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Introduction
Protege GX provides advanced and highly customizable time and attendance monitoring and reporting
functionality. This includes the ability to display sign in and sign out times on Protege keypads, configure shift
times to report attendance, breaks and hours worked, and create the specific output you need with selectable
report templates and configurable user field selections.

Prerequisites
⦁ Time and attendance reports are a separately licensed feature and require the appropriate license (ordering

code PRT-GX-TNA) applied to the server SSN.

⦁ Displaying time and attendance details on a keypad requires a Protege GX controller with firmware version
2.08.0351 or higher.
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Time and Attendance Details on a Keypad
Protege keypads can be configured to display time and attendance details, providing visual feedback and
confirmation to a user when signing in or out using an ICT reader. When a user badges at the reader their name
and the recorded time and date are displayed on the keypad connected to that door.

Keypad Configuration

Below are the steps required to enable time and attendance details to be displayed on a keypad.

1. Navigate to Expanders | Keypads and select the keypad to be configured.

2. Select the Configuration tab.

3. Ensure that the Door connected to keypad is the entry/exit door where users present their credentials when
entering or exiting the building or workspace.

4. Select the Options 1 tab.

5. Check the Show Time and Attendance Detail option to configure the keypad to display the sign in/out time.

Important: None of the other Display Options should be selected. All other options take priority and override
the time and attendance setting, so if any are selected time and attendance will not be displayed.

6. Specify the Length of Time to Display Attendance Detail on the keypad (in seconds).

7. Set the Attendance Date Format to be displayed (MM/DD/YY or DD/MM/YY).

8. Click Save.
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User Attendance
The User Attendance tab provides a convenient way to quickly view a user's attendance details. Attendance
events can be copied to the computer's clipboard for transfer to a file or document. In addition, entry/exit events
can be manually added in case a user has missed logging their entry or exit.

1. Navigate to Users | Users and select the user to view.

2. Select the Attendance tab.

3. Click Load Events to view entry/exit events for the user.

4. Click Copy to Clipboard to copy the events (in CSV format) for transfer to a file or document.

5. Click Add In/Out Event to manually create an entry or exit event for the user.
- Select the Event Type, either Entry Event or Exit Event.
- Select the Door to log the event at.
- Specify the Time (date and time) to record the event.
- Click Add Event.
- When the event is added click OK, then close the Add In/Out Eventwindow.

Be careful not to click Add Event a second time, or the event will be added again, and cannot be removed.

You will need to reload the events to view the new event record. It will be identifiable as an 'Operator
Generated Time and Attendance' event. Manually assigned events will be included in attendance reporting in
the same way as events logged at a reader or keypad.
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Attendance Reports
When employees badge in and out, they create attendance events. Attendance reports allow you to collate these
events and calculate worked hours, break times and time violations. You can export reports manually or
automatically, ready to be imported into your payroll system.

Creating an Attendance Report
To create an attendance report:

1. Navigate to Reports | Setup | Attendance.

2. Click Add and give the report a descriptive name (e.g. Factory Staff Attendance).

3. Define which users this report will include by setting the User source. The options are:
- User list: The report will include only specific users. Select the users in the Users tab.
- Access level: The report will include all users with specific access levels. Select the access levels in the

Access levels tab.
- Record group: The report will include all users in a specific record group. Select the record group using the

User record group setting just below.

4. Set the Report type to determine which information this report will display. See Report Type for the options.

5. Set the Time zone used for this report.

6. By default, attendance reports display all days where employees reported for work, regardless of whether they
were scheduled to work that day. You can produce separate reports for unscheduled days using these
settings:

- Unscheduled days worked (excluding public holidays): Enable this setting to only include occasions
where employees worked on days outside of their normal shift schedule (apart from public holidays). This
allows you to calculate overtime payments for extra shifts.

- Public holidays worked: Enable this setting to only include occasions where employees worked on public
holidays. This allows you to calculate holiday overtime payments and days in lieu.

To use this report type, enter holidays in the Public holidays tab. We recommend updating this report
annually to ensure that public holiday dates are accurate for the coming year.

7. Set the Report print template to determine the format of the final report. See Report Print Templates for the
options.

