 Easter Monday .
| Tuesday, May 01, 2012 Workers Day v

Fig 1.13




Absentees

Click Actions > Set Absentees [Fig 1.14]

@ SolvelT Attendance Manager

 Actions | Reports  Shifts Users  Window
. Manage Employees
I Set Absentees
Set Holidays
Reports

Fig 1.14

Add Absentee record
Click Add [Fig 1.15].

Fig 1.15

Enter the required data and click Save [Fig 1.16].

Ls

[T2] Absentees o B R
Info

Name: | - Begins : F'ridray,ijune 28,2013 [+]

Type: v Ends:  Friday, June 28, 2013 [+]
Notes

Save Exit

Fig 1.16



Find Absentee record
Open Absentees. Click on Search [Fig 1.17].

K4t o1 M O[]

Fig 1.17
You can filter records by name [Fig 1.18].
' , Find Employees
| Filter by Surname: ass J
. ‘Employee Category Begins
4 ASSAH Stella v  Employee Leave v Monday, September 03, 2012
ASSIM Grace v Excuse Duty v Wednesday, September12, 2012
ASSAH Stella v Employee Leave v Monday, September 17, 2012
Fig 1.18

Doubleclick on the record to open it.

Delete Absentee record

Open Absentees. Click on delete [Fig 1.19]

44t of:1| b bl d[OD]n

Fig 1.19

Click OK to delete or Cancel to quit [Fig 1.20].

Delete X

/ !.“-\ Delete record from database?

OK Cancel

Fig 1.20

Modify existing Absentee record

Ends

Sunday, September 09, 2012
Wednesday, September 12, 2012
Wednesday, September 19, 2012

Find the record you want to modify. Do not click on Add. Make the appropriate changes and click

on Save. Click on Exit to quit. [Fig 1.21]

o B R

i [12] Absentees
4t o1 b b gD
Info
Name: SOWAH Hannah - Begins: Tuesday, October 16, 2012 hd
Type:  Excuse Duty v Ends: Tuesday, October 16, 2012 X
Notes

Save Exit

Fig 1.21



2. SHIFTS

Set Shifts by Employee
Click Shifts > Set Shifts > By Employee [Fig 2.1]

Q SolvelT Attendance Manager

Actions  Reports i Users  Window
By Employee
Set Shift Groups By Group
Edit/Delete Shifts
Reports
Rota
Fig 2.1
Select the details and click Add [Fig 2.2].
£3 Shifts by Employes o B R
Shit: [=]
From : Wednesday, July 10, 2013 [=]
To: Wednesday, July 10, 2013 [=]
Department : E]
Employee: ‘3
Employee List
liilglete
— | e
Fig 2.2

By clicking Add, the employees are added to the list but are not saved yet [Fig 2.3].



{3 Shifts by Employee o B R

Shift: 6AM - 3PM v

From: Monday, July 09, 2012 v

To: Friday, July 13, 2012 R Add

Department : Housekeeping 3

Employee : AVEMEGAH David Delasie hd

Employee List Number of Employees : 4
ABIDI De-Rock Emenyo 6AM - 3PM | 09-Jul-2012 13-Jul-2012
ADISU Brigette 6AM-3PM | 09-Jul-2012 13-Jul-2012 «
AMOAKC Emmanuel Osei 6AM - 3PM | 09-Jul-2012 13-Jul-2012
AVEMEGAH David Delasie 6AM-3PM | 09-Jul-2012 13-Jul-2012
Delete
Save Exit
Fig 2.3

To remove a record, select the name from the list and click on Delete [Fig 2.4].

3 Shifts by Employee o B R
Shift : 6AM - 3PM B
From: Monday, July 09, 2012 -
To: Friday, July 13, 2012 > Add
Department : Housekeeping v
Employee: AVEMEGAH David Delasie 5
Employee List Number of Employees : 4
ABIDI De-Rock Emenyo 6AM - 3PM | 09-Jul-2012 13-Jul-2012
ADISU Brigette 6AM -3PM | 09-Jul-2012 13-Jul-2012
| | AMOAKO Emmanuel Osei ]| 6AM - 3PM | 09-Jul-2012 13-Jul-2012
AVEMEGAH David Delasie 6AM - 3PM 09-Jul-2012 13-Jul-2012

Fig 2.4

To save the list, click on Save [Fig 2.5]

Save

)

Fig 2.5



Set Shifts by Group

You can put employees into groups in order to make it easier to set the shifts.

Click Shifts > Set Shifts > By Group [Fig 2.6].

@ SolvelT Attendance Manager
Shifts | Users  Window

~ Set Shifts i
Set Shift Groups
Edit/Delete Shifts
Reports

Rota

By Employee

By Group

Fig 2.6
Select the details and click on Add [Fig 2.7]
{3 Shifts by Groups = B R
Shift: [=]
From: Wednesday, July 10, 2013 v
To: Wednesday, July 10, 2013 v
Group: [-]
Employee List
| Delete |
Save | | Eit
Fig 2.7

By clicking on Add, all the employees in the selected group are added to the list but are not saved

yet [Fig 2.8]
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&3 Shifts by Groups o B R

Shift: TAM - 4PM he
From: Monday, July 09, 2012 -
Add
To: Friday, July 13, 2012 -|
Group: Group A r
Employee List Number of Employees : 6
ADDC Philemon A. 7AM - 4PM 09-Jul-2012 13-Jul-2012
AMEVOR Kelvin Edinam 7AM - 4PM | 09-Jul-2012 13-Jul-2012
BOATENG Abel Kumah Williams 7AM-4PM | 09-Jul-2012 13-Jul-2012 «
GAGODO Elizabeth Selase 7AM - 4PM | 09-Jul-2012 13-Jul-2012
NKRUMAH David 7AM - 4PM 09-Jul-2012 13-Jul-2012
TENGE Bright Brian Wolam 7AM - 4PM | 09-Jul-2012 13-Jul-2012
Delete
Save it

Fig 2.8

To remove a record, select the name from the list and click on Delete [Fig 2.9].

£3 Shifts by Groups e
Shift: TAM - 4PM 5
From: Monday, July 09, 2012 bl -
Add
To: Friday, July 13, 2012 v
Group : Group A ad
Employee List Number of Employees : 6
ADDO Philemon A. 7AM -4PM | 09-Jul-2012 13-Jul-2012
AMEVOR Kelvin Edinam 7AM - 4PM 09-Jul-2012 13-jul-2012
BOATENG Abel Kumah Williams 7AM - 4PM 09-Jul-2012 13-Jul-2012
[GAGODO Elizabeth Selase |[7AM-4PM | 09-1ul-2012 | 13-jul-2012
NKRUMAH David 7AM -4PM | 09-Jul-2012 13-Jul-2012
TENGE Bright Brian Wolam 7AM - 4PM | 09-Jul-2012 13-jul-2012

Save kit

Fig 2.9

To save the list, click on Save [Fig 2.10]

Save

)

Fig 2.10



Set Shift Groups

Click Shifts > Set Shift Groups > [Fig 2.11]

é SolvelT Attendance Manager
——Sﬁtz—l Users  Window
Set Shifts »
I Set Shift Groups
Edit/Delete Shifts
Reports

Actions  Reports

Rota

Fig 2.11

Select the group from the group dropdown list. You can also create a new group. Click on Add to

add to the list. The list is not saved yet. [Fig 2.12]

é Shift Groups o B R
Group : Group C v
Department : v Add |
Employee : ABAYATEVE Perry Mensah []
Employee List Number of Employees : 6
ALHASSAN Rawudat
BORTEI Prince Borketey
KUMAH Kenedy-Courage ‘
NYANKO Stephanie Ama
OFOCRI Joana
QUAME Derrick Seyram

Delete |

| Save | | Bt |

Fig 2.12

To remove a record, select the name from the list and click on Delete [Fig 2.13].
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{3 Shift Groups

Group :
Department :

Employee :

Employee List

ADDO Philemon A.