If you selected Summary ICT or Summary MYOB, enter the Normal pay code that will appear in the Pay code
column of the report.

8. Enter a Grace period (hours:minutes format) to allow employees slight deviations from their expected shifts.
For example, if the grace period is 5 minutes, someone who arrives 4 minutes late will not be penalized. See
Grace Time for more information.

9. Set the Period that the report will cover. This would typically match the company's pay cycle (e.g. 2 weeks).
Alternatively, enable Prompt for date to set the dates for the report manually each time you run it.

The reporting period does not include the current day.

10. It is possible to run attendance reports without any shift information to get a summary of user attendance and
hours worked. Alternatively, if your organization tracks shifts and break times you can set these up in the Shift
times and Break times tabs. This allows the report to identify when users are early or late, taking excessive
breaks, or working outside their normal hours.

There are two types of shifts:

- Weekly shifts (see page 10)

- Rotation shifts (see page 11)
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11. In the Allowed doors tab, select the doors that will be used to calculate user attendance. These should be the
doors on the perimeter of the building or the work area.

Users must always present their credentials when they enter or exit these doors to ensure that their
attendance is recorded accurately.

12. Some report print templates can display additional user data. Select the additional columns to display in the
User fields tab (see page 12).

13. (Optional) To automatically generate this report on a schedule, use the settings in the File export or Email
tabs. The file export option is especially useful if you are automatically importing attendance data into a payroll
system.

For assistance with these settings, see Application Note 243: Exporting and Emailing Reports in Protege GX.

14. Click Save.

You can run this report by navigating to Reports | Attendance, then clicking Run.

Report Columns
The following columns are used in attendance reports:

Column Description

In
The time the user first clocked in for the day or shift. May display (Late) or (Early) to indicate arrival
relative to the scheduled start time.

In Door The name of the door where the user clocked in.

Out
The time the user last clocked out for the day or shift. May display (Early) or (Excess) to indicate
departure relative to the scheduled end time.

Out Door The name of the door where the user clocked out.

Total
The gross time between clock-in and clock-out, shown in minutes. Raw elapsed time before any
break deductions.

Deduct The total break time deducted from the gross time, shown in minutes.

Accrual The net credited working time, shown in minutes. The final value used for payroll or time tracking.

Some report templates may include additional columns, as noted in Report Print Templates below.

Report Type
The Report Type defines the type of attendance data and level of detail the report will provide.

⦁ Daily first in last out: The report will use the first entry event and the last exit event each day to determine the
user's attendance and hours worked. Any events between these times are ignored, so these reports do not
consider break times or other time spent off site.

⦁ Shift first in last out: The report will use the first entry event and the last exit event each day, and any
additional entry/exit events during the day. Protege GX then matches the various entry/exit events against
the defined shift and break times to calculate the hours worked.

⦁ Daily first and last user event: The report will use the first and last user event each day to determine
attendance and hours worked. Any events between these times are ignored, so these reports do not consider
break times or other time spent off site.

⦁ Shift first and last user event: The report will use the first and last user event each day, and any additional
events during the day. Protege GX then matches the various entry/exit events against the defined shift and
break times to calculate the hours worked.
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⦁ First scan in: The report will show the earliest entry event for each user on each day. It does not calculate
hours worked.

⦁ Last scan out: The report will show the latest exit event for each user on each day. It does not calculate hours
worked.

⦁ First scan in and last scan out: The report will show the earliest entry event and the latest exit event for each
user on each day.

⦁ Late in: The report will show the first entry time for each user on the days when the user was late to enter.

This is calculated after the Grace period has been applied.

⦁ Top 10 late in: The report will show the 10 users with the highest number of late entries in the selected period.

⦁ Late out: The report will show the last exit time for each user on the days where the user was late to exit.

This is calculated after the Grace period has been applied.

⦁ Early in: The report will show the first entry time for each user for the days where the user was early to enter.

This is calculated after the Grace period has been applied.

⦁ Early out: The report will show the last exit time for each user for the days where the user was early to exit.

This is calculated after the Grace period has been applied.

⦁ Absent: The report will show the users with no time entry data for any of the days covered by the report.

⦁ Top 10 absent: The report will show the 10 users with the highest number of days absent in the selected
period.

Report Print Templates
Attendance reports are generated in a summary format that provides the essential information relevant to each
report. Additionally, specific reports can be generated using report print templates that provide specially defined
format and content. The following attendance reports support print templates:

⦁ Daily First In Last Out

⦁ Shift First In Last Out

⦁ Daily First and Last User Event

⦁ Shift First and Last User Event

The following describes the available report print template options:

⦁ Summary: The report displays a daily attendance summary for each user.
⦁ Detail: The report displays a detailed attendance breakdown for each user each day, including start, break and

finish times, and the corresponding in and out calculations for each event. This template also allows the
addition of extended custom user fields in the User Fields tab.

⦁ Summary ICT: The report is generated in a CSV format that provides a summary of each user's attendance and
includes their employee code and pay code, to assist in payroll generation. This template also allows the
addition of extended custom user fields in the User fields tab.

⦁ Summary MYOB: The report is generated in a CSV format that can be directly read into the MYOB program. It
provides a summary of each user's attendance and includes fields for employee code and pay code to assist in
payroll generation, and department and cost center fields for wage cost tracking.

- The Employee code is set in the User fields tab.
- The Pay code is set in the Normal pay code field on the General tab.
- The Department and Cost centre columns provide fields in the CSV file that can be manually populated

with details from MYOB.

⦁ Action HRM: The report is generated in a CSV format that can be directly read into the ActionHRM program. It
provides a summary of each user's attendance, including the entry and exit times and total hours worked.
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Grace Time
Setting a Grace time allows the attendance report to forgive small deviations from the scheduled shift. When a
deviation falls within the grace time window, the system treats the person as if they arrived or left on time.

Late Arrival Early Departure Excessive Break

Within
grace

Late minutes credited back.
Total and Accrual increased as
if on time.

Early minutes credited back. Total
and Accrual increased as if stayed
to end.

Excess forgiven. Deduct
reduced to standard duration,
Accrual increased.

Outside
grace

No adjustment. Marked as 
(Late)

No adjustment. Marked as (Early)
No adjustment. Marked as
(Excess)

Grace time does not apply on non-working days or public holidays.

Shift Times
While attendance reports can be generated as a general report that displays all attendance information, you can
also configure shifts and breaks to compare expected start and finish times, calculate hours worked, identify
absences and monitor early/late arrivals and departures.

Weekly Shifts
Setting the Shift Type to Weekly allows you to configure a standard weekly shift with defined days and hours.

Note: This option is only suitable for static constant shifts that begin and end on the same day and operate over
the same days each week. Shifts that run overnight (past midnight) or operate on a rotating roster must be
configured as Rotation shifts (see next page).

Shift Details Configuration

Below are the steps required to configure the shift details for a Weekly shift type.

1. In the Shift Times tab, select the days that will be included in the weekly shift. This must be the ongoing fixed
days for a single shift. If there are multiple shifts with overlapping days or different times these will each
require their own report and shift time configuration.

2. Set the standard rostered Start Time and End Time for each day.

Remember, these times cannot cross over midnight in a weekly shift.

3. Click Save. Then configure the break times (if required).

Break Times Configuration

1. In the Break Times tab, specify all applicable breaks for the shift. Up to six breaks may be configured.
- The Start time is the earliest time an employee should begin the break.
- The End time is the latest time an employee should finish the break.
- The Duration is the allowed length of the break (in minutes).
- The Calculation determines whether the break is processed as paid or unpaid. Exclude deducts the break

duration from the hours worked, so the break is unpaid. Include does not deduct the break.

A break can be defined as a specific allocated break period, or it can cover a time range in which the break can
occur, but it must at minimum accommodate the break duration. For example, for a 10 minute break starting
at 10:00 am, the end time must be 10:11 am or later, to allow for the full duration of the break.

2. Click Save.
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Rotation Shifts
Industries such as law enforcement, security, healthcare, and manufacturing often operate 24/7 and require
operations to be divided into shifts on a rotation. Setting the Shift Type to Rotation allows you to configure
complex shift rotations with changing hours and days, or overnight shifts.

Supported rotations include:

⦁ A single shift type, such as an overnight rotation where the business has workers rostered 5 nights each week,
and is closed the remaining 2 days, so only one overnight shift type is required.