AMEVOR Kelvin Edinam
BOATENG Abel Kumah Williams
GAGODQ Elizabeth Selase

| NKRUMAH David

TENGE Bright Brian Wolam

Save

To save the list, click on Save [Fig 2.14]

Save

Add a new group

Group A b2
Kitchen - Add
ABAYATEYE Perry Mensah >
Number of Employees : 6
|
Exit
Fig 2.13
Exit
Fig 2.14

Open Set Shift Group and rightclick on the Group dropdown. Click Add Group [Fig 2.15]

C} Shift Groups

Group :

Add Group
Department : Edit Group d

o B R

Employee : -

Fig 2.15

Enter the name of the new group and select the department. Click on Save to save or Exit to

close [Fig 2.16]

Groups

Name:

Department :

Save

Fig 2.16
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Edit existing group
Open Set Shift Group. Select the group you want to edit and rightclick on the Group dropdown.
Click Edit Group [Fig 2.17]

&3 Shift Groups =a
Group: Group C L_l
Add Group i
Department : | Edit Group Pd ‘
Employee: EJ
Fig 2.17

Make the appropriate changes and click Save to save or Exit to close [Fig 2.18].

~

Groups

Name : Group C

[«]

Department:  Kitchen

Save | it |
Fig 2.18

Edit/Delete Shifts

To make changes to the shifts, click Shifts > Edit / Delete shifts. You can do this by department
[Fig 2.19] or by employee [Fig 2.20].

{3 SolvelT Attendance Manager
Shifts l Users  Window
Set Shifts »

Set Shift Groups
Edit/Delete Shifts  »
Reports » Employee

Rota

Fig 2.19

{3 SolvelT Attendance Manager
Shifts l Users  Window
Set Shifts »

Set Shift Groups

Edit/DeleteShifts  » |  Department
Reports » | Employee |
Rota

Fig 2.20
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To modify a record, select the parameters. You can change the date or the shift from the date

and shift dropdown lists. [Fig 2.21] and [Fig 2.22].

' £ Edit Shift -Department o B R
Department: Kitchen v From:  Tuesday, September1l, 2012 |~
Shift: 8AM - 5PM v To: Wednesday, September12, 2012 ~

:» iwDate ér?ployee Name ISh]ft

' Tuesday, September 11, 2012 AGBENORWU Liticia 8AM - 5PM g

\ ‘ Tuesday, September11, 2012 ATOKLO Dominic Richmond 8AM - 5PM S/

Tuesday, September11, 2012 TWUM Franklin 8AM - 5PM Y

Wednesday, September 12, 2012 AGBENORWU Liticia 8AM - 5PM v

s gl Wednesday, September12, 2012 ATOKLO Dominic Richmond 8AM - 5PM ¥

» Wednesday, BESEG1ET12, 2012 [Zl TWUM Franklin 8AM - 5PM v
4 September, 2012 4

Sun Mon Tue Wed Thu Fri Sat

29 30 31 1

~

()

26 27 2

2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 5 6

Today: 7/11/2013

Fig 2.21
{3 Edit Shift -Employee
Department: Kitchen % From:  Tuesday, September11, 2012
Employee:  ABAYATEYE Perry Mensah »| To: Wednesday, September 19, 2012 ~
| [Date | Shiftld |
] ‘\ Tuesday, September11, 2012 3PM -12PM
1 ‘ Wednesday, September 12, 2012 3PM -12PM
\ ‘ Thursday, September13, 2012 OFF
l J Friday, September 14, 2012 OFF
] i Saturday, September 15, 2012 3PM -12PM
1 ‘ Sunday, September 16, 2012 3PM - 12PM
‘ | Monday, September 17, 2012 3PM - 12PM
» ‘ Tuesday, September 18, 2012 3PM - 12PM
" \ Wednesday, September 19, 2012 8AM - 5PM
I 6AM - 3PM
3PM - 12PM
10PM - 7AM
7AM - 4PM
Fig 2.22
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To delete a record, select the parameters. Select the record to delete and press delete on the

keyboard. [Fig 2.23] and [Fig2.24].