⦁ Two or more shift types representing teams covering standard hours of operation, overlapping different days
to cover 7 days a week on a defined rotation.

⦁ A complex series of inter-connected shift types with staggered rotations covering operations 24 hours a day, 7
days a week.

Setting Up Shift Types
To set up a rotation or overnight shift, you must first create shift types for all of the relevant shifts.

1. Navigate to Reports | Setup | Shift Type and click Add.

2. Enter a Name to describe the shift. This might include a department or section.

3. Select the Color that will represent this shift type on calendar displays.

4. Select the Time tab.

5. In the Shift Times section, set the standard rostered Start Time and End Time for the shift.

6. The Include Minutes before Shift Start and Include Minutes after Shift End options define (in minutes) how
long before and after the shift a clock-in/clock-out will be recognized as part of the shift. This ensures that
users who sign in early or sign out late will still be included in an attendance report.

These should not be left at 0 or users who arrive before or leave after the shift times will not be included in the
report.

7. In the Break Times section, specify all applicable breaks for the shift. Up to six breaks may be configured for
each shift.

- The Start time is the earliest time an employee should begin the break.
- The End time is the latest time an employee should finish the break.
- The Duration is the allowed length of the break (in minutes).
- The Calculation determines whether the break is processed as paid or unpaid. Exclude deducts the break

duration from the hours worked, so the break is unpaid. Include does not deduct the break.

A break can be defined as a specific allocated break period, or it can cover a time range in which the break can
occur, but it must at minimum accommodate the break duration. For example, for a 10 minute break starting
at 10:00 am, the end time must be 10:11 am or later, to allow for the full duration of the break.

8. Click Save.

Configuring a Rotation Shift
Below are the steps required to configure a Rotation shift type.

1. In Reports | Setup | Attendance, open your attendance report.

2. In the Shift times tab, set the Shift type to Rotation.

3. Select the Rotation Length (days). This is the number of days in the rotation, not the number of days for a
specific shift. For example, if staff are rostered for 6 days on and 2 days off, the rotation length is 8 days.

4. Enter the Rotation Start Date. This is the beginning point for the rotation. From here it will continue to repeat
and restart every 8 days (for example) as per the settings above.

5. Click Add to assign the required Shift Type(s) to the report.
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6. Once the shift types have been added, they are displayed in the list with their configured details and display
color, which identifies each shift type on a calendar display.

If a shift type needs to be edited, highlight it in the list and click Details.

7. The rotation calendar is displayed below, showing the dates for the first rotation, based on the rotation start
date. From the dropdown list, select the first shift type to be configured in the rotation.

8. Click on each of the days the selected shift type is rostered. If the shift type bridges midnight, the calendar will
cover two half days.

If you select the wrong day, change the shift selection to the default No Shift, then click the days to correct.

9. Select and apply each shift type to the required days as rostered, then click the Calendar View to confirm the
selections.

10. Click Save.

User Fields

The User Fields tab is not available when the Report Print Template is set to Summary MYOB. If user fields are
required, change the template to another selection, then change it back once user fields have been updated.

The User Fields tab provides the opportunity for operators to include additional user information in specific
reports by assigning an employee code and adding extended custom fields. This information is available from the
Extended Custom Fields found in the Extended tab in Users |Users.

The Extended tab is only available in user programming when the Display Predefined Custom Fields in Users
option in Global | Sites | Display is enabled.

Employee Code

The Summary ICT and Summary MYOB report print templates identify users by a unique Employee Code,
providing payroll information required for administration and third party payroll systems.

To specify the Employee Code in a report, select the corresponding extended field from the dropdown list. The
information entered in this field will be used to fill the Employee Code column when you run the report. This can be
any of the selectable extended and custom fields, as long as it reflects the user programming and is consistent for
all users.

Additional Exported User Fields

The Detail and Summary ICT report print templates allow extended user fields to be added to the report. Custom
fields created in Users | Custom Fields can also be included.

Simply click Add and select the extended or custom fields to include in the Additional Exported User Fields list.

Additional fields will only be displayed in the report when the report print template is Detail or Summary ICT.
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