{3 Edit Shift -Department

Department: Kitchen v
Shift 8AM - 5PM hi

' Date
Tuesday, September11, 2012
' Tuesday, September 11, 2012
. Tuesday, September11, 2012
‘ Wednesday, September 12, 2012
; Wednesday, September12, 2012
‘ . Wednesday, September12, 2012
m ' Thursday, September13, 2012
- Thursday, September 13, 2012
| | Friday, September14, 2012

| Friday, September 14, 2012

{3 Edit Shift -Employee

Department: Kitchen

From:

To:

, Employee Name

AGBENORWU Liticia
ATOKLO Dominic Richmend
TWUM Franklin
AGBENORWU Liticia
ATOKLO Dominic Richmend
TWUM Franklin

ATOKLO Dominic Richmond
TWUM Franklin

ATOKLO Dominic Richmond
TWUM Franklin

Fig 2.23

Tuesday, September 11, 2012
Friday, September 14, 2012

| Shift
- BAM-5PM
~ 8AM-5PM
~ B8AM-5PM
* BAM-5PM
~ 8AM-5PM
~ B8AM-5PM
~ 8AM-5PM
* 8AM-5PM
~ B8AM-5PM
~ BAM-5PM

b From:  Tuesday, September11, 2012

Employee:  ABAYATEYE Perry Mensah b To: Sunday, September 16, 2012
~ |Date | shiftld
“fuescriray, ”SVeptembrerii, 2012 | 3PM -12PM
‘ Wednesday, September12, 2012 3PM - 12PM
I‘ Thursday, September13, 2012 OFF
R | Friday, September 14, 2012 OFF
= Saturday, September 15, 2012 3PM - 12PM
B 5indiy, September 16; 2612 3PM - 12PM

Fig 2.24

v

v

o B 2R

4

4
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3. USERS

Switch User

Click Users > Switch User [Fig 3.1] or click on the icon [Fig 3.2].

@ SolvelT Attendance Manager
Actions  Reports  Shifts | Users | Window
' — | Switch User

Change Password

Lock Application
Add User

User Access

Enter the new username and password and click on Login [Fig 3.3].

[ Application Locked
& Attendance Manager
UserName |
Password
_15091_11 " ‘ Cancel
Fig 3.3

Lock Application

To lock your session, click Users > Lock Application [Fig 3.4] or click on the icon [Fig 3.5].

ﬁ SolvelT Attendance Manager
Actions  Reports  Shifts | Users [ Window
' I 0. . Switch User

Change Password

Lock Application
Add User

User Access

18



Change Password
Click Users > Change Password [Fig 3.6].

é SolvelT Attendance Manager
Actions  Reports  Shifts | Users | Window
£ (. - . Switch User

| Change Password

Lock Application
Add User

User Access

Fig 3.6

Enter the new password and validate. Click on Save [Fig 3.7].

T Change Password o @ R
UserName
Password

Confirm Password

s | | kit

Add User

Click Users > Add User [Fig 3.8].

ﬂ SolvelT Attendance Manager
Actions Reports  Shifts | Users | Window
+ Wy - . Switch User

Change Password

Lock Application
Add User

User Access

Fig 3.8

Click Add [Fig 3.9].
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Enter the details of the new user and click Save [Fig 3.10].

By Add User o B R

UserName

Password
Confirm Password

Access Level ‘E]

 see | e

User Access

This defines the departments that a user can access. Click Users > User Access [Fig 3.11].

é SolvelT Attendance Manager
Actions Reports  Shifts | Users | Window

? p— ' Switch User
43 = ‘
E 18 | .

Change Password

Lock Application
Add User

I User Access

Fig 3.11
Select the user and click Add to add the departments to the user [Fig 3.12]. The list is not saved
yet.
'% User Access o B =R
Users
User: v
|| Add
Department:  Administration =] ==
Department
Accounts
Administration
| Delete |
| swe | Bt |
Fig 3.12
To save the list, click Save [Fig 3.13]
f Save l Exit
Fig 3.13
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To delete, select the department and click Delete. Click Save to save changes [Fig 3.14]

T4 User Access
Users

User: v

Department:  Administration >

=

Add

=

XS

Department

Accounts

Administration

Save Exit

Fig 3.14

Delete
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4. REPORTS

To view any report, select the parameters and click Generate [Fig 4.1].

'@Reports o B R

Status: Current ' Department : i ' From: Sunday, July 14, 2013 Bd|

Employee: ; = To: Sunday, July 14, 2013 =

of1 ) b |« R S d-| w00% z Find | Next

Fig 4.1
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